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5. Finalize Certification 
Review the summary of Certified Effort % per chart string and notes if applicable.  If all is complete & 
correct, click “Certify” to attest to and finalize the certification.  
 

 
 
 

6. Exit The Report to Return to Worklist 
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7. View Worklist Status 
• After clicking “Exit” at the bottom of the completed effort report, you will return to your 

certification worklist, which displays the certified status. If you have additional reports to certify, 
click on an individual’s name to review and complete. 

• If you are finished certifying reports, click Logout in the top right corner to exit the system, or 
Home to work on reports from a different period. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




