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Office of Financial Compliance for Research 
Instruction Guide 
Retroactive Salary Increases – Union Faculty– October 2022 

Note: These instructions were developed in FY 2023 when the salary cap was $203,700. The 
instructions use October as the retroactive pay month that includes the retroactive increase 
for September for 8 month faculty and July, August and September for 12 month faculty.  The 
coding changes should be completed on the September-December period.   

If your employee received a retroactive salary increased paid out in September please refer 
to the original Retroactive Salary Increase instructions on our website.

CONTENTS 

1. Scenario 1: For employees with an Annual Salary above the DHHS salary cap prior to the 
current increase.

2. Scenario 2: For employees with an Annual Salary below the DHHS salary cap prior to the 
current increase but with an Annual Salary above the DHHS salary cap after the current 
increase.

3. Scenario 3: For employees with an Annual Salary below the DHHS salary cap both 
before and after the current increase; however, retroactive pay distributed in October 
causes only the October pay to be over the allowable monthly cap ($16,975 for annual 
cap of $203,700).

4. Scenario 4: For 8 month employees with an Annual Salary above the DHHS salary cap 
prior to the current increase whose Sep-Dec SPARs were created with 100% on the 
department organizational account.

5. Scenario 5: For 8 month employees with an Annual Salary below the DHHS salary cap 
prior to the current increase but with an Annual Salary above the DHHS salary cap after 
the current increase whose Sep-Dec SPARs were created with 100% on the department 
organizational account.

https://www.controller.pitt.edu/wp-content/uploads/Retroactive-Salary-Increase-InstructionsJuly2020.pdf
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SCENARIO 1: If the annual salary is above the salary cap both before and after the increase in annual salary 
and the retroactive increase occurs mid-way through an effort period of performance, the affected SPAR must 
be modified.  The steps below must be followed to ensure appropriate MCS reporting for the retroactive 
salary increase.  Prior to beginning the SPAR modification, the Retroactive Salary Adjustment Template 
should be completed to prevent timing out of the SPAR system.  Please be aware, this template has been 
modified to accommodate retroactive adjustments of varying lengths.  For the October increase for 8 month 
faculty, you must enter ‘1’ in cell B24, and for 12 month faculty you must enter ‘3’ in cell B24 to indicate the 
number of months of retro adjustment. 

A. Original SPAR

The beginning SPAR will reflect the salary distribution based on the previous annual salary of
$250,000. See the Cost Sharing Template calculation below confirming the Mandatory Cost
Sharing (MCS) percentages at the $250,000 rate.

https://www.controller.pitt.edu/wp-content/uploads/Retro-Increase-Template_Variable-Months-3.xlsx
https://www.controller.pitt.edu/wp-content/uploads/MCSTemplate-1.xlsx
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B. September Effort Reporting – Record MCS using the former annual salary for the month of
September only

1. For all regular lines in the Effort Reporting and Distribution section with a 1-SEP-2022 start
date, change the end date to 30-SEP-2022.

2. For all joint lines in the Cost Sharing for Effort Reporting section with a 1-SEP-2022
start date, change the end date to 30-SEP-2022.

3. For cap accounts, the Dist% should remain the same and should match the cost share
template using the former annual salary.

C. October Effort Reporting – Record MCS at New Annual Salary and add additional R lines to
account for retroactive pay received in October

1. Create regular cost share recipient line in the Effort Reporting and Distribution section for 1-OCT-2022
through 31-OCT-2022.

2. Using the values from the completed Retroactive Salary Adjustment Template, create the new
regular ‘M’ and ‘R’ October lines for each of the regular Cap account SPAR lines changed in the
previous step.

• The October ‘M’ line Actual percentages are found under the template column K heading
“Month of Retro Pay ‘M’ Line Actual Effort”.

• The October ‘M’ line Actual percentages are found under the template column L heading
“Month of Retro Pay ‘R’ Line Actual Effort/Cost Sharing %”.

• See highlighted on Retro template below.

https://www.controller.pitt.edu/wp-content/uploads/Retro-Increase-Template_Variable-Months-3.xlsx
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3. If you have any other Regular lines (non-DHHS cap accounts), create October lines on the SPAR at this 
time.

