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Introduction

The aim of this document is to provide the user with a comprehensive guide to the ECURMS processes
involved in research grants administration.

ECURMS Grants Administration Summary

A typical grant application and award will progress through the following workflow:
Pre-award:

1. Developing: an ECURMS proposal has been created and the Expression of Interest (EOI) is
not yet complete.

2. Under review: the EOIl has been completed and submitted to the researcher’s Associate
Dean (Research) (awaiting approval).

3. Internal EOIl approved: the researcher’s Associate Dean (Research) has reviewed the EOI
and supports its development into a full proposal.

4. Under Review — Pre Submission: the proposal is complete and has been reviewed by the
RAO, who has moved the workflow on to the researcher’s Associate Dean (Research) for
their final approval.

5. Approved for Submission: the researcher’s Associate Dean (Research) has reviewed the final
proposal and supports its submission to the funding body. This prompts the Coordinator,
Research Administration (CRA) to carry out their review.

6. Pre-Submission Check required: the proposal is awaiting the review of the Manager,
Research Administration (MRA).

7. Submission preparation required: the MRA has approved the proposal and has notified the
Coordinator, Research Administration (CRA) that it can be submitted to the funding body.

8. Submitted to funding body: the proposal has been submitted by the CRA and is awaiting the
outcome from the funding body.

Post-award:

1. Success statuses:

a. Successful: the grant application was successful and funding has been awarded. To be
used where ECU is to receive funding.

b. Successful with conditions: the Chief Investigator (Cl) must make revisions to their
proposal before funding is awarded.

c. Successful Externally: the grant will be administered at another institution, with no
funds received by ECU. This status will generate an action item for Research contracts to
check if a contract is required. They will progress from here to the status ‘Active
Externally’ where the proposal will remain until the project closes.

2. Accepted by CI: the Cl has reviewed the terms and conditions and accepts the award. The
workflow then moves to the Research Contract Coordinator. If Accepted by CI (with
conditions):

ECURMS: Grants Administration —
A Guide for Research Administration 4
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a. Dept Head Review: the researcher’s Associate Dean (Research) is reviewing the revised
proposal.
b. Accepted by School: the Associate Dean (Research) has confirmed their approval. The
workflow then moves to the Research Contracts Team.
3. Confirm Project Approvals: contract negotiations are complete and the RCFQO’s are required
to confirm that all necessary approvals (for example, ethics) are in place.
4. Project account code approval required: all approvals are in place and the MRA is reviewing
the award prior to requesting an account code.
5. Project account code creation required: the MRA has approved the award and has
requested that a School Finance Coordinator opens a project account in Oracle.

6. Active: a project account is in place and the researcher is working on their research project.
7. Pending closure: the project is complete and all contractual obligations have been met.
8. Closed: Finance have confirmed that no funds remain in the project account.
9. Archived: the project has been archived.
Accessing ECURMS

Logging In

1. Loginto the Staff Portal with your ADS username and password.
2. Click on the ‘Research Management System’ hyperlink under the ‘Easy Logins’ menu on the
Staff Portal.

EASY LOGINS 2]

Academic Misconduct Online Form
BenchMARC
Blackboard

Callista

Callista Connect
Callista+

CAPS

CareerHub

CMS

Course & Unit Offerings System
ECU Pool Vehicle System
ECU-ORCID Connect
ECUonQ

ECURTS

ECUSIS Room Bookings

Emergency & Evacuation Induction
(All staff)

expense8

eeceece

e e

Health & Safety Induction

IT Services Kiosk

IT Service Status - Student
Systems

Learning Portfolio

Linkedin Learning (i}
Marks Recording System [i]
My, Library Record

Office Allocator (Move Manager)

Online Exams Submission (i}

Online Forms and Workflow (i}

Online Moderation System
Research Activity System

Research Management System ‘—
Riskware

ECURMS: Grants Administration —
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3. ECURMS will open in a new window.

Welcoms RMS System Administrator  Logos

MyProfie  LocaleMyReconts  Locate Records  Things ta Do

User Guids: —

Workflow Chart(s) [Seect-  v] Raporting in Oracle Discoverar
Ressarcn Grants »

EOFs In Frocess Fropesal Tracking

Extomal Rusearch Grant reports are availabls via Orack

Ressarcn Emics
Researcn Quuts The following user guides have been provided o
Funcing Opponuntes Things to do - 1 ltems

& o mimunolherpy #1ponss  melanoma CALAPRE, Lashe Dabea Lou

Alerts/Reminders Due (in next 90 days) [ Remindes 20 %

[Froposal Number Alort Desc
‘1003668

Reports Due (in next 80 days) Techca

There are o reparts due for the next 30 days

Bookmarks - 0 Hems

Expression of Interest
icord Numter Modte E

Creating and EOI

salact Create & naw Exprassion of Intarast

Davinload ihe Submilting an EOI Chiest Sneet or Steg-Dy-3tep instructions.

Resuming an EOI

Please note: If you are accessing ECURMS outside of the ECU network, you will need to install and
run VPN software.

Proposal Development (PD)

Researchers (or their delegates) are responsible for creating the initial ECURMS proposal, and for
completing and submitting their Expression of Interest (EOI).

Create New Proposal

On the ECURMS homepage, hover over Research Grants and select Create New Expression of
Interest.

User Guides

Research Grants

Create New Expression of Interest

Research Ethics

Research Outputs

Funding Opportunities

Create New Tracking Record

Locate Records

Locate My Records 5

Adhoc Reporting

in

Standard Reporting

This will launch the ‘Create New Proposal’ screen, as illustrated below.

ECURMS: Grants Administration —
A Guide for Research Administration


https://edithcowan.service-now.com/kiosk?id=kb_article_view&sysparm_article=KB0010685&sys_kb_id=05dd7629dbb70050ad86456a3a96196e&spa=1

AUSTRALIA

Edith Cowan University
Research Services

UNIVERSITY

EDITH COWAN

=
e
w
=
-
=

=

Create New Proposal

| Please type and select the CI Name | | cf |
| Proposal Type | | Expression of Interest |
| Pl enter the p d project title |

Instructions:

Enter and select the name of the Lead Chief Investigator and click the Create Proposal button to commence the
Expression of Interest process.

On subsequent screens, you will provide details of the proposed project, such as:

proposed project title;
team members;
sponsor; and

funding support details.

Create Proposal

To complete the screen:

1. Select the ClI.
This will default to the profile creating the record (for example, the template above was
created using the profile ‘RMS System Administrator’).

If the information is being entered on behalf of the Cl the person creating the record should:
a. Select the Cl by typing in the name of the Cl in the (predictive) text box:

| Please type and select the CI Name | ‘ cl

b. For example: if you are selecting the name ‘Joe Investigator’, you can begin by typing
either ‘Joe’ or ‘Investigator’ in the predictive text box and the database will refresh with
a collection of names that contains ‘Investigator’ or ‘Joe’ in the names:

fos | 1

Investigator, Joe - - Research Quality & Policy (5)

Investigator, Joe - - School of Arts and Humanities (5)
Investigator, Joe - - School of Business and Law (3)
STIRLIMG, Joe - 226656 - Office of the Vice-Chancellor (5)

i { THOMAS, Joe - 226658 - School of Business and Law (5)

F§ ABAKAH, Emmanuel Joel - 234251 - Graduate Research School (5)

c. Select their name from the drop-down menu by highlighting and click.

ECURMS: Grants Administration —
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2. Enter the proposed title for the project in the free text box.

| Please enter the proposed project title

3. Click ‘Create Proposal’.

Create Propo sal

-
s
=
w
=
-

Create New Proposal

| Please type and select the CI Name

Investigator, Joe - - Research Quality & Policy (5)

| Proposal Type

| | Expression of Interest

| Please enter the proposed project title

To the ends of the Earth and back again.|

Instructions:

Expression of Interest process.

» proposed project title;
» team members;
« sponsor; and

« funding support details.

Enter and select the name of the Lead Chief Investigator and click the Create Proposal button to commence the

On subsequent screens, you will provide details of the proposed project, such as:

You should see the ‘Processing’ screen followed by the ‘Setup Questions’ landing page.

Create Proposal

ECURMS: Grants Administration —
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Expression of Interest: Accessing the e-form

Once the proposal has been created you will be presented with the ‘Setup Questions’ page.

Proposal To the ends of the Earth and back again. B Proposal
G1002785 RMS System Administrator - Edith Cowan University (Default Sponsor)

cneD

Setup Questions a | Show ‘ | Reset Defaults

EOQI Landing Page

& support Your Expression of Interest (EOI) requires further information
@ Hide Help i L.
| am commencing an EOIl submission
Unlock = Please click the "Save and Confinue” button. On the next screen you can enter your project’'s details into the form and submit your
EOL

| am resuming / reviewing an EOl submission
= To return tokvisit the EOI form please click on the "EOQI - Data™ tab on the lefi-hand side of your browser window.

Save and Continue

Click the ‘Save and Continue’ button to progress.

The next page, ‘EOI’, will allow you enter details of the project.

ECURMS: Grants Administration —
A Guide for Research Administration 9
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The Expression of Interest form will appear as below:

Proposal To the ends of the Earth and back again. D Proposal

G1002785

coen

EOI Landing Page m I

EOI - Data

Submission

‘ Support
@ showHelp

ECURMS: Grants Administration —

RMS System Administrator - Edith Cowan University (Default Sponsor)

Instructions complete [']

* Complete your Expression of Interest proposal below.

« Tick the Complete box on the right hand side of your Expression of Interest proposal prior to progressing to
Submission.

* You can save this proposal and complete it at a later date; note the G number in the top-left hand corner.

Project Details

* Proposed Project Title

To the ends of the Earth and back again.

* Sponsor and Scheme name

Edith Cowan University

* Closing date

17-Nov-2016

= Provide a summary of your proposed Project (approx. 100 words):

There are many variations of passages of Lorem Ipsum available, but the majority have suffered
alteration in some form, by injected humour, or randomised words which don't look even slightly
believable. If you are going to use a passage of Lorem Ipsum, you need to be sure there isn't anything
embarrassing hidden in the middle of text. All the Lorem Ipsum generators on the Internet tend to
repeat predefined chunks as necessary, making this the first true generator on the Internet. It uses a
dictionary of over 200 Latin words, combined with a handful of model sentence structures, to generate
Lorem Ipsum which looks reasonable. The generated Lorem Ipsum is therefore always free from
repetition, injected humour, or non-characteristic words etc.

Is this project directly affiliated with an ECU designated Research Centre/Institute?
Oves Mo

* Will ECU be the lead institution on the proposal?
®ves ONo

* Will this project require a financial contribution from your school?

Oves Mo

= Will you be the sole investigator on this project?
Please select "Yes' if you are yet to indentify your research team.

Oves Ono

Next Steps
Once you have completed entering data for your Expression of Interest proposal:
» Check the Complete box on your propesal (top-right of page)*
® Select Submission in the left-hand menu, upload any relevant documents to support your proposal before clicking

the thumbs-up icon.

*Please note: If you can't see the complete checkbox, you will need to firstly scroll your browser window to the top, then
scroll the EOI content area to the top. See this short videe for an overview of the process.

A Guide for Research Administration
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Note: Please do not close the browser showing your ECURMS record — you will need this later.

Expression of Interest: Completing the e-form

Before you begin to complete the form you should maximise your browser window so that it is
displayed in full screen mode (in most browsers this is achieved by clicking the = iconin the top
right of the window).

1. Proposed Project Title
The title entered on the initial Expression of Interest creation screen is shown in the text
field.

2. Sponsor and Scheme Name
Enter the name of the sponsor and the associated scheme name. Contact the Pre-Award
team for assistance if you are unsure.

3. Closing date.
Click the calendar icon and select a date using the calendar widget, or enter the date in the
format DDMMYYYY.

* Closing date

=

4 June 2021 [
Su Mo Tu We Th Fr 5a
30 31 1 2 3 4 5
6 7 8 9 10 11 12
13 |14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 1 2 3
4 5 6 7 8 9 10

Monday, June 14, 2021

4. Project summary.
Enter a brief description of the proposed project (suggested 100 word limit).

ECURMS: Grants Administration —
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* provide a summary of your proposed Project (approx. 100 words):

5. Defence related project
Is your research project defence related? If ‘Yes’, there are additional requirements your
project must meet.

™ves O No

To Conduct Defence related research institutions must maintain membership of the Defence Industry Security
Program (DISF). The DISF accreditation obliges ECU to ensure all staff and students working on or involved
in Defence related projects must meet the employment screening requirements of the Australian Standard AS
4811-2006. For more information click here or contact the ECU Security Officer at disp@ecu.edu.au

6. Research centre.
If your Project is affiliated with an ECU designated Strategic Research Centre/Institute, you
should answer ‘Yes’ to the following question and click the pen icon to select the
Centre/Institute name from the pop-up.

Is this project affiliated with an ECU Strategic Research Centre/Institute?
Myes Ono

Please select the Research Centre/Institute from the following options:

"

4

ECURMS: Grants Administration —
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In the pop-up window, select the name of the Centre/Institute then click ‘Select’.

Centres/Programmes —> Select Close

Select Centre/Programme from list:
o-g.'\-l:il:LJ:FGI—JJKLH\IOFQI{S u v w X Yy 2z

[ ~|| Locate

-0Or-

Pick from tree view:
Edith Cowan University

- Institution for Nutrition Research

- Exercise Medicine Research Institute ()

- Security Research Institute () ‘—

- Centre for Precision Health B

- Centre for Integrative Metabolomics & Computational Biology (O

|- Centre for Sustainable Energy & Resources

- Centre for Research in Aged Care

7. Will ECU lead the submission on the proposal?
a) Please answer ‘Yes’ or ‘No’ to this question as appropriate:

*/ill ECU be the lead institution on the proposal?
O ves Mo

b) If ECU are not leading the submission, you should provide the name of the lead
institution in the field that appears (note: this is a free text entry field):

* Will ECU be the lead institution on the proposal?

