
College of Arts & Humanities 
Time & Effort Reporting Procedures 

 
The Office of Management and Budget (OMB) Circular A-21, Cost Principles for Educational Institutions, 
requires universities to certify employee effort expended on sponsored contracts and grants.  UCF has 
adopted the “after-the-fact” activity reporting system to document and certify the distribution of personnel 
effort expended on sponsored contracts and grants as outlined in the circular.  The policy is found at 
http://www.research.ucf.edu/Compliance/Policies/GD_T07_Effort_Reporting.pdf. 
 
UCF employees (faculty, adjuncts, USPS, and OPS personnel) that have an active grant, perform 
services on, or contribute effort toward a sponsored contract or grant  through ORC or the Research 
Foundation must certify 100% of their full-time equivalency effort.  The only exception is for employees 
paid on a Dual Compensation Form. 
 

• Faculty, adjuncts, A&P and USPS employees must certify their own effort. 
• PIs must certify for their contracted grade students. 
• Hourly OPS are certified by submitting copies of timecards.  These can be faxed to the 

CAH Research Office at 407-823-5156. 
 
By applying for a grant, a PI is making a commitment of effort to their research projects.  This effort must 
be documented per Federal regulatory requirements.  Time and effort must be reported even if the PI is 
not being paid from the grant or if the PI did not work on the grant during the certification period.  
 
More information regarding effort certification can be found on the ORC FAQ’s page at 
http://www.research.ucf.edu/Compliance/faq_effort.html
 
 
ECRT  
 
UCF uses an online time & effort certification process called ECRT.  The login page is found at 
http://ecrt.research.ucf.edu/ecrt/initLogin.do.  Login with your ARGIS password or follow the steps to have 
your login information emailed to you. 
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There is a short video tutorial available in ECRT once you log in.  ORC also offers training on an 
individual or departmental basis.  Contact ECRT@mail.ucf.edu or the CAH Research Office for 
assistance. 
  

Enter effort 
making sure 
total =100 

Click here to 
certify effort 

 

Click here to 
view video 
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1. Verify that you are in the correct certification period. 
 

 

 

Enter effort 
and make 
sure all 
“Certify” 
boxes are 
checked

Notes to ORC or ECRT processor go here 

 
2. Enter effort worked on all projects and departments under “Certified” as a whole number (no decimals).  
Computed effort is calculated based on payroll data and may not reflect actual effort worked.  Effort must 
total 100. 

 
3. Make sure ALL boxes under “Certify” are checked.  Record will only save and not certify if any boxes 
are left unchecked. 
 
4. If needed, enter a note to ORC or the ECRT processor in the text field.  For example, if effort 
worked/certified is greater than the computed effort a cost transfer box can appear.  If payroll charges are 
correct at the computed effort you can enter a note that no cost transfer is needed. 
 
5. Click “Certify” and proceed to step 6. 
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6.  The screen will refresh.  Scroll up to the top and click “I Agree” to save the record or changes will be 
lost. 
 

 
 
7.  To verify that your record was certified go back into “Certify My Effort” (see page 2).  If the record is 
still available proceed through the steps again.   
 
8.  Your certification will route to the CAH Research Office for review and further processing.  We will 
contact you if we have any questions. 
 
If you have any questions or need assistance please contact Kristin Wetherbee at kristin@mail.ucf.edu or 
407-823-0908 or ORC at ecrt@mail.ucf.edu. 
 
 
Common certification problems: 
 

• Certifying the incorrect certification period.  Verify that the dates and year are correct.  You 
typically certify for the semester prior to the current term. 

 
• Not checking all of the boxes under “Certify.”  This will cause the record to be saved but not 

certified. 
 

• PIs certifying for co-PIs.  Co-PIs must certify their own time. 
 

• Forgetting to certify for contracted GRAs. 
 
• Certifying hourly OPS.  Timecards must be submitted for hourly employees.  These should be 

copied, scanned or faxed to Kristin in the CAH Research Office at kristin@mail.ucf.edu or faxed 
to 407-823-5156. 
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