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Introduction: Effort Certification

What is Effort Reporting?

Effort reporting is a federally mandated process by which the salary charged to a sponsored project is
certified as being reasonable in relation to the effort expended on that project.

Why is Effort Reporting important?

— Federal regulations for administering grants and contracts specifically list requirements that
educational institutions must follow regarding compensation for personal services and certification of
work for those services

— The University is required to have an effort reporting system to receive federal grants and contracts
— Provides internal control mechanism to review salary changes

— Regulations: Uniform Guidance section 200.430 “Compensation — Personal Services”

Effort

Effort Certification: Certification process that all salaries charged to a sponsored project are reasonable in
relation to actual work performed

Total Effort: Total Activity that UMCP compensates faculty/staff to perform
— Regardless of actual number of hours worked
— Varies from individual to individual
— NOT based on 40-hour work week
— NOT just Monday through Friday

Effort Reporting Process

\{
» » » » » » »
Pro Forma/Pre-Review Effort Certification Departmental Change/Correct Certify Payroll Accounting Recertify
(60 days before end initiated by Administrative Effort Certification, Effort Adjustments (PAA) for Effort,

of effort cycle) Central Office Review as needed Certification any adjustments as needed
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Pro Forma Effort Certification

This job aid includes steps in Workday to perform a Pro rather than waiting until the certification period has started.
Forma (i.e., projected) Effort Certification. Reviewing effort Running the Pro Forma Effort Certification report at least
at this stage is important so that there is time for corrections  monthly is recommended.

Log into Workday and follow the steps below
Access Pro Forma Effort Certification

from the search bar. /O
Q Pro Forma Effort Certification ®

S LUSIRS

Pro Forma Effort Certification

.t Tosk

In the Pro Forma Effort Certification

pop-up section: Pro Forma Effort Certification
1. Choose cost center from the Costed
Organizations (multiple selection; not a Costed Organizations ‘
required field) to return pro forma effort for <
workers who charged payroll to the entered Worker Organization Assignments | x CC900001 |Elevate | Cost A = ‘
Center
worktags. Alternatively, you can choose the
cost center from the Worker Organization Effort Certification Type * = ‘
Assignments (multiple selection, typically a
cost center) to return workers who are Population Selection

assigned to the entered worktags.

Use Effort Certification T P lati
2. Enter the Effort Certification Type. For :O ST e e

81/01/2023 [ 1"

86/36/2023 [

UMCP, select Faculty/Staff Effort. ) Specify Employees

Effort Certification Start Date *

In the Population Selection section: Effort Certification End Date

3. Select Use Effort Certification Type’s Include Payroll Obligations ]
Population, if applicable.

~on— o=
Select Specify Employees to check specific =

employee’s report, if applicable.
4. Enter the Effort Certification Start Date.
5. Enter the Effort Certification End Date.

a. If the Effort Certification End Date extends into the future, check Include Payroll Obligations This
projects how an effort report will look based on the worker’s current payroll costing allocation.

Notes: Pro Forma effort can return up to one year for workers; These dates are for the institutional effort
reporting period dates and may not match the award Period or Performance dates.

6. Click OK.
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Pro Forma Effort Certification

From the View Background Process
page:

Note: Search results will populate—this may take a
few minutes to process.

7. Click Refresh until the Status shows
“Completed”.

8. Click View Pro Forma Reports.

From the View Pro Forma Effort
Certification page:
9. Within the Pro Forma Effort Certification

column, single select a link to view the projected
report.

10. Click OK.

NEXT STEPS

— Select Details and Process to view
the remaining steps in the process.

— Pro Forma reports should be sent to
the Pl or other personnel to verify
their effort.