O ves Mo

Provide the name of the administering organisation:

c) If you answered No, you will need to indicate whether ECU will receive any of the
project funds:

Will ECU receive any of the requested project funds?

Oves OMo
Note: if it is not clear whether any funding is to flow to ECU, you may leave this unanswered.
8. Will the Project require a financial contribution from your school?

This information is an important consideration for your School Dean/Institute director.
Please answer ‘Yes’ or ‘No’ as appropriate and indicate the type of support ‘Cash’, ‘In-Kind’

ECURMS: Grants Administration —
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10.

11.

or ‘Both Cash and In-Kind’. Where cash support is required, the amounts concerned and a
justification should be provided.

Are you of Aboriginal or Torres Strait Islander descent?
Responses to this question are used to inform ECU’s Reconciliation Action Plan.

Does your research project involve working with and or identify Aboriginal or Torres Strait
Islander Peoples?

If your project involves working with and/or identify Aboriginal or Torres Strait Islander
peoples, you should consider contacting relevant staff at Kurongkurl Katitjin via

kk@ecu.edu.au

Will you be the sole investigator on this project?
If you are to be the sole investigator, you are yet to identify your research team, select ‘Yes'.
Otherwise, select ‘No’ and complete the Research Team section that is revealed.

ECURMS: Grants Administration —
A Guide for Research Administration 14
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Research Team
In this section you will list members of your research team, their school or institution, and proposed

role on the project.

12. Research Team
Click the Add Person button to enter each member of your team, adding one member per
line.

Research Team

Researcher Name School (ECU) / Institution (Non-ECU) Proposed Role on Project
Joe INVESTIGATOR School of Science Associate Investigator il
Jane SMITH School of Engineering Project Managed @

13. Save and complete.

Once you have worked through the form and answered all appropriate questions you will be able to
‘Complete’ the form. Once this has been done you will then be in a position to add supplementary
materials (if appropriate) and route your EOI to your line manager.

To save and complete the form, simply tick the ‘Complete’ check box found at the top of the EOI
form.

Instructions ey Complete []

s Complete your Expression of Interest proposal below.

& Tick the Complete box on the right hand side of your Expression of Interest proposal prior to progressing to
Submission.

* You can save this proposal and complete it at a later date; note the G number in the top-left hand corner.

The EOI Data tab will then darken and a message stating “Completing” will display in the middle of the
form:

ECURMS: Grants Administration —
A Guide for Research Administration 15
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Proposal To the ends of the Earth and back again. @ Proposal
1002783 RMS System Administrator - Edith Cowan University {Default Sponsor)
EOI Landing Page _ l
EOI Data

Submission

& Support
@ ShowHelp

Once complete the darkened area will disappear. The ECURMS record will show that the form has
been completed.

ECI Landing Page

EOI Data ==

Submission

Expression of Interest: Uploading supporting documents

If you wish to include supporting documentation in your EOI then you should click the ‘Submission’
link:

ECI Landing Page

EOI Data

Submission @

Then click the link ‘Add Institution Forms/Supporting Documents’.

‘Current Submission

|Formeocument Mame | Edit Status Upload Remove

Add Institution Forms/Supporting Documents

ECURMS: Grants Administration —
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This will launch the ‘Upload new document’ window.

Upload

upload new document

Name
Location No file selected

Category | Proposal Documants -
Folder | [ROOT] .

Add Initial Application Components

Form Name Type Add

1. Enter a name for the document into the ‘Name’ field.

2. Click ‘Browse’ to locate the file.

3. Select the appropriate category from the drop-down menu. For expressions of interest this
should be ‘Proposal Documents’.

4. Click ‘Upload’.
You will then be prompted to close the window.

These steps can be repeated to upload as many documents as the researcher requires.

ECURMS: Grants Administration —
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Expression of Interest: Submission

When the e-form has been completed and any supporting documentation has been uploaded then
the researcher can submit their Expression of Interest.

To submit the Expression of Interest to the Associate Dean (Research), click on the =+2™* Pre-Review 13

‘thumbs-up’ icon.

Submission Completed 1l

Prior to finalising your EQI submission:

= Ensure you attach any relevant supporting documents that may give your Dean/Associate Dean {Research)
important context when reviewing your EOIL. Supplementary supporting attachments can be added into the table
below.
= Once you have completed attaching relevant supporting documentation, submit this EQI by clicking on
the "thumbs up” icon 1= below.
Once submitted, your form will be sent electronically to your Dean/Associate Dean (Research) for their input and
approval. You will receive an automated response once a review decision has been made.

If, at any time, you have any difficulty or are unsure how to complete this form, please contact your Research
Administration Officer.

Componenis for Initial Application Pre-Review Route: | RPA Approval Route ¥ ]SL.b'ﬁit F'rE-F{euiewﬁ

Current Submission

Form/Document Name Edit Status Upload Remaove

Add Institution Forms'Supparting Documents

You will be prompted to certify that all sections of the Expression of Interest are correct. To
progress, select ‘Accepted’ and click ‘Continue’.

Certification

lAs the submitter of this internal Expression Of Interest (EOI), I certify that all of
the information contained is sections of this record are completed and correct, to
the best of my knowledge, at the time of submission.

@ Accepted © Declined

Continue |
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Proposal Tracking (PT)

Research Administrators within ECURMS can use Proposal Tracking to create a new proposal
records.

Create New Proposal

On the ECURMS homepage, click Research Grants followed by Create New Tracking Record.

User Guides

VAl rlrFlmnar Tkl

Research Grants Create Mew Expression of Interest

Research Ethics Create New Tracking Record

Research Qutputs Locate Records
Funding Opportunities Locate My Records 5
Adhoc Reporting

Standard Reporting rkers for immunotherapy 1

This will launch the ‘Create’ pop-up window with two options:

e New Proposal — to create a new proposal record within ECURMS
e By copying an Existing Proposal — Allows you to duplicate an existing record within ECURMS

Create Continue

# New Proposal é

by Copying an Existing Proposal

1. Select New Proposal and click Continue in the top-right.

2. Inthe Proposal Setup screen:

a. Enter the name of the Chief Investigator into the top text box (Last Name, First)
b. Enter the sponsor name in the lower text box

ECURMS: Grants Administration —
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Proposal Setup
System Administrator, RMS - Edith Cowan University % CHIEF INVESTIGATOR

Sponsor Name

Continue

3. Click Continue to create the proposal. The blank record will appear within Proposal Tracking
as below.

New Proposal Created for RMS System Administrator on 09-May-2019 2:52:45 PM Proposal
3% | Dr Joe Investigator - Office of Research & innovation (Edith Cowan University / ECU Early Career Researcher Grant - 2017) 61003516

dit Mode

Submission Summary Add fien PT By Add 1

e 0B
AMOUNT OPEN
NEESTED AWARDED Fo Ll m
&

Expression of Interest G1003516 05-May-2019 Entering in FT $0.00 £0.00

oi

Attachments (0]

4. Expand Submissions, then Expression of Interest and click on Summary. On this screen you
should enter/check:

Project Title

Associated Department

Centres/Programmes

Project includes a scholarship component
Administering Organisation (if not ECU)

Report Option

Awarded Outside of ORI Processes (tick if appropriate)
Submitted Outside of ORI Processes (tick if appropriate)
Hide from Staff Profiles (tick if appropriate)

S®m 0 a0 T oo

5. Click the Sponsor folder.

a. If the Expression of Interest provided a Sponsor number, enter this into the
Opportunity Number text area.

Opportunity Number 9‘

=) €

b. If the sponsor / scheme needs to be modified, click Change to the right of the
current sponsor / scheme name at the top of the screen.

Edith Cowan University/ECU Early Career Researcher Grant - 2017 Change | é
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6. Further information related to proposals is located within the Entering data pre-submission
section:

a. Personnel;
b. Budget; and
c. Classification Codes.
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Associate Dean (Research) Review: Expression of Interest

Once the Expression of Interest has been submitted, the Associate Dean (Research) will receive an
email from the Manage Grants Proposal bot along with an attachment containing details for the
Expression of Interest submission.

Tue 15/01/2019 1:02 PM

ORIRPA@ecu.edu.au

G1004170 EOI Approval Required
To

Cc ECU Research Management System ~

IEIP EQI_Form.pdf
“~  87KB

Dear

ECUBMS and reguires your approval. The CI for this project i=

Please read throogh the attached document and reply to this e-mail by clicking one of the feollowing
options:

1. Approved/2. Not Approved/3. Mot Approved - Revision Reguired

This iz an antomated e-mail - pleasze do not add any attachmentz in your response.

Regards,

Manage Grant=z Proposal Bot

The Associate Dean (Research) should click on one of the three options links within the email, these
links include facility to provide any comments which will be added to the Expression of Interest
submission.

Entering data pre-submission

When the EOI has been completed and approved the record will exit PD. Any information that needs
to be captured at this point will now be entered into PT by a Research Administration Officer (RAO).

Summary screen

On the summary screen the RAO should record the Deadline Type, Deadline Time, and Outcome
Notification Date. The deadline date will have been populated from the EOI e-form. The outcome
notification date is used the RCFT’s to track funding announcements.
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Full Proposal
Proposal Type®

[ Fullproposal

Personnel (4) Processed Date @

Budget [30-apr-2015

Unsuccessful @

Time Zone @

Agreements (1)
Communications (10)

Attachments(6)  +

O
o
4
wn
o
=}
>
()
— + |+ |+

Last Updated: 03-May-2019 1:48:48 PM

| Alert

Institution Number®  Edit

61003511

Submitted @
[ Jaen
Deadline Date @

|03-May-2018 | atert

Status: Active
FMIS Project Account 10 @
\ ;]

Outcome Nouf, @

*‘7‘ Alert

Deadline Type @

— 4

Edit Mode
MergeTemplate @
Internal File @
Success Date @

[ | atere

Deadline Time @

—_—

All ECU personnel listed on the proposal should be listed under ‘Personnel’ in ECURMS.

1. Access the ‘Personnel’ folder by expanding the ‘Submissions’ folder.

Submissions (1)

Full Proposal

Personnel (4)

Budget

Agreements (1)

+

Communications (10)

Attachments (6) +

2. If not expanded, click [show] to the right of ‘Add Personnel’ at the top of the screen.

3. Select the ‘Personnel Type’ and ‘Role’ of the personnel to be added.

Add Personnel [hide]

Prime

v | Proposal Structure

Personnel Type

Key

Name (Last, First)
| Begin typing to select Personnel Nome...

Create Profile

Save

.|<—

Role

Add To:
1#| Budget Period * per (1)
1#! Budget Period * per (2)

| |a

.|+
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Note that the type “Non-Key Personnel” should only be used for persons that occupy ‘minor’
roles such as research assistant, lab technicians, etc... Associate Investigators should not be
entered as non-key

4. Inthe ‘Name’ text field, enter then surname of the researcher and then their first name,
separated by a comma, select the researcher from the list of researchers displayed in the
progressive text list. Select ‘Save’ to add this researcher. External researchers may be added
to the project by clicking the ‘Create Profile’ button.

Name (Last, First) Role
Create Profile |Investigator | | Cl -

Investigator, Joe - - Office of Research & Innovation
Save Investigator, loe - - Office of Senior Deputy Vice-Chancellor
Investigator, loe - - Office of the Vice-Chancellor

Investigator, Joe - - School of Arts and Humanities

5. When the researcher appears in the personnel list record their FTE, as per the proposal (or
agreement), in the ‘% Effort’ column. ECURMS defaults to ‘%Effort’, however older records
may default personnel display to ‘Person Months’. Effort is recorded as 1.0 for 100%, 0.5 for
50% and 0.01 for 1%.

If the research team’s FTE(s) are not available within the proposal, please contact the Cl to
request this information.

[ 56 effort v
senior/Key

| o1 | namerroLe MAIL | ORGANIZATION / DEPARTMENT 9% EFFORT %ALLOC. | ALLOC. AMT. | REMOVE |
Ioe Investigator ,

. s Edith Cowan University — —

SN EL_‘ - B Sffice of Research & Innovation a [ ] [ 2

ertifications and Training
Alison Claire Young
SubAward Pl

Certifications

University of Melbourne a [ w
University of Melbourne L LJ

Edith Cowan University a
Office of Research & Innovation

] 2

WMonash University = a
Monash Medical Centre -

University of Western Australia a [ M

] 2

Researchers from external organisations are added to the proposal via the budget, as
subcontractors. Once all investigators have been added to the proposal they need to be
sequenced accordingly. Please Note: that the sequence of investigators needs to follow a
single numerical sequence across all personnel entered on this tab.

Click SAVE to apply changes made to the Personnel Submissions record.

Specifying team member order

Prior versions of ECURMS relied upon a text box to specify the order, however in the latest version
order is achieve via drag-n-drop. To re-order team members:

e click the dots in the left-hand column of the team member to be moved;
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e drag up/down to the desired position; and
e click Save once complete.

Senior/Key

.n NAME/ROLE m ORGANIZATION / DEPARTMENT

Bryan James GARNETT-LAW

Edith Cowan University
& *
. o a ining & Office of Research & Innovation
DRAG TO RE-ORDER
® ;;E;'h;;fé';r'w”‘f' gy University of Melbourne

University of Melbourne
Certifications and Training ¥

Y o glchaelshaneOLEARY o Edith Cowan University

Office of Research & Innovation
Certifications and Training

David Ames A
s e s = University of Melbourne

University of Melb
Certifications and Training niversity ot Mefaourne

Jason Beringer
(&) subAward PI =]
Certifications and Training
Grant Waterer
3 SubAward P/ =
Certifications and Training

Monash University
Monash University

@)

University of Western Australia
Uwa

NOTE: As team order is now visually implied, you should drag-and-drop a team member, even if to
restore them to their original position, then click SAVE. This process forces ECURMS to store order
for the research team.

