
UNIVERSITY OF ARIZONA - UACCESS FINANCIALS INSTRUCTIONS TO APPROVE EFFORT CERTIFICATION REPORTS 

Resources and Training: 

• Research Gateway Effort Certification policy and procedures: http://rgw.arizona.edu/administration/managing-projects/effort-reporting 
• Interactive training for using the electronic system. Please login using your UA NetID and password, and select the Effort Certification topic: 

https://upktraining.uits.arizona.edu/odstrack/content/financials/toc0.html 
 
User Guide for approving effort certifications 

1. Use your internet browser to access UAccess Financials at: https://financials.uaccess.arizona.edu/kfs/webapp/dashboard/home  
• If you are off-campus you will need to use the UA VPN (https://vpn.arizona.edu) to login to UAccess Financials. 
• If you have difficulty logging in from off-campus or cannot use the VPN on your device, please contact your business officer and ask them to send 

you screenshots of the reports via email. You can then reply to your business officer stating you approve the reports. Your business officer will 
then contact Sponsored Projects to have the reports finalized. 

2. Click on the button that says “Action List” on the top left corner of your screen 
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3. The system will prompt you to login with your UA NetID and password. 

 
4. After logging in, you will be taken to your action list. We recommend you filtering your action list by selecting the “filter” 

 
 
 
 
 
 



5. In the action list filter select APPROVE in the Action Request then click the “filter” button. 

 
 
then you find the Effort Certifications in your action list, click on the Document Id numbers (leftmost column) to open the individual reports. 

 
 



 
 
 
 
 
 
 

6. You will see the effort report showing pay distributions for that individual. The top of the report shows the time period of the report. The principal 
investigator’s name is next to each sponsored account. In the screenshot below, this report is for John Doe who worked on Wilbur Wildcat and Wilma 
Wildcat’s sponsored accounts. If the distributions match the effort the individual worked for your account, please scroll down and click the approve 
button.  

• If the distributions do not match what you expect to see - do not approve the report. Please instead contact your business officer for assistance 
to change the distributions on the report to match what was actually worked.  

• Please also ensure cost share effort is listed on the effort report.  

 


