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TITLE: Training and Guidance on Labor Distribution 
 
 
PURPOSE:  To advise the research community of the cost transfer policies and procedures  
 
This guidance applies to all Harvard Pilgrim Health Care, Inc. (HPHC) and Harvard Pilgrim Care 
Institute, LLC (HPHCI) (collectively, HPHC/I) personnel engaged in research, teaching or research 
administration activities in support of the charitable and educational mission of HPHC, Inc. 

 
Time & Effort certification is mandated by 2 CFR 200 Uniform Guidance and is the 
documentation of the effort (not salary) that each employee expends on various activities 
during a specified time period regardless of sponsor and pay.  

 
T&E is based on institutional commitments (research, clinical work, teaching and 
administrative responsibilities). 

 
Established in the hire letter which indicates the Institutional Base Salary (IBS). 

 
Take into account the clinical, administrative, teaching and other research responsibilities 
when applying for grants and commitments on other grants 
 

 
Oracle Labor Distribution 

 
Open Oracle 
Pick your Responsibility 
Click on Award 



[Type here] 
 

New 2/1/2022  
 

 

 
Click on black top hat 



[Type here] 
 

New 2/1/2022  
 

 

 
 

Click on labor schedules 
 



[Type here] 
 

New 2/1/2022  
 

 

 
Click on F11 key to turn the field Full Name grey 
Type in last name with % 
Click on Control F11 

 
 



[Type here] 
 

New 2/1/2022  
 

 

 
 
Click on down arrow until the correct name appears 
 

 
 
 
Click on Schedule lines 



[Type here] 
 

New 2/1/2022  
 

 

 
INSERT 
Project # 
Task # 
Award # 
Organization 
Expenditure Type (in most cases it will be Professional Semi Admin) 



[Type here] 
 

New 2/1/2022  
 

 

 
Start date 
End date – system will automatically take the schedule out to the end date of the project so 
make sure that the end date is when the person is scheduled to stop work on that project. 
 
Add the %FTE the person is scheduled.  Save 
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