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

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 RCFQ’s are required to
confirm that all necessary approvals (for example, ethics) are in place.

ECURMS: Viewing and Recording Data —
A Guide for Research Support 3
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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.

Active: a project account is in place and the researcher is working on their research project.

Pending closure: the project is complete and all contractual obligations have been met.

Closed: Finance have confirmed that no funds remain in the project account.

Archived: the project has been archived.

w XN

ECURMS: Viewing and Recording Data —
A Guide for Research Support 4



Edith Cowan University
Research Services

Accessing ECURMS

Logging In

1. Log into the Staff Portal with your ADS username and password.
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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

-2 - - -

Course & Unit Offerings System @
ECU Pool Vehicle System [i]
ECU-ORCID Connect

ECUonQ

ECURTS

ECUSIS Room Bookings

Emergency & Evacuation Induction
{All staff)

expensed
Health & Safety Induction

IT Services Kiosk

IT Service Status - Student
Systems

Learning_Portfolio
LinkedIn Learning 1]
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 M. ment System 4—

Riskware

3. ECURMS will open in a new window.
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Wekcorms RMS System Administrator | oo

Home  MyProme  LocateMyRecords L Things 1o, Do

user Quicss
Workflow Chart(s) e
Researcn orants .
£0rS In Procass Fropasas Trackeg
Resesrch Etiics

Research Outputs
Funding Coporunites Things to do - 1 ltems

6100432
Anpron

a0 oF pradichve Bsrarkars for Immuneiharkgy 140N % malsnons CALAPRE. Lasss Dabes Lo
Assignad 21 days sge

Alerts/Reminders Due (in next 80 days)

[Proposal Number Alert Desc
G1003568
G009
@1004136

10041

Expression of Interest

Creating and ECI

1.1 90 mem, Cick Ressarch Grants and ssisct Croate a now Expression of intorost

2 Enter the name of the C1 and the Froject il

Create Progasal

4 Miake nole of the proposafs Grumber (s.9. GH0X1010), localed i the lag-ief, this can be Lad 1o resume he.
EC1 and when Kaising with ORI

Downlaad the Submiting an EQI Cheat Sheet for clep by-£lep insirucsons

Resuming an EQI

Reporting in Oracle Discoverer

External Research Grant regorts are avaiatie via Oracke

T tolwing User QuIOss Nave beer o0 1

1. Frowics log on credanlials and basic axporing insiuctions

Regarting PF)

ting of he ragets, gt defniions and maming convantion
and listing v1 2 (PDF)

g NS FEports, DleasE SmaL ME @20

Reparts Due (in next 80 days)

Thare are. ra reparts cue for the nest 94 days

Bookmarks - flems

Feecond Husmber Mossate T

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

software.
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Searching in ECURMS

1.

2.

3.

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

User Guides

Research Grants >
Research Ethics

Research Cufputs

Funding Opportunities

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

Home My Profile Locate My Records Locate Records Things to Do

When the menu has expanded click ‘Locate Records’ or ‘Locate My Records’.

User Guides

WNlnrdeflava: Mhackia)
Research Grants (3 Create New Expression of Interest
Research Ethics Create New Tracking Record
Research Outputs Locate Records
Funding Opportunities Locate My Records S

Adhoc Reporting

m

Standard Reporting

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

ECURMS: Viewing and Recording Data —
A Guide for Research Support 7
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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

Local/State Government outside WA within Australia

Non-Profit Organisations

Other Australian Tertiary Institutions

Overseas

WA Industry

WA Local Government

o O 0O 0O O 0O oo O o0 o o

o WA State Government

= ‘Record Status’: It is not recommended to use this search option.

= ‘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 (SEO)
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:

ECURMS: Viewing and Recording Data —
A Guide for Research Support 8
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Select 'Locate’ Criteria

Help

Close

Modules available for searching across:

Account Animal Protocol

Available fields to search by

Human Protocol ¥ Research Grants

Selected fields

Search

Record Associated Departments

Record Owner

Record Owner Primary Department
Record Personnel

Record Personnel Department
Record Primary Department

Record Primary Sponsor

Y

FMIS Project Account ID
(5 12345

Record Primary Sponsor Type

Record Classification Codes Record Status
Record Creation Date Record Title

Record Key Words Status Code Grouping
Record Number Center/Program

EOQI Sponsor Name

FMIS Project Account ID

Ref Account Number
Sponsor Opportunity Number
Sub Award Number

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

Selected fields

Search

FMIS Project Account [D

E 12345

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

removed.

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

GUMMER, Joel Paul

3 G1005683 . Mational Hea 3 G1005683 . National Hea
Aloysius Aloysius

N @innzaan STROBEL. Natalie United Matios » e STROBEL. Natalie United Natio:

» 00 Ann 2021 ‘h"‘mpml Developmeant » ESLT 2021

PENNEY, D i

> G1005673 - S Department « » @ ProposalTracking b | View Department ¢
Elizabath

Overview Info »>
3 G1005676 DAVIS, Robert Allyn National Hea » LC] Delate sbert Allyn National Hea

Click on ‘Edit’ to open the record.

The ‘Quick Find’ search allows searching records on to Last Name, Record Number, Record Title and

Sponsor Name.

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).

