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e Click “Certify My Effort”
to certify your own effort

e Click “Review or Certify
Reports” to certify
researcher effort on your
grants

Employes Dashboard Effort Certification = Certify My Effort
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Employee Dashboard « Effort Certification « Review Or Certify Reports

Review Or Certify Reports
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Use “Advanced Search”
to look up employee
effort using multiple
search fields. The Chart
of Account Code field
must be populated for
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mployee Dashboard
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4 Advanced Search

Effort Certification = Review Or Certify Reports
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Employee Dashboard Effort Certification Effort Report @)Esfart Report refreshed successtully.
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The System: Certify

Note: If the “Certify” button is missing
' and instead there is an “Allocate
* Effort” button, see next slide.
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If the “Certify” button is missing and instead
« there is an “Allocate Effort” button, click “Allocate
Effort”.

Allocable

Total Allocable Activity 42.00%

Total : 100,009

I
Request Changes Add New Funding
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Total Sponsored Acthvity 25 ey

lotal Non-3ponsored ACtRvity 33.00

e Key the Allocable - —
Effort percentage WLJ .

Effort Category i Percent

value into the Effort _
text box and click E”— CJ

llSave” N

Total Allocation

able 7060, (%%
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e You will automatically be returned to the Effort
Report where the new allocation is viewable and

the “Certify” button should now be visible. Click
“Certify”.

Allocated

— L | I
w Total Allocated Activity 4

Request Changes Add New Funding | View Effort Allocation
E—
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If the report is incorrect, click the
“Request Changes” button. Your
default email application will
open a new message window.
Email your RAS contact and

indicate which percentages, effort A -
categories, and/or other data are Iﬂéhm

incorrect and include the
corrections in your message.
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. If a funding source is not included for an employee but should be, click “Add New Funding”.
. The Effort System data points pull from actual payroll data recorded in Banner.

. A subsequent labor distribution change in Banner will be needed so the systems agree.

J Contact your RAS contact for next steps, which include providing an explanation

for the original disconnect

N ILLiNos N



