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RMS LOGIN AND SETTINGS

LOGIN

Logging into RMS, like many systems on campus, requires Multi-Factor Authentication (MFA):

e Setup MFA - please note this process can take 30 minutes or more

e Contact IT Support for help at itsupport@ucalgary.ca

To login into RMS:

e Enter the following URL into your browser to open RMS.
https://my.RMS.ucalgary.ca

Access to RMS requires that the individual have the correct role or title in PeopleSoft. Once the person
has the correct PeopleSoft role, PeopleSoft will grant or change the appropriate access in RMS. This is an
automated process which happens nightly.

PSAR - PeopleSoft Access Request

hen a person changes roles within the university, they will lose existing permissions in PeopleSoft. If you
must delegate signing authority to someone who does not yet have appropriate access in RMS, you
must first ensure that they have the correct role in PeopleSoft. In either case, a request must be
submitted through PSAR (PeopleSoft Access Request).

This process may take 72 hours or more so it should not be relied upon for last-minute submissions.
Initiate PSAR process

Go to PSAR via MyUCalgary

OR

Submit request through IT

Once the individual has the correct role in PeopleSoft, their role will be updated in RMS within 24 hours.

It is a good idea to periodically check the status of your PSAR request to see where it is in the process
(i.e., who needs to provide approval).
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DASHBOARD FEATURES - LAYOUT

The Log In Menu in the
top menu toolbar,
provides you with
several options related
to your profile.

The Toolbar contains elements that
remain static and are available to the The RMS Logout is also
user at all times. available in the menu.

Clicking the Add New

My Tools Q, Search Help Researcher: ‘ ] content bUtton displays
options based on your role
permissions for creating
Dashboard Clinical Assistant Professor content such as new Post--

award records.

X View Profile | ¥ | Add New Content

The Left Navigation
Menu provides access

Award Management

to research process

Person Data

and administration
tools.

Notifications

p The profile Edit feature is in

L4

The options that Statistics Things to do the Dashboard Header.
appear are

No pending things to do
dependent on your

role and permissions. ]
Recently edited |

Effects of Sulphasalazine in Cerebral Ischemia Reperfusion Injury in Rats; Hathaway, Carol - Pathology & Laboratory Med 1
Pre-Award/Application | Last edited on 13/06/2012 at 11:14 AM Th e DaSh boa rd Th I ngs

to do section is where you
will find records that are in
progress and need your
attention

The Recently edited list
displays records recently
edited by you.

K] R MJS
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DASHBOARD FEATURES - MENUS

The Dashboard is where you will find menus related to your profile and settings.
Person Data>People

Profile information is populated daily from PeopleSoft. There are additional sections and fields where
you can add more information. These sections pertain to your work affiliations, research, and provide
more information about your professional accreditations.

To edit your Profile information:

1. Click Edit beneath your name in the dashboard banner. The PeopleData>Person page opens to
the Key Information tab.

Citstion Reports  Essential Science Indicators  EndNote

9 View Profile

Associate Professor James 0. My Settings

7 Edit n » Logout

Key Information tab

Key Informaticn * Work Affiliations Research Profile Permits.

In the Key Information tab, you can:

e Enter IDs (e.g., ORCID, CIHR, NSERC, and SSHRC)
e Add a secondary email

e Add an URL if you have a site page

e Add a profile picture

This is also where you can add a Designate which we be covered later in this guide.
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Work Affiliations

Key Informaticn * Work Affiliations Research Profile Permits

a. The Work Affiliations tab displays the sequence for your affiliations and any Institute
Memberships (Medicine). The Work Affiliation designated as #1 is the default at login.

b. Click the blue pencil icon to open the Affiliations Details page where you can add telephone
numbers or a website URL. Other fields auto-populated from PeopleSoft cannot be edited. See

also WORK AFFILIATIONS for instructions on how to change a Pl and related work affiliations for
a record.

Work Affiliations

The person's University of Calgary work affiliations (generally comesponding to appointments), as provided by the HR system and updated on a daily basis.

Organization Title Start Date - End Date Job Ind. Status
1~ || VetClinical & Diagnostic Scie Instructor 201807101 - 2022/06/30 Primary Active =l 7
2 w || Dean's Office - Vet Medicine Clinical Instructor 20151101 - 2018/06/30 Primary Ended | P
3 ~ || Production Animal Health Sessional Instructor 2017108101 - 2018/06/30 Secondary Ended .|

TOGGLE EMAIL NOTIFICATIONS

To toggle email notification settings:

1. Click the dropdown arrow beside your login name.

2. Click My Settings to open the menu. M

Notification Settings @
— =
o e —

X Logout

D view Profile

Language Settings @
Language: | English (US) b

3. Check or uncheck the “Email” checkbox and then click Sz
Save. It is highly recommended that you keep this box

checked so that you receive notifications from the system.
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RMS ROLES

Permissions to create, edit, and approve records in RMS are defined by role permissions.

Roles are categorized according to organization (e.g., faculty, RSO), or individual (e.g., researcher). They
are automatically assigned in RMS based on PeopleSoft job codes. Special circumstances may require
manual assignment of roles.

RMS access is governed by roles defined in PeopleSoft. If you must delegate signing authority to
someone who does not yet have appropriate access in RMS, you must first ensure that they have the
correct role in PeopleSoft. To do this, submit a request through PSAR (PeopleSoft Access Request). This
process may take 72 hours or more so it should not be relied upon for last-minute submissions.

Initiate PSAR process: Go to PSAR via MyUCalgary or Submit request through IT

Once the individual has the correct role in PeopleSoft, their role will be updated in RMS within 24 hours.

System roles do not equate to job titles. While role names maybe similar, they are not always the same.
For example, a Team Member’s role permissions in PeopleSoft are not the same as a Team Member’s
permissions in RMS.

SWITCH ROLE

In RMS, users may have multiple roles. For example, an Associate Dean Research (ADR) may also have
the role of Researcher. This provides flexibility, but also has built-in rules for segregation of duties. While
an ADR can create a record in RMS, they cannot approve their own record.

