
Effort Reports Process Flow Chart 
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This step is necessary if Certifier makes changes to the effort percentages 
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The Certifier is the Principal Investigator (Faculty) or the Program 
Director (PD) listed on the award. The PI or PD is responsible for 
the following:  

• Ensuring that sponsored and non-sponsored activities are properly
accounted for and represented on the form

• Ensuring that distributions are reasonable representations of the actual
work performed.

• Notifying pre-reviewer or DBA of incorrect % distribution and take
reasonable, making adjustment

• Certify the effort report

Certifier (PI/Faculty or PD) Responsibilities 

Presenter
Presentation Notes
Working with UH’s Enterprise Systems to upload payroll tables into MAXIMUS. Currently once a month, but working to increase the frequency to every week.
Previous manual process of converting payroll into effort data in PeopleSoft left many inaccuracies.
Now PI’s can access the ERS site and certify effort with 4 clicks wherever there is internet connection
Cost share will be viewable in dollars and percentages, making it easy for departments to update Financial reports. MAXIMUS has a report that shows the cost share information in dollars and percent of those who reported cost share on the effort reports. 
Now departments will be abreast to accounts that are subject to the salary cap and a worksheet is available to verify if PI has exceeded the cap. 



1. Employee Information: Demographics on the employee e.g. Name/EMPL/Title/Department

2. Accounts: List of all active sponsored accounts for the PI, and accounts payroll was directly charged.

3. Payroll % / Cost Share% / Total %: Percentage of effort based on payroll distribution and cost share

commitments.

4. Certified Effort: Changes to the Total Effort percentage made by the Certifier

MAXIMUS Effort Reports 
(Certifier View) 



Step 1- Clock on the Effort Reporting Icon in 
UH Access. 



Step 2-
Click Certify



Step 3-Click Certify
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Step 4 - Click on the reporting period



Step 5-Click on the employee name



Step 6- Verify effort reported for accuracy. If everything is correct 
click proceed. If changes need to be made please contact Helen or 
Michele. 



Step 7- Click certify only if effort reported is correct.



Step 8- Employees effort has been certified. Click on next form to certify 
next employee. To exit click on exit form. 