4. Create associated cost share (joint) lines required for all new regular ‘M’ and ‘R’ lines.
• MCS will be calculated automatically for the cost share ‘M’ lines using the Calc MCS button.
• Cost share ‘R’ joint lines will have CS% equal to Actual% on the regular ‘R’ lines.

5. Click Refresh Shared Pcts button in Cost Sharing for Effort Reporting section.
6. Click Refresh/New Pcts button in the Effort Reporting and Distribution section to confirm the October 

Actual and Dist% columns are 100%.

The October regular and cost share lines have been created to record correct MCS incorporating the 
retroactive salary increase and the new annual salary values. 
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D. November-December Effort Reporting – Record MCS at New Annual Salary
1. Create cost share recipient line for November 1 – December 31.

2. Create new Regular lines for all active accounts for the Nov-Dec period using the correct level of
Actual effort as confirmed with the PI.

3. Create associated Cost Share (joint) lines required for all regular ‘M’ and/or ‘V’ lines created.

4. The system will automatically calculate MCS using the new annual salary (the cost sharing template
can be used to confirm system calculations).

5. Click Refresh/New Pcts button in the Effort Reporting and Distribution section to confirm the
November and December Actual and Dist% columns are 100%.
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E. Special Case – September Actual effort has already been updated by SPAR user prior to
following these instructions or a change in September Actual effort is required.

1. September MCS should be calculated at the old annual salary value (September pay annualized) limited
by the DHHS salary cap. 

2. A CAP override will need to be requested via SPARhelp@cfo.pitt.edu so that the appropriate September
MCS values can be manually entered. Indicate ‘Salary Cap Override’ in the subject line of the email. 
• Please attach the completed Cost Sharing Template from Step A indicating September MCS

values to be entered based on the former annual salary
3. FCR will override the salary cap so that the department SPAR user can modify the September MCS
percentages. Upon completion, the SPAR user must notify SPARhelp so that FCR can reinstate the salary
cap.
4. Please note, this must be requested within the allowable SPAR modification timeframe. 90-day requests
for modifications related to the change in salary cap/retroactive increases will not be approved.

Final Note:  For employees who received an increase in October, if a modification of July, August or 
September effort for 12 month faculty or September effort for 8 month faculty is required at any time, a 
CAP Override will be required to assure the cost sharing for those months is correctly reported. If you try 
to modify the effort in these months yourself, SPAR will calculate MCS at the new higher annual salary 
rate when MCS should be calculated at the lower former rate that they were actually paid during those 
months.

mailto:SPARhelp@cfo.pitt.edu
https://www.controller.pitt.edu/wp-content/uploads/MCSTemplate-1.xlsx
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SCENARIO 2: If the annual salary is below the salary cap before and above the salary cap after the increase in 
annual salary and the retroactive increase occurs mid-way through a period of performance, the affected 
SPAR must be modified. The steps below must be followed to ensure appropriate MCS reporting for the 
retroactive salary increase. Prior to beginning the SPAR modification, the Retroactive Salary Adj Template-
Newly Cap Eligible should be completed to prevent timing out of the SPAR system. Please be aware, this 
template has been modified to accommodate retroactive adjustments of varying lengths. For the October 
increase for 8 month faculty, you must enter ‘1’ in cell B24, and for 12 month faculty you must enter ‘3’ in cell 
B24 to indicate the number of months of retro adjustment. 

Individuals who are Newly Cap Eligible (NCE) are not required to recognize MCS in the month of September 
because their regular salary payment did not exceed the DHHS salary cap. However, the new annual salary or 
IBS was updated in the PRISM application the first week of October with effective dates of July 1, 2022 for 12 
month faculty and September 1, 2022 for 8 month faculty. Therefore, if SPAR modifications have been made 
to Actual Effort percentages on September cap account lines after the PRISM update to IBS, the SPAR 
application will force you to recognize MCS based on this higher IBS rate of pay. After taking the steps below 
to account for the retroactive pay increase in October, these SPARs will reflect MCS on September lines. See 
Step E after these steps for action to be taken to eliminate this September cost sharing. 

