


2. You will see all the effort form and the status (Pending Certification) will be indicated
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3. (5) Click Modify

4. The individual's effort form will be displayed as shown below.
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5. Review the effort form and the default effort percentages. If there is a discrepancy on the form,
such as an incorrect percentage of effort on a project or a missing project number, click the
“Notify” button to send an email to your administrator.

6. To review multiple forms at once, click on “Certify Multiple Forms”, check all or select the
ones you wish to review in bulk. They will appear in bulk certification listed one under the other.
Review and check the box in the lower right corner under each form.

7. If there is no discrepancy then click proceed, review the certifier checklist, close the window
and review the attestation statement. Then click the “Certify” button. A note will appear at the
top of the screen indicating certification complete and date.

8. If there are concerns in



To exit the form without certifying, click the “Exit” button

9. To save afinal summary for your records click the PDF
the print icons located in the upper right hand corner.
Click the “Exit” button.
Accessing Effort Forms Not Yet Pre-Reviewed:

Forms Not Yet Pre Reviewed:

Forms



Review each and check off at the bottom.

Then follow steps 6-8 above.



