' AMERICAN UNIVERSITY

WA S HINGTUON, DC

Effort Certification for the PI Principal Investigator

Purpose: This job aid provides step-by-step instructions for the Principal Investigator on how to confirm
effort or adjust effort for the purposes of effort certification.

Effort Certification is performed on a semester basis. The AU Office of Sponsored Awards and Research
Administration (OSARA) initiates the effort certification process within Workday ten days after the close of
the previous semester period. All PI's who charge at least one dollar $1 to a federal award during an effort
certification period are required to certify effort for that period. PI's who are required to certify effort will
receive a notification in their Workday Task Inbox. The below steps should be followed to certify that the
effort correctly reflects the PI's allocation of work performed during the period.

EFFORT CERTIFICATION OVERVIEW

@ ® 06
PRINCIPAL APPROVE OR GRANT MANAGER
INVESTIGATOR (PI) ADIJUST

STEP 02 STEP 03 STEP 04 STEP 05

STEP 01

To Review and Certify Effort that is accurate and does not require a change.

1 | Loginto Workday

Navigate to the Task Inbox in the top right corner.

= o

3 | Select the Effort Certification task

4 | Review the breakout of effort to ensure the proper percentage has been allocated to each grant correctly.

5 | Hit Submit

To Review and Adjust Effort that has not been allocated correctly.

1 | Log into Workday

Navigate to the Task Inbox in the top right corner.

?| &P

3 | Select the Effort Certification task
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4 | Review the breakout of effort to determine which percentage adjustments are needed

5 | Hit Change Effort

Once you select Change Effort, a window will appear showing a breakdown of how your effort was allocated in
percentage and dollar amount for each month within the reporting period. This window will allow you to adjust
effort monthly and will then recalculate effort.

Total Certified Percentage Estimated  100.00%
Viewng: [8[]
Effort Certification Lines
01/01/2024 - 01/31/2024
(=t Period  01/01/2024 - 01/31/2024 (Monthly)
02/01/2024 - 02/29/2024 1 tem
Monthly) Worktags
(Monthly) Grant Original Amount Original | Change Reason Certified Certified Order
Payroll Costing Amount | Percent
Estimated Estimated
03/01/2024 - 03/31/2024
(Monthly) Eaning: Academic Pay S ——— 660556 100.00% 660556 100
e —d dministration
Job profi- Fund: FD210 Discretionary Funds | Unre
[ ) strictex
Pay Group: Monthly Location: Spring Valley Campus > Sprin
Position Instructor g Valley Building
© More (2) NACUBO Function: FNO2 Research
Program: PGO0876 SOE | Discretionaryl
nnovation!
6,605.56 100% 6,605.56 100.00%
«
02/01/2024 - 02/29/2024 Aitems
(Monthly) Grant Original Amount Original Change Reason Certified  Certified o~
Payroll Costing Percent Amount  Percent
Estimated Estimated
03/01/2024 - 03/31/2024
E Academic Pay 28 5.00% .28 5
(Menthly) ;’””9 Academic Pay Cost Center: CC00394 SOE | Research A S50 o 8
p ““’g dministration
- Fund: FD210 Discretionary Funds | Unre
stricted
Pay Group: Monthly Location: Spring Valley Campus > Sprin
Postton QD g atenButdo
© More (2) NACUBO Function: FNOZ Research
Program: PGO0876 SOE | Discretionaryl
nnovationEd
‘GROO757 SOE | FIXED | Irvine Bels: Earning: Academic Pay 278 500001% 278 500001
oop p”mp'spm‘e,;h"”; oeen E"m”g “Mé Cost Center: CCOD403 SOE | General Ac 330 so0oon 330
Evidence- | 23-0297 mployee ademics & Research
Lob Prori AT Fund: FD320 State & Local Grants and C
ontracts | Sponsor Restricted
Pay Group: Monthly Grant: GRO0757 SOE | FIXED | Irvine Bel
fos son | DCP | P1 | DCPS Partnership for Ev
osition (NN idence-| 230297
© More(2) Location: Spring Valley Campus > Sprin
g Valley Building
NACUBO Function: FNO2 Research
GRO0309 SOE | REIME |Irvine Belson|  Earning: Academic Pay 1.981.67 3000% 1981.67 30
DOE | P1 | ELI Leads (Eariy Literacy Inte | g1 Cost Center: CC00403 SOE | General Ac
CP_20_0048 Ao ademics & Research
Job Profile Fund: FD300 Federal Grants and Contra
[ ] cts | Sponsor Restricted
Pay Group: Monthly Grant: GRO0309 SOE | REIMB | Irvine Bel
port son | DOE | P1 | ELI Leads (Early Literacy
oo Inte | CP_20_0048
© More(2) Location: Spring Valley Campus > Sprin
g Valley Building
NACUBO Function: FNO2 Research
GRO0489 SOE | REIME | Parker | DOE| | Earning: Academic Pay 00082 14.9009% 990.83 149999
O e [t e 20 ;’””g gl Cost Center: CC00403 SOE | General Ac
CP_22_0249 meroye ademics & Research
Job Profilc: (N Fund: FD300 Federal Grants and Contra
] cts | Sponser Restricted
Pay Group: Monthly Grant: GRO0489 SOE | REIMB | Parker | D
e OE | P1 | Residency for Excellence in Te
osition CP_22_0249
© More(2) Location: Spring Valley Campus > Sprin
g Valley Building
NACUBO Function: FNO2 Research
6,605.56 100% 6,605.56 100.00%