If a user has more than one role, RMS defaults to the most frequently used role and typically the one
with the highest level of permissions.

To verify your RMS role:

1. Click the dropdown arrow beside E—
your login username.

Help Department Head / Equivalent: Radiclogy

O view Profile

2. Select Switch Role from the menu Department Head | Equivalent: I §  Switch Role
. I'| Radiology
list. _
£+ My Settings
Researcher: Walker,
3. Selectarole. % Logout
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WORK AFFILIATIONS

Work affiliations accommodate circumstances where an individual has appointments in more than one
department within a faculty or more than one faculty.

RMS records can be associated with a specific work affiliation.
To change the Pl and work affiliation in a record:

1. Within the post-award record, navigate to the Project Members section.

2. Click the Trash icon to delete the current work affiliation for the record.

Project Members

The Principal Investigator (PI) is a University of Calgary faculty member eligible to hold research funding
« A Pl may allocate funds to co-investigators (Co-I's) upon award, subject fo the funder's rules
» Co-'s and team members can view and edit the application on behalf of the PI; however, the PI must approve the post-award/project
« Only a single Pl is allowed, but multiple Co-'s or team members can be added

UofC Principal Investigator * Q

Name Faculty Department Title Start date End date
Smith, Anthony fdi::';:;g School of ggs:;:zw Health |, jiunct Professor 2017/07/01  2020/06/30 ;xq
. . . . *

3. Click the blue plus icon to add a new PI. UefC Principal Investigator * @

4. Enter the name of the Pl into the Keyword search field. A list displays with the individual’s work
affiliations.

UofC Principal Investigator * [7]

Habib Kurwal A
5. Click the e plus icon beside the work affiliation
you want associated with this record. Details

perta'nlng tO the person auto_populate |n the Kurwa, Habib - Department of Medicine (Active) - Clinical Professor

Principal Investigator fields Kunwa, Habib - Oncology (Active) - Clinical Professor
Kunwa, Habib - Surgery (Active) - Clinical Professor

Search results for Habib Kurwa

6. Click Save.
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DESIGNATE

As the PI, you may want to designate another person to provide assistance with your applications or
projects in RMS. The Designate differs from the Team Member, in that the Designate has access to all of
the Pls Pre-award and Post-award records. The Team Member is only assigned by the Pl to specific

records. Individuals that can be designated, must however, have a role as Team Member in RMS.

Designates have access to pre-award/post-award equivalent to a Researcher where they can edit or
contribute to a PI's records when designated by the PI.

Approvers (e.g., Department Head, ADR) do not have permission to add Designates.

While Designates do not receive notifications, they can email contacts from within RMS.

To add a Designate:

1.

2.

Click Edit beneath your name in the dashboard banner. The Key Information page displays.
Scroll down to the bottom of the Key Information page.

Click the icon at the bottom of the page below Designate(s). The search field displays.

Designate(s)

R can assign a who will be able to access all p icati and post. Iprojects, eq 1o the - whether the
researcher is a Pl or co-l. Approvals are not available to designates - this must be done via Delegate functionality (see the Settings)

0] &)

Click the A icon. smith B
Add the designate by CIiCking icon Search results for smith
beside the name Of the person yOU g =M. AMIENGE - FEENIATCS (ARIVE] - AHS RESEETC/LINICE] AQTHMISTETo
Want tO add Smith, Anita - U of C Medical Group {Active) - Billing Clerk
Smith, Cameron - Dean’s Office - Education {Active) - Project Support

Click Save to apply the change. The Designate can now view all Pre-award or Post-award records
associated with the Pl who added them as a designate.

10| Page @
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LOCATING RECORDS

There are a number ways to locate an existing record.

MENU SEARCH

The Post-award menu search feature lets you view and filter all Post-award records associated with your
login permissions.

1. Inthe Dashboard left pane menu, click Award Management.

2. Click Post-Award/Projects. Post-award records display in the right pane.

To open a file in this view: Post-Award/Projects (2)

1. Click Edit below the
record to open this

record. pae
Select/ Deselect all Updated on descending ~ 2 10|50]100 [4410of1pM
[0 RMS20-44343040 ™ In preparation

Gnanakumar, Ruban (Radiology)
Grant without Pre-Award
Social Sciences and Humanities Research Council of Canada

gapection Granis
Delete

If you click on the title of the record or anywhere in the row except for the Edit button, you will only see the
summary page. You cannot edit the record from the summary page.

CONDUCT FILTERED SEARCH

Filters are a powerful feature in RMS that allow you to quickly find records. The filtered search feature
also lets you apply a saved set of search criteria for frequently used queries. You can apply a single filter
or use multiple filters to refine your search.

As with other functionality in RMS, role permissions determine what your search results will show you.

Dashboard

1. Select from the left pane menu options Award Management>Post-
Award/Projects. Award Management

Pre-Award/Applications

Post-Award/Projects
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2. Click the Filter icon.

3. Select the search parameters.

Y| I

Filter Delete

Switch to query mode

I Post-Award/Project ~ |  RMS# ~ | | contains ~ I +

Close Reset Save filter

4. Click Apply. The list displays based on the search parameters.

5. Click Reset to reset or clear the filter.

CONDUCT AND SAVE A MULTI-FILTERED SEARCH

1. Select from the left pane menu options Award Management>Post-Award/Projects.
2. Click the Filter icon in the right pane.

3. Select the search parameters for the first filter.

4. Click the Add Filter +
. - )
icon to add each additional Fiter
filter.
Switch to query mode
TO SGVG the filter.' Team Members ~ First name ~ contains ~ Smith —‘ +
AND ~ | Pre-Award/Application ~ | | Rus# ~ | | contains ~ 123 —‘ +
5. C||Ck Save Filter_ AND | | Approvals ~ | | Approvers ~ | | contains ~ —‘ +
6. Enter a name into the p— re | Ee— m

Filter Name field.

7. Click Save Filter. The list displays based on the filters. The filter icon changes from blue to amber
to indicate the list is filtered.