How to change/add a new lead Chief Investigator on a grant
The preferred method to change the lead Chief Investigator on a grant is via the Budget Setup
menu, then selecting the Change PI tab.

Submissions (1)

Full Proposal Setup @
m GENERAL PERIOD/DATES CHANGE PI BUDGET SOURCES
m Change the Pl | Replace and Remove the Current PI ™| @
Personnel (4 + Name (Last, First)
| Begin typing to select Personnel Name... ‘ Add New FI |
Budget -
Period 1 el Switch PI To....
beriod 2 B e
Investigator, loa Offic
SubAwards (1] +
. O'LEARY, Michael Shane Office

Cost Sharing

lustifications
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Swapping Lead Chief Investigator to another team member
When swapping the lead role from one team member to another:

o Select the tick box beside the team member’s name under Switch Pl To... A warning dialog
will request you confirm

e C(Click OK to confirm

e Once the browser refreshes, click Select to finalise the switch.

Switch Pl To.... [ select |

e oaumenr R

Investigator, Joe Office of Research & Innovation ]

O'LEARY, Michael ! Office of Research & Innovation

The browser will refresh once more, after this the grant will have been re-assigned to the new Lead
Chief Investigator.

A Game of Thrones: Who will Rule
Dr Joe Investigator - Office of Research & Innovation (University of Melbourne / ARC Discovery Grant)

Adding a new Lead Chief Investigator
There are two options provided when changing the Cl (called PI by InfoEd), these being:

e Replace Pl and Leave the Current Pl on the Proposal
Use this choice where team membership is to remain the same, but the Lead Cl role is
changing.

o Replace and Remove the Current Pl
Use this choice where team membership is to change. The current Lead Cl is removed from
the team and replaced with the person specified.

Change the PI | Replace Pl and Leave the Current P1 on the Proposal - |

Add New Pl

Mame (Last, First)

Investigatar
Investigator, Joe - Office of Research & Innovation - '&
Investigator, Joe - School of Arts and Humanities -

Within the Name text field enter the name of the new lead Chief Investigator; wait for the
progressive text list to display, select the desired person then click the Add New PI button to effect

the change.

Fixing issues with a Lead Chief Investigator
The Replace and Remove the Current Cl method can also be useful where problems are experienced
with the current Lead Cl. Where this occurs:

e swap the Lead Cl out for ‘Investigator, Joe’; then
e swap the Lead Cl back in removing Joe Investigator.
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How to change Lead CI to Student Supervisor
By default, ECURMS requires a Chief Investigator as Lead on a project, to override this do the

following:

1. Add Joe Investigator as Cl to the record.

a.

b.
C.
d

e.

Click on Budget, then Setup.
Click on the Change PI tab.

Leave the ‘Change the PI’ as Replace Pl and Leave the Current Pl on the Proposal

Enter ‘Investigator, Joe’ and choose one from the list.

| General | Period/Dates

Change FI

Budget Sources |

Change the PI | Replace Pl and Leave the Current PI on the Proposal

Mame (Last, First)

Investigator, Joe

Add New Pl

Investigater, Joe - School of Medical and Health Sciences -

Investigator, Joe - Exercize Medicine Research Institute -

S Inwvestigator, Joe - Office of Research & Innovation -
| Investigator, Joe - School of Arts and Humanities -

GARMETT-LAW, Bryan James

—

Click the ‘Add New PI’ button.

2. Click Personnel.

3. The original Lead CI’s role needs to be changed to ‘Student Investigator’. This will not be

their final role.

a.

Click the name of the original Lead CI.

b. Select the ‘Student Investigator’ role and click ‘Save’.

C.

Contact Informaticn for - Bryan James GARNETT-LAW
Salutation First
Bryan
Title
Mr
Address
10.34.342A

City
JOONDALUP

County

Phons
2853

Sponsor Cradential
Other (Specify) ¥

Proposal Element

Department Personnel Type

o Prime: G1002812 | Office of Research & Innovation Key

Mid

Degree

State

Cou

Fax

Chief Investigator
dle

Associate investigator
James

Partner Investigator
Research Fellow
Research Assistant
Student Supervisor
Student - Scholarship
Student - Scholarship
(APAT)
Western Australia | Student - Scholarship
ntry (APD)

Student - Scholarship

(QEm)

Mentor

Project Manager

Other

i Student Investigator

- Save | Close
Suffix

v

_law@ecu.edu.aublar

Specified Role

| ™| | BudgetRoles |

Click ‘Close’.
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4. InPersonnel, choose the original Lead Cl as the lead role once more.

Senior/Key

.n NAME/ROLE

RMS System Administrator

e @ o+

Certifications and Training

Corin Michael GARNETT-LAW
+ [ : Il

Certifications and Training

5. A modal dialog will now be displayed, change the lead role to ‘Student Supervisor’.

Please select the periods to change the PI for:
-+ G1002812

a1 - e Select Student Supervisor

6. Click ‘Save’.
7. Delete ‘Joe Investigator’ from Personnel.

The lead investigator on the project will now be a Student Supervisor.

Inactivating a member of the research team
Where a member of the research team departs use the following steps to inactivate them. In
Personnel:

1. Locate the team member to be inactivated and click their name

All Certifications and Training
Senior/Key

o mmermoe

Joe Investigator
i@ @ a+

Certifications and Training
Corin Michael GARNETT-LAW
i 0 @ o

Certifications and Training

2. Inthe pop-up window, click the select list below Roles and select Inactive.
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Edit Personnel

@ rms.ecu.edu.au/PTNE

Contact Information for - Corin Michael GARNETT-LAW

N Save Close
Co-Investigator

Salutation First Middle Associate Suffix
| m| | Corin Michael investigator \NETT-LAW | |
Title Partner Investigator
|Mr | Research Fellow
Address Research Assistant
|]g_34_342A | Degree Student Supervisor
| | Student - 7|
Scholarship (A
| | Student -
City State Scholarship (APAI)
[300NDALUP | [ Western Austrz Student - 7 |
c Ci Scholarship (APD) ————
ounty Country Student - —
| Scholarship (QEIT) v
Phone Fax Mentor il
|2853 | | Project Manager irnett_law@ecu.edu.au
Sponsor Credential Student
|Other (Specify) v‘ | Investigator
Other
Proposal Element Department Personnel Type Inactive Specified Role
@ Prime: G1004217 Research Services | Key - ClI ||| Budget Roles

3. Click Save and Close.

4. The Personnel window will refresh reflecting an updated role, as shown below.

Corin Michael GARNETT-LAW
i 0 Inactive
Certifications and Training

5. Drag this person to the bottom of the list (see: Specifying team member order)

Research team members with a role of inactive are not included in the Project Summary Sheet.

Adding a subcontractor

To add subcontractors to a proposal at least one budget period exist.

Adding a subcontractor via Personnel
1. Click Personnel

Click [show] beside Add Personnel to expand this section.

2
3. Click the Proposal Structure button.
4

In the Proposal Structure dialog, click the Add SubAward link on the right-hand side

Proposal Structure a
Master/Child Structure Save Close
Associated Budget/Award Increments
‘Organization | P1
Requested Period 1 Budget Period *
) . . 01-Jan- .
61003511 Edith Cowan Investigator, 22222:;; a e e e 20203" Add Subproject
University Joe Innovation Award Period 1 Initial 20-Apr- P Add SubAward
2019
Award Period 2 Initial g;;;"’ 1
5. Enter the name of the partner institution and select from the list. Click Select Subaward
button
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1 Proposal Structure

| |Select SubAward

| Westerr‘l | Select Subaward

Cancer Council Western Australia

Cancer Support Association of Western Australia
Chamber of Commerce and Industry of Western Australia
Community Link and Netwerk, Western Australia

Council on the Aging Western Australia

Department of Fisheries Western Australia

| | | Northwestern Universiy

6. Pre-existing subcontractors for the chosen partner will be listed in the drop list.

| & Proposal Structure =

1 | Select SubAward Proposal Structure

1 ‘ Begin typing to select Subaward Institution Namy| | Select Subaward

L Ml @ Select from pre-existing sub-contractors for this institution

Abramson, David - Monash University - ]
Anderson, Peter - Monash University - =
Add To Period
I Barker, Roger - Monash Schoal of Physics - I
| ||| Barratt, Rowena - Monash University -
Bay, Uschi - Department of Social Work -
Beringer, Jason - Monash University - et
= Broad, Jacqueline - Monash University -

Cadilhac, Dominigue - Stroke Division: Florey Neoroscience
Institutes -

Caine, B - Monash University -

Campkbell, Den - Menash University - <

Need a new subcontractor? Submit a request to the Research Systems Team.

7. Click Continue. The SubAward will be added to the budget structure including your sub-
contractor.

8. Click Save then Close.

9. Click Personnel to refresh. The subcontractor will be listed with a role of SubAward PI.

Requesting new subcontractors
Where a subcontractor does not exist for an institution, contact
researchsystemssupport@ecu.edu.au to request they be added and provide:

e Title, First and Last Name
e Name of Institution
e Department name (if required)

Adding a subcontractor via the budget
For details on how to add a subcontractor via the budget, see Adding a Subcontractor to a
SubAward.

Once all subcontractors have been added to the proposal complete the ordering of personnel as per
the proposal.
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Budget

Misaligned Project Dates

For projects created in ECURMS prior to version 15 a check is completed to ensure that your budget
periods align to the project dates. Where there is a misalignment, the budget will appear in View
Mode until your correct the misalignment within the Budget Setup tab.

based enabling programs Proposal
e Grants) G1001112
Rollup subprojects: Proposal Structure |@ Import/Export |@ New Period  |@ | New Modification |9

NotRollup ¥ | (7]

Sponsor [show] Cost Sharing [show] Project [hide]
o Tee L swnus [ To1aL pccrs L | [
|-Dec-2013 Original® Requested $17,682.00 $17,682.00 $17,682.00
|-Dec-2014 Original® Requested
|-Dec-2015 Original® Requested
-Dec-2016 Original*® Requested - -
Total: $17,682.00 $0.00 $17,682.00 $0.00 $17,682.00
Message from webpage a8
| B e D
The increment dates included in this budgst are not within the $ 0.00
project period dates. Before changes can be made to this
,  recond the date must oe algned on the Budget Selups Subtotal Personnel: $0.00 $0.00 $0.00 $0.00 $0.00
h tab. If you do not have access to the budget setups tab please
" contact your administrator.
Lo |
- PERIOD 1 PERIOD 2 PERIOD 3 PERIOD 4 | DIRECT COSTS

An added side effect of the budget being in view mode is that you cannot make a change to the roles
of any SubAward or Sub-Project personnel until the budget has been corrected.

Realigning of Structural Discrepancies

The budget module in version 13 allowed for the structure of SubAwards and SubProjects to become
out of sync with the Prime record they were associated with. The budget model introduced in
version 14 and higher requires all elements associated with a record to be in sync.

When a converted record is detected to have structural discrepancies an error will be presented
requiring you to correct the structural discrepancy within the Setup folder.

roposal

7015000050060611 - test

- # 2| _
L L2 (1 o o Omi asdf Ortiz asdf - InfoEd International (A Territory Resource / A-T RESOPURCE
Done Save Helg History Sarcode Suppon Access Show | SCHEMEL)

Proposal PD2015.2660 | There are structural discrepencies in this proposal. Please corect on the Setup tab.
=3 Submissions (1) -
T ( Budget Source View: Project - Rollup subprojects: B 9 %0
=[] New Proposal (o) — " N
. Project Period: Start: 14:3ul-2015 Ends 2i-lul-2015 The application will automatically []
£ Summary P detect misaligned structure
1= Spanser N There are structural discrepencies in this proposal. Please correct on the Setup tab
4 Personnel (6) e e ey The B_udget will be u!'ledltable
- until the structure is fixed
2 Admin Staff Periods [hide] Project [hide]
=) Q_ Budget Year/Period  Increment  Start End Type Status Total Total  Directs F3A  Total
+11C3 Period 1 1 1 14-Jul-2015  159-Jul-2015  Budget Period * Pending - - -
13 Period 2 2 2 20-Jul-2015  25-Jul-2015  Budget Period *  Pending = e &
+ d Period 3 3 3 26-Jul-2015  31-Jul-2015  Budget Period * Pending =
£ SubAwards (2) Total $0.00 $0.00 $0.00 $0.00 $0.00
13 Subj ts (3
=J !J ubprojects (3) Subproject Summary [show]
O Faa
123 Cost Sharing Personnel [hide]
53 Justifications Name Period 1 Period 2 Period 3 Direct Costs
3 Setup DNetail Artiz Omi N - - - & n.on
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At this point the budget will only be accessible in view only mode until corrected. To correct the
structural discrepancy:

1. Click on the ‘Setup’ folder.
2. Click on the Periods and Dates tab.

Proposal PD2015.2660
:JE] Submissions (1)

: = ) New Proposal (bg)
E: Summary
ﬁi Sponsor

11 (23 Personnel (6)
E C3 Admin Staff

_J Li Budget

£ Agreements (0)

_vj £33 Attachments (2)
_*;Hfi Approvals (2)

B Status History (1)

23 Communications (0)

3 Alerts/Reminders (0)

[There are structural discrepencies in this proposal. Please comect on the Setup tab,
Setup
General Period/Dates Change Pl Budget Sources
Project Period
Start End
— —
14-1ul-2015 31-Juk2015
Shift Project Dates
New oid
Project Start | 14-1ul-2015
ch I I‘ 2015
or- This button will only display if
Shift by | structural discrepencies are detected
Budget Period  Start  End ~ Remove
1 - Budget Period * 142015 | 1Buizo1s | f.s
2 - Budget Period * 20uk2015 | 25-uk2015 | o4
3 - Budget Period * 2602015 | 3tdur2015 | 2
Override Increment Date Validations
Checking thiz setup wil alow increment dates fo extend beyond the boundanes of their "Linked To"
penods.
Checking thiz sefup will alow penod dates fo Dverkp and allow gaps fo exist befween Perods.
Fundsz wall rall up baszed on the “Linked To" Penod.

