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Click Search until the Job Status updates. Once the Extract job is 
successful, click Modify next to effortCertificationCreateJob and 
repeat the steps above to run and verify the batch and it’s status. 
Once both jobs have Succeeded, we can use the Effort Certication 
Custom Doc search to verify Effort Certs have been created. 
 

 
 
Return to the Main Menu, click Effort Certification in Custom 
Document Searches section.  
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21 Effort Certifications have been created. Click on the Route Log 
icon to find out who needs to take action on it next.  
 

 
 
Click on Show in the Future Action Requests tab to see who needs to 
approve after the Project Director. Click on the person listed in the 
Requested Of field in the Pending Action Requests.  
 
Or you can log in as nbtetrea, a Project Director who has several 
Effort Certs to approve. Go to her Action List and open an Effort 
Certification.  
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Change the Effort in the Federal and Federal Pass through section. In 
the example above, the first line was zeroed out and the second line 
was increased to 35%. Click Recalculate for each line that has been 
changed. Verify that Original Effort and Salary match the changed 
Effort and Salary. If necessary, adjust the amount. Add a Note 
explaining the change. Click “approve”. 
 
Approve the document (refer to Scenario 3 for instructions). 
 

 
 
If a change was made to the Effort Certification, a Salary Expense 
Transfer will be created and approved after the last approval. Using 
the Doc Search, enter ST in the Type field. Click Search. Click the 
Doc number to open the Salary Expense Transfer.  
 

 
 Return to Scenario List 