NOTE: The list remains filtered (and the filter button remians orange) until you click the Reset button.

12| Page @
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LOAD A SAVED FILTER

Once a filter is saved, it can be quickly reloaded for future searches.

1. Click the Restore Filter. E

Restore filter settings

2. Select the filter you want to use N
. Ty
from the Filter name drOdeWn list. s I Submitted for Approvals vI -

3. Click Load Filter - ~] |12
:| Reset I Restore Filter I

VIEW/PRINT POST-AWARD RECORD SUMMARY

To view the summary for a Post-award record:

1. Inthe Dashboard, click Award Management in the left pane.

2. Click Post-
Award/ Projects. Y fif

Filter Delete

Select / Deselect all Updated on descending ~ & 10150100 HM410111bM

[] research Funding Opportunity
RINIS20-39568026 \Click in the title or anywhere in
Gnanakumar, Ruban (Radiology)
SEm- AT T the row to open details page
2000169 Alberta Inc
2019 Future Leaders in Canadian Brain Research
Reviewed by Research Facilitator: No

'™ Submitted for approvals.

3. Click the hyperlinked blue project title or anywhere within a record’s row to view the record’s
summary. The Post-Award summary page opens.

This view provides a summary of the record.
To save a PDF version of the Post-award record:

1. Click Create PDF in the top right-hand side of the page banner. The
saved PDF can then be emailed or printed.

& Create PDF  # Edit

R M s 13| Page
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VIEW STATUS LOG FOR A RECORD

The Status Log option in RMS, provides you with a view of the status change history for a post-award
record. The status log indicates status changes for the record and the person responsible for the change

and the date and time the change was made.

Changes to content in the record are not tracked in the status log.

To view the status log for a record:

1.
2.

RMES v

Pro-Award/Applications > RMS19-28704083: Ray - test pro-awar .

Open any record you want to view that status log for.

This applies to: Pre-award/Application, Post-Award/Projects, Funding Opportunity or
Agencies.

Click Admin info in the ribbon at the top of the window.

Dashboard RMS19-28704083: Ray - test pre-award through approvals; Clarke, Ann -
Department of Medicine 3]

M For intake by Research Services -~ Admin 1w =

Award Management

Funding Opportunities

Pre-Award/Applications Key

\ppi &C Notice of Award

4. Click Status Log. The record’s log displays in descending order.

Status Log

T2NG/2018 | 10:58:38 || Emery, Tempes1 | 00273616 | GrantsOfficer:
For institutional approval RS0}

For review by Research Services

& m

1Z06/2018 | 10:52:05 | Emery, Tempest | 00273818 | GrantsAssistart
For review by Research Services
For intake by Research Services

& ‘...

120672018 | 10:57:53 | Matyes, John Robert | 0402500 | Ressarcher
For intake by Research Services
‘ Pending P1 information (for intake)

f
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PI RECEIVES AWARD (Grant With an Existing RMS Pre-Award)

You submitted a grant application using RMS. Your application was successful and you received a Notice
of Decision from the funding agency. Typically, uploading the Notice of Decision is done by RSO however
the Pl can also do this.

UPLOAD THE NOTICE OF DECISION

To upload your Notice of Decision letter:

1. Locate the Pre-Award record related to the successful award. See SEARCH FOR RECORDS.

2. Open the record to edit it.
3. Go to the Notice of Decision tab.
I Notice of Decision I
4. Under the Notice of Decision outcome field:
a. Select “Yes — funding was awarded” Notice of Decision outcome
Yes - funding was awarded ~

Select outcome

Yes - funding was awarded

No - funding not awarded

5. Click on the calendar icon under Decision Date and select the date of the Decision date @

decision 2019/12/01|
© December 2019 ~ D

Note: The PI/Team Member cannot set the award start date, end date, or Su Mo Tu We Th Fr Sa
funding amounts. This must be done by RSO with the information found in the [ I B O
8 9| 10 1| 12 13| 14
Notice of Decision or Notice of Award. TR

22| 23| 24 25\ 26| 27| 28

18| 19 20| 21

29( 30| 3 1 2 3 4

[owe

6. Scroll down, under the Documents heading, click the folder icon to upload the Notice of
Decision received from the funding agency. Select the Notice of Decision document type.

Documents

To streamline the processing of your application, it is strongly recommended that you attach a complete and final copy of the application you intend to submit
to the agency here, as well as any supporting documentation required for university review and approval.

Other documents regarding this application (up to and including the Notice of Decision) will also be added here as they are received

File name Type Version comment Uploaded on
Notice of Award RSO AWARDED Sl -
notification email template docx | Selacttype
{ Select type
Application
Eh Click here to select a Data Management Plan

Notice of Decisi
document to upload s
Signature Page
Other
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7. Click Save and then click Cancel to exit the record.

| Cancel | Save & Progress

The assigned RSO contact will receive a notification in RMS indicating that the Notice of Decision was
received and whether funding was awarded.

Note: The status will remain “Submitted to agency”. The PI/Co-I/Team Member cannot set the status
to “Awarded”. RSO changes it to “Awarded” once they review the Notice of Decision.

Once RSO changes the status to Awarded, RMS will automatically create a post-award record.

POST-AWARD
INITIATION PROCESS

PI ac_idsd Pl returns
. :ceqwre_ - record to
information !
RSO

_ ] Record is
Notl_ce_: o returned to
Decision PI for
Received information

A
Yes

\ 4 y
RSO or PI RSO RSO assigns
uplpads completes nformation required x—»| to Granqcs
Notl_cc_e of post-award from PI? 7 Officer
Decision initiation

K
y y
If needed,
RSO sets RMS Creates For
status to Post-Award
approval b
Awarded Record ppRSO /
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SETUP POST-AWARD PROIJECT (Grant with Pre-Award)

When the post-award record is created, RSO will initiate the post-award project. Once this is done, the
Pl, designate of the Pl or team member (who is listed on the record already) must open the record and
complete things like upload budget documents, attest to certifications, upload other documents, etc.

