Accessing and Certifying Electronic Effort Report

The Effort Certification page is used to access and certify grant funded effort. Employees can access current and
historical effort reports for review, certification, and printing.

Accessing Effort Reports

1. Log on to MyDUWsindfirst.lashame@du.edwand password
2. On your main dashboard, under Employee Tools, click My Employee Profile.
3. Click Effort Certification, underwHActivities men.
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The “Certify My Effort” screen will open. A list of your electronic effort reports and their status will be visible. The
Report Period is the effort period to be certified. The Start and End Dates indicate when the Report Period becomes
available for certification, not the period being certified.



Reviewing and Certifying Effort Reports

4. Double cliclon the Effort Report to be reviewed.

Effort Report Pay Period Summary Comments Routing Queue

Report Status

Total Sponsored Activity 50.009
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Total Non Sponsored Activity 50.00
Pay Dates
_Request Changes Add New Funding FUnaes Ji=i., 2 i

The Effort Report will operRecorded effort will be displayed in two sectior&ponsored (grant charges) and Non-
Sponsored (department charges and leave). If there are more fund numbers charged than are visible in each box, use
the scrollbutton on the right of each box to display additional fund numbekKernatively, a PDF of the entire report

can be displayed and printed by choosing the “More Actions” button along the header of the report and then choosing
“print”. A PDF of the efforeport will be created and can be saved or printed.

5. Review Effort Report



Each grant number, department fund and leave fund will be accompanied by a percent of recordedTéfeopgercent
of effort is calculated by the dollar amount charged to eacidftor the period, divided by the total dollar amount paid
to the employee for the periodThe sum of all percent of efforts will equal 100Review the percent of effort for each
fund to make sure the recorded percent is reasonable.

6. If Effort Report iorrect, click Certify A box will pop up. Review the information. Does it accurately reflect your
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