ECURMS: Viewing and Recording Data —
A Guide for Research Support 9
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Create New Proposal

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

Uszer Guides

Research Grants Create New Expression of Interest
Research Ethics Create New Tracking Record
Research Quiputs Locate Records

Funding Cpportunities Locate My Records 5

Adhoc Reporting

L)

Standard Reporiing

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

Create New Proposal

—
=
=
]
=
=

| Please type and select the CI Name | | cl |

| Proposal Type | | Expression of Interest |

| Please enter the proposed 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

ECURMS: Viewing and Recording Data —
A Guide for Research Support 10
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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 | ‘ ol

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 | |

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

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

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

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

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

2. Enter the proposed title for the project in the free text box.

Please enter the proposed project title

3. Click ‘Create Proposal’.

Create Prupusal

ECURMS: Viewing and Recording Data —
A Guide for Research Support 11
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=
]
=
=
. =

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.|
4
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;
s sponsor; and

« funding support details.

Create Proposal

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

Processing i:

ECURMS: Viewing and Recording Data —
A Guide for Research Support 12
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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)

EDED

Setup Questions w | [ ResetDefauts |

EOI Landing Page

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

| am resuming / reviewing an EOl submission
= To return tokvisit the EQI form please click on the "EQI - 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: Viewing and Recording Data —
A Guide for Research Support 13
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The Expression of Interest form will appear as below:

Proposal To the ends of the Earth and back again. E] Proposal
61002785 RMS System Admini - Edith Cowan University (Default Sponsor)

coen
cotmansrere (R

EOI - Data

Instructions Complete [

Submission
* 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
& support Submission.

@ show Help * 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 ili with an ECU i d Research Centre/Institute?

Oves ®no

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

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

Oves ®no

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

OvesOno

Next Steps
Once you have completed entering data for your Expression of Interest proposal:
* Check the Complete box on your proposal (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 video for an overview of the process.

Note: Please do not close the browser showing your ECURMS record — you will need this later.

ECURMS: Viewing and Recording Data —
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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 = icon in 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

[=

L June 2021 b
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 & 7 8 9 10

Monday, June 14, 2021

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

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

ECURMS: Viewing and Recording Data —
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5. Defence related project
Is your research project defence related? If ‘Yes’, there are additional requirements your project must
meet.

™ves Ono

To Conduct Defence related research institutions must maintain membership of the Defence Industry Security
Program (DISP). The DISP 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?
Mves ONo

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

"

s

In the pop-up window, select the name of the Centre/Institute then click ‘Select’.

Centres/Programmes —b Select Close

Select Centre/Programme from list:
0'9ABCDEFCI—]JKLM\IOF‘QRS"U\"\'JX'—'Z

[ ~|| Locate

-Or-

Pick from tree view:
Edith Cowan University

- Institution for Nutrition Research

- Exercise Medicine Research Institute ()

|- Security Research Institute () ‘—

- Centre for Precision Health ()

|- Centre for Integrative Metabolomics & Computational Biology

- 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:

ECURMS: Viewing and Recording Data —
A Guide for Research Support 16



AUSTRALIA

Edith Cowan University
Research Services

UNIVERSITY

EDITH COWAN

*/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?
Oes O Mo

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

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

10. 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

11. 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.
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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 (BCU) J/ Institution (Non-BCU) Proposed Role on Project
Joe INVESTIGATOR School of Science Associate Investigator il
Jane SMITH School of Engineering Project Managed m

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

EDITH COWAN

@ Proposal

EOQI Landing Page m I

EOQI Data

Submission

z Support
@ Show Help

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

completed.

ECI Landing Page

EOI Data e

Submission

Expression of Interest: Uploading supporting documents

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

EQI Landing Page

EOQI Data

Submission e

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

|Forme0cument Name | Edit Status

Add Institution Forms/Suppaorting Documents

ECURMS: Viewing and Recording Data —
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This will launch the ‘Upload new document’ window.

Upload

Upload new document

Name

Location | Browse. | Nofile selected
Category | Proposal Documents -
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.
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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 S4&m? Fre-Revizw 13

‘thumbs-up’ icon.

Submission e Completed [l

Prior to finalising your EQI submission:

= Ensure you attach any relevant supporting documents that may give your Dean/Associate Dean (Ressarch)
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 EOI by clicking on
the "thumbs up” icon 15 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 yvour Research
Administration Officer.

Compaonents for Initial Application Fre-Review Route: | RPA Approval Route ¥ ]SL.IJ'Tlit F're-F{Euiewﬁ

Current Submission

Form/Document Name Edit Status Upload Remaove

Add Institution Forms/Supporting 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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Viewing data in ECURMS
Navigating the ECURMS record

Navigate the ECURMS record using the menu to the left of the screen. Click a menu item to view the
associated data.

Full Proposal

Submissions (1)

+

Awards (2)

+

Deliverables (2}

+

Classification Codes (4)
Communications {10)

Attachments (6)

+

Contacts (11)

Alerts/Reminders (2) =+

w
w
[x]
4
B
]
2
=

3
m
2
L)

—_

2

If a menu contains a sub-menu, it will have an & icon. Click this icon to expand the menu.

Personnel

To view the proposed research team, click Personnel within the Submissions menu.

Full Proposal

Summary

Personnel (7)

Budget

Agreements (1)

+

Communications (10)
Attachments (6)
Approvals (1)

Status History (10)

Once a grant is successful and funded, the final research team is accessible via Personnel under the Awards
menu.
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Submissions (1)
Awards (2)

personnel (6)

1/11-Apr-2019

2/ 11-Apr-2019

SubAwards (3)

Cost Sharing

This information will have been entered by a Research Administration Officer (RAO) as per the proposal, and
updated by a Research Contracts and Funding Officer (RCFO), if the project has been made active.

