
Guide to

Time &
Effort

Certify your time
and effort online!

To certify your Supporting Individuals select 
<Certify My Supporting Individuals-Group 
View> from the Certification section of the 
wheel or from the drop-down menu under Effort 
Certification.

For questions about the ECRT program, contact 
Beth Keithly in the Office of Research at  
Keithly@utdallas.edu or 972-883-4568 
 
For questions about your sponsored projects, 
contact your Grants & Contract specialist in the 
Office of Research or your school’s fiscal officer.

The main window to certify the effort of your 
supporting staff will display up to ten individuals 
at a time. 
Review the information and edit as necessary. 
Once you are ready to certify, mark the 
checkboxes.

The                  button will save all the changes 1.	
without submitting the effort for certification.
The                     button will certify all 2.	
supporting individuals that have been 
“checked.”

Certify/View My Effort
View My Historical Effort

Certify My Supporting Individuals - Group
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Beth Keithly 
Office of the Vice President for Research

972-883-4568
Keithly@utdallas.edu
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Help

Certification

ECRT represents UT System’s ongoing 
commitment to providing simple, intuitive 
solutions for faculty with sponsored projects 
and a radically new approach to effort 
reporting. The ECRT system uses a guided 
process to walk you through the steps that you 
will need to complete your effort certification.

“Brochure design created by UTDallas in support of UT System ECRT implementation.”



Access ECRT through the Time and Effort section 
of the OSP Web site at:

http://www.utdallas.edu/research/ecrt

Choose UT Dallas from the institution drop-1.	
down list.
Enter your UT Dallas NetID and Password 2.	
Click <Login>.

To certify your Effort select <Certify/View My 
Effort> from the Certification section of the 
wheel.

Follow these steps to complete your certification 
process:

Edit and review payroll and effort to ensure 1.	
accuracy.
Edit information as needed or send to 2.	
Department Effort Coordinator to make the 
correction.
Once you have verified that the information 3.	
is reasonably correct, click <Save> to save 
the information or click <All> to ensure the 
checkboxes are marked and then <Certify> to 
certify the information.

 

Note: Clicking <Cancel> will close the screen
without saving or certifying the information and 
will return you to the main screen.

You may also certify your effort by clicking <Effort 
Certification> from the drop-down menu.

The Home Page is the entry point to all system 
functions, provides an overview of the effort 
reporting process and offers links to a variety of 
resources to assist users.

 4.  Once logged in, click <Continue> to access
the Home Page.

Certify/View My Effort
View My Historical Effort

Certify My Supporting Individuals - Group
View

Certification

This is a preview of how your effort card will look. 
Within sponsored and non-sponsored projects you may 
view payroll and effort associated with those projects 
for the period of certification.

Clicking <Certify> will take you to another 
page where you will electronically sign your 
certification by clicking <I Agree>. You’re done!
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The Effort Lifecycle

For more information, visit our Web site: utdallas.edu/research/ecrt

Login Page

Home Page

View My Effort

Effort Card

Certify My Effort


