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How To Prepare Monthly Time and Effort Reports 

 

Time and effort (T&E) repor�ng is required by OSPI.  

To ensure all signatures have been received for monthly T&E repor�ng, run a report, review transac�ons for accuracy 
and match signatures already received to the report. Obtain any missing T&E cer�fica�ons. The report described below is 
a tool for both monthly and semi-annual cer�fica�ons.  

T&E repor�ng is not a payroll form nor is it used to pay employees. T&E signatures are gathered and kept on file by the 
department overseeing the federal funds. Click here for state records reten�on informa�on. Search for “Grants 
Management”. 

When an employee leaves the district, obtain their T&E signature on their last day of work. Employees should not pre-
sign T&E. 

Ques�ons regarding T&E repor�ng should be directed to the department managing the federal funds. 

The following report can be used to help ensure all required �me and effort cer�fica�ons are received. Included are 
steps to add formulas and use filters for a preliminary iden�fica�on of staff as monthly or semi-annual.   

Report Running and Excel Spreadsheet Download: 

1) In Skyward under Administra�ve Access, Click the hamburger. 
a. Click “Account”. 
b. On the second column under “REPORTS”, scroll down and click “Transac�on Recap Qmla�v Produced 

Data – WSIPC (ASD) – Account Code”. 

   

c. Enter the beginning and ending dates in the fields to the right of “*Post Date Low”. 
d. Make sure every “*Source Type” is checked. 

https://www.sos.wa.gov/archives/help-government-agencies/state-government-records-retention-schedules
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e. “Show details” should be “Yes”. 

                                           

f. Click the plus sign to the le� of “Account Filters”. 
g. Enter the following data: 

• Fund = 10 through 10 
• Type = check the box to the le� of “E – Expense” 
• User2 OBBB = 2000 through 3999 
• All other account code segments should be blank (shows the words “…Show all values”) 

Note: Employees may be paid from mul�ple sites and/or mul�ple programs. To see all salary paid for 
employees follow these steps. Do not run the report on one site because if an employee is coded to 
mul�ple sites, the pay for the other sites will not be included. 

h. Click “Run Report” near the top of the screen. While the report is running, the status will be, “In 
Progress” and the Cancel Report icon will be red. 

                                                 

i. When the report is finished running, the status will be, “Completed” and the Rerun Report icon will be 
blue. 

j. Click on “Export to XLSX”. If this op�on does not appear, click on “More” and then select the export. 
i. When the report finishes expor�ng, the following pop-up box may appear. Click on the pop-up 

box or click the downloads icon near the top right of the screen to open the spreadsheet. 

                                                                            

k. If the following message appears near the top of the Excel spreadsheet, click “Enable Edi�ng”. 

                                             

l. Click the “2” at the beginning of row 2 to select the en�re row. 
m. Select the view tab and click on split. 

The next sec�on provides step by step instruc�ons to add formulas and filters to assist with a preliminary iden�fica�on 
of which employees qualify for monthly or for semi-annual cer�fica�ons. 

Spreadsheet forma�ng:  
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The following sorts and formulas can be added to the spreadsheet to help preliminarily iden�fy staff as needing monthly 
or semi-annual cer�fica�on. The resul�ng report can also be used to help review salary expenses charged to the 
program. 

The following steps must be completed in the order listed and the formulas must be pasted into the cells indicated. 
Failure to follow the instruc�ons may result in incorrect data. 

1) Click in one cell on the spreadsheet (row 2 should not be selected). 
2) Turn on filter (click “Data”, then click “Filter”) 

• Filter by Program – select all federal programs codes for the federal program being worked on. 
• Insert two blank columns – must be columns C and D 
• In Cell C1 enter, “Emp Pd from Prog” 
• In Cell D1 enter, “All Pay” 
• Enter a “Y” in each row in column C 
• Clear all filters 

3) Select the full spreadsheet (CTRL + A) 
• Click on “Data” then click on “Sort” 
• Make sure the box labeled, “My data has headers” is checked 
• Sort by: 

i. “PO#/Line#” (contains employee ID number) 
ii. “Emp Pd from Prog” 