A. Original SPAR

The beginning SPAR will reflect the salary distribution based on the $190,000 previous annual salary 
with no entries for Mandatory Cost Sharing.

https://www.controller.pitt.edu/wp-content/uploads/Retro-Template_NCE_Variable-Months-3.xlsx
https://www.controller.pitt.edu/wp-content/uploads/Retro-Template_NCE_Variable-Months-3.xlsx
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B. September Effort Reporting – Record effort with no MCS required

1. For all regular lines in the Effort Reporting and Distribution section with a 1-SEP-2022 start date,
change the end date to 30-SEP-2022.

2. If there are any joint lines in the Cost Sharing and Effort Reporting section with a 1-SEP-2022 start
date, change the end date to a 30-SEP-2022.

3. For those SPARs with Cap Accounts having an ‘N’ cost share code:

a. Create new regular line for each Cap Account with an ‘M’ cost share code. The SPAR cannot
be saved if there is not an ‘M’ line for each Cap Account.

b. Enter 0% Actual effort percentage for each of these ‘M’ lines. (These lines will not require
joint line(s) in the Cost Sharing for Effort Reporting section.

4. Save a screenshot of the SPAR when all ‘M’ lines have been created for use in restoring Actual effort
percentages in Step E below during the Cap Override process. Be sure to include all lines in the
screenshot, multiple screenshots may be required.

5. After capturing the screenshots, zero out the Actual effort percentages on all Cap Account ‘N’ lines
and add this Actual effort to the cost share recipient account (an institutional account).

6. Click Refresh/New Pcts button in the Effort Reporting and Distribution section to confirm the
September balances are 100% Actual and Distributed.
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Result: 

All September effort activity has been isolated on September-only lines to separately report and 
identify the period for which MCS does not apply and required ‘M’ lines have been created to 
enable the SPAR to be saved. Screen shots have been created to reinstate Cap Account Actual effort 
percentages in Step E. 

C. October Effort Reporting – Record MCS at New Annual Salary and add additional R lines to 
account for retroactive pay received in October

1. Create regular cost share recipient line(s) for 1-Oct-2022 through 31-Oct-2022

2. Using values from the completed Retroactive Salary Adj Template-Newly Cap Eligible, create the new 
regular ‘M’ and ‘R’ October lines for each of the regular Cap account SPAR lines changed in  the 
previous step.

a. October ‘M’ line Actual % values are found under the template column K heading “Month of 
Retro Pay ‘M’ Line Actual Effort”

b. October ‘R’ regular line Actual% values are found under the template column L heading
“Month of Retro Pay ‘R’ Line Actual Effort/Cost Sharing %”

https://www.controller.pitt.edu/wp-content/uploads/Retro-Template_NCE_Variable-Months-3.xlsx
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3. If you have any other Regular lines (non-DHHS cap accounts), create October lines on the SPAR at this 
time.

4. Create associated cost share (joint) lines required for all new regular ‘M’ and ‘R’ lines. Create 
associated cost share

a. MCS will be calculated automatically for the cost share ‘M’ lines using the Calc MCS button.
b. Cost share ‘R’ joint lines will have CS% equal to Actual% on the regular ‘R’ lines.

5. Click Refresh Shared Pcts button in Cost Sharing for Effort Reporting section.

6. Click Refresh/New Pcts button in the Effort Reporting and Distribution section to confirm the October
Actual and Dist% columns are 100%.

Result: 
The October regular and cost share lines have been created to record correct MCS incorporating the 
retroactive salary increase and the new annual salary values. 
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D. November-December Effort Reporting – Record MCS at New Annual Salary

1. Create cost share recipient line(s) for 1-NOV-2022 through 31-DEC-2022.

2. Create new Regular lines for all active accounts for the Nov-Dec period using the correct level of
Actual effort as confirmed with the PI.

3. Create associated cost share (joint) lines required for all regular ‘M’ and/or ‘V’ lines.

4. The system will automatically calculate MCS using the new annual salary (the Cost Share Template can
be used to confirm system calculations).

5. Click Refresh/New Pcts button in the Effort Reporting and Distribution section to confirm the
November and December Actual and Dist% columns are 100%.

Result: 
All required accounts and related cost share lines for November 1 – December 31 have been created. MCS 
has been correctly calculated using new annual base salary and current DHHS salary cap. 