3. CI|ck the Re-Align SubBudgets button. A window will pop-up showing all Periods and
Increments associated with this record. The top section represents Periods/Increments on
the Prime, the lower section are increments attached to a SubAward/SubProject that are not

aned

] Re.AIlun SubBudgets

New Period |Save|

Period - 1
New Maodifi

cation

1 - Budget Period *

Period - 2

New Madification

2 - Budget Period *

Prime - PD2015.2660

SubProj -
9900078

SubProj - SubProj -

9900137

1- Budget Period 1- audqetPenodl Budget Period 1- Budget Period n
2 Budget Period 2 BudgetPerludZ Budget Period 2 Budget Period n

SubAwd - 9900119

Period - 3
MNew Modification
3 - Budget Period * 3 - Budget Period 3 - Budget Period lz 3 - Budget Period E - Budget Period 2
Un-Linked Sub Incr t:
_ SubProj - SubProj - SubAwd - SubProj - SubAwd -

Prime - PD2015.2660 | 9900975 9900079 9900119 9900137 9900532 T
1 - Budget Period * 2
2 - Budget Period * 4
3 - Budget Period * feq
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4. Review the screen to determine the maximum number of periods across all records. If there
are more records on some/all of the SubAward/SubProject records, add a period(s) to the
prime until the number of periods in the prime is the same as the sub record with the most
periods.

5. Add as many increments (modifications) as necessary to each period such that the number
of increments per period on the prime reflects the maximum number of increments for that
period as exist in any sub record.

6. Select the appropriate unlinked sub increments from the picklists to link it to the
period/increments in the Prime and SAVE.

—— L ANArS ACS ETEACTIEAL A AN ICLAE I TS DENIEIL_MASER COTTRCE 5 THMS SaTE |

Re-Align SubBudgets | ®

N SubProj - =
Prime - PD2015.2 650 e SubAwd - 9900119 9900532

Period - 1

1 - Budget Period * udget Period 1 - Budget Period | . 1 - Budget Period .1. - Budget Period

Period - 2

2 - Budget Period * ;: . Budget E - Budget Period | l % - Budaget Period ? - Budget Period

Period - 3

New Modification
3 - Budget Period * 3 - Budget Period E - Budget Period E - Budget Period E - Budget Period

|3 - Budget Period * ||
Un-Linked Sub Increments

. SubProj - SubProj - SubAwd - SubProj - SubAwd -
Prime - PD2015.2660 | o000 9900119

- Period - 1

- Period - 2

- Period -3

3 - Budget Period * _Q

7. Properly linked increments will disappear from the bottom section. Once all unlinked
increments have been associated with the corresponding record in the prime the pop-up can
be closed.
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8. The record will then be editable (all warnings and alerts gone) and any necessary date
adjustments can then be made)

m‘ 9 ”' 0 7015000050060611 - test
-4 C - | Proposal
E Omi asdf Ortiz asdf - InfoEd International (A Territory Resource / A-T RESOPURCE
Done Ssave Halp History Barcode Suppon Ascess Show SCHEME1]

Proposal PD2015.2660 Edit Mode.
=13 Submissions (1) r
) D New Proposal (Fg) i)
&3 Summary (OBl Period/Dates Change Pl | Budget Sources
&3 Sponsor
+I"CJ Personnel (6) Project Period
&3 Admin Staff 2 L
4 69 Budget 14-Jul-2015
-3 Period 1 Shift Project Dates
+-2J Period 2 New old
+]-C3 Period 3 Project Start |:| 14-Jul-2015
4103 Sublwards (2) 31-Jul-2015
413 Subprojects (3) o
£ Fan Shift by days
3 Cost Sharing Budget Period New Period Mew Modification |
i Justdi{:anc ns Budget Period _— = p—
3/ Setup
& Agr“mer'"s ) 1 - Budget Period * [14-2ur2015 ] [18-dur2015 | .4
£3 Communications (0) 2 - Budget Period * [rowurzo1s ] [250urz01s | 2
=1 3 Attachments (2) 3 - Budget Period * [eszurzors | [rvarzos | I3
03 Approvals (2)

|| Override Increment Date Validations

£ Alerts/Reminders (0) Checking thiz sefup will alow increment dates to extend beyond the boundanes of their "Linked To™
i penods
£ Status History (1) Ghecking thiz setup will allow period dates fo overap and allow gaps fo exist between Periods

Funds will rofl up based on the “Linked To" Perod.

Recording the budget

1. Click Budget

Submissions (1)

@ Expression of Interest—

Personnel (2)
Budget

Agreements (0}

2. Enter the project’s requested start and end dates and then click Save.

MNew Proposal Created for RMS System Administrator
Dr Joe Investigator - Research Services (Edith Cowan

= |Done| ‘Saue|

. Budget Summary
Submissions (1)

(&) Expression of Interest— Project Period: Manage@

T . o oo a0a]
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3. Does your project period span more than one period or calendar year? If so, click the
Manage link for assistance creating budget periods.

Manage Periods

Save Close
Project Period: 01-Jan-2021 to 30-Nov-2023

O splitat 31-Dec =

Budget Period New Period
BUDGET PERIOD START END DELETE
1 |01-1an-202 |31-Dec-203 Delete
2 |01-1an-202 |31-Dec-203 Delete
3 |01-1an-202| | 30-Nov-201 Delete

Tick Split at 31-Dec to ensure budget periods align to calendar years and click Save.
Budget periods will be added.

4. Additional Cost Sharing sources may be added within the Budget ‘Setup’ area by clicking on
the Budget Sources tab.

m PERIOD/DATES CHANGE PI BUDGET SQURCES @

SRC1 Edith Cowan University/ECU Industry Collaboration Grant - 2017 O - |Sponscr |
SRC2 Edith Cowan University - | Institution |
SRC3 Office of Research & Innovation - | Unallowable |

To add an additional cost sharing source:

a. Enter the name of the partner into the text area, the progressive text field will
provide options to select from, choose your partner and then click the ‘Add Source’
button.

| University of Add Source «

Autonomous University of Barcelona - Grant

Friedrich Wilhelms University of Bonn

Kwame Nkrumah University of Science and Technology
University of Arizona - Grant

University of Barcelona

University of Canterbury - Grant

University of Cape Town

University of Cape Town

|_UIniversitv of Delhi

b. Enter a short name for the new cost sharing source
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Source Charge To Short Name
SRC 1 | setece charge 7o ~| [Boonsar
SRC 2 | ecith Cowan University - [inst
SRC 3 | Edith Cowan University - | [Unalow
SRC 4 |App|e University Consartium - | é [

c. Click Save.

5. Click first budget subfolder (Period 1).

6. Enter the budget at a summary level, with a single line for each contribution (e.g. ‘funding
body cash’ or ‘partner in-kind’).

The ‘Non-Personnel Costs’ section is located approximately halfway down the screen.

Non-Personnel Costs é | Add Bulk Entry |9
[ oy oy S e S T
No recerds to display.
Total $0.000
Select Budget Category +| | additem é

To enter a single-line item to the budget:

a. Select the ‘Budget Category’ from the drop-down menu and click Add Item. In the pop-
up dialog enter the description and add the amount to the relevant period.

Non-Personnel Costs

lustifications [ Cost Sharing Show Calculations || Save and Close || Save || Close

Costs by "Budget Period” Annual Inflation | nanual Entry - Degc[ipﬁon| ECU In-Kind |
PERIOD START DATE END DATE

1 20-Apr-2019 31-Dec-2020 5,000.000

Total $ 5,000.000

If you have a number of lines to enter you may prefer to click Add Bulk Entry:
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This will open the ‘Bulk Entry’ window, in which you can complete multiple lines.

MNon-Personnel Costs
Bulk Entry * Add | Close ||

Other 2~ Period 1 - Budget Period * 4| 110,000.0(

Description: ‘ Maonash (Cash) |

Inflation: Manual Entry -

Other - Period 1 - Budget Period * $| 35;000-004

Description: ‘ Maonash (In-Kind)

Inflation: Manual Entry -

Other - Period 1 - Budget Period * $| 20,000-004

Description: ‘ ECU [Cash)

Inflation: Manual Entry -

Other - Period 1 - Budget Period * $I 25;000-004

Description: ‘ UWA (Cash)

Inflation: Manual Entry -

Once you have completed the budget items click Add.

Cost Sharing

Cost Sharing attributes distributes funds to cost relevant cost sources as well as specifying whether
these amounts are cash or in-kind. To distribute amounts within the budget, select Cost Sharing
under Budget from the menu.

Add the required columns:
You will need a cost source for each party contributing towards the project.

The preferred method for adding cost sharing sources is via the Budget Setup ‘Budget Sources’ tab,
see instructions on adding an additional cost sharing source.

Determining the cost sharing
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1. Atthe budget summary level the cost sharing table groups items per budget entry added to
the budget (i.e. Other (Sponsor CASH)), then within each cost share source is listed by row,
and each period is then displayed by column.

Non-Personnel Costs
Period 1 Period 2 Period 3 Total
Detail ) Other (Sponsor CASH)
Sponsor 150,000.00 000 000 150,000.00
Institution 0.00 000 000 000
Apple University Gonsortium 0.00 000 000 000
Unaliowable 0.00 000 000 000
Detail | Other {Sponsor In-Kind)
Sponsor 15,000.00 15,000.00 15,000.00 45,000.00
Institution 0.00 .00 000 .00
Apple University Consortium 0.00 000 000 000
Unalloviable 0.00 000 000 000
Detail_) Other (ECU In-Kind)
Sponsor 30,000.00 30,000.00 30,000.00 90,000.00
Instiution 0.00 000 000 000
Zpple University Consortium 0.00 .00 000 .00
Unallowable 0.00 000 000 000
Detail | Other (Partner Org Cash)
spensor 10,000.00 10,000.00 10,000.00 30,000.00
Institution 0.00 000 000 000
Apple University Consortium 0.00 000 000 000
Unalioviable 0.00 .00 000 .00
Subtotal Non-Personnel $205,000.00 $ 55,000.00 55,0000 $315,000.00

2. To cost share a budget item, click the Detail button beside the name.

Detail l Other [ Sponsor CASH) %

Sponsor

3. The Cost Sharing dialog window will display. Use the window to distribute the funds for this
budget item between each participant, ensuring that the total percentage always shows
100%.
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Monash (Cash)

Justifications

Cost Sharing Show Calculations Save and Close Save Close
COST SHARING BY BREAKDOWN COST SHARING BY BUILD UP +ADD SOURCE

PERIOD 1
SPONSOR [Hide]

Percent| 0.000

Detail ‘

Cost| 0.000 |
T\c‘pE -
Category| hd

INSTITUTION [Hide]
Percent| 0.000 |

Cost| 0.000 |
Type hd
Category -

MONASH UNIVE... [Hide]

Percent| 100.000 | @

Cost| 110,000.00 |

Type| scheme relate
Category| Cash -

| UNALLOWABLE [Hide]
Percent| 0.000 |

Cost| 0.00 |
Type -

Category -
|

Underneath the percentage field is the amount field. Copy the requested amount from the
‘Project’ column (in bold) and enter it here.

4. If the sponsor is expected to make an in-kind contribution there will need to be a second
entry within non-personnel costs.

MNon-Personnel Costs

e aion 1 ||

| Detail | Other (Monash (Cash))

Sponsor 0.000
Institution 0.000
Monash Unive... 110,000.000
Unallowable 0.000

As with the sponsor’s cash contribution, the percentage field should show 100%, click the
Detail button to view the sponsor’s in-kind entry, and the amount should be displayed in the
field beneath this.
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Cost Sharing %l [—

Sponsor

Percent & 100.000 ,'.1 0.000 0.000 0.000 100.00%

oemn I8

Category

| Scheme related { ! | |
ECU initiative

As this entry represents an in-kind source you should select ‘Scheme Related’ from the type
drop box and specify the category ‘In-Kind’. Click Save and Close to finalise changes.

5. Each contributing party will have just one row that determines that cost sharing of all of
their contributions with columns indicating the split for each across the budget periods.

Budget Summary

Direct Costs:

Sponsor $ 20,000.000 5 20,000.000

Institution $ 5,000.000 $5,000.000

Monash Unive... $145,000.000 $ 145,000,000

University 0... $ 25,000.000 $ 25,000.000

Unallowable 5 0.000 $0.000
|H| FEA:

Sponsor $0.000 $0.000

Institution 5 0.000 $0.000

Monash Unive... $ 0.000 $0.000

University o... 5 0.000 $0.000

Unallowable 50.000 50.000

Total Project Costs: 5 195,000.000 § 195,000.000

Cost Sharing methods

The default cost sharing method, Cost Sharing by Breakdown, distributes costs between cost sources
using a percentage of costs. The alternate method, Cost Sharing by Build Up, allows cost sharing by
altering dollar amounts per cost source; using this method it is possible to increase/decrease
amounts being distributed.
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. ihicati Cost Sharing ' | | I B
Cost Sharing by Breakewmre== Cost Sharing by Build Up | + Add Source
Period 1 Period 2 Period 3

Sponsor

| perent
! Cost  |30,000.00 Adjust 30,000.00 30,000.00
we [ o] cestster [ ] —
ype
each cost
ctogoy [ -] L - L -
. e source.
|
| Institution Setting
pecen type and
category.
categr

At times, the Cost Sharing by Breakdown method can be problematic, Cost Sharing by Build up can
be useful to rectify this.