% Effort v |@
Senior/Key
Lo e | cosmeneon scovemcs x| o o vt |
: o Edith Cowan University s
: Office of Research & Innovation
University of Melbourne
B University of Melbourne 2
University of Western Australia
= ywa 2

Any external investigators named on the proposal will also be listed here, with their organisation named in the
‘Organization/Department’ column.

The researcher’s school (‘dept’), their role on the project (‘role’) and the FTE that they will commit to the
project (‘% effort’) can be found on this screen. Researcher effort may be entered via the budget.

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;
e drag up/down to the desired position; and
e click Save once complete.
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Senior/Key

.n NAME/ROLE m ORGANIZATION / DEPARTMENT

Bryan James GARNETT-LAW Edith Cowan University

*
. o o ining = Office of Research & Innovation
DRAG TO RE-ORDER

MU G o

SubAward Pl = Unfuersit\,r of Melbourne
P - University of Melbourne
Certifications and Training
Michael Shane O'LEARY Edith Cowan University
(1 Jfe] = )
P . Office of Research & Innovation
Certifications and Training
‘ David Ames University of Melbourne
: o = University of Melbourne
Certifications and Training
Jason Beringer . -
P M hu t
H (@) SubAwaord Pl = pnash UNIversity

M h Uni it
Certifications and Training onash University

. ?{:Z:Tbvhzfdte;r University of Western Australia
: Uwa

Certifications and Training

B

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.

Budget

The budget details funding requested from the sponsor in the original proposal and is entered by an RAO
during proposal development.

Detail

To view the budget, select the ‘Budget’ folder.

() Full Proposal

Summary

Personnel (3)

Budget +
Agreements (2) +
Attachments (12)
Approvals (1)

Status History (8)
Assignments

Alerts/Reminders (5) +

The budget is entered at a summary level (items are not individually costed), and can be found in the
‘Non-Personnel Costs’ section.
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@ | Add Bulk Entry
Non-Personnel [hide]

fomeory [ pmopi|  Pewiop2 | Dimicrcosis| |
Detail Other (4} $ 130,000.000 $102,500.000 $232,500.000 Delete
Subtotal Non-Personnel: $ 130,000.000 $ 102,500.000 $ 232,500.000
- Add Item
.
Cost Sharing

If a project includes multiple funding sources and/or involves some combination of Cash and In-Kind funding,
‘cost sharing’ is the mechanism that ECURMS uses to ‘split’ the funding that has been entered. The cost
sharing tab is located within the ‘Budget’ folder.

Budget
Period 1
Period 2

SubAwards (3)

Cost Sharing
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Non-Personnel Costs

| peteil | other (Ecu casH)

sponsor] Cost sources 10,370.000 0.000 10,370.000

¢ Inst 0.000 0.000 0.000
Jand] Unallow should 0.000 0.000 0.000

palby| not be replaced 0.000 0.000 0.000

Unallow ] or edited. 0.000 0.000 0.000

| peteil | other (ECU In Kind)

Sponsor 0.000 0.000 0.000
Inst 35,332.000 0.000 35,332.000
Jand 0.000 0.000 0.000
Dalby 0.000 0.000 0.000
Unallow 0.000 0.000 0.000
| Detai | Other (Dalby Cash) Separate entries for cash and in-kind are required per funding source

Sponsor 0.000 0.000 0.000
Inst 0.000 0.000 0.000
Jand 0.000 0.000 0.000
Dalby 5,185.000 0.000 5,185.000
Unallow 0.000 0.000 0.000

| Detai | Other (Jandowae Cash)

Sponsor 0.000 0.000 0.000
Inst 0.000 0.000 0.000
Jand 5,185.000 0.000 5,185.000
Dalby 0.000 0.000 0.000
Unallow 0.000 0.000 0.000

| Deteil | other (Dalby In Kind)

Sponsor 0.000 0.000 0.000
Inst 0.000 0.000 0.000
Jand 0.000 0.000 0.000
Dalby 18,208.000 0.000 18,208.000
Unallow 0.000 0.000 0.000

1. The first row grouping will always detail contributions from the funding body. Use the ‘Detail’ button
to specify whether an item is ‘Cash’ or ‘In-Kind’.

2. Because the budget is entered at a summary level the contribution share will always be 100%
(available within details), and the dollar amount requested will listed against Sponsor.

3. Ifthe sponsor will also be contributing in-kind an additional entry is required. This is because there is
no option to mark funds as ‘In-Kind’ in the first sponsor row.

4. In this example the institution is contributing $35,332 in-kind; so ‘In-Kind’ has been specified within
the ‘Details’ screen for this item, along with the percentage. Only the amount contributed listed is
now displayed on the summary page.

5. Each contributing party will appear as a row within the table, each will have a row per contribution.

Classification Codes

To view the project’s area(s) of strength and opportunity, the type of research, the field of research (FoR)
codes and the socio-economic objective (SEO) codes, select ‘Classification Codes’ from the menu.
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+

Submissions (1)

Agreements (2)

+

Awards (2)

+ |+

Linkages

Attachments (12)

This information will have been entered by an RAO at the proposal development stage, with the codes having
been taken from the proposal or requested from the researcher.