View Background Process Pro Forma Effort Certification Process &3

Process Pro Forma Effort Certification Process
Request Name Pro Forma Effort Certification Process
Status Processing

Percent Complete | 19.00%

Current Processing Time (hh:mm:ss)  00:00:10

Average Processing Time (hh:mm:ss)  00:00:00

Status Completed
Current Processing Time (hh:mm:ss)  00:01:38

Pro Forma Effort Certification Process Process Info Messages (0) Child Processes (0)

Worker Organization Assignments  UMO1 University of Maryland College Park (UMcP)  Population Selection

Effort Certification Type Faculty / Staff Effort - UMCP © Use Effort Certification Type's Population
Effort Certification Start Date 01/01/2023

Effort Certification End Date 06/30/2023

Include Payroll Obligations Yes

Count of Pro Forma Effort Certifications 18

View Pro Forma Reports

View Pro Forma Effort Certifications

Worker Organization Assignments  UM01 University of Maryland College Park (UMCP) Population Selection
Effert Certification Type Faculty / Staff Effort - UMCP.
© Use Effort Certification Type's Population
Effort Certification Start Date 01/01/2023
Effort Certification End Date 06/30/2023

Include Payroll Obligations

18 tems
Worker Gost Genter from Worker Organization Assignments Pro Forma Effort Certification
Earl Enginzer CC010924 UMCP | ENGR | Msterials Science & Engineering Pro Forma Effort Certification for
06/30/2023
Jane Doe €C010934 UMCP | SPHL | School of Public Health Pro Forma Effort Certification for
06/30/2023
Chris Computer CC010840 UMCF | CMINS | Computer Sciences Pro Forma Effort Certification for
06/30/2023
Olly Ocean CC010855 UMCP | CMNS | Atmospheric & Oceanic Science Pro Forma Effort Certification for
06/30/2023

Cancel

%%,
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Effort Certification — Administrative Review

This job aid includes steps in Workday to perform Certification task. Effort certification verifies that the effort
administrative review for an effort report. This step of the expended by personnel on a project is accurate and reflects
effort certification business process is initiated when the the work that was performed.

Effort Certification Manager completes the Run Effort

Log into Workday and complete the following steps
1. Open My Tasks and access the Effort Certification: Administrative Review task.

Note: Effort Certification Reviewers

can access the Effort Certification = wews
Work Area to review these tasks as

well. The Effort Certification Work

Area provides more options to sort ; |
data. Please refer to the Effort '
Certification Work Area job aid for

more information on how to navigate

this dashboard.

Administrative Review -

Y Daetalle [ Msrt Cortifiraienn Sladis hanged Sral

Bffai Sertieaton: BANan Date

Review the effort certification report by completing the following steps:

Adminisirative Review -

2. The Details dropdown displays details of the
effort report such as the selected pay period, Total Z) pewita
Certified Amount Estimated, and Total Certified ETart Carihoail Mt P
Percentage Estimated. Effrt Cersicatisn foi

3. The Summary tab shows a breakdown of every
unique set of worktags the employee has costed. On the effort report, each costed worktag is subtotaled by fund
(FD Number). Note: If a salaried employee has charged any time to sponsored activity, all sponsored and non-
sponsored payroll will appear on the report.

4. The Details tab shows a breakdown of the effort certification lines by pay period.
5. The Positions tab indicates position(s) of the worker for the effort certification.

6. The Process History tab displays each completed step of the effort certification business process and the next step.
Each row of the table represents a step in the business process and includes process details such as status,
completion date, due date, and the worker assigned each step.

Cartifad ot

7. Click Submit to move the effort report forward to the relevant
Employee-as-self and the PI. If changes need to be made to the

effort report, click Change Effort. Use the Change Effort
NEXT STEPS Certification job aid for instructions on changing an effort report.

— The effort report will route to the 7
relevant Employee-as-self and the
Principal Investigator for the Certify Submit Change Effort
Effort Certification step of the effort
certification business process.
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Effort Certification Work Area®

This job aid instructs users on how to use the effort Actions made from this report will be reflected in the
certification work area. The Effort Certification Work Area worker’s My Tasks. The Effort Certification Work Area
provides the ability to view and manage effort certifications consists of the Overview and My Work Queue.

outside of My Tasks. The work area enables you to find,

. e Note: This dashboard enables the reviewer to find and
review and approve effort certifications.

review effort certifications outside of their My Tasks.