The process of setting up a Grant with Pre-Award is similar to the process of setting up a_Grant without
Pre-Award. In the following sections, the differences between the two will be highlighted and will link to
the applicable sections in the document.

BUDGET DISTRIBUTION

1. Starting from the Quick Entry Tab, scroll down to the budged distribution heading.

Quick Entry * Key Information * Award Management

Specify the budget distribution for the project. Depending on the chosen budget distribution, you may
be required to attach a budget document to the project.

2. Select a budget distribution

according to the project. Select budget distribution ~

Use budget distribution submitted to funding agency
{ Use Project Maintenance standard budget distribution
Other (completed budget template)

e If a budget document was submitted to the funding agency, select Use budget distribution
submitted to funding agency. This must be uploaded to the DOCUMENTS section below.

o If the Project Maintenance standard budget was used, select Use Project Maintenance
standard budget distribution and no additional budget documentation is needed.

o If the Project Maintenance budget template is used, select Other. This must be uploaded to
the DOCUMENTS section below.

A budget template can be found by clicking on the link in the help text directly above the budget
distribution dropdown.

DOCUMENTS SECTION

The Documents section is where you will upload documents like an agreement, statement of work,
budget, etc. See the section below on how to upload DOCUMENTS. The process is the same as below.
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KEY INFORMATION TAB

1. Navigate to the Key Information tab.

Quick Entry * Key Information * Award Management

2. Review the information in the Funding Opportunity field and in the Funding Agency/Sponsor
field. Update only if necessary however these should be automatically transferred from the Pre-
Award application.

3. Under the Short Project Title heading you may enter a Short Project Title for identification in
PeopleSoft system — if not, PeopleSoft will use the first 30 characters of the full title.

Short Project Title @

4. If not already done by RSO, enter a Start and End date for Start date
your Project. These must match the information on the
Notice of Decision. 15/08/2018
End date
26/03/2020 e

ADD/REMOVE PROJECT MEMBERS

The Project Members section is where you can add/remove people from the record. See the section
below on how to ADD/REMOVE PROJECT MEMBERS.

AWARD MANAGEMENT

Researchers can link together their related pre-award and post-award projects if they choose to do so.
Linking related post-awards will typically be used to link multi-stage applications together.

1. While editing a post-award records, click on the Award Management tab.

Key Information * Approvals Award Management
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2. Click the blue plus icon to add either (or both) related Pre-
Award/Application(s) or Related Post-Award/Projects. The
list of items displayed are the pre or post-award projects
related to that PI.

e Records in which the you are listed as the P,
Co-l or a team member, or;

Last Updated: November 19, 2021

Related Pre-AwardiApplications @

Related Post-Award/Projects @

e Records related to a Pl whom you have been set as a designate.

3. To search for a specific record, use the search field, or to browse all record connected to your

account, click the A-Z icon.

4. Click the blue plus icon beside the record(s) you want to relate to this project.

ADDING CERTIFICATIONS

Navigate to the Certifications tab. See section ADDING AND/OR REMOVING CERTIFICATIONS.
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PI RECEIVES AWARD (Grant Without an Existing RMS Pre-Award)

If a project received funding that did not require the submission of an award application through RMS, a
Post-Award project must be created. In these cases, the award has no affiliated pre-award record.

These instructions are for the Pl however a Team Member can also create this type of record.

CREATE NEW POST-AWARD PROJECT (Grant without Pre-Award)

To create a new Post-Award:

1 View Profile 4 | Add New Content

1. Click the +Add New Content button in the top right-hand
corner of the dashboard. The click Award Management 2>
Post-Award/Project

¥ Award Management

Pre-Award/Application

Post-Award/Project

Program

2. Click Research Project = Grants & Award = Grant without Pre-Award = Grant without Pre-
award Select the appropriate post-award/project type

Post-Award/Project

w Research Project

w Grants & Awsrds

w Grant without Pre-Award

Grant without Pre-Award

ADD EXISTING FUNDING OPPORTUNITY AND FUNDING AGENCY/SPONSOR TO A POST-AWARD
RECORD

The next step is to search for and select the Funding Opportunity.

To search for an existing funding opportunity in RMS:
Funding Opportunity

1. Click the icon under Funding Opportunity to add the funding
opportunity.
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2. Search for the funding opportunity
that corresponds to the information in
the NoD. You can type the name in the
search field, or to browse all funding
opportunities, click the A icon.

Funding Opportunity @

I Research Gmnﬂ p A +

3. Click the g3 icon beside the funding opportunity to add it to the record.
‘ Researr:h Grant; Active

Note: If the Funding Opportunity has a funding agency/sponsor connected to it already, this section
will autopopulate with that funding agency and you do not need to add one. If it does not
autopopulate, click the Save button to force that function. Otherwise, you can manually add a funding
agency (see below).

4. If nothing is listed under the Funding Agency/Sponsor
heading, click the plus icon to add one. Funding Agency/Sponsor @

5. To search for a specific funding agency/sponsor, type the name in the search field, or to browse
all, click the A-Z icon.

Funding Agency/Sponsor @

[ a -
6. Click the plus icon beside a funding agency to add it to the record.

3M Canada Company

CREATE NEW FUNDING OPPORTUNITY

The Research Services Office enters most funding opportunities into the Funding Calendar which
become accessible in RMS. If a Researcher identifies a new funding opportunity and can’t find it in the
funding calendar or RMS database, a new one is created. This typically occurs for small, one-off funding
opportunities.

To add a new funding opportunity in RMS:

1. Click the icon below the Funding Opportunity section. The text entry Funding Opportunity
field will display.
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2. Clickthe * icon beside the Funding Opportunity entry field. The New Funding Opportunity

window opens.

Funding Opportunity * @

CEE

3. Enter the funding opportunity name into the Program Name field.

Program Hame * i@

4. |If the opportunity is connected to an existing agency, click the icon to add the agency.

5. If known, add any other information about the funding opportunity to the Key Information

and/or Details tabs.