To correct an effort percentage, Select “05 Effort Adjustment” as the Change Reason for the effort
allocated incorrectly. Once a change reason is selected, the percentage block for that line will become open
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for adjusting.

Effort Certification Lines

01/31/2024
Period  02/01/2024 - 02/29/2024 (Monthly)
02/29/2024
21291 Worktags
Grant Original Amount Original Change Reason Certified Amount  Certified Percent Order
Payroll Costing Percent Estimated Estimated
03/31/2024 Earning: A 33028 5.00% 33028 5| wow
gl Cost Center: CC00394 SOE | Research Administration
o Pree Fund: FD210 Discretionary Funds | Unrestricted
b —— Location: Spring Valley Campus > Spring Valley Building
NACUBO Function: FNO2 Research
Program: PG00876 SOE | Discretionarylnnovationed
GRO0757 SOE | FIXED | Invine Belson 330278 50.0001% 330278 avw
DCP | P1 | DCPS Parmership for Cost Center: CC00403 SOE | General Academics & Researc X 05 Effort Adjustment =
Evidence-| 23-0297
Fund: FD320 State & Local Grants and Centracts | Sponsor Rest
Ticte
Grant: GRO0757 SOE | FIXED | Irvine Belson | DCP | P1| DCPS P
Poston artnership for Evidence- | 23-0297
© More ( Location: Spring Valley Campus > Spring Valley Building
NACUBO Function: FNO2 Research
GRO0309 SOE | REIMB | Irvine Beison Earning: Acad Pay 1981.67 30.00% 1,981.67 30 4w
DOEIPY 1 EL 1 Leats (Farty Lineray Imel | Lo oecermie Py Cost Center: CC00403 SOE | General Academics & Researc
CP_20_0048 h
Fund: FD300 Federal Grants and Contracts | Sponsor Restricted
Grant: GR0309 SOE | REIMB | Irvine Belson | DOE | P1 | ELI Lea
ds (Early Literacy inte | CP_20_0048
Position Location: Spring Valley Campus > Spring Valley Building
© Moz (2) NACUBO Function: FNO2 Research
GRO048S SOE | REIMB | Parker | DOE Earning: Academic Pay 990.83 | 14.9999% 990.83 149998 . 4
P11 Residency for Excellence in Te ol Cost Center: CC00403 SOE | General Academics & Researc “
CP_22 0249 ® h
we— Fund: FD300 Federal Grants and Contracts | Sponsor Restricted
Grant: GRO0489 SOE | REIME | Parker | DOE | P1 | Residency for
Pa Excellence in Te | CP_22_0249
Positior Location: Spring Valley Campus > Spring Valley Building
© More NACUBOQ Function: FNO2 Research
6,605.56 100% 6,605.56 100.00%

7 | Enter the percent of effort that should have been allocated to this grant.

8 | Correct any other percentages for any other lines, grants, or months.

To add a grant that is not listed, ensure you are under the correct month and hit the plus sign.

Effort Certification Lines

01/01/2024 - 01/31/2024

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

02/01/2024 - 02/29/2024 tem Worktags

(Monthly) Grant Orig
9 Payroll Costing

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

Eaming: Academic Pay

Cost Center: CC00394 SOE | Research Administratio
n

Fund: FD210 Discretionary Funds | Unrestricted

Pay Group: Location: Spring Valley Campus > Spring Valley Buildin
Position: ~ 9
© More (2) NACUBO Function: FNO2 Research

Program: PG00876 SOE | DiscretionarylnnovationEd

A new line will be added to the workspace. The worktags for this line will default to the PI's home operating
account.

