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Quarterly Effort Certification for Grant Managers 

This guide demonstrates the steps Grant Managers must take to make changes to an employee's effort during 

quarterly certification, including detailing the approval process and additional actions that may be required from Grant 

Managers. The Effort Reporting and Certification Policy has been updated to reflect these changes. 

Employees with effort on Federal Grants and Contracts are required to certify their effort quarterly in Workday.  

Changes may be made to effort during the quarterly certification. Employees will work with their Grant Manager to 

make effort changes if they are needed.   

Grant Managers will need to work closely with their employees because this quarterly review will be a significant 

change for most employees. Non-exempt, or hourly, employees, who are accustomed to certifying effort on a monthly 

basis, will now be doing it less frequently. Principal Investigators  (PIs) whose effort is regularly changing with research 

awards may also find that they are certifying effort less often. There are many Exempt employees, including PIs, who 

are only certifying their effort every 11 months, however. For these employees, this will mean more frequent effort 

certification.   

While it is best practice for employees to review their effort with their Grant Manager on a monthly basis, if changes 

are required during the quarterly certification, employees should work with Grant Managers to make those changes. 

Employees are advised NOT to make changes without their Grant Manager’s assistance. After an employee Submits 

their effort certification, the Grant Manager will Approve it. 
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Effort Certification - Details and Lines - Page 2 

Employee Effort Certification Details 

Employees may need to work closely with their Grant Manager to become familiar with the new process of quarterly 

review, even if they don’t have changes that need to be made. They should understand that each pay period must be 

reviewed for accuracy, rather than simply submitting their certification. 

1. Have the employee open their certification with you and select Details to view the pay periods and details of the 

effort certification. 

2. The pay periods for the effort certification period will be listed. Exempt employees, who are paid monthly, will 

have three (3) pay periods listed. Non-exempt employees, who are paid bi-weekly, will have six-seven (6-7) pay 

periods listed for the three month time frame. Employees must review their effort for each pay period before 

certifying. 

3. In this example, the employee has three (3) unique funding worktags, or items, where effort is being distributed. 

All funding worktags must be reviewed for accuracy before effort is certified.  
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Effort Certification - Distribution Changes  - Page 3 

Follow the steps below to make edits to Effort Certification Distributions during the Quarterly Effort                        

Certification process.  If Effort Distributions are correct, no changes should be made. 

Changing Effort Distributions during Certification 

1. Navigate to the Effort Certification Lines where the changes are needed. 

2. Select the Change Reason search. 

3. Select All Reason Codes. 

4. Select Effort Adjustment. 
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Effort Certification—Distribution Changes  - Page 4 

Follow the steps below to make edits to Effort Certification Distributions during the Quarterly Effort                        

Certification process.   

Changing Effort Distributions      

during Certification 

6. Adjust Effort to the correct 

distribution amount. 

7. Verify that your updated 

distributions are correct and the total  

is 100%. 

• If a new grant line should be added, 

the next two (2) pages detail how 

to add a new grant worktag. 

• If no additional grant lines are 

needed, continue to page seven (7) 

and Effort Certification Completion. 
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Effort Certification - Adding Grant Line  - Page 5 

Follow the steps below to add a grant line to effort during the Quarterly Effort Certification process.  If no 

additional grant lines are needed, continue to page seven (7) and Effort Certification Completion 

Adding a Grant Line and Updating Effort Distributions during Certification 

1. In order to add a grant line that is missing during the certification, select Change Effort. 

2. Select the plus sign on a grant line to add a new a grant worktag and distribution if one is missing during your 

certification. This action copies the grant to a new line.   

3. Navigate to the newly copied grant line to edit it.  

4. Select the X next to the grant worktag in the Costing column to delete it. You will need to change the grant 

worktag only. All other related worktags will update automatically when the grant worktag has been changed. 
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Edit New Grant Line  

1. After deleting the grant worktag 

from the copied grant line, search to 

add your grant worktag.  

2. Scroll to and select All Active Grants 

within the search results.  

3.  Type your grant worktag within the 

search results and click Enter on your 

keyboard.  

4.  Your new grant worktag will be 

added, and all related worktags will be 

automatically updated.  

5.  Follow steps  on pages 3-4 to learn 

how to add the Effort Adjustment 

Reason Code, add a new Certified 

Effort Percentage, and update another 

effort line so that distribution totals 

equal 100%. 

Effort Certification - Edit Grant Line  -  Page 6 

Follow the steps below to edit a newly added grant line to effort during the Quarterly Effort Certification process.   
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Effort Certifications - Submit and Grant Manager Role - Page 7 

Follow the steps below to complete effort certification after changes have been made.  Read through the steps taken 

by the Grants Manager to complete the certification process.  

QUESTIONS? 

Please email BusinessEducation@vumc.org.  

Complete Effort Certification 

1. Scroll to the left of the Effort Certification 

screen. Select OK to save effort changes.  

2. On the next screen, assuming all pay 

periods have been verified and updated as 

needed, Submit the employee’s effort 

certification.  

Next Steps for Grant Manager 

• When changes are made during the quarterly effort certification, Grants Managers are required to approve 

them.  They review and approve effort certifications in an Inbox Action. 

• The expectation is that a Grant Manager will approve the certification within two (2) days of the employee’s 

certification. 

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

automatically initiated and the Payroll Costing Initiator role will receive notification to complete a Payroll 

Costing Allocation, if needed. 

• The Grants Manager will also complete a Questionnaire for a Cost Transfer Justification if a change is made to 

during effort certification.  This will also be found in the Grant Manager’s Workday Inbox after the Payroll 

Accounting Adjustment is initiated. 

• Grant Managers will run the Effort Certification Status Report in Workday for employees in their grant 

hierarchy to ensure timely effort certifications.  
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