At this point, save the SPAR. You have completed the SPAR revision to properly reflect the October 
retroactive salary increase payment. Step E is required to properly reflect Actual effort percentages on 
the September Cap Accounts. 

https://www.controller.pitt.edu/wp-content/uploads/MCSTemplate-1.xlsx
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E. September Effort – for SPARs reflecting ‘M’ lines in September for those employees who
are Newly Cap Eligible (NCE)

1. Actual Effort for all September Cap Accounts has been zeroed out to prevent calculation of MCS on
the new Annual Salary amount that was not paid until October. A cap override is necessary to
reinstate these Actual effort percentages to properly reflect sponsored activities with no associated
cost sharing.

2. Send an email to SPARhelp@cfo.pitt.edu to request the cap override. Indicate ‘NCE Salary Cap
Override’ in the subject line of the email.

3. The following documents should be included in the email:
a. a screenshot of the SPAR (created in Step B) with the request identifying all September grant

lines and the corresponding Actual effort values to be reinstated and the Actual effort value
for the cost share recipient line

b. the completed Retroactive Salary Adj Template-Newly Cap Eligible used for the steps above

4. FCR will confirm the NCE status of the employee and override the salary cap. The department SPAR
user will modify the necessary Actual effort percentages. Upon completion of the SPAR updates, the

mailto:SPARhelp@cfo.pitt.edu
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SPAR user must notify SPARhelp so that FCR can reinstate the salary cap. There will be no MCS 
recorded for these Cap Accounts in the month of September. 

5. Please note, this must be requested within the allowable SPAR modification timeframe. 90-day
requests for modifications related to the change in salary cap/retroactive increases will not be
approved.

Result: 

Effort will be recognized on September Cap Account lines with no corresponding MCS since the salary paid in 
September was below the DHHS salary cap. MCS required on the retroactive salary payment for September 
but paid in October has been recognized by created October R lines. 

Note: Any subsequent SPAR modification after this initial override process is completed will require a 
CAP Override. 
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Scenario 3: For employees who have an Annual Salary below the DHHS salary cap both before 
and after the current increase; however, retroactive pay distributed in October causes the 
October-only pay to be over the allowable monthly cap ($16,975 for cap of $203,700), no 
action is required. 

No October cost sharing is needed in this scenario because the distribution of the 
retroactive salary increase represents payment of deferred salary. Payment of salary 
deferrals is not considered in the determination of Institutional Base Salary for purposes of 
computing mandatory cost sharing related to the DHHS salary cap. And, because the 
employee’s new Annual Salary does not exceed the salary cap, there is no need to compute 
cost sharing for the months of July - October when the retroactive increase was earned. 
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Scenario 4: For 8 month employees with an Annual Salary above the DHHS salary cap prior to the 
current increase whose Sep-Dec SPARs were created with 100% on the department organizational 
account.   

8 month employees who are over the cap, who received salary increases in October 
(retroactive to Sept 1) and whose beginning Sep-Dec SPAR have only the organizational account 
listed on the SPAR will require special attention. These employees are required to recognize MCS in 
September at their former salary rate. However, the new annual salary or IBS was updated in the 
PRISM application the first week of October with an effective date of September 1, 2022 for 8 month 
faculty. Therefore, when SPAR modifications are made to Actual Effort percentages on September 
cap account lines after the PRISM update to IBS, the SPAR application will force you to recognize 
MCS based on this higher IBS rate of pay. After taking the steps below to account for the retroactive 
pay increase in October, these SPARs will reflect MCS on September lines. See Step E after these 
steps for action to be taken to correctly record MCS in September based on the former pay rate. 

A. Original SPAR

Sep-Dec SPARs created by the system for less than annual faculty will default to a single 100%
effort line to the organizational department account.

B. September Effort Reporting – Record effort distribution with M lines

1. Enter regular lines in the Effort Reporting and Distribution section with a 1-SEP-2022 start date
and 30-SEP-2022 end date to record the correct distribution.

