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The System: Access 
 
 
 
 
 
 
 

 
 
 
 
 

• If you receive an error when selecting the tool that your log-in credentials are invalid, try logging out 
of the Illinois Tech portal and log back in to proceed.  
 

• If you are still unable to get into the effort certification system, you will need to submit an OTS 
Support Desk ticket via supportdesk@illinoistech.edu. 

mailto:supportdesk@illinoistech.edu
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The System: Navigation 
 
 
 
 

 
 
 
 

 

• Click “Certify My Effort” 
to certify your own effort 

 
 

• Click “Review or Certify 
Reports” to certify the 
effort of others who 
worked on your grants 
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The System: Search 
 

• Use “Advanced Search” to 
look up employee effort 
using multiple search 
fields. The Chart of 
Account Code field must 
be populated for all 
searches. 
 

• For best results, filter by 
Chart of Account Code 
“1” and Status “Awaiting 
Certification”.  
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The System: Results 
 

• You should see a list of reports that are awaiting certification 
• Double click each report to open for review 
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The System: Report View 
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Note: Do not select the “Request Changes” or 
the “Add New Funding” button. These options 
do not communicate or change anything in 
the University’s payroll system. 
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The System: Report Issues/Request Changes 
 

• Please review the “Effort Certification FAQs” document to find answers to common questions about effort 
certification. 

• If you need further assistance, please contact Research Administration Services via email at 
ras@illinoistech.edu. 

mailto:ras@illinoistech.edu