Classification Codes @ Edit Mode

ECU Research Themes and Priority Areas Select Codes from Hierarchy or | Enter New Code = 2

13 Neurascience and neurerehabilitation [

FOR [2020] Select Codes fron o | Enter New Code 2

CODEVALUE NAME WEIGHTING | ALL B
TOTAL

SEO [2020] Select Codes from Hierarchy or [Enter New Code 2

CODEVALUE NAME WEIGHTING | ALL B
TOTAL

Type of Research Select Codes from Hierarchy or | Enter New Code _C

01 Applied 100,000 |

FOR [2008] - Do Not Use [Superseded) Select Codes from Hierarchy or |Enter New Code 2

1 10308 Geriatrics and Gerontalogy s0.00k ()

11009 0 3 Central Nervous System 50.00k [

SEO [2008] Do Not Use [Superseded) Select Codes from Mierarchy or | Enter New Code 2

9 20 1 1 2 Meurodegenerative Disarders Related to Ageing 100,00 O

Awards

If the proposal was successful and funding awarded, an Award will have been created by a RCFO. Access
awards by selecting Awards from the menu.

Submissions (1)

Agreements (2)

w
=
H
&
E
+ 1+ |+

Personnel (1)

1/ 27-Feb-2018

+

2 f 27-Feb-2018

+

Cost Sharing

-]
g
@
-]
=
a
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The ‘Awards’ menu details the funding committed by the sponsor, rather than actual income received.

Summary Screen

Project Period: Source View: Rollup subprojects: Proposal Structure |@ Import/Export @ New Period (@ | Mew Modification @
20-Apr-2018 to 19-Apr-2020 1 proect “he ®
Budget Summary [Hide]
Periods [nide] Sponsor [show] Cost Sharing [show] Project [nide]
| veawpemon [ wckewent Jsaer Jew nee Jsas Lo owl| _ omees| mal o
2 1 1 20-Apr-2019 31-Dec-2013 Initia Awarded $125,000.000 $5,000.000 $ 130,000,000 $130,000.000
2 2 01-1an-2020 15-4pr-2020 Initial Awarded 100,000.000 2,500.000° 102,500.000 - 102,500,000

Total: £ 225,000,000 $7,500.000 $232,500.000 $0.000 $232,500.000
Subproject Summary [Show]
Personnel [show]

@ 166 sulkeny
Non-Personnel [showr]

SubAwards [show]

Subprojects [show] @

Total Project Direct Costs: £ 130,000.000 $102,500.000 $ 232,500.000
Project F&A: 0.000 0.000 0.000

Total Project Costs: ~ $130,000.000  §102,500.000  § 232,500.000

The award summary screen presents the following information:

1. Project start and end dates. The start date will be as per the contract, and the end date will be the
date of the final contractual obligation.

2. Budget periods. There will be a line per calendar year that funding is awarded, with the award
amount listed for each year.

3. The total funds awarded.

Detail

Awards are entered at a summary level and can be found in the ‘Non-Personnel Costs’ section. Each sponsor
will have a separate line for cash and in-kind (if applicable).

Project Period: Source View: Rollup subfrojects: Proposal Structure | @ mport/Export |@ NewPeriod | @ New Modiication | @
11-Apr-2018to 10Jul- 2019 _ —_— _
Apr-2018 1o 10-1d [Project *|h@ e
Budget Summary [Hide]
Periods [nide] sponsor [show] Cost Sharing [show, Project [hide]
YEAR{PERIOD | INCREMENT | START [ewp  [Tvee [ sTATUS TOTAL TOTAL DIRECTS Fih TOTAL
1 1 11-4pr-2018 31-Dec-2018 Initial awarded 510,370,000 $82,119.000 592,489,000 - 552,489,000
2 2 01-Jan-2015 10-Jul-2013 nitial Awarded - - c ] o
Total: $10,370.000 $82,118.000 402,189,000 $0.000 §62,480.000
Subproject Summary [Show]
personnel [hide]
e [ Puooi| pouoo2 |owcrcoss| |
Detax MAIN, Susan €/ - - $0.000
Subtatal Personnel: $0.000 $0.000 $0.000
2dd New Profle | 22 [ select Type — v [~ select Role v | | add Persan
@ aodpuikentry
Non-Personnel [hide]
| | cameGory PERIOD 1 PERIOD 2 viRecTcosts ||
Deta Other (5) $92,489.000 $92,489.000 | Delete

Subtotal Non-Personnel: $92,489.000 $0.000 $92,489.000

| Additem

subawards [hide]

| | [ INST/CONTRACTOR NAME SHORT FORM[] | Perion1 | PERIOD2 | DIRECTCOSTS | |

Na records to display.
Subtotal SubAwards: $0.000 $0.000 $0.000

d institution name Begin typing to select & subawerdP Add subaward

subprojects [show] @

Total Project Direct Costs:  § 92,433,000 - 552,489.000
Project FRA: 0.000 0.000 0,000
Total Project Costs: $92,489.000 $0.000  $92,489.000
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The ‘Award — detail’ screen also displays the name and organisation of any external collaborators involved.
This can be found in the section ‘SubContract/SubAwards’. No costs will be listed against the external
investigators in this section; any costs associated with external investigators will have been included in the
summarised budget items above.

Cost Sharing

The ‘Cost Sharing’ section of the ‘Awards’ tab indicates whether funds awarded are cash and in-kind. Please
see the Budget pages of this document for instructions on using the cost sharing screen.

Deliverables and Scheduled Payments
Deliverables

Deliverables contains information on all contractual obligations held by the Chief Investigator. These are most
often:

e  Technical: progress, annual or final reports; or
e Financial: financial statements or acquittals.

Each category of deliverable is a sub-menu item under the deliverables menu. The information is entered by
the Research Contracts and Funding Team on receipt of the executed contract and schedule.