• If you plan to use the existing department 02 account to record effort distribution or cost
sharing, change the end date on line 1 to 30-SEP-2022

2. Enter joint lines in the Cost Sharing for Effort Reporting section with a 1-SEP-2022 start date
and 30-SEP-2022 end date. 
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3. The September ‘M’ line(s) entered on the SPAR have MCS calculated using the new, higher
annual salary. Since the employee was paid at the former annual salary for the month of
September, their MCS must be calculated at the rate of pay they received in that month.

• You will need to complete the regular Cost Sharing Template for any ‘M’ lines using the
former annual salary (the pay they received in the month of September) to determine the
MCS required. Save this template.

https://www.controller.pitt.edu/wp-content/uploads/MCSTemplate-1.xlsx
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4. Please refer to Step E which explains the Cap Override process that will be required to update
the September MCS using the completed Cost Sharing Template.

Result: 

All September effort activity has been recorded. Cost sharing template has been completed for use in 
Step E to record September MCS at correct rate. 

C. October Effort Reporting - Record MCS at New Annual Salary and add additional R lines
to account for retroactive pay received in October

1. Create regular cost share recipient line(s) for 1-OCT-2022 through 31-OCT-2022

2. Using values from the completed Retroactive Salary Adjustment Template, create the new
regular ‘M’ and ‘R’ October lines for each of the regular Cap account SPAR lines changed in  the
previous step.

• The October ‘M’ line Actual percentages are found under the template column K heading
“Month of Retro Pay ‘M’ Line Actual Effort”.

• The October ‘M’ line Actual percentages are found under the template column L heading
“Month of Retro Pay ‘R’ Line Actual Effort/Cost Sharing %”.

• See highlighted on Retro template below.

https://www.controller.pitt.edu/wp-content/uploads/Retro-Increase-Template_Variable-Months-3.xlsx
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3. If you have any other Regular lines (non-DHHS cap accounts or V lines), create October lines on 
the SPAR at this time.

4. Create associated cost share (joint) lines required for all new regular ‘M’,  ‘R’ and/or ‘V’ lines.

5. Click Refresh Shared Pcts button in Cost Sharing for Effort Reporting section.

6. Click Refresh/New Pcts button in the Effort Reporting and Distribution section to confirm the 
October Actual and Dist% columns are 100%.

Result:  
The October regular and cost share lines have been created to record correct MCS incorporating the 
retroactive salary increase and the new annual salary values. 
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D. November-December Effort Reporting

1. Create cost share recipient line for November 1 – December 31.

2. Create new Regular lines for all active accounts for the Nov-Dec period using the correct 
level of effort as confirmed with the PI.

3. Create associated Cost Share (joint) lines required for all regular ‘M’ and/or ‘V’ lines 
created.

4. The system will automatically calculate MCS using the new annual salary (the cost sharing 
template can be used to confirm system calculations). 
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5. Click Refresh/New Pcts button in the Effort Reporting and Distribution section to confirm the 
November and December Actual and Dist% columns are 100%.

Result: 
All required accounts and related cost share lines for November 1 – December 31 have been created. MCS 
has been correctly calculated using new annual base salary and current DHHS salary cap. 

At this point, save the SPAR. You have completed the SPAR revision to properly reflect the October 
retroactive salary increase payment. Step E is required to properly reflect Actual effort percentages on 
the September Cap Accounts. 
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E. Record September MCS at Former Annual Salary - Cap Override Required

1. September MCS should be calculated at the old annual salary value (September pay annualized)
limited by the DHHS salary cap.

2. A CAP override will need to be requested via SPARhelp@cfo.pitt.edu so that the appropriate
September MCS values can be manually entered. Indicate ‘Salary Cap Override’ in the subject line
of the email.

• Please attach the completed Cost Sharing Template from Step B indicating September MCS
values to be entered based on the former annual salary

3. FCR will override the salary cap and the department SPAR user will modify the September MCS
percentages. After the September MCS has been updated, the SPAR user must reply to SPARhelp
that the SPAR has been modified and FCR will reinstate the salary cap.

F. Please note, this must be requested within the allowable SPAR modification timeframe. 90-day
requests for modifications related to the change in salary cap/retroactive increases will not be
approved.