Adding a Subcontractor to a SubAward

If the project includes collaboration with a named investigator from an external institution, this
external investigator will need to be added to the record as a subcontractor.

1. Click Budget
2. Change the Source View to Sponsor.

Project Period: Source View:

20-Apr-2019 to 19-Apr-2020
P P * Sponsor EN]

Project

Budget Summary [Hide]

YEAR/PERIOD RIS netitution

1 1
2 2

Sponsor

Perioi

3. Click [Show] beside SubAwards to expand this section.
4. Enter the name of the SubAward Institution and select from the list.
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SubAwards [Hide]

I

H Detail Menash University
: Detail University of Melbourne
University of W 9 | | Begin typing to select a subawardPl Add SubAward

University of Warwick

University of Western Australia
University of Western Sydney
University of Wollongong
University of Wollongong in Dubai

5. Enter the name of the Sub-Contractor at this institution and select from the list.

SubAwards [Hide]

[ | | INST/CONTRACTOR NAME

Detail Monash University

Detail University of Melbourne

University of Western Australia | | Gral P | Add SubAward

Hankey, Graeme | -
Morahan, Grant -

Subprojects [show]  Import as Subproject gy

Venville, Grady -
Waterer, Grant -

Need a new subcontractor? Submit a request to the Research Systems Team.

6. Click Add SubAward then Save to add to the budget structure.

The subcontractor will be added to the budget detail page, under ‘SubAwards’. Where two or more
external investigators are from the same institution, these investigators should be added to the
same SubAward.

1. Create a new SubAward for the first named investigator from the institution.

2. Click SubAward to display the list of SubAwards.

Budget

Period 1

Period 2

» SubAwards (3)

Cost Sharing

Justifications
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3. From the SubAwards page select the SubAward Number.

SubAwards On Record Number G1003511

Drag a column header and drop it here to group by that celumn

Institution Name Y  SubAward Number Y | Stalus il
Monash University Sub/0000003032 * Pending
University of Melboumne Sub/0000003031 Fending
University of Western Australia Sub/0000003033 Pending
‘ Begin typing to select a Subaward Institution name | |Begm typing to select a subaward P/

This will open the chosen SubAward, a watermark is displayed indicating you are viewing a
SubAward and not the main proposal.

A Game of Thrones: Who will Rule Proposal
D Joe Investigator Ibourne / ARC 61003511

Done| | save

Project Period: Source View: Propoma structure |@ moo/Eort |@
20-Ape-2019 t0 19-Apr-2020 e 7]A®
Budget Summary [Hide]
periods [rde] Spansor [snow, Cost Sharing (how] Project [nide!
1 1 20-Apr-2019 31-Dec-2015 Budget Period * R B E - -
2 2 01-4an-2020 15-Apr-2020 Budget Period *
Total: $0.000 $0.000 $0.000 $0.000 $0.000
Subproject Summary [Show]
—_—
L e oo 1 oo owecr cosrs T
| p—— : 5§ oo
Subtotal Personnel: $0.000 $0.000 $0.000
© asd Buik entry

Non-Personnel [hide]
CATEGORY PERIOD 1 PERIOD2 | DIRECT COSTS |

Univeimby of Shetbeerne No records to display.

University of Westem Subtotal Non-personnel: $0.000 $0.000 $0.000
Austraia
add term
Cost Sharing
‘subAwards [show]
e |=—— ] PERIOD 2 | TOTAL COSTS
Total Project Direct Costs: - - $0.000
© Project FA: 0.000
J—
Total Project Costs: $0.000 $0.000 $0.000

Communications (10)

oo iomtin |
o

Attachments (6)

Approvals (1)
USC implication - Requested )
Status History (10)

Assignments

Add New PT

4. Change the Source View to Sponsor. This will enable you to add additional personnel for this
institution.

5. Inthe Personnel section, enter the name of the person, choose their type (Key/Non-Key),
and select their role on the project. Then click Add Person.

Personnel [Hide]

Detail Beringer, Jason SubAward Pl
|.&ndrew || -- Select Type -- v || - select Role - v | aadiean
Churchyard, Andrew - - Monash Medical
Centre
NOT-PEFSONITET TTITET
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6. Inthe pop-up window, you can enter any relevant salary and effort (FTE) details. Once
entered, click Save and Close.

Budget Detail for: Churchyard, Andrew
m[ Appointments Justifications [ Cost Sharing O Committed Effort || Save and Close || Save Close
Costs by Budget Period | Effort v ‘ Show Calculation Details
R e B e B
cl | o0 [oo025 | | 0.000| | [ 0.000 $0.000 | Remove
2 c %| be | ooo0] [0025 | 0.000| | 0.000| 0.000 | Remove
Total $0.000 $0.000 $0.000

7. The person will now be listed under Personnel for this SubAward.

Personnel [Hide]

Detail Beringer, Jason SubAward Pl

Detail Churchyard, Andrew cf b

Within Personnel in the main Proposal, all investigators for this SubAward are grouped by a
common numbered/coloured circle, the legend indicating which SubAward number each
investigator belongs to.

Senior/Key

.m NAME/ROLE MAIL | ORGANIZATION / DEPARTMENT

© @

Joe Investigator

=

Certifications and Training
Alison Claire Young
SubAward P!
Certifications and Training
Michael Shane O'LEARY
i

Certifications and Training

=]

Edith Cowan University
Office of Research & Innovation

University of Melbourne
University of Melbourne

Edith Cowan University
Office of Research & Innovation

David Ames University of Melbourne
a = University of Melbourne
Certifications and Training

Jason Beringer

) SubAward PI

Certifications and Training
Andrew Churchyard

Manash University
Manash University

Maonash University

@ = -
- M h Medical Cent
Certifications and Training onasn Medical Lentre
g;;;t::j;ﬂfr = ﬂnwi:ersity of Western Australia
Certifications and Training
Legend: =
o Prime

SubAward - Sub/0000003031 (Alison Young)
(&) SubAward - Sub/0000003032 (Jason Beringer)
SubAward - Sub/0000003033 (Grant Waterer)
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Budget Cost Sources

When adding cost sources to the budget the following rules need to be followed to ensure there are
no flow-on effects to reporting within RMS, Discoverer and the Data warehouse:

e Primary Sponsor — SRC 1: This cost source is identified by the Short Name ‘Sponsor’ and is
automatically added by RMS depending upon how the proposal was created:

o via PD —the cost source will be Default Sponsor. Update this to Sponsor Name /
Scheme.
o via PT —the cost source will be Sponsor name / Scheme.

e Other Cost Sources — SRC 2+: These sources will be sponsor name or org unit only and will
NOT include the scheme.

e Final Cost Source - Unallow: This will be a duplicate cost source and have the Short Name
‘Unallow’, you should not replace this cost source with another, instead add a new cost

source
SRC1 Australian Research Council/Grant - Discovery Projects(**) - \Sponsor |
SRC 2 School of Arts and Humanities - Inst |
SRC 3 Catholic University of Leuven, Belgium M ‘r|
SRC 4 Catholic University of the Sacred Heart, Milan, Italy - \CUSH |
SRC 5 University of Sheffield - \Uos |
SRC 6 School of Arts and Humanities - \Unallow |

Cost sources within Budget and Award should be checked to ensure both mirror another.

Classification codes

In mid-2020, ANZRC released revised versions of Field of Research (FoR) and Socio-economic
Objective (SEO) codes; these codes were integrated within ECURMS in early October 2020.

1. Select Classification Codes from the menu.

Submissions (1)

Full Proposal

Awards (2)
Deliverables (2)
Scheduled Payments (4)

Classification Codes (4}‘

Communications (10)

+

Attachments (6)
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2. Inthe Enter New Code text box, type in the numerical code for the ECU Research Themes
and Priority Areas, Type of Research, FoR [2020] and SEO [2020] codes. If you do not know
the codes, you can start typing the keywords and suggestions will be offered. Otherwise,
click Select Codes from Hierarchy for a complete list from which to select.

Classification Codes @ Edit Mode
ECU Research Themes and Priority Areas Select Codes from Hierarchy  or \ Enter New Code = \ °
covevnue [
25 Individual, econamic, arganisational, political and social transformation 5]

4 a Digital citizenship and human behaviour o

FOR [2020] Select Codes from Hierarchy o [Enter New Code | °
S 77y P
3503 0 3 Business information systems [ 50005 ()
3508 06 Tourist behaviour and visitor experience [ 50.00 O

SEO [2020] Select Codes from Hierarchy ~ or ‘Em, New Code ‘ 2
S 77 g P
110469§9 Tourism services not elsewhere classified [ 50003 O

2 20 40 8 Information systams ‘ 50. 001% (m]

Type of Research Select Codes from Hierarchy  or  [Enter New Code J 2
S S P77 g
01 Applied [ 10000 O

TOTAL

3. Highlight and click on your selected options for each section:

Select Codes from Hierarchy or [42| ] od

420101 Arts therapy

420102 Audiology

420103 Music therapy

420104 Occupational therapy
420105 Orthoptics

Select Codes from Hierarchy or 420106 Physiotherapy

420107 Podiatry

420108 Prosthetics and orthotics
420109 Rehabilitation

420110 Speech pathology

4. Click Add to include the selected code

Select Codes from Hierarchy or |4201DB Physiotherapy | | Add | o

. |wecning|au ®

5. For Type of Research, FoR and SEO sections, record the weighting of each code.

WEIGHTING |ALL
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Attachments

The filing structure and naming conventions used within ECURMS are reflected within ORI’'s HPRM
record structure.

File Naming Conventions

Within ECURMS, several processes have been streamlined using Robotics Process Automation. With
introduction of Phase 2 of the Manage Grants Proposal bot in late-2018, a common folder structure
was introduced across ECURMS and HPRM, and agreed file naming conventions implemented.

Attachments (16)
Deliverables (0)
Executed Agreement (0}
Finance (1)
Post Award and Contract (0}

Post Award and Correspondence (0

Proposal (0)

The file naming conventions are revised periodically, teams can download these at:

\\staffshare\ORIShared\Research Analytics, Systems and Performance\Research

Systems\RPA\Manage Grants Proposal\RMS - File Naming Conventions.pdf

ORIGrants Drive

The Manage Grants Proposal bot automates the following processes within ECURMS:

e Expression of Interest;

e Pre-Submission Approval;

e Accepted with Conditions; and

e Submission Endorsement (OOP).

The bot will create the required folder structures on the ORIGrants drive (EOI stage), or looks within
specified folders as specified within the file naming conventions for files to be uploaded to ECURMS
and HPRM.

To map the ORIGrants drive to Windows:

e Open File Explorer
e C(Click on ‘This PC’ and click ‘Map network drive’
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e Choose P: and specify the folder location as
\\staffshare.ads.ecu.edu.au\ORIGrants

Uploading a new version of a document
It is common to receive new versions of a document uploaded to ECURMS. Where this occurs, you

should upload not as a new document, nor delete and upload as new, but rather upload as a new
version. To upload a new version of a document, do the following:

Print All || Folder Maintenance || Add Document || Add EForm || Delete Selected

Drag = column headar and drop it hars to group by that column

Name Y  category Y Folder Y Managed by Y | Submission Y Versions Last Updated T Select

Grant Proposal Proposal Documents v | roor v|  Record Initial Application 1 18-Dec-2017 11:28:25 AM

1. Click Add Document
2. Within the dialog box:
a. Change to radio button from New document to New version of existing document
b. Locate the existing document in the drop box you are wanting to replace
c. Click Browse to locate the file on your computer for upload
d. Click Upload

After uploading the new version of your document, the Versions column for this document will
update to reflect the number of versions for this document.

Print All || Folder Maintenance || Add Document || Add EForm || Delete Selected

adar and drop it here ko group by that column

Name Y  category Y Folder Y Managed by Y Submission Y Versions Last Updated hd Select

Grant Proposal Proposal Documents v | root v| Record Initial Application 2 18-Dec-2017 11:28:25 AM

When clicking on the document name hyperlink, the latest version of the document will be
downloaded. However, should you wish to see any previously uploaded documents, click the
document’s versions number hyperlink, this will refresh the page providing a list of all versions
uploaded, the dates uploaded and give you the ability to view and delete each item.

Document Detail

Document Name [GantProposal ] Document Category
Folder ROCT v Public

Document Upload History Add

File Name Date Uploaded ineg view Delete

APP1153079_Negin_Grant Proposal pdf 18-Dec-2017 11:28:25 MIDDLETON, Sharon Delete

APP1153079_Negin_Grant Proposal Revised.pdi 19-Feb-2018 15:51:34 RUDRUM, Kylie Delete

Viewing an Attachment

Attachments uploaded to a specific section (for example, a contract uploaded to ‘Agreements’) can
be viewed from its original location and within ‘Attachments’. Documents uploaded to ‘Attachments’
can only be viewed within ‘Attachments’.
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1. Expand the ‘Attachments’ folder to view the subfolders, or to view the ‘Attachments’
summary screen click the main folder.

Submissions (1)

Awards (2)

Deliverables (2)
Scheduled Payments (4)

Classification Codes (4)

Communications (10)

Attachments (&) * +

Contacts (11)

Alerts/Reminders (2) +

2. Alist of the relevant uploaded documents is displayed. To view a document, click the
document’s name. The attachment will open in a new window or appear in your list of
downloads.

Name Y | category Y

Grant Proposal e | Proposal Documents v |

Uploading an Attachment
From the attachments folder click the ‘Add Document’ button.

Add Document

From all other tabs click the ‘Add’ button (or equivalent) within the ‘Documents’ section.
You will be presented with the ‘Upload File’ window:

Upload File

@ New document ) Mew version of existing document

Name

Category| El
Folder I Root :
Location No file selected,
Upload

1. Name the document.
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Select an appropriate category.

Select the ‘Attachments’ folder in which the document should be located.
Locate the document in your file directory.