• Click “OK” 
• If a pop-up box appears, select, “Sort anything that looks like a number, as a number” and click “OK” 

4) Insert columns 
• First insert column A 
• Insert columns F and G 
• Enter the following �tles 

i. Column A, cell A1 = “Employee Name” and widen the column 
ii. Column F, cell F1 = “Type of Pay” 

iii. Column G, cell G1 = “Monthly or Semi-Annual” 
5) Paste the formulas below into the listed cells – there should be no spaces in front of the formula 

Column A, cell A2 
=IF(AND(+Q2=Q3,+I2=I3),"",+P2) 
Copy the formula down the spreadsheet 

Column E, cell E2 
=IF(+Q2="","",IF(+D2="Y","yes",(IF(+Q2=Q1,+E1,"")))) 
Copy the formula down the spreadsheet 

Column F – cell F2 
=IF(+K2="","",(IF(OR(ABS(K2)=2131,ABS(K2)=2134,ABS(K2)=3131,ABS(K2)=2132,ABS(K2)=3134,ABS(K2)=2135),"EX
TRA HRS",(IF(OR(ABS(K2)=3118,ABS(K2)=3165,ABS(K2)=3137),"",(IF(LEFT(R2,3)="Sub","SUB",""))))))) 

Copy the formula down the spreadsheet 
Column G – cell G2 

=IF(E2="","",IF(Q2=Q1,+G1,IF(AND(OR(+E2="yes",+E2="JE"),+F2=""),"SEMI-ANNUAL","MONTHLY"))) 
Copy the formula down the spreadsheet 

6) Hide the following columns 
• B 
• H 
• J through K 
• O 
• S through W 

7) Go to “File” then “Print” 
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• If the print preview shows this box, “Show Print Preview”, click on the box. 
• Change orientation to Landscape 
• Select “Page Setup”, then “Margins” 

i. Enter “.12” for the Left and Right margins 
ii. Click “OK” 

• Select “Scaling”, then select, “Fit All Columns on One Page” 
• Click “Page Setup” 

i. Select the tab labeled “Header/Footer” 
ii. Click “Custom Header” 

iii. Paste the following in the “Left section” box: 
I hereby certify that for the period listed on this report, I worked solely in this position with 
100% of my pay charged as listed on this report. Principal and Administrator sign last page. 
Employee signature not required on Semi-Annual Certification. 

iv. Click “OK” 
• Click “Custom Footer” 

i. Past the following in the “Le� sec�on” box: 
Page &[Page] of &[Pages] 

ii. Paste the following in the “Center sec�on” box: 
Principal/Administrator Signature/Date 

iii. Paste the following in the “Right sec�on” box: 
Administrator Signature/Date 

iv. Click “OK” 
v. Click “OK” 

• Go back to the spreadsheet (Le� arrow in the upper le� corner of the screen) 
8) Click on “Page Layout” 

• Click on “Print Titles” 
• Click in the blank box to the right of “Rows to repeat at top:” 
• Click in row 1 on the spreadsheet 
• Click “OK” 

9) Make sure all filters are clear 
10) Filter to show “JE” (no blanks) in column N 

• In column C, filter and uncheck programs 9712 (CP Payroll) and 9715 (ASB Payroll). 
• If any JEs are listed, review the transac�ons to determine if �me and effort is required. All salary 

correc�ons should be processed through the payroll system. If any correc�ons are made through non-
payroll journal entries, the transac�ons will show here. Make a note of any JE that needs �me and effort 
signatures. Enter “yes” in column E for all JE rows requiring �me and effort signatures. Enter the 
employee’s name in column A. 

11) Hide column R. 
• Adjust column width on all visible columns to be as narrow as possible 

12) Clear all filters.  
• Filter to show “yes” (no blanks) in column E 

13) Review the spreadsheet to ensure column G is reflec�ng the correct type of cer�fica�on, monthly or semi-
annual. This spreadsheet is a tool to help preliminarily iden�fy the proper type of cer�fica�on for each 
employee. If the type listed is incorrect, enter the correct type in column G on all rows for the employee. Make a 
note of this correc�on for review and poten�al correc�on for the semi-annual cer�fica�on report. 

