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Additional Information  

 The employee designated 

as the primary Effort 

Coordinator for a 

department must process 

its cards. 

 

 Each “Process” row in the 

Task list is a certified card: 

The Identifier column is the 

employee’s UA ID.  The 

employee’s name appears 

in the next column.  The 

date that the employee 

certified the card displays 

in the last column. 

 

 On the left gold bar, click 

on “Ask for Ecrt Help Desk 

Assistance” to email your 

questions to the Ecrt 

Administrator. 

 

Select the Card to Review 

1. After signing into Ecrt, click on the Effort Tasks tab.   

 

2. If your Work List displays “Process Base Certification Statement” rows, then these are the certified cards 

that you need to review. 

 

3. Click on the Process Base Certification Statement row you wish to review. 
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  Additional Information  

 The basic instructions appear 

in bold near the top of the 

card. 

 

 Click the Effort Statement 

PDF icon at the top right to 

print the Effort Statement. 

 

 You must review cards that 

contain a large certified 

variance on 1 or more rows. 

 

  A large variance occurs 

when: 

 

The Certified Effort column 

exceeds the Computed Effort 

column by +/-5% or more. 

 

And the dollar amount of the 

variance exceeds $100. 

 

 To see the each payroll that 

loaded into the card by 

account, click on first icon in 

the gray bar & then select 

Payroll report. 

 

 

Review the Card  

4. Make sure the employee (covered individual) & semester (period of performance) that you want to 

review appears at the top of the Statement.  

 

5. The last PI who certified this card appears in the purple box above the gray bar.   

 

 
 

6. Between the 2 gold bars, review the accounts in the Speedtype column with dollars in the Cost Transfer 

column.  This is the estimated amount of payroll that should be moved from one account to another 

account to match the effort certified by the PI. 
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Effort Transaction History 

 The Certifier’s transaction 

rows display as “Certified at 

x%”. 

 

 Payroll rows loaded into this 

card display as “System User – 

444-44-4444”.   

 

 The last PI to certify will 

change the card status. 

 

Near the bottom of the card, click 

on the Effort Note History + sign to 

see any saved comments.  

 

Find the PIs who Certified  

7. To view all the PIs who certified this statement, scroll to the bottom of the card & click on the Effort 

Transaction History’s + sign. 

 
 

8. Find the rows with “Certified at x%” & note the Name & Speedtype on these rows. 

 

Check with these PI(s) to be sure that they intended to certify at different % than what was computed 

on the card.  A PAF will be needed to move the payroll among the accounts shown on the card. 

 

9. If you are ready to process the card, go to the next slide.  Otherwise, you may press Cancel until you 

are able to talk with the PI(s) who certified.  
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Additional Information  

 If the Cost Transfer Needed 

button does not appear, then 

the sum of the Cost Transfer 

dollars is not zero (within a 

$0.20 tolerance). 

 

 If this card is processed with 

cost transfer dollars, the 

Central Administrator in ORA 

will likely call you or the PI 

unless you enter a note. 

 

 Once you process a card, this 

task will disappear from your 

Work List. 

 

 

 

 

Process or Return the Card 

8. Once you have reviewed the card with the PI(s), you are ready to act on the card. 

 
 

 

 To accept the card without revision: 

 Enter an explanatory note in the text box under the second gold bar.  

 
 

 Press Save Effort Note. 

 Then press Cost Transfer Needed on the gold bar.   

 You will be returned to the Work List.  Skip to step 10. 

 

 To return the card to the PI for revision, press the Do Not Process button & continue on to step 9. 
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Additional Information  

 Emails are sent out the following 

morning. 

 

 Once you return a card, this task 

will disappear from your Work 

List.  You can go on to process 

any remaining tasks. 

 

 If the PI revises the returned card 

so that the new certified effort is 

within +/- 5% of the computed 

effort, this card will not return to 

your Work List after certification. 

 

Return the Card to the PI  

9. After you press the Do Not Process button, an “email notification message” will appear.    

 

 
 

 Click OK to send an email to the PI : 

 Compose the email message on the next popup that appears.  

 Click Send the Email.  You will be returned to your Work List. 

 

 Or click Cancel to send no email to the PI.  You will be returned to your Work List. 
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Additional Information  

 All Process Base Certification 

Statement rows will stay in your 

Work List will you accept the 

cards or returned them to the 

PIs. 

 

Process Additional Cards  

10. If additional “Process Base Certification Statement “ rows appear in your Work List, you may 

choose one  & repeat the steps in this guide starting with Review the Card’s Header & History. 

 
 

 

If you are done processing cards, be sure to click Sign Out at the top right side of the page. 

 

 