6. Click Save & set status when complete.

7. Click For Intake by Research Services. Then click
Save & set status.

Save & set
Cancel & Return
status

Set status

Cancel Save & set status

CREATE NEW FUNDING AGENCY/SPONSOR (AGENCY)

To add a new agency related to the funding opportunity within a Post-award record:

1. Click the icon below Funding Agency/Sponsor. The

search options display.

Funding Agency/Sponsor @

2. Clickthe + iconto add a new Funding Agency/Sponsor * @

agency. The New Agency
window opens. |
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3. Enter the agency’s name into
the Operating as field. This is

Key Information *

name that is used to conduct Key_Information

business and maybe an
abbreviated form of the legal

Operating As * @

name. Type of agency (source) *
4. Click the dropdown arrow in Select type of organization d
the Type of agency (source) Link to agency

field to select a type.

5. Enter the website URL for the

agency in the Link to Agency
field. Notes @

Country

6. Enter any relevant details into
the Notes field.

7. Click Save & Set Status.

8. Select For review by Research Services.

9. Click Save & Set Status.

Save & set
Cancel & Return
status

Set status

Cancel Save & set status

ADDING ADDITIONAL POST-AWARD DETAILS

1. Under the Full Project Title heading, type the
project title.

You may also enter a Short Project Title for

identification in PeopleSoft system — if not, PeopleSoft
will use the first 30 characters of the full title.

mg-w | 2
CALGARY

Full Project Title * i@

Short Project Title @
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2. Enter a Start and End date for your Project. These must Start date
match the information on the Notice of Decision.
15/08/2018 &
End date
26/03/2020 e

ADD/REMOVE PROJECT MEMBERS

The person who creates a pre-award or post-award record will automatically be listed as the PI. If
someone other than the Pl is creating a record, they must remove themselves from the Pl position and add
the correct person to the record.

A Co-investigator is typically someone who makes a significant contribution to the intellectual direction
and/or conducts research or research related activities. They may also have responsibility for financial
aspects of research.

Team Members typically provide administrative support and may include collaborators, research
assistants, postdocs, or other associates.

PI’s can add Co-investigators and Team Members to edit or contribute to a RMS record if they have the
role of Researcher or Team Member in RMS. They can also submit the record for approval to the PI.

To add project members to a post-award project: UofC Principal Investigator * @
1. Click the icon below UofC Principal Investigator, the Search field
displays.

2. Enter the name of the person in the Keyword search field, or click the A. icon and select a
name from the displayed list.

UofC Co-Investigator(s) @

A
3. Click the icon beside the
person's name in the list to al [a] [&] [&] [e] [e] [E] [F] [e] [u] [1] [¢] [=] [L] [m
add them into the record. n| [o] [e] [#] [e] [r] [s] [] [u] [2] [v]| [w] [x] [¥] [z
a 1 2 3 4 5 (] 7 8 9 m
Search results for All M4 1ef1.372p Y

N

f.alami, Soheila - Civil Engineering [Active) - Postdoctoral Associste

Note: If you are creating a record and you are NOT the PI, you must replace yourself with the correct
PI.
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4. If the award is in a trainee's name, e.g., a studentship or fellowship, provide information about
the trainee. Otherwise, leave these fields blank.

Trainee Applicant Name

Trainee Type

Select type ~

Trainee UCID

Note: You can also add UofC Co-Investigators, UofC Participant/Team Members or Affiliated UofC
Institutes here. You cannot add people who are not in the University of Calgary system (e.g., a co-
investigator from another university).

5. Add any UofC Co-Investigator or UofC Team Members. Use the same
method as above to add people. Only people in the University of
Calgary system can be found in RMS.

UofC Co-Investigator(s) @

Team Member(s) @

6. If the application is led by another institution, provide
information about the non-UofC principal investigator and
institution. Otherwise, leave these fields blank.

Is the application led by another institution?
O Yes O No

Non-UofC Principal Investigator Name

Non-UofC Principal Investigator Institution

7. Answer the two Project Information questions.

Project Information
Does this project involve research with First Nations, Métis, or other Indigenous peoples?
O Yes O No

Does this project involve research activities or collaborators outside of Canada?
O Yes O No
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FINANCIAL AND BUDGET

Under the Financial heading you can specify how much money was awarded for each year of the project,
according to the Notice of Decision. The Budget heading is where you will specify the budget distribution
for the project. Depending on the chosen budget distribution, you may be required to attach a budget
document to the project.

1. Select the currency from the Currency dropdown. By default, Canadian Dollars are selected.

Financial

Currency * ig)

CAD [Canadian Dollar) e

2. Enter the amount of funds awarded for each year of the project, as stated in the Notice of
Decision. Do not use commas or dollar signs, only enter a numeric value for each year.

Amount Awarded to the Institution @

Year 1 Year 2 Year 3 Year 4 Year b
I| IEJ:J:J|I I| IE:J:JJ|I I| 2:13:|:|||
Year 6 Year T Year & Year 9 Year 10

Total Awarded
0.00

Note: Clicking Save (at the bottom of the page) will calculate the total and put it in the Total Awarded
field.

3. Select a budget distribution

according to the project. Select budget distribution ~

Use budget distribution submitted to funding agency
{ Use Project Maintenance standard budget distribution
Other (completed budget template)

e If a budget document was submitted to the funding agency, select Use budget distribution
submitted to funding agency. This must be uploaded to the documents section below.

o If the Project Maintenance standard budget was used, select Use Project Maintenance
standard budget distribution and no additional budget documentation is needed.

e If the Project Maintenance budget template is used, select Other. This must be uploaded to
the documents section below.
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CERTIFICATIONS

1. Select either Yes or No to the questions in the Certifications section.

Certifications

Does this research involve biohazards? *

() Yes ) Mo

Are you conducting research on Alberta Health Services property? * @

() Yes () No
Does this research involve cannabis?

) Yes O no

2. Under the Applicable Certifications (IRISS) heading, attest to each question about human and
animal ethics.

Applicable Certifications (IRISS)

Select all IRISE ethics cerificationz spplicable fo your project here. Certificationz are imported from IRISS on & daily basiz.

