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Effort Certification Approval by Grant Managers 

 

This guide demonstrates the steps the administrator with the Workday security role of Grant Manager must take to 

approve an employee's effort during quarterly certification. A Grant Manager will receive an Inbox Task to review and 

submit an employee’s effort certification if the Effort Certification Reviewer has made changes.  

Employees with effort on federally-funded awards are required to certify their effort quarterly in Workday.  The 

Effort Certification Reviewer evaluates an employee’s effort first. If changes are made, the certification routes to the 

Grant Manager for review. If the Grant Manager identifies changes, it is sent back to the Effort Certification Reviewer 

to make those changes. If no changes are needed by the Grant Manager, the Grant Manager approves the 

certification and it continues to the employee to certify. If the Effort Certification Reviewer does not make changes, it 

bypasses the Grant Manager and goes directly to the Certifier. 

All employees who have effort on federally sponsored programs will be required to certify their effort quarterly, or 

four (4) times a year. Effort will be certified for all pay periods within the quarter in Workday.  The Effort Reporting 

and Certification Policy has been updated to reflect these changes. 

While it is best practice for employees to review and proactively adjust their effort with department administration 

on a monthly basis, if changes are required during the certification, employees should work with the Effort 

Certification Reviewer to make those changes. Employees are advised NOT to make changes without assistance.  

Changes made during quarterly certification will trigger the creation of a Payroll Accounting Adjustment (PAA) by the 

Effort Certification Reviewer. The Payroll Costing Initiator will be notified that a Payroll Costing Allocation (PCA) may 

also be needed for future periods.  

https://vanderbilt.policytech.com/dotNet/documents/?docid=21859
https://vanderbilt.policytech.com/dotNet/documents/?docid=21859
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Effort Certification Roles and Responsibilities 

This flow chart depicts the Workday roles and decisions made during the effort certification process. 

The Effort Certifier is the faculty or staff with effort on a federally funded award who is required to directly certify their 

effort. 

Note: If a terminated employee’s effort requires certification, it will be routed first to the Reviewer, then to the 

Principal Investigators (PI) on all awards the terminated employee worked on to act as Certifier. 
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Effort Certification - Open Inbox 

Expand Effort Certification  

A Grant Manager will receive an Inbox Task to review and Approve a certification when an Effort Certification 

Reviewer makes changes to a certification. 

1. Select the Inbox item. 

2. Expand the screen using the two arrows icon. 

1 

2 



 

4 of 9  06/10/2024 

Effort Certification - View Aggregate 

View Aggregate tab 

1. Select the Aggregate tab. This will present a comprehensive view of the certifier’s effort for the Grant Manager to 

review. 
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Effort Certification Comments 

Effort Certification Comments 

1. Scroll to bottom to view comments entered by the Effort Certification Reviewer. These comments should detail 

the changes made during their review so that the Grant Manager will know what was changed. 
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Effort Certification Attachments 

View Attachments 

1. Select the Attachments tab to view the Effort Certification Reviewer’s attached changes, reflected in the 

Comments. 

Note: The Attachments tab will only be present when there is an attachment. 
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Effort Certification - Details and Lines  

Effort Certification Details 

1. Scroll back up the page and navigate to the Details tab. 

2. Select the Pay Period where the Effort Certification Reviewer indicated the changes were made.  

3.  Scrolling within the Effort Certification Lines box to find the lines where changes were made. 
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Effort Certification - Details and Lines  

Effort Certification Lines 

4.   Review the % changes for accuracy. These are the lines where the Effort Adjustment Change Reason is present.  

Note: Please focus your review on the pay period(s) where changes were made. You may also review all pay periods 

for accuracy. Scrolling within the Effort Certification Lines box will be required. 
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Effort Certifications - Approve or Send Back 

QUESTIONS? 

Please email vumc.effort@vumc.org.  

Complete Effort Certification Review 

1. If the Effort Certification changes are correct, Approve to send the certification to the Certifier.  

Note: When approving these changes, you are also approving the PAA to complete these changes. Do not 

approve effort changes that you are not going to allow to be charged to the award. 

2. If the Effort Certification is incorrect, Send Back to Effort Certification Reviewer with a Comment to explain 

what is erroneous and needs to be updated.  

 

Next Steps 

• When effort is changed during the effort certification, a Payroll Accounting Adjustment (PAA) will be pushed 

to the Effort Certification Reviewer to review and submit. The Payroll Costing Initiator role will also receive a 

“To Do” notification to complete a Payroll Costing Allocation, if needed for future periods. 

• Effort Certification Reviewers and/or Grant Managers will run the Effort Certification Status Report in 

Workday for employees in their grant hierarchy to ensure timely effort certifications.  

• Payroll Accounting Adjustment guide is found HERE. 

• Payroll Costing Allocation guide is found HERE. 
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mailto:BusinessEducation@vumc.org
https://www.vumc.org/myworkday/sites/default/files/public_files/Training/PAA.pdf
https://www.vumc.org/myworkday/sites/default/files/public_files/Training/Research/PCA%20for%20Research.pdf