Submissions (1)

Full Proposal

Add New PT

Add New PD

Agreements (2)

+

Awards (5)

Deliverables [4) é —_

Financial (3)

+

+ |+

Technical (1)

Expand Deliverables and the appropriate deliverables category to select the deliverable you would like to
view in detail. Alternatively, you can click Deliverables to open a summary of all deliverables required from the
project.
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Deliverables Add
Report Hame @
Use Praject Start and End Dates®  -OR- 5ot Humber of Reparts @ | 1
Start Date @ Form @ Frequancy @ category @
09-May-2019 v v v
31-Aug-2018 End of Year Report Financial Default Report Form [F] i Annually (12 months) / n/a
31-Aug-2019 End of Year Report Financial Default Report Form £ i Annually (12 months) I n/a
31-Aug-2020 End of Year Report Financial Default Report Form -] i Annually (12 months) I n/a
30-un-2021 Final Report Technical Default Report Form & i One time / n/a
Patent Subaward
Disclosure @ oate @ ° tate @
Report Due

Invent Statement @

This page offers information on the deliverable due date, category, frequency of the report and whether or not
the report has been completed and submitted.

Click the @ icon to open a deliverable’s record.

Deliverable Complete

You will be able to check whether a deliverable has been completed and submitted to the funding body by
viewing the top section of the deliverable record.

End of Year Report

Report Hame @
End of Year Report

Report Frequency @
Annually {12 months) ¥

Raport Category @
Financial ¥
Form @ Reporting Period Start Date @
Default Report Form ¥

Deliverable Due @
31-Aug-2018

Reporting Period tnd Date @

Submitted

Reported/Completed
Date

K st 2 m™eooa o(]a3 ™

Documents Add
Neo Documents Found

Status History

Status @ Date @
n/a v | [ 03-may-2019

Comments @

You have [1000 | characters left, @

fonre R s s pare m lcommers oo ]
15-May-2017 nfa 15-May-2017 Sandra Natalie GREEN

|Additional Information

+Milestone linked to an invoice v ]

+Invoice Amount 15 digit max. @

+Invoice Currency = | o °

1. If areport has been completed and submitted, the ‘Reported/Completed’ and the ‘Submitted’ boxes
will be ticked.

2. The date that the reports were completed and submitted will be displayed in the ‘Date’ field.

3. Under ‘By’ in the ‘Reported/Completed’ section will be the name of the person who completed the
report and submitted it to Research Services; under ‘By’ in the ‘Submitted’ section will be the name of
the person who submitted the report to the funding body.

If the ‘Submitted’ fields are blank the deliverable has not been submitted to the funding body.

A copy of the deliverable will be found within the record’s ‘Documents’ section. Click the name hyperlink
to view the document.
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jer Maintenance || Add Document | Add EForm || Delete Selected

umn header and drop it hers to group by that cokumn
Name Y  category YT | Foider Y Managed by Y submission Y Versions Last Updated T

Aviard Documents . ROOT *| Record Initial Applicatios 1

Deliverable Initial Application 1

Outstanding Deliverables

Monitoring the fulfilment of deliverables is a task that is distributed amongst the Research Administration
Team with reminders and requests sent on a monthly basis. These follow-ups are recorded within ECURMS
attachments and, also, may have been included as a comment in the deliverable status history. This can be
found towards the bottom of the screen.

[oare [smamus STATUS DATE [ COMMENTS DELETE
02-May-2019 Report requested from CI 02-May-2019 Dawn OWEN @
08-Apr-2018 n/a 08-Apr-2019 Sandra Natalie GREEN i

Deliverable Linked to an Invoice

The final section of the deliverable record indicates whether or not the deliverable is linked to an invoice.

Additional Information

+Milestone linked to an inveoice | 1. Yes v |
+Invoice Amount | 15000 | 15 digit max.
+Invoice Currency | Set || Clear |

1. Milestone linked to an invoice: this will have the answer ‘Yes’, ‘No’, or ‘Unspecified’.
Invoice amount: the amount that should be invoiced on submission of the deliverable.

3. Invoice currency: an alternative currency will have been selected if the invoiced amount will not be in
Australian dollars.

Scheduled Payments

The scheduled payments information will have been entered by the Research Contracts Adviser (RCA) on
receipt of the executed contract and schedule.

Click ‘Scheduled Payments’ on the menu to access the information.

Submissions (1) +
Agreements (2) +
Awards (5)

Deliverables [4)

Scheduled Payments (15
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The summary screen will display all pending payments. To view a complete list of pending and completed
scheduled payments click ‘Show All’.

Auto Generate Scheduled Payments

Add | Show All

Use Project Start and End Dates
__DR__

AUSTRALIA

EDITH COWAN

Due Date¥ Payment Number Payment Amount Open Delate Completed Date Account Status
17-Jun-2019 TEA $20,000.00 B o Default
24-Jun-2019 TBA $8,370.12 @ m Default
24-Jun-2019 TBA $5,000.00 @ @ Default
Click the @ on to open a scheduled payment record.

General

Invoice Number Set 9 fnvoice Amount e Invoice Due Date e From

TBA 1 20,000.00 2 17-Jun-2019 3 | |

Accour: Frequeney @ Paymen: Basis

‘ No Accounts Found ¥ | Get Asditens | Once v a4 Milestone Driven Invoice ¥ | §

Deseription @ Budget Category @

‘ 6 Administration M
Reported/Completed Submitted

w B
v pae @ By s @ o ome @ By s @ s @
| | Defence Science and Technalogy Group of the
S Department of Defence

Documents

Hame| Category Viswi History Versions Last Updated

Status History

e ® e . @

‘ Default v

Eftactive Daee @

| 29-Aug-2015
Efactve Date Status Update Date Upcated By Comments
08-Apr-2019 Default 08-Apr-2019 Sandra Natalie GREEN ‘Auto-Spawned on Invoice creation

The record holds the following information:

UNIVERSITY

2

Add
Dalete

Add

Femove

1. Invoice number. This is only present if a cash invoice has been issued. If the cash payment is pending

then this field will be populated with ‘TBA’; if it is a transfer or in-kind it will contain the words
‘Transfer’ or ‘In-Kind’.