Access the Effort Certification Work Area

Search for and select Effort
Certification Work Area in the ® KNS (Q Efort Certification Work Ares| 4/‘9
search bar. -

,=.] Effart Certification Waork Area

b o
Overview T B Report

The Overview contains a visualization of all the
effort certifications you can access, based on
your grant or cost center role assignment. In
this section you can:

1. Click on the Configure and View Chart ‘0"

Data icon to change your data
visualization.

2. Reference the Workflow Step in the table 3’?_30

to access the statuses of effort
certifications in process.

My Work Queue* A I

My Work Queue allows the reviewer to view
and take actions on pending effort
certifications assigned to them in My Tasks. In
this section you can:

A. Click Search to more quickly find the effort
certification you are looking for. T e

— Search using one or more of the (" sowen ) ([ momesn )
following fields: Company, Worker
Organization Assignments, Costed or
Supervisory Organizations, Worker,
and Effort Certification Date.

1
=

a
=
o
g
z
] 4
3

c Raview
B. Click Review on a particular line in the . e
table to access the effort certification. - —

a

—  From the effort certification, the
normal options are available: Submit,
Change Effort, Send Back, and Save for
Later.

*For Effort Certification Reviewer only; not available for the Effort Certification Ana/ystlo
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Change Effort Certification

This job aid outlines changing an effort report. Effort
certification verifies that the effort expended by personnel
on a project is accurate and reflects the work that was
performed. The Effort Certification Reviewer, Principal
Investigator, and Employee-as-self have the option to

~

change an effort report before certification, however all
changes should be referred to the Effort Certification
Reviewer. If no change is necessary, the Employees-as-self
or Principal Investigator will certify the report to complete
the process.

Log into Workday and complete the following steps

Open My Tasks and access the Effort
Certification task. This inbox task will
be called Effort Certification:
Administrative Review. (For
Employees and Principal Investigators, = Q
this inbox task will be called Effort
Certification: Certify Effort e
Certification.)

= MENU

Effort Certification:
Effart Date - Testing for
Alex Employee for
06/01/2023 -

06/30/2022

1. Select Change Effort. o

Due 06/1452022

From the Change Effort page &

2. Select the Pay Period(s) that needs
to be changed.

3. Select the Change Reason Code on the

VRLLEANITY aF
B LA AR

3 Search Results nrame

(Q, Search 0

Changed Status

Effort Certificalion Stalus
In Progress Uricharged

ez o

Summary Details s Organizations Process Hestory

Save for Later

{
;

effort certification line(s) that needs to be changed. There are three reason codes available for selection:

— 01 Cost Allocation Correction
— 02 Administrative Error

— 03 Pre-Award Cost Transfer

4. Enter the new percentage in the Certified Percent Estimated column of the effort certification line(s) that needs to

be changed. Note: The percent change across effort lines must net to zero for a combination of the worker’s
position and pay component. The unique position ID and pay component or earning can be found on each effort

line under the Worktags — Payroll column.

5. Click OK.

| Effort Certification Lines
ArT2302T - DAVDATHEY
i

Waritigt

® P

/@ UNIVERSITY OF
% MARYLAND

12



@ UNIVERSITY OF
Wy MARYLAND

Change Effort Certification

From the Effort Certification Questionnaire window:

6. Enterresponses to the Effort Certification Questionnaire. The questionnaire will require responses to the following
questions:

—  Which pay periods are adjusted? Will the payroll accounting

— adjustment change the scope (key personnel, deliverables, project goals, etc.) of the project?

—  Why should these charges be
transferred to the proposed Change Effort
receiving sponsored project,
or to a university funded cost

Mamo Pt Coralhation T e

f

]

]

!

