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PURPOSE 

 
When the Effort Certification Business Process is triggered within Workday, an ‘Effort 

Certification’ task is sent to the inbox of all active employees selected as working on grants.  

Note: The Effort Certification inbox task is not sent to student workers.  

 

Once the employee completes the ‘Review Effort Certification’ task certifying their time, an 

‘Administrative Review’ task is sent to the Lead Principle Investigator (L.P.I.) for 

review and submission; and lastly to the Grant Manager for final review and approval.  

 
 

THE HOW TO 
 

‘Review Effort Certification’ Task (Worker) 
 

 Step 1: Login to Workday 
 
Step 2: On the Welcome page navigate to either the ‘Inbox’ section or the ‘Inbox’ 

icon in the upper right of the screen. 
 
Step 3: Open the ‘Effort Certification’ task. 
 

 
 
 
 
 
 
 
 
 
 

  

EFFORT CERTIFICATION 
QUICK REFERENCE 

STEP-BY-STEP GUIDE 
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* Step 4.1: Review and select the ‘I certify’ check box to certify you agree with the 

amounts displayed and then select the ‘Submit’ button. 
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If you need to make changes prior to submission, select the ‘Change Effort’ 

button to apply adjustments as needed and then select ‘OK’.  
 

• The total ‘Certified Percent Estimated’ must equal 100%  

• Under column ‘Change Reason’, select ‘Effort Certification Adjustment’  
 

  

Step 4.2: 
(optional) 
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Prior to submitting your changes, review each tab (i.e. Summary, Details, 

Positions & Questions) and type ‘YES’ under the ‘Questions’ tab. 

 

 

 

  

Details 

Summary 

Step 5: 
(optional) 
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Step 5 (cont.):   

Positions 

Questions 
 

 

 

P00123 Position (Tester) 
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Step 5 (cont.):  

 

IMPORTANT: A costed change is a change that will affect the award budget for 

the time an employee spends working on the grant. 

 

Under the ‘Questions’ tab, you must type ‘YES’ in the ‘Answer’ field, otherwise 

you will receive the below error notification and error message when you select 

the ‘Submit’ button. 
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* Then proceed with the instruction under Step 4.1 to certify and submit the ‘Effort 

Certification’ for review by the Lead Principle Investigator (L.P.I.).  
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Review and Approval by Lead Principle Investigator (L.P.I.) 
 

 Step 1: Login to Workday 
 
Step 2: On the Welcome page navigate to either the ‘Inbox’ section or the ‘Inbox’ 

icon in the upper right of the screen and select the ‘Administrative Review’ 
task. 

 

 
 
 
Step 3: The Lead Principle Investigator (L.P.I.) will either: 

a) Review and select ‘Submit’  

 

b) Select ‘Change Effort’, make the necessary updates on behalf of the worker 

and select ‘Submit’ (as described above in step 5).  

 
c) Or select ‘Send Back’ for the worker to make the necessary updates and then 

resubmit to the L.P.I. and Grant Manager for review and approval. 
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Final Review & Approval by Grant Manager 
 
Step 1: Login to Workday 

 

Step 2: On the Welcome page navigate to either the ‘Inbox’ section or the ‘Inbox’ icon 

in the upper right of the screen and select the ‘Review Effort Certification’ 

task. 

 

Step 3: Lastly, the Grant Manger will either: 

a) Review and select ‘Approve’  

b) Or select ‘Send Back’ for the worker to make the necessary updates and then 

resubmit to the L.P.I. and Grant Manager for review and approval. 

 

 

 

 

 

 

 

 

 

 

   

 

   

 

 

 
 

 