2. Invoice amount.

3. The date the invoice is due to be issued to the funding body.

4. The frequency with which the payments will be made (although there will be a separate scheduled

payment record for each payment).

5. Payment basis. This will either be a ‘Milestone Driven Invoice’, to indicate that the invoice is linked to

the completion of a deliverable, or ‘Date Driven Invoice’, which indicates that the invoice is
determined by a date specified in the contract.

6. Description. If a scheduled payment is linked to a deliverable the name of the deliverable will be
entered here.

Scheduled Payment Complete

Reported /Completed
/M - [Date @

bucum@rs

Lerrd

Submitted
MIN § Date @

By Set
z 08-Nov-2016

RMS System Administrator

By Set @

RMS System Administrator

®

[To Sat @

2 Default Sponsor

a)
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1. To mark a scheduled payment as raised and submitted, click the ‘Reported/Completed’ and the
‘Submitted’ boxes.

2. The current date will appear in the ‘Date’ field. If you are entering the information into ECURMS
retrospectively you can type an alternative date in the field, using the format DDMMYYYY.

3. Clicking ‘Save’ will assign your name to the ‘By — Set’ fields. If another person raised and sent the
invoices you can select their name from the personnel list by clicking the ‘Set’ link.

4. Under ‘To — Set’ will be the name of the person or organisation to which the invoice will be sent.

You should upload a copy of the invoice, ensuring that the invoice number is captured in the document’s
name. Click the ‘Add’ button to upload the document.

Documents %
Name @ Category Wiaw History Wersions Last Updated Drelet:
900010729 Invoices i ] 1 03-Sep-2014 2:43:39 PM m

A copy of the invoice will be found within the record’s ‘Documents’ section. Click the e to vi g* he

document.

Documents m
Name @ Category View History Versions Last Updated Delete
900010729 Invoices % ] 1 03-Sep-2014 2:43:39 PM [}

Creating a Scheduled Payment
1. Select Scheduled Payments.

Submissions (1)
Agreements (2]
Awards (5)

Deliverables (4}

Scheduled Payments (15

This will open the scheduled payments form.

2. Inthe ‘Number of Payments’ field enter the number of scheduled payments to be created.

Mumber of Payments

e

3. Record the date the invoice is due. If there are multiple scheduled payments this should be the date
that the first invoice is due.
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Starting on

IZE-CIl:t-EDlE

4. Enter the invoice amount, excluding GST.

Payment Amownt

s [
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5. Itis unlikely that you will know invoice numbers when creating the initial scheduled payment record.
Therefore, the following information should be entered:

=  For cash payments enter ‘TBA’;

Inwoice Mumbsr

TEA

®  Forin-kind contributions enter ‘In-Kind’;

Inwoice Mumbser

In-Kind

=  For transfers enter ‘Transfer’;

Inwoice Numbser

ITra nsfed

Select the frequency of the payments from the ‘Frequency’ drop-down menu.

Fregquency

| E2

Bud Once
Monthhy {1 month}
Quarterhy (3 montha)
Annually (12 months)
—— Bi-Annualty (& months)

6. From the ‘Payment Basis’ drop-down menu indicate whether the invoice is date driven, milestone
driven or outgoing funds.

Payment Basis 9

Milestone Driven Invoice

Date Driven Invoice

Outgoeing Funds

7. If the invoice is milestone driven, you can enter the name of the relevant deliverable in the
‘Description’ field. Otherwise, this field can be used to enter any information which may be useful
when invoicing; for example, any instructions or conditions attached to the payment.

Drescription
Annual Report]
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8. Tocreate the record save all changes by clicking the ‘Save’ icon at the top, left of the screen.

= |D0ne| |Sa\te|

9. You will then need to record the name of the party that will be invoiced.

a. Select the ‘Open’ icon next to the relevant scheduled payment.

Due Date+ Payment Number Payment Amount Open
01-Jan-2019 TRANSFER $12,522.50 @
01-Jan-2020 TBA $81,795.00 @

b. Underneath the fields completed earlier will be a ‘Reported/Completed’ and a ‘Submitted’ section.

General

TBA 81,795.00 | [
sccoune Frecuency @ eymen: pass @
| No Accounts Found 7 | Get Addiional | Quarterly (3 months) ¥ | Date Driven Invoice i
Deseripeon @ Budzer catacery @
| 4 | Administration v
Reported/Completed Submitted
W ome @ oy @ i ows @ byse @ rese @

The ‘Submitted’ section has two ‘Set’ options: one for ‘By’ and one for ‘To’. You will use the ‘To’ ‘Set’
option, as this indicates the name of the party that should be invoiced.

Click the ‘Set’ link next to ‘To’.
Submitted

MM e|Date 9 | By Set 9 To Set %

This will open the ‘Sponsor’ window.