!

center? Questions 1

Wi iy ot gre S il ? Wil e pldnr il aeetur it adieilrnesl e e gispse (uiry peeanies] delrmacpslog J

— If applicable, why is the transaction Quetn  pgjact goala. #ic.) af the project? J

being transferred to a grant worktag e BT Lz 1

that will close within the next 45 }

days or an award that has already ¢

been C|Osed? Wiy shiould these charges be transfered to the proposed recehving sponscied project, or 1o & universiy Tunded cost 1

[ 70— |

. . ' J

—  What corrective action has been sl B I U % - 4

taken to eliminate the need for cost 1

transfers of this kind in the future? &«<» }

7. Click OK. e ——
R

From the effort report page Certify Effort Cartification -

G5 geennd[a] sga - Do 710477022

Note: The Changed Status for this effort certification _
should read Changed. The Questions tab appears on > el s,
the effort report after answering the questionnaire.

SLFMImry Jezails PosElans Organizathons Questhons

8. Click Submit. nL

Summary Y bera

Cossling Company
Effart (" sendBaek ) [ &
| swrit N crengeeion g )

NEXT STEPS - ——

—  For University of Maryland, College
Park: Once the Principal Investigator has
completed the Certify Effort
Certification step of the effort
certification business process, the
Costing Specialist will receive a
notification in My Tasks to create
payroll accounting adjustment for effort 13

P B PN
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Effort Certification — Notifications

This job aid describes the notifications planned to communicate with Effort Certification — eligible workers and staff
supporting Effort Certification.

Notifications — Audience 2. Eligible Workers for Effort — Includes all workers who
_ o ) _ charged any Institution Base Salary (IBS) payroll to a
The following nOtIfIC'atIOI‘\S are delivered using the'resul'ts of grant worktag within the last reporting period. Workers
two custom reports in Workday. They are used to identify whose payroll is fully transferred off of grants are
two distinct worker populations: excluded.
1. Central & Departmental Effort Roles — Includes all P
°P ) i Notifications
workers assigned to security roles of Effort Certification
Manager, Effort Certification Reviewer, Effort The following table outlines all planned notifications for
Certification Analyst. Effort Certification:
Title and Message Audience Timing
Recertify Effort
Effort Certification Reviewers, please look at your Workday inbox and review the Effort Reports, and A.  Workers with > Bi-Weekly
then submit them for the employees’ and Principal Investigators’ approval. Effort Roles

Note: The recertification task is run bi-weekly by the Effort Certification Manager (SPAC) to capture the
previous certified Effort Reports that are hit by the Payroll Accounting Adjustments.

Pro Forma/ Pre-Review: 60 Days

The current Effort Certification cycle will be concluding in 60 days. Effort Certification Reviewers, A.  Workers with > Semi- annual
please click the button below and run the Pro Forma Effort Certification to pre-review the Effort Effort Roles > 60 days before
Reports for your cost center and make any adjustments needed. Effort End Date

Pro Forma/Pre-Review: 30 Days

The current Effort Certification cycle will be concluding in 30 days. Effort Certification Reviewers, A.  Workers with > Semi- annual
please click the button below and run the Pro Forma Effort Certification to pre-review the Effort Effort Roles » 30 days before
Reports for your cost center and make any adjustments needed. Effort End Date

Effort Review Period

This notification is to alert you that we’re in the 30-day review and correction period for the current A.  Workers with > Semi- annual

effort cycle. Effort Certification Reviewers, please run Pro Forma Effort Certification to verify if the Effort Roles > EffortCycle End Date
activity shown for each sponsored project is a allowable, reasonable, and allocable estimate of effort. If 5 Egfort Eligible

not, please contact your departmental administrator. Workers

Please note: Payroll Accounting Adjustments cannot be initiated during the week following the end of
the review period (7-day Payroll Accounting Adjustment freeze).

End of Effort Review Period: Begin PAA Freeze

This notification is to alert you that the 30-day review period for the current effort cycle has ended. A.  Workers with Semi- annual;
Over the next seven days, please complete all in-progress Payroll Accounting Adjustments and do Effort Roles 30 days after Effort Cycle
not initiate new Payroll Accounting Adjustments. B.  Effort Eligible End Date

Workers

Any in-progress PAAs will prevent Effort Certification from processing for the affected worker.