Click ‘Upload’.

vk wnN

Associate Dean (Research) Review: Pre-Submission
Requesting Associate Dean (Research) approval

Associate Dean (Research) approval is requested using the status history workflow; this allows easy
tracking of the progress of the proposal.

1. Expand the Submissions and Full Proposal and select Status History.

Submissions (1)
Expression of Interest—

Summary

Personnel (1)
Admin Staff

Budget

Agreements (0}
Communications (0]

Attachments (1)

+

Approvals (0)

| @ apesinotere—|
[ == ]
| = ¢
[ === ]
| o) |
[ =0 |
| edmeni |
[ o ]

Status History (3)

2. From the drop-down menu, select the status ‘Under Review — Pre Submission’.
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Status History
Status 9

Internal EQI Approved v

Approved for Submission

Internal EOl Approved

Not Research Funding

Submission Endorsement Required (OOP)
Submitted to funding body b

Submitted to funding body (Externally)

Under Review - Pre Submission

Withdrawn P

T AT T AT T

Record any necessary comments in the text box, and then click the Add button.

‘Under Review — Pre Submission’ option is used when the Associate Dean (Research) or
School Dean is the CI.

Associate Dean (Research) Review Process

The Associate Dean (Research) will receive an email from the Manage Grants Proposal bot,
requesting they review the attached proposal and select their decision.

The email received by the Associate Dean (Research) includes information about the lead chief
investigator, the project title and the sponsor. It also includes the text:

Please note: Your approval certifies that you believe the proposed project to be research*,
and that the School has the resources to facilitate the performance of the project. If you
have any queries regarding this process, please contact your School’s Research
Administrator Officer or email Research-Preaward@ecu.edu.au.
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G1004110 - Your Pre Submission approval is required - Message (HTML)

HPE Content Manager @ Tell me what you want to do...

Fri 21/12/2018 12:11 PM
ORIRPA@ecu.edu.au
G1004110 - Your Pre Submission approval is required
To
€c  [ECU Research Management System

SupportingDocumentszip | (M@ G1004110-Status History.pdf
3MB & | 130KE

Dear "

You are receiving this email as a research grant proposal is ready for your final approval prior to
submission.

CI:

Project Title: Nitrate and dementia: getting to the heart of the matter

Sponsor: Mational Health and Medical Research Council/Boosting Dementia Research Grants Scheme (**)

Pleaze review the attached proposal and supporting materials, and reply to this e-mail by clicking one of

the following options:

1. Sobmission Approved/2. Submission Not Approved/3. Submission Not Approved - Revision Reguired

Please note: Your approval certifies that you believe the proposed project to be research*, and that the
School has the respurces to facilitate the performance of the project. If you have any gQueries regarding
this process please contact your School’s Research Administration Cfficer or email Research-
Preaward@ecu.edu.au.

Thi=z i= an automated e-mail - please do not add any attachments in your response.

Regards

Manage Grants Proposal Bot

1. The Associate Dean (Research) will save the SupportingDocuments.zip archive to their
computer and extract all files, then open the ‘Proposal’ folder.

2. They should review the submission documents and the status history attachment for any
relevant comments.

3. Once they have reviewed the necessary documents they should return to the notification
email.
a. Select a decision from the links included within the body of the email. The options are:
= Submission Approved;
= Submission Not Approved;
= Submission Not Approved — revision required.

b. Once the decision has been selected, a new pre-filled email message will appear with an
area for them to record comments they would like to pass on to the researcher.

4. Click Send to confirm your decision.

Not Approved for Submission

If a proposal is not endorsed by the researcher’s Associate Dean (Research) the researcher will be
notified through ECURMS. They can then decide whether they wish to withdraw their application,

ECURMS: Grants Administration —
A Guide for Research Administration 52



AUSTRALIA

Edith Cowan University
Research Services

UNIVERSITY

EDITH COWAN

revise their proposal and resubmit it for their Associate Dean’s review, or escalate the matter; this
brings the proposal to the attention of the School Dean, who can then decide whether or not they
support its submission.

Subject EQT review complete

Dear Joe

Your recent Expression of Interest submission Once upon a time has now been reviewed and has not been approved for full proposal development at this stage.
Please consult the reviewers comments within the proposal record as your EOI may require revision prior to acceptance.

You can review the comments by

Logging in to ECURMS

Locating the Proposal/Expression of Interest (note: you can do this by copying the 'GNumber into the 'Quick find' box and pressing enter on your keyboard)
Hover your mouse over the Gnumber in the search results pane, then 'Proposal Development' and click 'Edit' to view the EOI

Click the 'Submission' tab
View the comments by either option a) Click on the scroll and then click the information button or b) Scroll to the bottom of the 'Routing Progress' box

If applicable, once your revisions have been made please resubmit the proposal for review.
Regards

RMS Administrator

Office of Research and Innovation

Edith Cowan University
Email: rms@ecu.edu.au

Escalated

1. From their ‘Declined by ECU’ action item the researcher can select the status ‘Escalated’.

Status History

Status. E Effective Date m
I Declined by ECU j 24-Nov-2014

Declined by ECU

Not Preceeding (Post-award)

[status Date Recorded Date Recorded By [ Delete

Declined by ECU 24-Nov-2014 24-Nov-2014 10:34.12 AN RMS System Administrator m
Comments:

Dept Head Review 24-Nov-2014 24-Nov-2014 10:34:00 AN RMS System Administrator m

| Comments:

2. The review process echoes that of the Associate Dean (Research) submission review process:
a. School Dean receives an email and an action item prompting them to log into
ECURMS and review the proposal.
b. School Dean navigates to attachments and reviews the relevant uploaded
documents.
c. School Dean returns to the action item and records their decision.

Uploading a revised proposal

An Associate Dean (Research) may request that changes are made to the proposal before they
confirm their approval. This is communicated to the researcher using the action item ‘Not Approved
for Submission — Revision Required’.
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1. The researcher will receive an email prompt and an action item informing them of their
Associate Dean’s decision.

2. The action item may include comments or suggestions recorded by the Associate
Dean (Research); these can be found at the bottom of the window.

Comments. |f.| Add |

3. The researcher will open their proposal record by clicking the ‘Open’ icon.

Supporting Attachments {Optional) Aqg

Mo Attached Documents R

Comments:

Next Step/Decision: | Select St=p [=]
Assign to: Please select a Status

4. The researcher will navigate to the attachments folder and select ‘Add Document’.

5. This will open the ‘Upload File’ window; here, the researcher should name their document,
select a category and a folder, locate their file using ‘Browse’, and then click ‘Upload’.

Upload File [Cupioaa )
File Name | |
File Path

6. When the revised proposal has been uploaded the researcher will need to resubmit it for
their Associate Dean’s review.

They will return to their action item, where the next status will have been defined
automatically; this status will be ‘Under Review — Pre Submission’.

If required, the researcher can record comments in the text box.
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7. To complete the process the researcher will click ‘1 am done’ in the Task/Assignment
heading area.

Task/Assignment ——

G1002760 Research Grants Proposal - Initial Application

Research Services Review: Pre-Submission

The Research Services review of the proposal will be carried out by the Coordinator, Research
Administration (CRA) and the Manager, Research Administration (MRA).

The review will take place following the Associate Dean’s confirmation that they approve the
proposal.

The process of the review by the Coordinator, Research Administration and the Manager, Research
Administration is very similar to the Associate Dean (Research) review process.

1. The CRA will receive an email and an action item prompt to review the proposal.

2. The CRA will spot-check the proposal; when complete they will send the workflow to the
MRA.

3. The MRA will then carry out their own review of the proposal, and return to their action
item to record their decision:

= ‘Submission preparation required’: confirms their approval and informs the CRA that
they can begin the preparation of the proposal for submission.

= ‘Pre-submission check complete — minor revision required’: informs the Research
Administration Officers (RAOs) that changes to the proposal are required

= ‘Pre-submission check complete — major revision required’: informs the Cl that their
proposal must be revised considerably before it can be submitted to the funding
body.

Submission Preparation Required

On receipt of the ‘submission preparation required’ email and action item the CRA can prepare the
proposal for submission.

1. The CRA will open the Action Item.
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2. The CRA will prepare the application for submission to the funding body.
3. Once ready, the appropriate person will submit the application to the funding body.

4. Once the proposal has been submitted successfully the CRA will change the status in
ECURMS to ‘Submitted to Funding Body’.

Pre-Submission Check Complete — Minor Revision Required

This status informs the RAO that they should liaise with the researcher to make changes to the
proposal as suggested by the MRA.

1. The RAO will receive an email prompt and an action item.
2. The RAO will work with the researcher to amend the proposal as requested.

3. The RAO will return to the action item and select the status ‘Submission Preparation
Required’, which will inform the CRA that the application can be submitted.

Pre-Submission Check Complete — Major Revision Required

This status will be used by the MRA when considerable changes will need to be made to the proposal
if it is to be submitted to the funding body.

1. The Chief Investigator will receive an email prompt and an action item, which will contain
any comments recorded by the MRA.

2. If the Chief Investigator wishes to continue with their application, they will revise and
resubmit the proposal.

3. The process will then follow the standard submission process (Associate Dean (Research)
review, then returns to Research Services review).

Outcomes
Unsuccessful

Unsuccessful projects should have their outcome notification uploaded to ECURMS. The status
should be changed to ‘Unsuccessful’, and then to ‘Archived’.
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Successful Externally

This status should be used when a grant will be administered by an institution other than ECU, and
ECU will not be receiving funds. If a grant will be administered externally but funding will be
received by ECU then the grant should be marked as ‘Successful’ in ECURMS.

Successful

On notification of an award the RCFTs will update the ECURMS record with the award data, and will
move the status to ‘Successful’. This will send an email prompt and an action item to the Chief
Investigator, who will need to accept or decline the award.

Accepting an Award

1. The Chief Investigator will access their action item by following the ‘Log In’ link at the
bottom of their email prompt.

From - ms@ecu.edu.au

To... Joe i <i.investigator du.au.

Subject 1002101 Internal EOI Approved

Dear Joe

You are receiving this email as your Internal Expression of Interest (EOI) G1002101 — investigating Rewards Schemes, has been reviewed and is approved for further
development.

If you are unsure how to proceed from this point, please contact your Research Administration Officer.
Regards

RMS Administrator]

Office of Research and Innovation

Edith Cowan University

Email: rms@ecu.edu.au

CRICOS IPC 002798

2. Once logged in you will be prompted with the following screen. Clicking on the ‘item
number’ link will allow you to view your Task/Assignment summary.
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Task/Assignment ' [ Forward | [ close |

%GWDE?EQ Research Grants Proposal - Initial Application
Test Proposal 1 for UAT and 2 for UANDME
Investigator, Joe - School of Ats and Humanities
Status: Under Review - Pre Submission

Instructions - RE: G1002759 - Dr Joe Investigator - Department for Education and Child Development
- Test Proposal 1 for UAT and 2 for UANDME

3. The researcher should review the terms and conditions of the award documents, which will
be found within ‘Attachments’.

4. They will then return to the action item to record their decision. Two statuses will be
available:

= Accepted by CI
= Declined by CI

| Select Step EI

Select Ste

tus
Declined by CI

Any comments can be recorded in the text box.

Supporting Attachments (Optional) Add

Mo Attached Docurments

Comments

Next Step/Decision. | select step

Assign to Please select a Status

5. The researcher will confirm their decision and close the action by clicking ‘l am done’ in the
Task/Assignment title bar.

Taskassignmem . Forward | | Close |

G1002760 Research Grants Proposal - Initial Application
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Successful with conditions

Occasionally a grant will be awarded with certain conditions attached; this adds a few steps to the
ECURMS process.

1. The Chief Investigator will receive an email prompt and an action item, encouraging them to
review the conditions attached to the award.

2. The researcher will address the award conditions; this could involve working with Finance to
redevelop the budget.

3. The researcher will upload the revised documents.
4. They will then return to the action item and record their decision.

e ‘Accepted by CI’ will inform the RCFTs that the researcher has addressed the
conditions and intends to accept the award;

e ‘Declined by CI' informs Research Services that the researcher will not be accepting
the award.

Accepted by CI (with conditions)

When a researcher accepts their conditional award the following process should be followed:

1. RCFTs notified through ECURMS. RCFTs review the documents to consider whether the
conditions have been met.

2. RCFT records their decision in ECURMS:

o ‘Dept. head review’: sends the workflow to the Chief Investigator’s Associate Dean
(Research) who will review the revised proposal, taking into account the conditions
attached to the award.

e ‘Conditions not fulfilled — revision required’: returns the workflow to the Chief
Investigator, who will be required to make further revisions to their proposal.

3. ‘Department head review’:
Once the Associate Dean (Research) has reviewed the proposal they will return to their
action item and select the appropriate status:
e ‘Accepted by school’: confirms the Associate Dean’s approval of the revised budget
and notifies the CRC that contract preparation can begin.
e ‘Declined by ECU’: notifies the researcher that the Associate Dean (Research) will
not endorse the revised proposal. From here the researcher can decide to escalate
the process or decline the award.
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e ‘Revision Required’: informs the researcher that they should further revise their
proposal.

Entering data post-submission
Entering an Award

The RCFOs will create a new award and enter the award data on receipt of the outcome notification
from the funding body.

1. Enter the award start and end dates. The end date may require amendment when the
contract schedule is received, as the end date represents the date of the final contractual
obligation.

Submissions (1) +

b Awards (0) B Project Period:

[20-Apr-2015 |t | 13-Apr-2020] | ?

Terms and Conditions

2. Ensure that an adequate number of budget periods are available. There should be one
budget period for each calendar year that funds are received.

If you need to enter additional budget periods navigate to the ‘Budget’ folder and select
New Period.