Select Sponsor Close

rants Program
Fallowships

Select

Search for a particular entry

c. Select the first letter of the party’s name from the menu along the top of the screen, and then select
the party from the drop-down menu. Click ‘Select’.
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Select Sponsor Close

C-QJ.EEDEFGHIJKLH\DPD_FE_U'V'.-‘-'\\'Z

EGFERgnE, [naiE - Uantrs Tor Women 5 Researeh
EDIRISINGHE, Rukmini - Information Technology Services Centre

Edis, fiob - Rayal Perth Hasoital

Edith Cowan Institute for Education Ressarch

Edith Cowan University

Edith Cowan University

Edith Cowan University (<]

Edith Cowan University Foundation

Edith Cowan University Foundation

Edith Cowan University Foundation/Danation (**)

Edith Cowan University Resources for Learning Led

Edith Cowan University Resources for Learning Ltd

Edith Cowan University/AIS PHD Schelarship {**)

Edith Cowan University/Australia-Germany JRC Scheme [UA-DARD) (**) <
£d L ‘5o callh : 9018 Baind 1 55

Search for a particular entry
(

Select

The name of the party to be invoiced will then appear in the ‘submitted — to” box.

Submitted
O
/N |Date 9 By Set e Mo Sat e

| | Edith Cowan University 2

d. Save all changes, and then close the window to return to the ‘Scheduled Payments’ screen.

e. Repeat steps (a) to (d) for each scheduled payment.

Attachments

The ECURMS attachments structure reflects the filing structure and naming conventions of Research Services’
TRIM files.

File Naming Conventions

Following the introduction of bots to automate processes within ECURMS, file naming conventions were
introduced to standardise both the naming and location of files within both ECURMS and HPCM.

Attachments (16)
Deliverables [0)

Executed Agreement (0)

Finance (1)

Post Award and Contract (0)
Post Award and Correspondence ()

Proposal (0)

The file naming conventions will be periodically revised, teams should refer to:

\\staffshare\ORIShared\Research Analytics, Systems and Performance\Research Systems\RPA\Manage Grants
Proposal\RMS - File Naming Conventions.pdf
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ORIGrants Drive

The Manage Grants Proposal bot is used by ECURMS to assist with automation of processes associated with
the following:

e  Expression of Interest;

e  Pre-Submission Approval;

e  Accepted with Conditions; and

e Submission Endorsement (OOP).

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

To map ORIGrants on you PC, do the following:

e Open File Explorer

e  Click on ‘This PC’ and click ‘Map network drive’

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:

Name Y Category T Folder Y Managed by YT Submission T versions Last Updated T

Grant Proposal Proposal Documents v rooT

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.

Mame T Catogory Y Folder T Manoged by T Submission Y | Vorsions ast Updaind T

Grant Proposal Proposal Documents v ROGT v Record Initial Application 2 ec-201 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.

ECURMS: Viewing and Recording Data —
A Guide for Research Support 38



AUSTRALIA

Edith Cowan University
Research Services

UNIVERSITY

EDITH COWAN

Document Detail

Document Name Grant Progosal Document Category

Folder ROGT ) Public
Document Upload History
ile Name Date Uploaded Owner
File Nar te Uploaded 0 v ol
APP1153079_Negin_Grant Proposal pdf 18-Dec-2017 112825 MIDDLETON, Sharon View elete
APP1153079_Negin_Grant Proposal Revised pdf 19-Feb-2018 15:51:34 RUDRUM. Kylie View Delete

Viewing an Attachment

Attachments uploaded to a specific section (for example, a contract uploaded to the ‘Agreements’) can be
viewed from its original location and within ‘Attachments’. Documents uploaded to ‘Attachments’ can only be
viewed within ‘Attachments’.

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 (&) é +

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 T

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.
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You will be presented with the ‘Upload File’ window:

Upload File
@ New document ) Mew version of existing document
Mame
Categuryl El
Folder m
Location Ne file selected.
upiead
1. Name the document.
2. Select an appropriate category.
3. Select the ‘Attachments’ folder in which the document should be located.
4. Locate the document in your file directory.
5. Click ‘Upload’.
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.

Submissions (1)

Agreements (1)

II

Awards (5)

+

I

Linkages

Deliverables (4)

+

Scheduled Payments (7}
Classification Codes (5)

) Communications (14)
Activity Log (0)

Attachments (16)

+

Contacts (11)

Alerts/Reminders (&) +
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2. Onthe summary screen, select the type of communication you wish to record.

Function

' Show All Send Email Record Motes Record Letter Phone Message Add Followup SearchiFilter

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 |
 newnore
By: System Administrator, RMS
Re:
Subject: ‘ |
Note: |m|

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.

Function

| * Show All Send Email Record Notes Record Letter Phone Message Add Followup Search/Filter |

Communication Histo

14 records
TVPE 10 TEROM o JSUBJECT™ | ATTACHMENTS | RESEND | DETAIL) DELETE

Proposal
Number:
22.0ct2018 ol To JADEJA, Jayendrasinh Erom OWEN, Dawn 61003583 - ]
12:56:17 PM Y
Project account
code required

Proposal
Number:
Email To SMITH, Freda Elizabeth Erom OWEN, Dawn G1003583 - i & i
Project account
code required
Proposal
Number:
22:0et2018 il To LUXA, Sebastian Erom OWEN, Dawn G1003583 - 5]
12:56:16 PM H
Project account
code required
Proposal
Number:
22_0Ft_2018 Email To ASAVAPONGPOOLKIJ, Jutarat From OWEN, Dawn G1003583 - E;Q
12:56:16 PM q
Project account
code required
Proposal
Number:
Email To WEBSTER, Sallyann Erom OWEN, Dawn G1003583 - i & i
Confirm Project
Approvals

m

22-0ct-2018
12:56:16 PM

15-0ct-2018
8:49:55 AM

2. The note will open in a new window.
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Contact Detail Close|
Date 11-Mov-2014

From System Administrator, RMS
To Systemn Administrator, RMS
cC
BCC
Contact Type Email
Subject Proposal Number: DEVPD1000015

Message
Instructions:

Log In

Posted by System Administrator, RMS
Attachments

Reporting

Project Summary Sheet

Excluding Researchers from the Project Summary Sheet
Members of a research team can be excluded from the Project Summary Sheet by changing their role to
“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.