Effort Certification Lines

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

02/01/2024 - 02/29/2024

Worktags
(Monthly) Grant Original Amount Original  Change Reason Centified Amount  Certified Percent  Order
Payroll Gosting Percent Estimated | Estimated
03/01/2024 - 03/31/2024 Eeming: Academic Pay 6,605.56 100.00% 660556 0y
1 (Monthly) Employe Cost Center: CC00394 SOE | Research Administration

Fund: FD210 Discretionary Funds | Unrestricted
Location: Spring Valley Campus > Spring Valley Building

0 Al NACUBO Function: FNO2 Research
Posiio D

ElSda PocoeTe oE ) Diccretionay novetioned

0D Profile

S —
Eaming Academic Pa 000 000 000 o o
o |Dgg i « Cost Center: CC00394 SOE | Research =
Pl Administration
Job Proic:
Pay Group: Moty X Fund: FD210 Discretionary Funds | Unrestricted
Postion
© More % Location: Spring Valley Gampus  Spring

Valley Building

x

NACUBO Function: FNO2 Research

x Program: PGODE76 SOE |
DiscretionarylnnovationEd

i s e s

1 | Remove the Worktags from the new line if they are incorrect and select the correct grant, program, gift, cost
1 | center, etc.
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Total Certified Amount Estimated

Total Certified Percentage Estimated

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

02/01/2024 - 02/29/2024

19,816.68

100.00%

Effort Certification Lines
Period  01/01/2024 - 01/31/2024 (Monthly)

2it

£ Al Active Grants
Taxation | CP_23_0078

[ Grant: GRO0526 50C | REIMB | Borum
RWJOHNSONEN | P1 | Comedy for Social Justice and

REIMB | Young
1| RWJF Imterdisciplinary Researc

GRODS28 SPA | REIMB

linary Researc

520 WAMU | REIMB | Frontado
P11 PWF Criminal Justice Beat Supp

r—

(Monthly) Grant Original Amount Original Change Reason Centified Amount Certified Percent  Order
Payroll Percent Estimated Extimated
03/01/2024 - 03/31/2024 Eaming: Academic Pay 66055  100.00% 650556 10 g v
(Monthiy) empioye GEIEEIND
Jo0 Protlc QR
Pay Group: Monthiy
© More(2) CP_23. 0109
Eaming: Academic Pay _ 000 000% 000 0 aa
200 1 - % Cost Center: CC00403 SOE | General
ey Mont i Academics & Research
© More(2) x Fund: FD310 Private Grants and Contracts |
Sponsor Restricted
x Grant: GRO0531 SOE | REIMB | Grossnickle-
Paterson | PSICHI | P1 | The Connzction Between
Opportu | CP_24.0053
* NACUBO Function: FNO2 Research *
660556 100% 6605.56 100.00%

Select “05 Effort Adjustment” as the Change Reason

Once all corrections are entered, Click OK.

Complete the Change Effort Survey that appears.

B RwWw RN R

Name  Changed Effort Survey
Questions
Question  Why was this (were these) expense(s) originally applied to the incorrect Grant?
Answer # | Format B I U A ¥ e
£
Question  How does this (do these) expense(s) provide a direct benefit to the receiving Grant?
Answer # | Format B I U Av| E % !
el
Question  Does this transfer include costs posted more than 90 days prior?
Yes/No \:|
Question  If over 90 days, what factors contributed to the delay in determining that this (these) charge(s) should be reclassified?
Answer | Format B I U A« B % !
e
Question  What steps will be taken to eliminate the future need for cost transfers of this type and when will they be implemented?
Answer e B I U Av E % -
i

Click OK
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Review the updated allocation of effort

To view your allocations in PDF (this should be done before finalizing effort) select the PDF icon in the
header of the Effort Certification Window

‘AU Effort Certification Type for O
ort Certification Status
in Prog Ghanged

R0 =[O =

> Details

Summary  Detals  Postons  Organizat Quest Process History
Sumemary 10 s aEk " BE
iforCerifaton Summary

Worktogs Tl Etimted

[blank] 660556 100.00% 33.3333%

Tt ss0s56 To00% -

s Tono g

GRO0303 SOE| REIS i Blson| DOE 1 LI eads (EayLieracy | OP.20.0048
Tt a3 000 e
15167 1000 To00s

(GROD489 SOE | REIMB | Parker | DOE | P | Residency for Excellence i Te | CP_22_0243

REIMB | Parker | DOE | P1 | Residency o Excellence in Te.

—_

Click Submit to certify effort
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