UND Compensation Compliance System (UNDCC)
Compliance Coordinator Quick Guide

1. Access system using the email notification you received regarding Pre-Review or use the link:
https://ecc.und.edu/undcc/

UNDCC uses single sign-on. If you are not already logged into VPN, log into VPN with your UND
username/password.
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i Ready to connect. Group: MNEUS

CampusVPN Usermame: |_\adne,pqc

Password: |

DUO Passcode: |
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Use one of the folowing options in the Dug -~
Passcode’ field:

1. Type PUSH".

Thiz will parform a Duo Push notfication to your
installed and activated Duo Mobile app on your
device,
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3. You are viewing the home page. The home page will display your worklist. The worklist displays two
sections:

a. Statements Awaiting Certification
b. Associated Projects (For Primary CCs only)

Statements Awaiting Certification (0) I Assigned Projects (96) !

Principal Investigator

Account Number Account Number Sponsor Name
Kelley, Mike A UNDOO99I9E National Institutes of Health  Fall Semester 2022 [ ]
Kelley, Mike A UNDOD33997 Global Lyme Alliance Fall 5 ar 2022 3 Ready for Pre Review [ ]
Kelley, Mike A University of Kentucky Semester 2022 () Ready for Pre Review [ ]
Kelley, Mike A UN National Institutes of Health  Fall S 022 ) Ready for Pre Review [ ]

4. The goal is to Pre-Review all Project statements for which your faculty serve as the Pl (For primary CCs

this is listed under the ‘Associated Projects’ tab, or for non-primary CCs by navigating to ‘Certify’ menu
option —> ‘My Project Statements’.
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5. From the Home Page, click on the tab named 'Associated Projects’.

Principal Investigator

Kelley, Mie A

Kelley, Mike A

Kelley, Mike A

Kelley, Mike A

Statements Awaiting Certification (0)

Project Title Account Number
UND0059596 - Demo Study UNDOOS9996
UND00S9597 - Demo Study UNDO0DS9997
UND0099996 - Demo Study UNDO0S9998
UND00S9939 - Demo Study UNDOD95999

I Assigned Projects (96) I

Account Number

UNDO0559%6

UND009g997

UND0095998

UND009g999

Sponsor Name
National Institutes of Health  Fall Semester 20223 Ready for Pre Review
Glopal Lyme Alliance Fall Semaster 2022 (%) Ready for Pre Review
University of Kentucky Fall Semester 2022 &) Ready for Pre Review

National Institutes of Health  Fall Semester 2022 (5} Ready for Pre Revievr

6. Click any link for the

Project Statement you wish to review and begin the Pre-Review process.

ifinigy Cortt

Principal Investigator

Kelley, Mike A

Kelley. Mike A

Kelley, Mike A

Kelley, Mike A

(0) Assigned Projects (36)
Project Titie Account Number
UNDI00S9996 - Demo Study UNDO0S9996
UND009999T - Damo Study UND003g997
UNDI0099998 - Demo Study UNDO0S9996
UND0099999 - Damo Study UND003959

Account Number

UNDO095957
UND0095998

UND009999%

‘Sponsor Name
National Institutes of Health  Fall Semester 202
Gilobal Lyme Alliance Fall Semester 2022 (%) Ready for Pre Review
University of Kentucky

Fall Semester 2022 (%) Ready for Pre Review

National Institutes of Health  Fall Semester 2022 (%) Ready for Pre Review

7. On the Project statement, your selected Project statement provides salaries and wages of all personnel

charged to the Project for the reporting period.

To view all Projects for a given Pl click the © icon highlighted below.

[-]Project Statements Instructions

T e

My Project Statements

Confirm -

To confirm payroll for the period shown above, verify the payroll and cost share dollars. Then click each of the ¢l

Ready for Certification
» Pre Reviewed

} Ready for Pre Review Wt
UNDO099996

UND0099997
UNDO0029998

UNDOQ099996 - Demo Study
UND0099997 - Demo Study
UNDO0S9998 - Demo Study

Kelley, Mike A - 7020020 .

&
Fall Semester 2... E
Fall Semester 2...
Fall Semester 2... T
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8. The Project Statement lists all UND employees that were paid from the Projects. Review the Project

Statement for accuracy. Ensure that the Payroll dollars displayed matches the Payroll for the employees
listed.

a. Clickthe ¥ icon to view the payroll details of the employee’s salaries and wages charged to the
Project for the reporting period.

b. To view the employee's 100% distribution over the reporting period based on IBS click this icon

‘

 Project Name Total §
UND0099998-Demo Study 1165121

UNDO0099996-Demo Study §7,074.01

. Effort rom 8812022 to 12/3112022, due a1 " 7]

Marley, Bob - 0862011 Demo Department - 99999 $428.41
Mercury, Kendall - 5905008 Demo Department - 99999 $11851.21 $0.00 $11,65121 62%
Villegas, Maria - 5944008 Deme Depariment - 95999 $138478 $0.00 §1,39478 6%

Get Help

Home

c. If adjustment(s) need to be made, use the ‘on hold’ check box to place the Project Statement on
hold and prevent it from being released to the faculty member until a payroll adjustment has
been completed.

; Effort from 8/16/2022 to 12/31/2022, due date 5/31/2023; Status: Ready for Certification

Prevent
Certification while
adjustments are
being made in PS

On Hold:

9. Review the Project Statements for all your PI's to ensure accuracy. Then Click the Pre Review button for
complete your review.

NOTE: If the Pre-Review button is not clicked the statement will not route for certification

. Effort from 8/16/2022 to 12/31/2022, due date 5/31/2023, Status: Ready for Pre Review

emBp

Kelley, Mike - 7020020 Demo Department - 99999 $1,981.72 $1,981.72

Marley, Bob - 0862011 Demo Department - 99899 £428 41 $0.00 $428 41 3% 5‘
Mercury, Kendall - 5905008 Demo Department - 99999 §11,651.21 $0.00 $11,651.21

Villegas, Maria - 5944008 Demo Department - 99999 $1,394.78 §0.00 §$1,394.78
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10. The system will automatically route you to the next statement on your Worklist for Pre review. You may
also click the 'Home" menu bar option at the top of the application to return to your main Worklist to
move on to the next Project Statement for review.

11. Continue pre reviewing all project statements assigned to you.

12. Statements will stay in the “Pre Reviewed" status until the Certification Period Opens. If the Certification
Period has already opened, the statement will stay in the “Pre Reviewed" status until the following day
when email notifications are sent.
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