All REB (human ethics) certifications identified for this project? *

ting "vez", the PiSupenvizor siteziz that the REE cert ion|z) identified above are sll incluzive and spplicable for thiz

project

) Yes () No () NA - none required

All ACC {animal care) certifications identified for this project? *

By zelecting "Yez", the FiSupenizor attestz that the ACC cerification(z) idenfified sbove are sl incluzive and spplicable for thiz

project.

) Yes () Mo () NA - none required

Additional information, notes, or instructions for certifications

I you need to provide further information regarding your ethice cerification plan or zitustion, plessze defsil it here.

e ‘Yes’means the project requires that type of certification (REB or ACC) and the certificates
are ready to be attached. You cannot progress this record unless you attach the appropriate
certificates.

e ‘No’ means the project requires that type of certification however one or more of them may
not be ready yet. You can progress this record and attach the appropriate certificates later.

e ‘N/A —none required’ means this project has no requirement for ethics certifications.

If needed, you can add comments about your ethics certifications plan or situation in the text field below
the attestation questions.

3. To attach an IRISS certificate, click the plus icon below Applicable Certifications (IRISS).
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4. To search for a specific certification, type the name of the certificate in the search field, or to
browse all available certificates, click the A-Z icon.

Applicable Certifications (IRISS) =) el e

Select all IRISS sthics certifications applicable ta y Select all IRISS ethics certifications applicable to your project here. Certifications are imported from IRISS on a daily b

| 6L]

Search results for All
5. Click the blue plus icon beside the
certificate(s) you want to attach to 20 nsse: REB 19,1705
the prOJECt. bAb - Rabbit, AC17-0167;

01-0923 Study, REB14-2428;

Note: Your project may qualify for Early Release of Funds, which allows access to a maximum of 50%
of your total budget for certain start-up expenses prior to your certificate(s) being approved. If the
project qualifies for ERF, you have up to 6 months to obtain certification approvals and associate them
in RMS.

Note: The certificates chosen here need to reflect what the Pl needs according the award/project. In
order to access ALL funds for research purposes, certificates in IRISS must be identified (are Approved
and Active), and the questions above MUST be answered affirmatively or as not applicable.

Note: A researcher will only be able to see certificates attached to their name or where they have
been listed as a Co-Investigator on other certificates.

NOTE: A Pl can view their Biosafety permit at anytime from their profile view on the dashboard.

REMOVING CERTIFICATIONS

Once certificates have been added to a record, they can be removed by clicking the trash can icon to the
right of the certificate.

Applicable Certifications (IRISS)

Select all IRISS ethics certifications applicable to your project here. Certifications are imported from IRISS on a daily basis.

?;;:ﬁca“"“ Certificate # | Title IRISS Status | Approval | Expiry

nnnnnn PR Closed by N
REB REB1 &1524 S o S Administralor &// E
ACC AC17-0167 | promasen Approved 20/09/2017 | 2800912020 | 7 | &

Certificates are loaded into RMS from IRISS nightly.
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DOCUMENTS SECTION

The Documents section is where you will upload a copy of the Notice of Decision and other documents
(e.g., agreements, statement of work, budget, etc.).

1.

2.

5.

Click the folder D icon in the Documents section. The Windows File Explorer window opens.
Select the document and click Open in the File Explorer window.
Select the type of file from the Type dropdown list.

Click Save. The date is populated into the Uploaded on field.

Other documents regarding this application (up to and including the Notice of Decision) will also be added here as they are received

File name Type Version comment Uploaded on

Application File.docx Application ~ 2020/02/03 X o]

To delete a document, click the trash can icon to the right side of the document.

Note: The blue arrows icon (for uploading a new version of the document has been removed). To add
a new version, simply upload it following steps 1-4.

CERTIFICATIONS TAB

1.

2.

Navigate to the Certifications tab.

Quick Entry Key Information Award Management Certifications *

Answer the question about clinical trials. Does this research involve clinical trials? *

O Yes O No

By default, the system puts whoever created the record as the Biosafety permit holder. It is important to
have the correct person as the permit holder or there will be an error when the project is setup in
PeopleSoft which may result in delayed early release or full release of funds.
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3. Under the Biosafety Permit (Biologistix) heading is listed the permit holder and the details of
the permit. Only RSO can adjust this so if you notice the incorrect person, notify RSO and

provide the correct permit holder.

Certificate Holder

Gnanakumar, Ruban

Biosafety Permits (Biologistix)

Permit Number

Status

Permit Expiry Date

<]

NOTE: For a Grant without an existing RMS Pre-Award, the Pl will not see the permit attached to the
record. For a Grant with an RMS pre-award, the Pl will see their permit on the Quick Entry tab.

NOTE: A Pl can view their Biosafety permit at anytime from their profile view on the dashboard.

AWARD MANAGEMENT

Researchers can link together their related pre-award and post-award projects if they choose to do so.
Linking related post-awards will typically be used to link multi-stage applications together.

1. While editing a post-award records, click on the Award Management tab.

Key Information *

Approvals

Award Management

2. Click the blue plus icon to add either (or both) related Pre-
Award/Application(s) or Related Post-Award/Projects. The
list of items displayed are the pre or post-award projects
related to that PI.

Records in which the you are listed as the P,
Co-l or a team member, or;

Related Pre-AwardiApplications @

Related Post-Award/Projects @

Records related to a Pl whom you have been set as a designate.

3. To search for a specific record, use the search field, or to browse all record connected to your
account, click the A-Z icon.

4. Click the blue plus icon beside the record(s) you want to relate to this project.
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UPDATING ETHICS CERTIFICATIONS

See CERTIFICATIONS, REMOVING CERTIFICATIONS

SAVE, CLOSE, OR REOPEN A RECORD

In every application there are best practices to prevent data from being lost. Frequent saving is one
practice that can prevent data loss. Leaving unsaved records open at any time puts your data at risk..

SAVING AND SETTING THE STATUS OF A POST-AWARD RECORD

At any time, you can save your work, exit (cancel) without saving your work or save and set the status of
the record.