14) Column F shows if a person is a subs�tute. It also iden�fies if non-subs�tute employee’s pay is for extra hours. 
15) Reminder: if a teacher is out for a full calendar month or more, all subs�tutes for the teacher must sign a 

monthly �me and effort cer�fica�on. 
16) Ensure all other subs�tutes listed subbed for staff members who signed appropriate �me and effort. Keep the 

documenta�on. When �me and effort signatures have been matched to a sub, enter “X” in column G. Once the 
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review is complete, filter the “X” out of column G. If any subs�tutes are le�, obtain the appropriate �me and 
effort signature. Repeat this process for all other employees iden�fied as monthly. 

17) A�er the review is complete, filter column G to “monthly”. Obtain signed documenta�on such as �me logs for 
the listed employees. 

18) Complete this process for each month. A�er the February monthly review is complete, run the report for 
September through February and complete the steps above to format the spreadsheet. (The second semi-annual 
period is March through August.) Review the changes noted from the monthly reviews and if the changes are s�ll 
applicable, enter the changes in column G. 

19)  For JEs previously iden�fied as needing no T&E cer�fica�ons, enter an “X” in column G. For JEs needing semi-
annual �me and effort cer�fica�on, enter the employee’s name in column A, and “yes” in column E. 

20) Review column G for correct type of cer�fica�on. Make correc�ons as appropriate. 
21) Filter to semi-annual in column G. Filter by loca�on. Either put a page break between each employee and print 

the pages to route for signature or use this data to complete Semi-Annual Cer�fica�on forms. Templates can be 
found here on the Business Services page of the Auburn School District website. Remove the page breaks prior 
to selec�ng the next loca�on. 

It is highly recommended to request payroll adjustments as soon as possible. Payroll adjustments changing the 
four-digit program code and/or location codes, made AFTER time and effort signatures, will require new 
signatures. If the signed time and effort documentation includes additional account information such as activity 
and object, changing any of the listed codes may also trigger the need for updated time and effort signatures. 

Payroll adjustments are posted to the prior month within the first four working days of the new month. 
Occasionally, during grant claim processing, additional payroll adjustments will be posted. To ensure postings are 
complete, it is a good practice to run the report on the 15th of the month for the previous month’s activity. If the 15th 
is on a non-working day, run the report on the next working day. 

• Exception: August is the fiscal year end. August timesheet pay is paid in September and posted back to 
August. Payroll adjustments for August may also be posted back to August throughout the month of 
September. A best practice is to review August in early September and request any needed adjustments. 
As soon as September payroll posts, re-run the August report and ensure everything is posted correctly. 
Obtain any missing required time and effort signed certifications.  

• As soon as payroll provides notification that each of the final year-end payroll adjustments are posted, re-
run the report and generate updated time and effort certifications for signature, as appropriate. 

Examples: 

• Semi-annual: 
o Payroll adjustments are posted to March through August for pay from September through February. 

New semi-annual signatures are required for changes to program codes, location codes, and/or 
any other account code segments included on the signed time and effort certification. 

o Payroll adjustments posted within the semi-annual reporting period do not require new signatures. 
For example, payroll adjustment is posted to February for September through February. February is 
within the first semi-annual reporting period and no new signatures are required since the report 
should be run after the payroll adjustment is posted. Make sure to run the report AFTER the payroll 
posting cutoff. 

• Monthly:  
o Most monthly time and effort signatures are made on workshop/meeting sign in sheets or on time 

logs. If payroll adjustments are made, most likely new monthly signatures will be required. Ensure 
monthly signatures are completed prior to staff leaving for the summer. 

Note: A federal employee paid at one location may have extra hours charged to a different location. When the 
pages are printed for signatures, such employees will show on reports for multiple locations. One location could 
only have extra hours. The extra hours might not be paid from a federal program which is acceptable. A time and 
effort certification is required for all locations paid for this employee. 

https://www.auburn.wednet.edu/district-departments/business-services/trainingdocuments