End PAA Freeze & Run Effort Certification

The Effort reports of the current effort cycle are now available for review and approval and the A.  Workers with Semi- annual;

Certification is due in 30 days. Effort Roles Five weeks after Effort Cycle
Effort Certification Reviewers, please look at your Workday inbox for any Effort Reports in your B.  Effort Eligible Date

department. If no changes are needed, please forward the reports to the employee and Principal Workers

Investigator for review and certification.

Principal Investigators/Effort Certifiers, you’ll see the effort reports in your Workday inbox after the
Effort Certification Reviewers forward the reports. Please review and certify the reports as soon you
receive the action item. If there are any changes necessary, please speak with your departmental
administrator.

15
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Run Effort Certification

The effort certification business process is initiated
centrally by the Effort Certification Manager. Running the
effort certification task is the first stage in the process and
generates an individual effort report for employees who
have worked on sponsored projects during a specified
period.

Log into Workday and follow the steps be

@ UNIVERSITY OF
Wy MARYLAND

Effort Certification Reviewers are responsible for
verifying the accuracy of the employee's effort, and the
employee / Principal Investigator is responsible for
certifying that the effort is appropriate.

low

Search for and select the Run Effc * Certification task from the search bar.

1
(Q Run Effort Certification] /0 @) }
|
e —
Note: This process should only be completed one time
per effort cycle.

From the Run Effort Certification selection window:

1. Enter the Company.

2. Enter the Effort Certification Type.

Note: Effort Certification Type corresponds with the selected
Company.

3. Under Population Selection, select Use Effort
Certification Type's Population. Inputting specific

employees is not recommended.

Enter Effort Certification Start Date. Enter the dates
07/01 for Effort Reporting Period 1 or 01/01 for Effort
Reporting Period 2 in this field.

Enter Effort Certification End Date. Enter 12/31 for
Effort Reporting Period 1 or 06/30 for Effort Reporting
Period 2 in this field.

6. Click OK.

From the View Background Process page:

7. Click Refresh until status shows Completed. An effort
report will be generated for every eligible employee.

Note: Click on the blue hyperlink under the Effort Certification
column to view an individual, generated report.

o —

Run Effort Certification

» UMDY University of
Maryland College Park
[UBICT)

Campany *

Effort Certification Type * Faculty ¢ S1aff Effort -

UMGF ‘
e\PGPUIatiﬂn Selection \o

n Lse Ellart Certification Tyoe's Population

([} &pecily Employees

a7 /81,2822 Elko
ﬁ%

Effart Certification Start Date =

Effort Certification End Date * | 12/371/2822

Run Freguency AN Mo

. LR T . I

View Background Process

Prosess
Request Name

Stahs:

Percen Complste

Current Processing Time (hlumm:s

Average Processing Time (hhommess) 000000

|J fiefresh |

!
|
l
i
|
|

\
J
J
1
1
l
|
|
j\

NEXT STEPS

— View the steps completed
under Details and Process.

Population Selection

— The Proposed New Delegate will
receive a notification to
complete the delegated task in
My Tasks.
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Delegate Effort Certification

This job aid demonstrates how the Effort Certification This allows effort certification reports to move from one
Manager (SPAC) can delegate specific inbox tasks on administrator to another or from one department to
behalf of Effort Certification Reviewers after they have another. This is used in cases such as extended studies
been received. appointments, departures, etc.

Log into Workday and follow the steps below
Search for and select the Delegate Task from the search bar.

= MENU & MARYLAND Q Delegate Task A ® 9

From the Delegate Task Delegate Task
selection window:

1. Enter the Delegating Worker.
This should be the delegating
Effort Certification Reviewer.

Delegating Worker # » Martha Manager

Business Process * | % Effort Certification: Faculty -
2. Select the Business Process. This task / Staff Effort - UMCP for
UMCP Researcher for

needs to be currently in the delegating 01/01/2022 - 06/30/2022

Effort Certification Reviewer’s My ‘

Tasks. ‘\0

3. Click OK. w ( Cancel h'-. ‘
;

From the Delegate Task screen:

Delegate Task 3% :
4. Selectthe Proposed Delegates button

and enter the proposed Effort
Certification Reviewer’s name. This

Delegating Worker  Matha Managar

Nusiness Pracess  Effort Certifization: Facuty / Staff Effort - UMCP for UMCP Ragearchsr for 01/01/2022 - 06/300:2022

worker will now find the task in their o R
My Tasks. /o
Curant Dalegatas ampiy)
5. Click Submit. ‘ _ -

© Froposad Delegates % [rnie Effort

NEXT STEPS | ‘
— View the steps completed under om ( smeforiater ) cancel )

Details and Process. [

— The Proposed New Delegate will
receive a notification to complete
the delegated task in My Tasks.

19
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Effort Certification Work Area

This job aid instructs users on how to use the effort certification
work area. The Effort Certification Work Area provides the
ability to view and manage effort certifications outside of My
Tasks. The work area enables you to find, review and approve
effort certifications.

Actions made from this report will be reflected in the worker’s
My Tasks. The Effort Certification Work Area consists of the
Overview and My Work Queue.

Note: This dashboard enables the reviewer to find and review
effort certifications outside of their My Tasks.

Access the Effort Certification Work Area

From the homepage, search for and select Effort Certification Work Area in the search bar.

& LTAISLART (Q Effort Certification Work Area| & ) ! i

h

|

|.=_.] Effort Certification Work Area
fre Report

Overview

The Overview contains a visualization of all the effort certifications you can access, based on

your grant or cost center role assighment. In this section you can:
A. Click on the Configure and View Chart Data icon to change your data visualization.

B. Reference the Workflow Step in the table to access the statuses of effort certifications
in process.

Overview My Work Queue

Certify Effort Certification

100% Column

EE= 0

Count

21
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Recertify Effort Certifications

If a payroll accounting adjustment (PAA) is processed after
an effort report has been certified, the effort needs to be re-
certified. Workday refers to these effort reports as
“obsolete”. Accessing the Recertify Effort Certifications task
will return all effort reports that do not match the

Log into Workday and follow the steps
Search for and select the Recertify Effort Cert

corresponding pay results. The Effort Certification Manager
can then re-initiate effort certification for these reports only.
This task will be run bi-weekly.

Note: Under the Details section of a recertified effort report,
Workday links the obsolete effort report for record keeping.

below
ifications from the search bar.

& MARYLAND CQ Recertify Effort Certifications] < i ®>

From the Recertify Effort
Certifications screen:

1. Select the Company.

2. Select the Effort Certification Type.
Note: Select Faculty/Staff Effort for UMCP.

3. Enter the Effort Certification Date From.
4. Enter the Effort Certification Date To.

5. Click OK.

From the Background Process page:
6. Click Refresh until search results appear.

7. Click View Obsolete Effort Certifications.

Recertify Effort Certifications

Company % | x UMO1 University of
Maryland College Park
(UMCP)

Effort Certification Type * | x Faculty / Staff Effort -
umceP

Effort Certification Date From *

Effort Certification DateTo  *

81/01/2022
12/31/2022 E|
(o °

Background Proc View Background Process Recertify

Recertify Effort Certificatior
Process

Request Name Company UMO1 University of Mary
Status Effort Certification Start Date  01/01/2022
Current Processing Time (hh:t Effort Certification End Date  12/31/2022

Count of Obsolete Effort Certifications 4
Average Processing Time (hi
View Obsolete Effort Certifications

23



Recertify Effort Certifications

From the Recertify Effort Certifications
— Work Area page:

8. Select the checkbox next to any effort
certifications that need to be recertified.

9. Click Recertify.

From the Recertify Effort
Certifications — Confirm screen:

10. Select the | Confirm checkbox.
11. Click OK.

Note: This action will cancel the existing effort
reports selected and re- route new effort
reports for review and certification.

From the Background Process window:
12. Click Refresh until results populate.

13. Click on a new effort certification to view effort
certification details.

Note: Under the Details section of a recertified effort
certification, Workday captures what has been
certified and canceled for record keeping.

