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Navigating to the PI Portal 

In PeopleSoft Financials UVM Employee Homepage click on the UVM PI Portal tile. 

 

Commitments by Person Tool 
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Once you click on the hyperlink for the commitment report for an individual you will see two tabs.  The 
first is the Commitments by Person tab and the second is the Distributions by Person tab to allow you 
to compare their current distribution to their commitments within the PI Portal.  Both tabs default to 
the current fiscal year, but you have the option to show commitments for all years or to see 
distribution breakdowns for a select range of fiscal years. 
 
Commitments by Person: 

 
 
 

 
 
Commitment by Person Report Details: The report will list award and project specific details pertaining 
to the commitment such as the project description, awarded department and PI, project description 
and award title.  The report also indicates if the individual is considered Key Personnel based on the 
role type set up by SPA after review of the award documents.  Commitments are listed as a 
percentage. 
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Personnel Commitments by Project 

Select the PI Portal: Search for Projects menu option on the left of the screen.  Enter the applicable 
search criteria necessary to bring up the project you wish to review and click on the “Retrieve Data (as 
of last night)” button.  Click on the Project ID hyperlink to access the project details. 
 

 
 
Select the Personnel Commitments tab.   

 
Personnel Commitment Details: This tab will display all faculty and key personnel commitments on the 
project along with their role on the project.  This tab also indicates if the individual is considered Key 
Personnel based on the role type set up by SPA after review of the award documents.   
 

 
Commitments are set up under the calendar columns for 12-month employees.  Commitments are set 
up under the academic and summer columns for non-12-month employees, typically 9-month faculty.  
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Note: Student wages, temporary wages, additional pay, including summer salary for 9-month and 10-
month appointments, are not encumbered. These costs will be posted as a payroll expenditure. 
The Transaction Detail tab can be referenced to see the individual payroll transactions by name/date 
for the entire project or a specific date range pertaining to the quarterly review.   
 

 
 
Note: Stipend payments are not subject to effort reporting requirements. Please reference the sponsors 
terms and conditions for minimal time commitments and review those charges in the verification process 
of the respective PI/CO-PI. 
 
Review Action item(s) from previous verification session – Prior to a verification meeting, assess 
whether the previous actions items have been completed. Facilitate the closure of any remaining action 
items prior to the upcoming meeting. 
 
Identify key award documents to facilitate verification discussion – Prior to a verification meeting, 
identify key award documents (UVMClick, PeopleSoft, eAPFs) that will likely aid the discussion points. 
Key documents will clarify any confusion on commitments and payroll distribution results.  

Effort Verification by Individual 

Principal Investigators, Co-PIs, Co-Investigators and faculty working on sponsored agreements should 
have a Commitment by Person report in the PI Portal, which should be verified on a quarterly basis. 
Non-key personnel or students do not have commitment reports.  Upon completion of the verification 
review document the scope of the review, the verification review results and any action items. 
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Review Active Commitments – Review the current fiscal year effort commitments (PeopleSoft default), 
as well as additional fiscal years that fall within the scope of the quarterly review for reasonableness.  
Review salary distributions and eAPFs if necessary to determine if actual effort was allocated accurately 
and if there are any future effort adjustments that need to be processed. The following discussion points 
should occur to 

mailto:SPA@uvm.edu
mailto:SPA@uvm.edu


http://www.uvm.edu/spa/?Page=contact.html&SM=contact_submenu.html
http://www.uvm.edu/spa/?Page=contact.html&SM=contact_submenu.html
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Select the report you wish to review.  Using the various filter features search for the PI or Investigator you wish 
to search for by last name.  Review each funding proposal that is currently listed as Pending Sponsor Review by 
clicking on the funding proposal number hyperlink.  Then click on the sponsor name below the proposal 
workflow diagram: 
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Documenting Results and Completing Action Items 

The documented completion of the verification review scope, the verification results and applicable 
action items from the quarterly verification is important for future verification reviews and establishing 
an audit trail of this payroll allocation internal control.  
 
Documenting the quarterly review results and action items – The designated unit effort administrator 
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Example: 

 
 

FAQs 

What is committed effort? 
Committed effort is that proportion of an individual’s institutional effort that will be devoted to a 
sponsored activity. Effort proposed for a PI or other key personnel in a grant application, typically in the 
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