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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.
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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 (P1) on all awards the terminated employee worked on to act as Certifier.
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Effort Certification - Open Inbox

Expand Effort Certification

Reviewer makes changes to a certification.
1. Select the Inbox item.

2. Expand the screen using the two arrows icon.

A Grant Manager will receive an Inbox Task to review and Approve a certification when an Effort Certification
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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.
o=
ol Summary Agaregate Details Positions Organizations Attachments Process History
E
Za
Sitems )E] =
Q 10/01/2023 - 10/31/2023 (US  11/01/2023 - 11/30/2023 (US  12/01/2023 - 12/31/2023 (US  01/01/2024 - 01/31/2024 (US  02/01/2024 - 02/29/2024 (US  (
Award Sponsor  Sponsor Grant Monthly) Monthly) Monthly) Menthly)
Award
I:Iﬂ Reference Effort Effort Effort Effort Effort Effort Effort Effort Effort Effort
o Humber Certification  Certification  Certification  Certification  Certification  Certification  Certification  Certification  Cerification  Certification
Percent Amount Percent Amount Percent Amount Percent Amount Percent Amount
Estimated Estimated Estimated Estimated Estimated Estimated Estimated Estimated Estimated Estimated
AWDDOO0DS: Middle 6UTOHP.  Health Resources and GRO15787 10.70% 355.66 10.70% 355.66 10.70% 355.66 10.70% 420.37 10.70% 24233
ik Tennessee 0503 Services Cupp, Stanley A;
Collaborative Geriatric Administration Middle Tennessee
Workforee 07/01/2019 Collaborative Geriatric
(version 1) Workforce Enhanceme
Primary (2023-07-
01)
AWD00000S: Middle 6UTQHP, | Health Resources and GROT6436 7.10% 23712 T10% 23712 710% 23712 710% 28026 T10% 161.56
Tennessee 05-03 Semvices Cupp,Stanley A;
Collaborative Geriatric Administration Middle Tennessee
Workforce 07/01/2019 Collaborative Geriatric
(version 1) Waorkforce Enhanceme
ADRD {2023-07-
01)
AWD002190: Pain VUMC86  University of Tennessee GRO17490 5.40% 178.00 540% 178.00 5.40% 178.00 5.40% 21038 5.40% 12128
Sensitivity and 973(ROT Health Sciences Pottery Harry J;  Pain
Unpleasantness in AGO613 Center Sensitivity and
People with 25) Unpleasantness in
04/01,/2021 (version People with Alzheimer
0 VUMCB6973(ROTAGDS
1325) (2023-06-
01)
(Blank) (Blank) (Blank) 76.80% 2,550.08 76.80% 2,550.08 76.80% 2,550.08 76.80% 301402 76.80% 173750
Grand Total 100.00% 3,320.86 100.00% 3,320.86 100.00% 3,320.86 100.00% 3,925.03 100.00% 2,262.67
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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.

= MENU W Q Search
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Created: 05/10/2024
|/ \|
o

View Comments (1)

o @ Chanda Leer (0123987) S

For the March 1- March 31, 2024 pay period, Stanley Cupp's effort was adjusted to: Increase effort on GR 015787 from 10.7% to
13.7% and decrease effort on GRO16456 from 7.1% to 4.1%. These changes are for March 2024 effort only.

Process History

e Tesha Garcia-Taylor (0066409) 3 days ago
Effort Certification— Step Completed

@ Chanda Leer (0123987) Due 05/14/2024
says, "For the March 1- March 31, 2024 pay period, Stanley Cupp's effort was adjusted to: Increase effort on GR 015787 from

10.7% 10 13.7% and decrease effort on GRO16456 from 7.1% to 4.1%. These changes are for March 2024 effort only.”
Administrative Review— Submitted

Carrie Oakey (0198745)

Approval by Grant Manager- Awaiting Action

Approval by Grant Manager- Awaiting Action

Carrie Oakey (0198745)
Approval by Grant Manager— Awaiting Action
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Effort Certification Attachments

Comments.