NEXT STEPS

— Completion of the Recertify Effort
Certifications task will restart the
Effort Certification business process
for the selected effort certifications.

— View Process Information and
Changed Status by clicking on the
new effort certification.

Effort Certification Waorker

| Faculty / Staff Effort - UMCP
" for UMCP Researcher for
01/01/2022 - 06/30/2022

[ | Faculty / Staff Effort - UMCP
for Armnold Analyst for
07/01/2022 - 12/31/2022
Faculty / Staff Effort - UMCP

for EvanEmployee for
07/01/2022 - 12/31/2022

Recertify

Company UMO1 University of Maryland College Park (UMCP)
Effort Certification Start Date  01/01/2022
Effort Certification End Date 12/31/2022
4items
Effort Certification Worker Effort Certification Type Start Date E

Faculty / Staff Effort - UMCP for
UMCP Researcher for
01/01/2022 - 06/30/2022

Faculty / Staff Effort - UMCP for

Arngld Analyst for
07/01/2022 - 12/31/2022

Recertify Effort Certifications Background Process

Effort certifications canceled and recertified.

4 items
Canceled Effort Gertification

Faculty / Staff Effort - UMCP for UMCP Researcher
01/01/2022 - 06/30/2022

Faculty / Staff Effrt -UMCP for  Amold Analyst  for
07/01/2022 - 12/31/2022

Faculy / Staff Effort - UMCP for  Evan Employee for
07/01/2022 - 12/31/2022

UMCP Researcher

Arnold Analyst

Evan Employee

[
S A

UMCP Researcher

Arnold Analyst

@ UNIVERSITY OF
S

Effort Certification Type Start Date End Date
Faculty / Staff Effort - UMCP 01/01/2022 06/30/2022
Faculty / Staff Effort-UMCP  07/01/2022  12/31/2022
Faculty / Staff Effort - UMCP 07/01/2022 12/31/2022

Faculty / Staff Effort - UMCP 01/01/2022 {

Faculty / Staff Effort - UMCP 07/01/2022

Process info Messages (0) child Processes (0)

New Effort Certification Created by Date

Faculty / Staff Effort - UMCP for UMCP Researcher for
01/01/2022 - 06/30/2022

Faculty / Staff Effort - UMCP for  Arnold Analyst  for 1/2
07/01/2022 - 12/31/2022

Faculty / Staff Effort - UMCP for Evan Employee for 12
07/01/2022 - 12/31/2022

J
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J
1
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4
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J
J
+
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Effort Certification — Notifications

This job aid describes the notifications planned to official Effort Reporting Cycle. This job aid will demonstrate
communicate with Effort Certification — eligible workersand  how these notifications work, their contents and intended
staff supporting Effort Certification. Workday has audience, and how Effort Certification Managers can request
notifications configured to deliver based on the dates of changes or deliver ‘ad hoc’ notifications.

Notifications — Scheduling

Workday limits how far in advance these notifications can be scheduled. Effort Certification Managers must
submit ServiceNow tickets to request future Effort Certification notifications.

The Workday Enterprise Services (WES) team is responsible for completing this maintenance and otherwise
responding to your business requirements.

Effort Cycle

Notification Title

FY2027-1

FY2025-1 FY2025-2 FY2026-2

Recertify Effort Monthly Monthly Monthly
Pre-Review: 60 Days 11/1/2024 5/1/2025 11/1/2025
Pre-Review: 30 Days 12/1/2024 5/31/2025 12/1/2025 Alerts are not
scheduled past
End of Effort Cycle: Review Period these dates!
(Actual Cycle End Date) 12/31/2024 6/30/2025 12/31/2025
End of Effort Review Period:
Begin PAA Freeze 1/30/2025 7/30/2025 1/30/2026
End PAA Freeze 2/6/2025 8/6/2025 2/6/2026

& Run Effort Certification

There are two notifications where Effort Certification Manager is responsible for initiating certain Workday tasks:
Recertify Effort and End of Effort Cycle: Run Effort Certification.