To save a record and keep its current status:

1. Click Save.

2. The click Cancel. The record will close and will maintain it’s current status.

LOCKED RECORD

Records with a status of either In Preparation or Submitted for Approval cannot be edited by two users
at the same time. The records can be viewed, but not edited.

If you open a record and attempt to edit and save changes to a record that is open by another user, you
will receive the message currently being edited by.
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402: 061618 Test Locked .

RMS19-28720402: 0616LB Test Locked Record; Brandon, James - Dean's Office

- Education

M In preparation - Admin Info «

I Currently being edited by Brandon, James. |

If a user needs immediate access to a record, they can message the person (e.g., Pl, Team Member, or
Co-l) from within the RMS record and request they log out of the record. From within a record, click the
mail icon beside a person’s name to send a message to that person.

When a record is in Submitted for Approval status, the approvers are identified in the Academic
Approvals section but there is not an option within RMS to send a notification. Approvers that have a
record open, can be contacted via email, phone or in-person.

Academic Approvals a1 : .
L Mail icon feature not available for approvers
Description | status [ Approval By \ Approval Date

1 ~ | Approval by Associate Dean (Research) Pending approval Roy, Sylvie ‘
2 ~ | Approval by Dean Queued for approval Sumara, Dennis ‘

OPEN AND EDIT RECORD FROM DASHBOARD LIST

If you are working in a record, and need to close and finish later, the details below provide instructions
for opening and editing a record.

To open and edit a Draft Post-award record from the Dashboard:

1. Inyour Things to do list, click Draft Post-award/projects for completion.
e

Things to do

1 Draft post-award/projects for completion

RMS20-44345040: ; Gnanakumar, Ruban - Radiolog

El

2. Click the hyperlinked title of a record in the list. The record opens and you can continue
completing the record.
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VIEW OR EDIT A POST-AWARD RECORD FROM THE POST-AWARD/PROJECTS MENU

Draft/In Preparation records do not display in a Designate’s dashboard. Designates view the records from the Post-
award menu list. They can view Post-award records they, or the Pl have recently edited in the Dashboard>Recently
Edited section.

To view/edit a record from the Post-award menu list: Dashboard

1. Inthe left menu, click Award Management>Post-

. Award Management
award/Projects.

Pre-Award/Applications

Post-Award/Projects

2. Click Edit below the record you wish to view or edit.

Post-Award/Projects (2)

Filter Delete
Select / Deselect all Updated on descending ~ e 10]50]100 |44 10f1pM
O RMS20-44345040 ™ In preparation

Gnanakumar, Ruban (Radiology)
Grant without Pre-Award
Social Sciences and Humanities Research Council of Canada

aagection Grants
Delete

To progress a Post-award record to For intake by research services.

1. Click Save & Progress.
Cancel Save & Progress

2. Select For intake by research services.

3. NOTE: ‘In preparation’ status is the default status populated by the system. You must
intentionally select ‘For intake by Research Services’ in order to advance the record for
academic approval.
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Set status Set status

For intake by Research Services

As Pl changing to this status indicates you confirm
the accuracy of the information provided. It also
=ignifies your agreement to use the monies for the
Spoensor's specified purposes, to observe the
Spensor's terms and cenditions, and to follow
University policies and procedures.

Cancel Save & set status Cancel | Save & set status

4. Click Save & Set Status.
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POST-AWARD APPROVALS

If a post-award/project did not have a pre-award application process (in RMS or otherwise), the project
will need to get academic approvals before it can begin processing through RSO and Project
Maintenance.

University policies based on regulatory or audit requirements and risk mitigation practices, govern
approval workflows. RMS embeds the approval workflow based on those policies.

e Typical approval workflows include two-level approval (i.e., departmentalized faculty approvers
would include Department Head and Associate Dean Research (ADR)), as determined by the
faculty.

e There is also the potential for tri-level approvals. For example:

e applications with special requirements require additional review from the Research
Administrator for Medicine, Veterinary Medicine, and Kinesiology faculties

e Approvers (e.g., ADR) with a dual role of Researcher cannot create and approve their own
records where they are named as the Principal Investigator (Pl).

e Team Members can only submit a record to a Principal Investigator (Pl) for approval.

AUTOMATED APPROVAL NOTIFICATION

In a scenario where the Team Member has submitted the Post-award record, the Pl is the first approver.
The PI will receive a notification that alerts them to a Post-award record that requires approval. The
subsequent people listed in the approver chain will receive similar notifications when it is their turn to
approve.

To view a notification alert:

1. Click the Notification u icon. The notification preview
displays.

Researcher: Gnanakumar, Ruban

Notifications

2. Click the blue hyperlinked summary to open the full
ifi . An RMS post-award/project is pending
notification. your approval (RM$20-44352033)

2020/02/11 | Priority: MORMAL

View All

To open a notification from the Notifications menu:
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1. From the Dashboard, click Notifications in the left pane. Notifications display in the right pane.

View

Notifications (2)

~ Priority ~ Notification type ~ Entry point ~

Select/ Deselect all Mark as Read Mark as Unread Delete

From: SYSTEM | Category: DEADLINE_REMINDER | Priority: NORMAL

O AnRMS post-award/project is pending your approval (RMS20-44352033)
From: SYSTEM | Category: INFORMATIONM | Priority: NORMAL

[0 Your RMS post-award/project requires additional information (RMS20-44352033)

2. Click the hyperlink title to open the record.
3. To locate the record, see SEARCH FOR RECORDS

Note: The request for approval notification is generated by the system and therefore you cannot reply
to it. A message from another person in the system will show as a notification and has the added feature

to reply to it. See NOTIFICATIONS: SEND AND REPLY

APPROVING (OR NOT APPROVING) A POST-AWARD RECORD/PROJECT

1. Under your Things to do list, click on Post-
Award/Projects pending approval.

Things to do

1 Post-Award/Projects pending approval

RMS20-44352033: 12345; Gnanakumar, Ruban - Radiology
Last edited by Workflow RMS on 2020/02/11 at 12:28 PM

2. Click on the blue hyperlink of the record you want to approve. The approval summary page

opens.
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Key Information *

Post: ject to be appi

Click on the blue pencil to review the post-award/project submitted for your approval

Post-Award/Project RF Reviewed?
RMS20-44352033: 12345; Gnanakumar, Ruban - Radiology No 7

Description *

Approval by Pl

Note to approver(s)
Approver comments

Prior approver comments

Gancel “ S e
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3. From this page, the approver can add a comment in the Approver comments field.