Result: 
September Cap Account lines will have MCS recorded using the former annual salary rate since that is the 
salary they received in the month of September. MCS required on the retroactive salary payment for 
September but paid in October has been recognized by created October R lines. 

mailto:SPARhelp@cfo.pitt.edu
https://www.controller.pitt.edu/wp-content/uploads/MCSTemplate-1.xlsx
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Final Note:  For faculty who received an increase in October, if a modification of July, August or September 
effort for 12 month faculty or September effort for 8 month faculty is required at any time, a CAP Override 
will be required to assure the cost sharing for those months is correctly reported. If you try to modify the 
effort in these months yourself, SPAR will calculate MCS at the new higher annual salary rate when MCS 
should be calculated at the lower former rate that they were actually paid during those months.
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Scenario 5: For l8 month mployees with an Annual Salary below the DHHS salary cap prior to the 
current increase but with an Annual Salary above the DHHS salary cap after the current increase 
whose Sep-Dec SPARs were created with 100% on the department organizational account.  

If the annual salary is below the salary cap before and above the salary cap after the increase in annual salary 
and the retroactive increase occurs mid-way through a period of performance, the affected SPAR must be 
modified. The steps below must be followed to ensure appropriate MCS reporting for the retroactive salary 
increase. Prior to beginning the SPAR modification, the Retroactive Salary Adj Template-Newly Cap Eligible 
should be completed to prevent timing out of the SPAR system. Please be aware, this template has been 
modified to accommodate retroactive adjustments of varying lengths. For the October increase for 8 month 
faculty, you must enter ‘1’ in cell B24 to indicate the number of months of retro adjustment. 

Individuals who are Newly Cap Eligible (NCE) are not required to recognize MCS in the month of September 
because their regular salary payment did not exceed the DHHS salary cap. However, the new annual salary or 
IBS was updated in the PRISM application the first week of October with effective dates September 1, 2022 for 
8 month faculty. Therefore, if SPAR modifications have been made to Actual Effort percentages on September 
cap account lines after the PRISM update to IBS, the SPAR application will force you to recognize MCS based 
on this higher IBS rate of pay. After taking the steps below to account for the retroactive pay increase in 
October, these SPARs will reflect MCS on September lines. See Step E after these steps for action to be taken 
to eliminate this September cost sharing. 

A. Original SPAR

Sep-Dec SPARs created by the system for less than annual faculty will default to a single 100% effort line to 
the organizational department account.  

https://www.controller.pitt.edu/wp-content/uploads/Retro-Template_NCE_Variable-Months-3.xlsx
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B. September Effort Reporting – Record effort with no MCS required

1. Enter regular lines in the Effort Reporting and Distribution section with a 1-SEP-2022 start date and
end date of 30-SEP-2022 to record the correct effort distribution.

• If you plan to use the existing department 02 account to record effort, change the end date on
line 1 to 30-SEP-2022.

• Any cap account line (indicated with a check box in the “Cap Acct” column) that you have
entered should have ‘N’ cost share code as no cost sharing is required in the month of
September.

2. For lines with Cap Accounts having an ‘N’ cost share code:

a. Create new regular line for each Cap Account with an ‘M’ cost share code. The SPAR cannot
be saved if there is not an ‘M’ line for each Cap Account.

3. Enter 0% Actual effort percentage for each of these ‘M’ lines. Save a screenshot of the SPAR when
all ‘M’ lines have been created for use in restoring Actual effort percentages in Step E below during
the Cap Override process. Be sure to include all lines in the screenshot, multiple screenshots may be
required.

4. After capturing the screenshots, zero out the Actual effort percentages on all Cap Account ‘N’ lines
and add this Actual effort to an institutional account (line 1).
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5. Click Refresh/New Pcts button in the Effort Reporting and Distribution section to confirm the
September balances are 100% Actual and Distributed.

Result:

All September effort activity has been isolated on September-only lines to separately report and
identify the period for which MCS does not apply and required ‘M’ lines have been created to
enable the SPAR to be saved. Screen shots have been created to reinstate Cap Account Actual effort
percentages in Step E.