Project Period: Source View: Rollup subprojects: Proposal structure |@ mport/export |@ 4\ Newperiod | @ New Modification |@
20-Apr-2019 to 19-Apr-2020 sponsor v |@ Not Rollup ¥ |@ . . I -
Budget Summary [Hide]
Periods [hide] Sponsor [zhow Cost Sharing [show] Project [hide]
[~ voawpmop e T ow —Tom Towus | owl  om|  omos| ] o]
1 1 20-8pr-2019 31-Dec-2013 Budget Period * Requested $5,000.000 - $'5,000.000 - $5,000.000
2 2 01-Jan-2020 19-Apr-2020 Budget Period * Requested - - -
Total: $5,000.000 $0.000 $5,000.000 $0.000 $5,000.000

3. On the main ‘Awards’ screen, select New Period.

Project Period: Source View: Rollup subprojects: m‘ @ m‘ @ 9 ‘W‘O
20-Apr-2019 | to [ 15-Apr-2020 | g V)@ NotRallup ¥| @ — 7 A
Budget Summary [Hide]

Periods [hids] Sponsor [show] Cost Sharing [show] Project [hide]
[ veweemop | mwwenr s ew e swus | om|  ow|  oms| Al Tom

Total: $0.000 $0.000 $0.000 $0.000 $0.000

ECURMS: Grants Administration —
A Guide for Research Administration 60

AUSTRALIA

UNIVERSITY

EDITH COWAN



AUSTRALIA

Edith Cowan University
Research Services

UNIVERSITY

EDITH COWAN

4. From the pop-up window, enter the date on which the funds were awarded into the Award

Date box.
New Period
Period 1 Save || Close
Award Status |Awarded v | Submission Type | Initial v |
Start Date | 20-Apr-2013 I End Date | 31-Dec-2013 I Award Date | 01-Apr-2018 | E‘
Csomasson T T o | _com | ponco D
Proposal G1003514 Budget Period 1 - Budget Period * 5,000.000
Budget Period 2 - Budget Period * 0.000

5. You can choose to copy information entered in the Budget to the Award or create a new
Award from scratch.

New Period
Period 1 + Save Close
Award Status |Awarded v | Submission Type | Initial v |
Start Date | 20-Apr-2013 | = End Date | 21-Dec-2013 | = Award Date | 01-Apr-2018 |
sumasson ——— e T o | oo | e
Proposal G1003514 Budget Period 1 - Budget Period * 5,000.000 v
Budget Period 2 - Budget Period * 0.000

To copy an existing budget:
a. Select the budget period you wish to copy by ticking the corresponding box.
b. Click the Save button.

To create a new award:
a. Ensure no boxes within the ‘Copy’ column are ticked
b. Click the Save button.
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6. For reporting purposes, it is necessary to ensure award dates do not span more than one
calendar year (i.e. they should all run between 01-Jan and 31-Dec). Where your project
spans multiple years it will be necessary to fix your budget dates within Awards ‘Setup’, and
the clicking the Period/Dates tab.

Submissions (1)

Awards (2) Setup L7 *

Personnel (1) + GENERAL [ PERIOD/DATES CHANGE PI BUDGET SOURCES

Project Period @
START END

1/ 01-Apr-2019 +

2/01-Apr-2019 gl | 20-Apr-2019 | 15-Apr-2020 |
Cost Sharing
Shift Project Dates g
Justifications New old
Setu Project Start 20-Apr-2015
P J P
Terms and Conditions 13-Apr-2020
-0r-
Award AWD-G1003514 E— [
shift by | | |days v
Deliverables (0)
Award Period ew Peri ew Modificati
Scheduled Payments (0} 1] | New Period ‘ | New Modification ‘ﬂ
BUDGET PERIOD | START o ] orere |
Classification Codes (0] ————— ——————
1- Initial | 20-Apr-2018 | |31-Dec-2019 | Delete
Communications {0) 2 - Initial |01-Jan-2020 | | 13-Apr-2020 | Delete
Attachments (0) #| Override Increment Date Validations @

Checking this setup will allow increment dates to extend beyond the boundories of their "Linksd To" periods.
Checking this setup will allow period dates to overlsp ond allow gops to exist hetween Periods.
Funds will rell up bosed on the "Linked To" Periog.

7. Open the Award period page. At the top of the screen the Start and End dates for the chosen
period appear greyed out, to edit these dates you are required to make a change in the
Budget date for the same period.

Awarded Increment 1@

1 - Awarded - i@ Initial -
Link to Period @ Award Status @ Type @
I0-Apr-2019 ﬁ+ é 31-Dec-2019 m |Of'ﬁce of Research & Innovation
Start @ End @ Associated Department @
Don't Map - (7] | 01-Apr-2013 |E | |E
Awarded @ Submitted @ | Effort
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8. The award amounts should be entered at a summary level
(for example, ‘Funding Body — Cash’).

Under ‘Non-Personnel Costs’, select the category ‘Other’, complete the ‘Description’ field
and enter the amount. Click Add.

Non-Personnel Costs ‘ Add Bulk Entry ‘9
oy s cmion o —
Deta Other ECU Cash Costsharing | | 5,000.000] Delete
Total 4 5,000.000
Select Budget Category v | Add item @

If you have multiple lines to enter, you may wish to use the Add Bulk Entry option.

9. Amounts entered into the award should be cost shared as per instructions within the Budget
section of this document.

10. Repeat steps 3 - 9 per award.

Budget Cost Sources

When adding cost sources to the budget the following rules need to be followed to ensure there are
no flow-on effects to reporting within RMS, Discoverer and the Data warehouse:

e Primary Sponsor —SRC 1: This cost source is identified by the Short Name ‘Sponsor’ and is
automatically added by RMS depending upon how the proposal was created:

o via PD — the cost source will be Default Sponsor. Update this to Sponsor Name /
Scheme.
o via PT—the cost source will be Sponsor name / Scheme.

e Other Cost Sources — SRC 2+: These sources will be sponsor name or org unit only and will
NOT include the scheme.

e Final Cost Source - Unallow: This will be a duplicate cost source and have the Short Name
‘Unallow’, you should not replace this cost source with another, instead add a new cost

source
SRC1 Australian Research Council/Grant - Discovery Projects(**) - \Sponsor |
SRC 2 School of Arts and Humanities - ‘Inst |
SRC 3 Catholic University of Leuven, Belgium - lcuL |
SRC 4 Catholic University of the Sacred Heart, Milan, Italy - \CUSH |
SRC 5 University of Sheffield - UoS |
SRC 6 School of Arts and Humanities - \Unallow |

Cost sources within Budget and Award should be checked to ensure both mirror another.

ECURMS: Grants Administration —
A Guide for Research Administration 63



AUSTRALIA

Edith Cowan University
Research Services

UNIVERSITY

EDITH COWAN

Approvals

Although ethics approval is applied for and managed through REMS (or STREAM), approvals must
also be recorded in ECURMS.

Create new approval

1. Select Approvals.

Submissions (1)

(%) Expression of Interest—

+

Personnel (1)
Budget

Agreements (0)
Communications (0)
Attachments (0)
Approvals (0)

Status History (1)

II!IIIIIHEII

Assignments

2. Click Add Approval.

|

Approvals Add Approval

Mo Approvals Found

3. Select the approval type from the drop-down menu.

Approvals
Type: Human Ethics ¥
Protocol: Human Ethics ® Mot Attached Create New

Animal Ethics

Declaration

Conversion

Exemption
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4. The protocol should be Not Attached. Click Continue.

Approvals * Continue

Type
Protocol: Attached ® Not Attached Create New

5. Clicking ‘Continue’ will open the approval form.

Human Ethics

Status Approval Review Type [ 7|
Approval Review Category E] Exemption No. [ ]
Reference MNo. | [ | Sequence No. TN
Approved [ ] = Approved From ] =
Approved To R

= Select the status: ‘Approved’, ‘Not Approved’, ‘Executive Approval’ or ‘Pending’.

Status Approved v

Approval Review Category| PE"ding

Executive Approval

Reference Mo.

Approved Approved

Mot Approved

Approved To

= Select the approval review type: ‘New’, ‘Amendment’ or ‘Continuation’.

Approval Review Type

Exemption No.

Sequence No. New

Amendment

Approved From

Confinuation

= ‘Approval Review Category’ is not in use.

=  Enter the REMS or STREAM reference number into the ‘Reference No.’ field. Please ensure
that this field contains the REMS or STREAM reference number only; any other information
can be entered under ‘Comments’.
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Feference No. 2019-00114-GARMETT

Enter the date the approval was confirmed in the ‘Approved’ field.

Approved |01-apr2019 | [

Enter the start and end dates of the approval in the ‘Approved From’ and ‘Approved To’
fields.

Approved From [20-May2013 | [ Approved To 31-Dec-2019 | [

Click Save and Close when complete.
To record any useful information relevant to the ethics approval, click the Open icon

INSTITUTION NUMBER ~ TYPE PROTOCOL NUMBER APPROVAL STATUS REVIEW CATEGORY OPEN REMOVE
& 2

G1003514 Human Ethics 2019-00114-GARNETT Approved

Enter information into the Comments field and click Save.

Approvals

Hode: @ status @

e @

Human Ethics Attached ® Not Attached ‘ Approved M |

Approval Review Type @ Approval Review Category & Reference No. @

[ new v [ - [2013-00114-GARNETT =]
Approved @ Approved From @ Approved To @

|01-apr2013 | [20-May-2019 | [31Dec2019 |

Additional Information

+Comments >

Deliverables and scheduled payments

Deliverables and scheduled payments information will be entered by the Coordinator, Research

Contracts on receipt of an executed contract.

For further information on these processes please see Contracts and variations: A Guide for Research

Support.
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Closing a project

Where a project has completed and all contractual obligations met, the RCFT’s can begin the process
of project closure.

Pending closure
Using Status History, mark the project as Pending Closure.

Status History
Slalusg

| Active v

pending Closure
Termination - Pending Closure
Variation in Progress (GFLO)

Variation in Progress (Res Contracts)

This will prompt Finance to confirm that no funds remain in the project account, or to manage any
residual funds. Once confirmed that no funds remain, Finance will update Status History marking the
project ‘Closed’.

When a project is marked as ‘Closed’ an action item is sent to the RCFT’s informing them that they
can now archive the project.

Communications

The ‘Communications’ section is useful for recording conversations that indicate a change to the
arrangement of the grant that haven’t been recorded elsewhere (for example, a phone call that isn’t
supported by a follow-up email). It should also be used for changes to the ECURMS record that
aren’t generally traceable, such as a change to the FoR codes, or personnel.

If a note has been added to the ‘Communications’ tab of ECURMS it should also be included in the
TRIM file.

Adding a note

1. Click on the ‘Communications’ folder on the menu.
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Submissions (1)

+

Agreements (1)

+

Awards [5)

+

Linkages

+

Deliverables (4)

+

Scheduled Payments (7}
Classification Codes (5)

) Communications (14)
Activity Log (0]}

Attachments (16)

-+

Contacts [11)

Alerts/Reminders (6) =+

2. Onthe summary screen, select the type of communication you wish to record.

Function

® Show All Send Email Record MNotes Record Letter Phone Message Add Followup SearchiFitter

3. Complete the ‘Subject’ field and type your note into the text box below. Click ‘Post’.

Function
Show all Send Email * Record Notes Record Letter Phone Message Add Followup Search/Filter |
By: System Administrator, RMS
Re:
Subject: ‘ |

Note: | Post |

The note will then be displayed within the ‘Communication History’.

Viewing a note

1. Locate the relevant note under the ‘Communication History’, and then click the ‘Detail’
icon.
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Function
| * Show All Send Email Record Notes Record Letter Phone Message Add Followup Search/Filter |
Communication Histo 14 records
[WHEN | TYPE| [FROM ________ [SUBJECT** | ATTACHMENTS | RESEND | DETAIL | DELETE
Proposal
Number:
zzigfg'gjll?spm Email To JADEJA, Jayendrasinh Erom OWEN, Dawn G1003583 - i i
U Project account
code required
Proposal
Number:
2202018 email To SMITH, Freda Elizabeth From OWEN, Dawn G1003583 - =] B |
12:56:16 PM q
Project account
code required
Proposal
Number:
22:0ct-2018  Email To LUXA, Sebastian EFrom OWEN, Dawn G1003583 - =] iy @
12:56:16 PM Y
Project account
code required
Proposal
Number:
zzigfg-églfsspm Email To ASAVAPONGPOOLKIJ, Jutarat From OWEN, Dawn G1003583 - i B |
T Project account
code required
Proposal
Number:
1502018 - enail To WEBSTER, Sallyann From OWEN, Dawn G1003583 - =] B |
§:49:55 AM .
Confirm Project
Approvals
2. The note will open in a new window.
Contact Detail [Close]

Date 11-Nov-2014
From System Administrator, RMS
To System Administrator, RMS
cC
BCC
Contact Type Emazil
Subject Proposal Number: DEVPDL00001S

Message
Instructions:

Log In

Posted by System Administrator, RMS

Attachments

Reporting

Project Summary Sheet

Excluding Researchers from the Project Summary Sheet

In previous versions of ECURMS members of a research team could be excluded from the Project
Summary Sheet by entering an order number greater than 70. The mid-2019 upgrade of ECURMS
now uses a drag-n-drop method to order team members, thus to excluded members of the research
team they must be given a role of “Inactive”.

To specify a team member is “Inactive”:

1. Click Personnel menu (under Submissions or Awards)

2. Inthe pop-up window, from the Role drop-menu, choose Inactive.
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Proposal Element Department Personnel Type Role Specified Role

SubAward: Sub/0000003031  University of Melbourne Key - Cl ? « | Budget Roles

3. A pop-up will appear with ticks to confirm where you wish to update this role. Ignore and
Click Save and Close.

The team member should now appear with a role of Inactive, all else will remain the same.