» Recertify Effort — The Effort Certification Manager should be running Recertify Effort Certification alongside
this notification. Please refer to the central Effort Certification job aids for more details on running this task.

» End PAA Freeze & Run Effort Certification — The Effort Certification Manager will access Run Effort
Certification task to initiate the official effort business process. This task should also be run bi-weekly to
capture any Effort Reports triggered solely by Payroll Accounting Adjustment.
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Notifications — Audience Notifications

The following notifications are delivered using the results of two In the following pages, the table shows all planned notifications for
custom reports in Workday. They are used to identify two distinct  Effort Certification.

worker populations: e . _— .
pop Effort Certification Managers will need to submit tickets via

1. Central & Departmental Effort Roles — Includes all workers ServiceNow to schedule additional ‘ad hoc’ naotifications. Once the
assigned to security roles of Effort Certification Manager, Effort ticket is submitted, the Workday Enterprise Service (WES) team will
Certification Reviewer, Effort Certification Analyst. be responsible for maintaining and configuring notifications on your

behalf.

2. Eligible Workers for Effort — Includes all workers who charged any
Institution Base Salary (IBS) payroll to a grant worktag within the
last reporting period. Workers whose payroll is fully transferred off
of grants are excluded.

Title and Message Audience Timing
Recertify Effort
Effort Certification Reviewers, please look at your Workday inbox and review the Effort Reports, and A.  Workers with > Bi-weekly
then submit them for the employees’ and Principal Investigators’ approval. Note: The recertification Effort Roles

task is run bi-weekly by the Effort Certification Manager (SPAC) to capture the previous certified Effort
Reports that are hit by the Payroll Accounting Adjustments.

Pro Forma/ Pre-Review: 60 Days

The current Effort Certification cycle will be concluding in 60 days. Effort Certification Reviewers, > Semi- annual
please click the button below and run the Pro Forma Effort Certification to pre-review the Effort Reports » 60 days before
for your cost center and make any adjustments needed. Effort End Date

Pro Forma/Pre-Review: 30 Days

The current Effort Certification cycle will be concluding in 30 days. Effort Certification Reviewers, A.  Workers with > Semi- annual
please click the button below and run the Pro Forma Effort Certification to pre-review the Effort Effort Roles » 30 days before
Reports for your cost center and make any adjustments needed. Effort End Date

Effort Review Period

This notification is to alert you that we’re in the 30-day review and correction period for the current A.  Workers with > Semi- annual

effort cycle. Effort Certification Reviewers, please run Pro Forma Effort Certification to verify if the Effort Roles > EffortCycle End Date
activity shown for each sponsored project is an allowable, reasonable, and allocable estimate of effort. 5 Efort Eligible

If not, please contact your departmental administrator. Workers

Please note: Payroll Accounting Adjustments cannot be initiated during the week following the end of
the review period (7-day Payroll Accounting Adjustment freeze).

End of Effort Review Period: Begin PAA Freeze

This notification is to alert you that the 30-day review period for the current effort cycle has ended. A.  Workers with Semi- annual;

Over the next seven days, please complete all in-progress Payroll Accounting Adjustments and do Effort Roles 30 days after Effort Cycle
not initiate new Payroll Accounting Adjustments. B. Effort Eligible End Date
Anyin-progress PAAs will prevent Effort Certification from processing for the affected worker. Workers

End PAA Freeze & Run Effort Certification

The Effort reports of the current effort cycle are now available for review and approval and the A.  Workers with Semi- annual;
Certification is due in 30 days. Effort Roles Five weeks

Effort Certification Reviewers, please look at your Workday inbox for any Effort Reports in your B.  Effort Eligible after Effort Cycle Date
department. If no changes are needed, please forward the reports to the employee and Principal Workers

Investigator for review and certification.

Principal Investigators/Effort Certifiers, you’ll see the effort reports in your Workday inbox after the
Effort Certification Reviewers forward the reports. Please review and certify the reports as soon you
receive the action item. If there are any changes necessary, please speak with your departmental
administrator.
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