C. October Effort Reporting – Record MCS at New Annual Salary and add additional R lines to
account for retroactive pay received in October

1. Create regular cost share recipient line(s) for 1-Oct-2022 through 31-Oct-2022

2. Using values from the completed Retroactive Salary Adj Template-Newly Cap Eligible, create the new
regular ‘M’ and ‘R’ October lines for each of the regular Cap account SPAR lines changed in  the
previous step.

a. October ‘M’ line Actual % values are found under the template column K heading “Month of
Retro Pay ‘M’ Line Actual Effort”

b. October ‘R’ regular line Actual% values are found under the template column L heading
“Month of Retro Pay ‘R’ Line Actual Effort/Cost Sharing %”

https://www.controller.pitt.edu/wp-content/uploads/Retro-Template_NCE_Variable-Months-3.xlsx
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3. If you have any other Regular lines (non-DHHS cap accounts), create October lines on the SPAR at this
time.

4. Create associated cost share (joint) lines required for all new regular ‘M’ and ‘R’ lines. Create
associated cost share

a. MCS will be calculated automatically for the cost share ‘M’ lines using the Calc MCS button.
b. Cost share ‘R’ joint lines will have CS% equal to Actual% on the regular ‘R’ lines.

5. Click Refresh Shared Pcts button in Cost Sharing for Effort Reporting section.
6. Click Refresh/New Pcts button in the Effort Reporting and Distribution section to confirm the October

Actual and Dist% columns are 100%.
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Result: 
The October regular and cost share lines have been created to record correct MCS incorporating the 
retroactive salary increase and the new annual salary values. 

D. November-December Effort Reporting – Record MCS at New Annual Salary

1. Create cost share recipient line(s) for 1-NOV-2022 through 31-DEC-2022.

2. Create new Regular lines for all active accounts for the Nov-Dec period using the correct level of
Actual effort as confirmed with the PI.

3. Create associated cost share (joint) lines required for all regular ‘M’ and/or ‘V’ lines.

4. The system will automatically calculate MCS using the new annual salary (the Cost Share Template can
be used to confirm system calculations).

5. Click Refresh/New Pcts button in the Effort Reporting and Distribution section to confirm the
November and December Actual and Dist% columns are 100%.

https://www.controller.pitt.edu/wp-content/uploads/MCSTemplate-1.xlsx
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Result: 
All required accounts and related cost share lines for November 1 – December 31 have been created. MCS 
has been correctly calculated using new annual base salary and current DHHS salary cap. 

At this point, save the SPAR. You have completed the SPAR revision to properly reflect the October 
retroactive salary increase payment. Step E is required to properly reflect Actual effort percentages on 
the September Cap Accounts. 

E. September Effort – for SPARs reflecting ‘M’ lines in September for those employees who are
Newly Cap Eligible (NCE)

1. Actual Effort for all September Cap Accounts has been zeroed out to prevent calculation of MCS on
the new Annual Salary amount that was not paid until October. A cap override is necessary to
reinstate these Actual effort percentages to properly reflect sponsored activities with no associated
cost sharing.

2. Send an email to SPARhelp@cfo.pitt.edu to request the cap override. Indicate ‘NCE Salary Cap
Override’ in the subject line of the email.

3. The following documents should be included in the email:
a. a screenshot of the SPAR (created in Step B) with the request identifying all September grant

lines and the corresponding Actual effort values to be reinstated and the Actual effort value

mailto:SPARhelp@cfo.pitt.edu


for the cost share recipient line 
b. the completed Retroactive Salary Adj Template-Newly Cap Eligible used for the steps above

4. FCR will confirm the NCE status of the employee and override the salary cap. The department SPAR
user will modify the necessary Actual effort percentages. Upon completion of the SPAR updates, the
SPAR user must notify SPARhelp so that FCR can reinstate the salary cap. There will be no MCS
recorded for these Cap Accounts in the month of September.

5. Please note, this must be requested within the allowable SPAR modification timeframe. 90-day
requests for modifications related to the change in salary cap/retroactive increases will not be
approved.

Result: 

Effort will be recognized on September Cap Account lines with no corresponding MCS since the salary paid in 
September was below the DHHS salary cap. MCS required on the retroactive salary payment for September 
but paid in October has been recognized by created October R lines. 
Note: Any subsequent SPAR modification after this initial override process is completed will require a 
CAP Override. 
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