Preparing a Project Summary Sheet
The Project Summary Sheet is used to record the state of a project at a point in time, and a copy
saved to attachments within the Post Award and Contract folder.

To create the Project Summary Sheet, complete the following steps:

1. Click on the Communications menu

Submissions (1)

Deliverables (2)
Scheduled Payments (4)

Classification Codes (4)

Communications (10)

2. Onthe summary screen, select Record Letter as the Function

Function

Show all Send Email Record Notes * * Record Letter

3. Enter the name of the document, choose the category (typically Award Documents) and
select the Letter Template (typically the latest Project Summary Sheet, unless advised
otherwise by the Systems Team).
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4. Click Test. The  ‘Please Wait... message will appear in the top-right of screen whilst ECURMS

From: System Administrator, RMS

Build Attachment

Document Name: Document Category Letter Template

\ g -
(vicw |peere|

Project Summary Sheet | Propesal Documents Form Letters &

Award Decuments " Project Summary Sheet v13.6.7

Project Summary Sheet v13.7
Contract Documents ) Y

Bank Letters
1P Deeds L

Veriation Documents
1 Ethics Documents
Oracle Requests
Invoices
Financial Reports
Technical Reports
Journal Transfer Documents
Purchase Orders

Milestone Confirmation

determines how many letters will be prepared. Once ready, ECURMS will display a dialog.
Click OK.

5. Click Build to create the Project Summary Sheet.
6. To view the Project Summary Sheet, click the glasses icon under the View column.

Whilst possible to add directly to attachments by clicking the Attachment icon, this will be
HTML format, it is recommended you view the Project Summary Sheet, convert to PDF and
upload to attachments.

Reporting tool alerts

Reporting tool alerts are reports run automatically from ECURMS on a regular
(daily/weekly/monthly) basis. Their purpose can be to inform, to remind, or to prompt the recipient
to complete an action.

If you are named as a recipient on the alert you’ll receive an email with a report attached. The
reports are emailed in either HTML format or as an EXCEL Spreadsheet.

Reports can include functionality to hyperlink the grant ID numbers, clicking these links will take you
directly to that grant record in ECURMS.

Title : Daily HES EOT alert v2
2 result(s) matched the criteria

Institution ;oo oC - Sponsor/Scheme E— Associated Department - Associated Department - Proposal Status-  Proposal Status  Current Proposal Status Deadline
Number Name I Proposal Primary Proposal Primary Parent Current Date - Current Recorded By Date
G1002004  ARMSTRONG. Default Sponsor A Geospatial Big Data Analytics Cloud for  School of Computer & Faculty of Health, Engincering and Underreview  24-Nov-2014 Kylie Amanda RUDRUM  15-Dec-
Leisa Early Stem Rust Prevention. Security Science Science 2015
G1002004  ARMSTRONG. Default Sponsor A Geospatial Big Data Analytics Cloud for  School of Computer & Faculty of Health, Engincering and Underreview  24-Nov-2014 Kylie Amanda RUDRUM  15-Dec-
Leisa Early Stem Rust Prevention Security Science Science 2015
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Discoverer reports

You are able to view a number of reports using Discoverer Viewer. The reports are run nightly, and
so the information available is accurate as of the previous evening.

1. Access Discoverer Viewer from the Staff Portal or via the ECURMS home page.

a. Staff Portal:

Other Logins Fall?]

Discoverer

EMS
© Library One Search
STREAK
Semester Exam Timetables
Staff Kiogk

eRec

b. ECURMS home page:

Reporting in Oracle Discoverer
External Research Grant reports are available via Oracle Discoverer viewer
The following user guides have been provided to

1) Pro

on credentials and basic exporting instructions
Reporting in Discoverer (PDF)
2) Provide a detailed listing of the reports, data definitions and naming conventions

MNaming Conventions_Definitions and listing v1.2 (PDF)

f you require any support whilst using these reports, please email: rms@ecu.edu.au

If you are using ECURMS to access Discoverer Viewer you’ll be presented with a widget on
the home page containing links to a guide to using Discoverer and an explanation of naming
conventions.

2. Login using the following details:
= User name: rms_readonly
= Password: PRODPASS1234
= Database: rmsp
= End user layer: rms_eul
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Connect Directly

Enter vour connection details below to connect directly to Oracle BI Discoverer.
* Indicates required field.

Connect To Oracle Bl Discoverer -
* User Name rms_readonly

= Pﬁjs‘\,vord SO RRRRRS

* Database rmsp
End User Layer rms_eul

Locale English -
[ Go |

3. Select your report.

Reports can be viewed for all schools by selecting a report prefixed by ‘All’.

a. Expand the relevant row by clicking the B icon.

B 2 ALL - RMS Grants - All Reports - RMS27b

B 2 ALL - RMS Grants - Invoice checkpoints details - RMS4

B 42 ALL - RMS Grants - List of Grant Applications Submitted in the last fortnight - RMS26
B 42 ALL - RMS Grants - List of Submitted Grant Applications - RMS26b

B> %2 ALL - RMS Grants - Overdue Reports - RMS27

B 2 ALL - RMS Grants - Project Details including Classification Codes - RMS38

B 2 ALL - RMS Grants - Projects marked as Successful - RMS19b

B 2 ALL - RMS Grants - Requested and Awarded by project - RMS5

P %2 ALL - RMS Grants - Status Under Review - Pre-Submission

P %2 ALL - RMS Grants - Unsuccessful

P @ Grant investigator details

B %2 RMS Grants Data Validation Seq32 Error details -Awarded Year start end date errors
> @ RMSP Grants Data Validation Error Report

> @ RMSP Grants Data Validation Summary Report

This will reveal a hyperlink.

b. Click the hyperlink to open the report.

B> %2 ALL - RMS Grants - Projects marked as Successful - RMS19b

¥V < ALL - RMS Grants - Requested and Awarded by project - RMS5
RMS Prod - Grants Report RMS5 g
B 2 ALL - RMS Grants - Status Under Review - Pre-Submission

c. The ‘Submitted’ and ‘Successful’ reports have search filters, allowing you to select the
range of dates for which you require information. If you’d like to view all records leave
these fields blank.
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Parameters Needed

Select values for the following parameters.

* Indicates reguired field

#* Select one or more
values for Success I'JAN','FEEJ','MAR','APR','MAY",'JUN','JUL'

#* Select one or more
values faor I'EEI‘IE'
Success_Year:

UNIVERSITY

EDITH COWAN

4. You may wish to export the data. To do this click ‘Export’ under the ‘Actions’ menu to the

left of the page.

Actions

REerun query
Save

Save as
Revert to saved

Printable page

Export
Send as e-mail

Worksheet options

Worksheets

RMSP List of All
Grants marked as
successful

This will present a menu containing a number of options, including HTML, Excel and Oracle.

Select the relevant program from the list and then click ‘Export’.
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Choose export type

Use the drop-down list to specify the export file format. [ Cancel ) |l__E}{p|:|rt)

| CSV (Comma delimited) (*.csv) B2

CSV (Comma delimited) (*.csv]

DIF (Data Interchange Format) (*.dif) (_Cancel ) ( Export )
ET;T;t;Z‘i '[I'S);ﬂll:Space delimited) (*.prn) % | Exit | Help ¢
Hyper-Text Markup Language (archived) (*.zip)
Microsoft Excel Workbook (" xs)

Oracle Reports XML (*.xml)

PMNG Image (*.png)

Portable Document Format (FDF) (*_pdf)
SYLK (Symbolic Link) {*_slk)

Text (Tab delimited) { txt)

Web Query for Microsoft Excel 2000+ (*.igy)
WKS (Lotus 1-2-3) (*.wks)

You will then have the option to view or save the report.

Export Ready

The export you requested is ready. Please click the button below to open the exported document to view or save it

( Click to view or save ) e

Return to worksheet

Searching in ECURMS

1. From the ECURMS home page, select the ‘Research Grants’ menu bar on the left of the
screen.

User Guides

Research Grants >
Research Ethics

Research Cutputs

Funding Opportunities

= Alternatively, select ‘Locate Records’ or ‘Locate My Records’ from the toolbar on
the top of the home page.

Home My Profile | ocate My Records Locate Records Things to Do
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2. When the menu has expanded click ‘Locate Records’ or ‘Locate My Records’.

User Guides
VAlardeflae Shadkic)

Research Grants ‘W Create New Expression of Interest

Research Ethics Create New Tracking Record
Research Quiputs Locate Records
Funding Opportunities Locate My Records 5

Adhoc Reporting

n

Standard Reporting

3. You can search using a number of different criteria:

‘FMIS Project Account ID’: the Oracle project account code.

‘Record Creation Date’: this refers to the date that the Proposal was recorded in
ECURMS.

‘Record Number’: grant ID, usually beginning with ‘G’.

‘Record Owner’: the project owner in this context is the Chief Investigator. This
option uses predictive text functionality. Simply start typing the surname of the Cl
and select the desired name in the list that appears.

‘Record Owner Primary Department’: the organisational unit of the Chief
Investigator. This option uses predictive text functionality. Simply start typing the
name of the organisation unit and select the desired name from the list that
appears.

‘Record Personnel’: the name of the contributors, consultants, or key personnel to
the research project.

‘Record Primary Department’: this option will allow you to search for all records
that are ‘'owned’ by a given organisational unit. This option uses predictive text
functionality. Simply start typing the name of the organisation unit and select the
desired name from the list that appears.

‘Record Primary Sponsor’: this option allows you to search by sponsor and scheme,
using predictive text entry. Simply start typing the name of the desired funding body
and select the desired name from the list that appears.

‘Record Primary Sponsor Type’: this option allows you to search by the primary
sponsor type, using predictive text entry. Sponsor types used by us are:

Australian Commonwealth Government

Australian Foundations charities principally non-profit organisations
Australian R&D Corporation, Council or Board

Default Sponsor Type

Edith Cowan University

Industry outside WA within Australia

O O O O O O

Local/State Government outside WA within Australia
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Non-Profit Organisations
Other Australian Tertiary Institutions
Overseas
WA Industry
WA Local Government
o WA State Government
= ‘Record Status’: It is not recommended to use this search option.

O O O O O

= ‘Record Associated Departments’: this option provides a drop-menu allowing you to
search for records where researchers are members of the research team based on
the chosen department.

= ‘Record Primary Department’: the Chief Investigator’s school. Type the name of the
department into the (predictive) text box and choose from the database.

= ‘Record Classification Codes’: this option provides a drop-menu allowing you to
search for records based upon Field of Research (FoR) and Socio-Economic
Objectives (SEOQ) classification codes.

= ‘Record Key Words’: this option provides a drop-menu allowing you to search
records based upon a chosen key word

= ‘Record Title’: this represents the title of the project. To search, type the name (or a
substring) into the field provided.

= ‘Ref Account Number’: this option allows you to search by the HP records Manager
(previously TRIM) number.

= ‘Status Code Grouping’: this option allows you to search based upon a group of
statuses chosen from a drop-menu; options are Active; Inactive; Not funded;
Pending; Pre-submission; and Processing Notice.

= ‘Centre/Program’: this option provides a drop-menu allowing selection of ECU
research centres and institutes

= ‘EOI Sponsor Name’: this option allows searching on the sponsor name entered into
the EOI submission form

= ‘Sponsor Opportunity Number’: this option allows searching on the sponsor
opportunity number

= ‘Sub Award Number’: this option allows searching on sub/ numbers.

To select one or more search criteria, click the desired checkboxes. This will move the
criteria to the right hand side of the screen and expose the field to enter your search
term:
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Select 'Locate’ Criteria Help || close

Modules available for searching across:

Account Animal Protocol Human Protocol ¢ Research Grants

Available fields to search by Selected fields Search

FMIS Project Account ID

[& 12345

Record Associated Departments Record Primary Sponsor Type

Record Classification Codes Record Status

Record Creation Date
Record Key Words
Record Number

Record Owner

Record Title
Status Code Grouping
Center/Program

EOI Sponsor Name

&Y

Record Owner Primary Department FMIS Project Account ID

Record Personnel Ref Account Number
Record Personnel Department Sponsor Opportunity Number
Record Primary Department Sub Award Number

Record Primary Sponsor

Once you have entered your criteria, click ‘Search’.

Selected fields Search

FMIS Project Account 1D

E 12345

To remove a search field from your criteria, uncheck the field no longer required and it
will be removed.

4. Once your search has executed and you have identified the record you would like to open,
click the proposal Number, dots will appear after which until the ‘Proposal Development’
and ‘Proposal Tracking’ options will appear.

GUMMER, Joel Paul National Hea » 61005683 GUMMER, Joel Paul

»  G1005683 ) s
Aloysius Aloysius

National Hea

STROBEL, Matalie United Natior STROBEL, Natalie United Natio

» @ nnERaN > 005680
200 Ann 2021 ‘&"mposal Development » =T 2021

PEMNEY, Dawn

»  G1005679 - Department ¢ » G Proposal Tracking > | View Department (
Elizabath
Overview Info >
»  G1005676 DAVIS, Robert Allyn ~ National Hea G Do sbertAllyn  National Hea

5. Click on ‘Edit’ to open the record.

6. The ‘Quick Find’ search allows searching records on to Last Name, Record Number, Record
Title and Sponsor Name.
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Further assistance

If you require instructions on ECURMS processes not included in this guide please consult the
following manuals available from the ECURMS WebApps Resources web page:

e Creating and Submitting and an Expression of Interest (EOI): A Guide for Researchers
e Reviewing Research Proposals: A Guide for Associate Deans Research
e Contracts and Variations: A Guide for Research Support

If you require further assistance please contact researchsystemssupport@ecu.edu.au.

ECURMS: Grants Administration —
A Guide for Research Administration 79


http://intranet.ecu.edu.au/web-apps/staff/research-management-system/resources
mailto:researchsystemssupport@ecu.edu.au

