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	Field/Action
	Data Entry Step

	Principal Investigator Emplid
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Click on the Employee Name hyperlink. 
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Results show employee’s time and effort commitment per project.

	Field/Action
	Legend
	Data Entry

	Percentage
	
	Review and decide if accurate

	Salary Type
	P = Actual Pay

T = Interdepartmental Transfer

S = Salary Recovery

 I = InKind
	

	Approval Flag
	U = Undecided
A = Approved

D = Declined
	“U” is default; Click on the magnifying glass and select “A” or “D”.

If “A” is selected skip to page 4.

If “D” is selected continue with next page.


Click “Save”

Click “Next in List”
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Click on the hyperlink “Enter Reason for Decline”
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To: 'mary.green@usm.edu’
Subject: FW: termiating employees

Anything pending or awarded (still open) for any of these people? Two more emails
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Associate Director, Sr. Grants Administrator
The University of Southem Mississippi
Sponsored Programs Administration

118 College Drive #5157

Hattiesburg, MS 39406

Telephone: 6012664119

Fax: 6012664312
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Tar Aunnalla Prish: Michalla hae

Al folders are up to date. 3 Connected to Microsoft Exchange




Type reason into description box and click “OK”

Click “Save”

Click “Next in List”

Repeat instructions on previous pages until the “Next in List” button is no longer active.  Then, continue below…
To verify that all reports have been completed:

Navigation: USM Utilities - USM Time and Effort - Time and Effort - Use - T/E Certification
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Enter any information you have and click Search. Leave fields blank for a list of all values.
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No matching values were found.




	Field/Action
	Data Entry Step

	Principal Investigator Emplid
	Accept default (user’s emplid)

	Term1
	Leave blank

	EmplID
	Leave blank

	Name
	Leave blank


Click Search

When all reports have been completed, the following message will appear: “No matching values were found”.
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