How to Review and Approve Effort Certifications

Step 1: Connect to UA VPN (if off-campus)

If you're working off-campus, you must first connect to the UA VPN:

UA VPN Access: https://vpn.arizona.edu

Step 2: Log in to UAccess Financials
Go to the UAccess Financials login page: https://financials.uaccess.arizona.edu/kfs/

Log in using your NetID and password.

If you experience login issues or cannot use the VPN, contact your business officer. They can send screenshots of the
reports via email. You may reply with your approval, and the business officer will notify Sponsored Projects to finalize

the reports.

Step 3: Access Your Action List
Once logged in:

- Click on “Action List” (second item from the top on the left toolbar).
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Step 3: Filter Your Action List

This step isn’t necessary but it is helpful to consolidate items that are pending your approval.

e Click on “Filter” (on the top right corner)
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¢ In the Action Request field, select “APPROVE”

¢ Click the “Filter” button
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Step 5: Locate Effort Certification in Your Action List

Click on the Document ID number in the leftmost column to open the individual reports.

22 items retrieved, displaying all items.
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Step 6: Review Effort Certification

* The report displays pay distributions for the individual and the time period covered.

¢ Principal Investigator (PI) names are listed after the account title below each account number. You are only
approving for accounts you are Pl for

¢ If the distributions match the effort worked for your account, scroll down and click the “Approve” button.

¢ If the distributions are incorrect, do not approve. Contact your business officer to update the report. e Ensure that
cost share effort is also listed on the report.
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Policy: https://research.arizona.edu/administration/managing-projects/effort-reporting

Procedure: https://research.arizona.edu/administration/managing-projects/effort-reporting/effort-reporting-
procedure
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