4. The approval summary page is the only page you can approve a record from. From this page,
you can do several things. You must return to this summary page to do any of the following 4
options:

e To review the record (before approving), click the blue pencil icon to the right of the Post-
Award/Project name.

o You can only review information on this page
(cannot edit). Click Cancel & Return to return to Cancel & Return
the approval summary page. status

Save & set

e To approve the record, click Save & Progress.
Set status

o Then select Approved. Then click Save & set

e To not approve the record (and return it to the PI), Not approved
CliCk Save & Progress. ttem returned to the Pl for additional information or

changes. All approvals (including earlier ones) will
be discarded by selecting this status.

o Then select Not approved. Then click Save &
Return to Pl for further information

Set Status. tem returned to the Pl for additional information.
Earlier approvals will not be discarded by selecting
this status.

o This will remove any previous approvals
meaning that the same person will need to
. L . . Cancel Save & set status
reapprove it once it is submitted again.

o If the record required further information, click Save & Progress.

o Then select Return to PI for further information. Then click Save & set status.

o The record will return to the PI’s Things to do list under Post-Award/Projects requiring
further information from PI (for approver)
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Pl RESUBMITS RECORD FOR APPROVAL WITH INFORMATION REQUESTED

When the approver returns the record to the PI, the Pl receives a notification. The approver’s comments

are included in the notification.

Researcher: Gnanakumar, Ruban

Notifications

Your RMS post-award/project requires
additional information
(RMS20-44352033)

2020/02/11 | Priority: MORMAL

Comment from
the approver

To open the record requiring further information:

1. Click Dashboard.

=

From: SYSTEM | Sent: 2020/02/1115:00 | Category: DEADLINE_REMINDER
Subject:  Your RMS post-award/project requires additional information (RMS20-44352033)
** This is an automatically generated email, please do not reply =

Dear Dr. Gnanakumar,

An approver has requested more information and/or revisions to your post-award/project,

The following notes were entered for your attention:

" Please update some information in this record. "

Please login to RIS to provide more information and return the post-award/projg
Please contact the approver directly should you have any further questions about their res

RMS #: RMS20-44352033

Project Title: 12345

Principal Investigator: Dr. Ruban Gnanakumar
Post-Award Type: Grant without Pre-Award
Source of Funds: 2000169 Alberta Inc

2. Click Post-Award/Projects requiring further information from PI (for approver) in the Things to

do list.

3. Click the blue hyperlinked
title to open the record.

To respond to approver comments:

1. Click the Approvals tab.
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Things to do

1 Post-Award/Projects requiring further information from PI (for approver)

RMS20-44352033: 12345; Gnanakumar, Ruban - Radiology
Last edited by Workflow RM3 on 2020/02/11 at 2:59 PM
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2' CIICk the -/. icon bESide Key Information * I Approvals I Award Management
the approver’s name to

view the comments page.

Approvals

Reviewed by Faculty Research Facilitator?
(if applicable to Faculty).
Yes No

Internal Peer Reviewed?
Yes No

Research Facilitator Comments

Academic Approvals

Description Status Approval By n;;;;rova\

Return to Pl for further

1 ~ | Approval by P information Gnanakumar, Ruban

Approval by Department Head / Pike, G. Bruce; Walker, Richard

2 Queyed for aporoval

3. Review the Approver Comments.

4. Enter response to approver in the Note to approver(s) box.

5. CliCk SaVE & Set Status. Key Information *
6. Select Return to Pl for further [:"‘M
T
information. Note to approver(s)

7. Click Save & Set Status.

Approver comments

8, Update RMS record With Please update some information in this record.
information requested.

Approver

Note: Progressing (changing) the status to “Approved'is equivalent to a digital signature.

It confirms that the signing authority is eligible or acceptable and that the department and/or faculty is willing and able ta accommadate the
research or ather actiity including providing access ta any required departmentalffaculty equipment, facilties and senvices.

It also confirms that the activities and arrangement conform to and will be carried aut in accordance with applicable University policies.

Save & set
Cancel & Return
status

To resubmit the updated record for approval:

1. Click Save & Progress.

2. Select Submitted for Approval.

3. Click Save & Set Status. The approval status for the approver who requested additional
information will change to Pending Approval.
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NOTIFICATIONS: SEND AND REPLY

Contacts listed in an RMS record can be sent a notification from within RMS wherever the ®icon is
displayed. Sent notifications from within RMS, are not saved in the Notifications inbox.

To send a notification:

1.

Navigate to the Contact field (e.g., Pl, Team Member, Co-Investigator, Designate, or Grants

Officer).

Click the B3 icon in the right column
beside the contact’s name. The
notification template opens.

Select the Priority
Add the Subject.
Add the message into the Body.

Click Send.

To reply to a notification:

Message
To:
Priority:
Subject:

Body:

E)

Cancel

Girard, Melanie - Dean's Office - Education (Active) - Executive Assistant

B
a

Updsted Specisl Requirements
Hi James - the Education Planning Specisl Requirements are ready for review. ~

Cheers!

hitps-/luat rms-pre ucalgary calcor fs (Project v

20application/22176045/default

oy -

Select the message you want to reply to by clicking on the hyperlinked message.

Mark as Read Mark as Unread Delete

om.  Anna LeMarquand | Category: USER_MESSAGE | Priority: LOW

1. Inthe left menu, click Notifications.

2.
Select / Deselect all
0

3. Then click Reply.

4. Type your reply message in the Body field.

5. Click Send.
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Delete

Message
To:  Anna LeMarguand

Subject | Tas

Body: A

Type your reply message here.

Cancel
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