View Attachments

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

Note: The Attachments tab will only be present when there is an attachment.

o
B
E Effort Certification for

Total Certified Percentage Estimated
0l
W 1 Certify

Attachments 1 item

Attachment

Federally Funded for Stanley Cupp (0002080) for 10/01/2023 - 03/31/2024 .-

10/01/2023 - 03/31/2024

100.0%

To view effort for the certification period, please click ‘Aggregate’ below Egﬁ;}lg:mﬁc ation Status
“| certify that | have first-hand knowledge of (or have used suitable means of verifying) work performed by this individual and the actual salary distribution is reasonable Changed Status

in relation to the work performed.” Changed

s If correct, click Submit to complete your certification
= Ifincorrect, click Send Back and enter a comment to return to the Effort Certification Reviewer for corrections and contact your departmental administrator
to discuss any questions regarding your effort.

Summary Aggregate Details Positions Organizations Attachments Process History

AE=o.- =26

a S. Cupp: October 2023 - March 2024.xlsx

a
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Effort Certification - Details and Lines

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

Effort Certification Details

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.

Summary Agagre Details Positions Organizations Attachments

Effort Certification Lines
10/01/2023 - 10/31/2023 (US

Monthly) Period  03/01/2024 - 03/31/2024 (US Monthly)
11/01/2023 - 11/30/2023 (US b riems
Monthly)

Grant Caosting Company

12/01/2023 - 12/31/2023 (US

Monthly)
Vanderbilt University Medical
Center

01/01/2024 - 01/31/2024 (US
Monthly)

02/01/2024 - 02/29/2024 (US
Monthly)

03/01/2024 - 03/31/2024 (US
Monthly)

Vanderbilt University Medical
Center

Process History

Payroll

Eamning: Regular (Salary)
(REGSAL)

Employee: Stanley Cupp
(0002080)

Job Profile: 2120 -
Professor

Pay Group: Medical Center
Monthly

Position: PO0000389
Professor

© More (2)

Earning: Regular (Salary)
(REGSAL)

Worktags

Costing

CARTS: CTCCC
RVU Generating - C
Generating

Cost Center: CC01151 Medicine
- Geriatrics Div- CD Clin

VMG

Function Code: FC20545

VMG

Fund: FDOO1 General

Fund

@ Location: MED CTR EAST
NORTH TOWER

(LOC00211)

© More (2)

nical - Clinical
linical RVU

CARTS: CTTVV Teaching -
WUMC to WU Billing - VUMC 10

AE= 2

-

Change

Original Percent  Reason
281%
24.5%

Viewing: =[]
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Effort Certification - Details and Lines

Effort Certification Lines

for accuracy. Scrolling within the Effort Certification Lines box will be required.

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

11/01/2022 - 11/30/2023 (US
Monthly)

12/01/2023 - 12/31/2023 (US
Monthly)

01/01/2024 - 01/31/2024 (US
Monthly)

02/01/2024 - 02/29/2024 (US
Monthly)

03/01/2024 - 03/31/2024 (US
Monthly)

6 items

Costing Company

Vanderbilt University Medical
Cemer

Vanderbilt University Medical
Center

Payroll

Earning: Regular (Salary)
(REGSAL)

Employee: Stanley Cupp
(0002080)

Job Profile: 2120 -
Professor

Pay Group: Medical Center
Monthly

Position: PO0000389
Professor

© More(2)

Earning: Regular (Salary)
(REGSAL)

Employee: Stanley Cupp
(D00Z080)

Job Profile: 2120 -

Worktags

Costing Original Percent

CARTS: CTRFG Research - 7.
Federal - Grant

Cost Center: CC02868 Medicine
- Geriatrics Div - CD Acad Grants
Gifts

Function Code: FC19091
Sponsored Research -
Sponsored Research

Training

Fund: FD004 Sponsored
Program Fund

Grant: GRO16456
Cupp,Stanley A ; Middle
Tennessee Collaborative
Geriatric Workforce Enhanceme
ADRD (2023-07-01)

© More (2)

o

CARTS: CTRFG Research - 10.7%
Federal - Gramt

Cost Center: CC02868 Medicine

- Geriatrics Div - CD Acad Grants

Gifts

aE=n =26

s

Certified
Percent
Change Reason Estimated
Effort Adjustment 41%
Effort Adjustrment 13.7%
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Effort Certifications - Approve or Send Back

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.

1 2

Next Steps

e 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.

e 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.

e Payroll Accounting Adjustment guide is found HERE.

e Payroll Costing Allocation guide is found HERE.

QUESTIONS?

Please email vumc.effort@vumc.org.
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