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Semi Annual Effort Reports are delivered to the employee’s PERSONAL WORKLIST in the Oracle 
Administrative System.  The PERSONAL WORKLIST is available on the following responsibilities: 
  
 
UAB GL End User > Personal Worklist  

UAB GA End User > Personal Worklist  

UAB HR Officer > Personal Worklist  

UAB FN Document Entry/Approval > Personal Worklist  

UAB AP End User > Personal Worklist  

UAB Effort Report User > View Effort Report in Worklist 

 

1. To view, forward or certify an effort 
report, navigate to the UAB EFFORT 
REPORT USER responsibility and select the 
VIEW EFFORT REPORT IN WORKLIST menu 
option.  

 
 
 
 
 
 
Or navigate to a responsibility in which the 
PERSONAL WORKLIST menu option is 
available 
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2. The PERSONAL WORKLIST will launch. Click on the Effort Report for (name) link to open the 
notification. 

3. Click on the appropriate action button. The action buttons on the notifications are dependent 
on the Individual’s role. The result of selecting specific actions determines the status of the 
effort report.  For more information regarding action buttons, click here. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
Note: REJECT requires a comment be entered as to why the effort report is being rejected. 
  

Click on the PDF Attachment link 
to open and view Effort Report 

Department Effort Officer (DEO) Action Buttons 

UAB Project Employee Action Buttons 

UAB Project Employee (Non-faculty 04 Irregular) Action Buttons 

http://www.uab.edu/images/finance/vpad/pdf/training/Effort%20Reporting/Notification%20Action%20Defined.pdf
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