Proposal Element Department Personnel Type Role Specified Role

SubAward: Sub/0000003031  University of Melbourne | Key - |a ? v | BudgetRoles

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:
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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).

Fom: System Administrator, RMS

Build Attachment

Document Nama: Document Categery Letter Template

Project Summary Sheet | Proposal Documents Form Letters

Award Decuments " Project Summary Sheet v13.6,7

Project Summary Sheet v13.7
Contract Documants oject Summary Sheet v1

1P Deeds Bank Letters
Variation Documents
1 Ethics Documents
Oracle Requests
Invoices
Financial Reports
Technical Reports
Journal Transfer Documents
Purchase Orders

Milestone Confirmation

4. Click Test. The © :Please Wait... message will appear in the top-right of screen whilst ECURMS
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. Toview 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.
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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
L e et S T Project Tide
e o
61002004  ARMSTRONG. Default Sponsor A Geospatial Big Data Analyties Cloud for
eisa Early Stem Rust Prevention
ARMSTRONG. Default Sponsor A Geospatial Big Data Analytics Cloud for
Leisa Early Stem Rust Prevention

G1002004

Discoverer reports

Associated Department -
Proposal Primary
School of Computer &
Security Science

Associated Department -

Proposal Primary Parent
Faculty of Health. Engineering and Under review
Science

Proposal Status -
Current

School of Computer &
Security Science

Faculty of Health. Engineering and Under review
Science

24-Nov-2014

24-Nov-2014

Proposal Status
Date - Current

Current Proposal Status  Deadline
Recorded By Date
Kylie Amanda RUDRUM  15-Dec-
2015

Kyhe Amanda RUDRUM  15-Dec-
2015

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

Latest News

My Units

The following list of web applications may NOT use your 'ECU Login ID".

APPS+
Ascender Pay
ChemAlert
COAL

Cognos Analytics

Discoverer ‘

Finance Forms Kiosk

HP Content Manager

b. ECURMS home page:
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Reporting in Oracle Discoverer

Extermnal Research Grant repons are available via Oracle Discoverer viewer

The following user guides have been provided to:

1. Provide log on credentials and basic exporting instructions
Reporing in Discoverer (PDF)
2. Provide a detailed listing of the reports, data definitions and naming conventians

Naming Conwentions_Definitions and listing v1.21 (PDF)

If you require any suppert whilst using these reports, please email: researchsystemssupport@ ecu.edu.au

If you are using ECURMS to access Discoverer Viewer you will 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

Connect Directly

Enter your connection details below to connect directly to Oracle BI Discoverer.
* Indicates required field.
Connect To Oracle Bl Discoverer -

* User Name rms_readonly
* Password eeesssssssss
* Database rmsp
End User Layer rms_eul
Locale English -

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.
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B 2 ALL - RMS Grants - All Reports - RMS27b

B 42 ALL - RMS Grants - Invoice checkpoints details - RMS4

B 2 ALL - RMS Grants - List of Grant Applications Submitted in the last fortnight - RMS26
B 2 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

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

B 2 ALL - RMS Grants - Unsuccessful

B @ Grant investigator details

B 42 RMS Grants Data Validation Seqd2 Error details -Awarded Year start end date errors
B> %2 RMSP Grants Data Validation Error Report

B> %2 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

¥ < ALL - RMS Grants - Requested and Awarded by project - RMS4
RMS Prod - Grants Report RMS5 ‘e

B @' 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.

Parameters Needed
Select values for the following parameters.
* Indicates required field

* Select one or more
values for Success I'JAN','FEEI','MAF{','AF'R','MA‘r",'JL.IN','JL.IL'
Manth:

* Select one or more

values for |'2[115'
Success_Year:

4. You may wish to export the data. To do this click ‘Export’ under the ‘Actions’ menu to the left of the
page.
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Rerun guery
Save

Save as
Rever to saved

Printable page

Export &

Send as e-mail
Warksheet options

Worksheets

EMSP List of All
Grants marked as
successful

EDITH COWAN

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’.

Choose export type

Use the drop-down list to specify the export file format.

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

CSV (Comma delimited) (*.csv)

DIF {Data Interchange Format) (*.dif)
Formatted Text (Space delimited) (*.prn)

GIF Image (*.gif)

Hyper-Text Markup Language (archived) (*_zip)
Microsoft Excel Workbook (*.xs)

Oracle Reports XML (*_xxml)

PMNG Image (*.png)

Paortable Document Format (POF) (*.pdf)
SYLK (Symbalic Link) (*.slk)

Text (Tab delimited) { txt)

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

nces | Exit | Help

"

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

Export Ready

(_Cancel ] ( Export )

((Cancel | (Export )

4

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
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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:

®  Contracts and variations: A guide for Research Support

=  Grants Administration: A guide for Research Operations

= Reviewing Research Proposals: A Guide for Associate Deans Research
= Submitting and Expression of Interest (EOI): A Guide for Researchers

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