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Grant E-Management System Help
User Guide for Applicants, Reviewers and
Co-Signatories

About this document

This document describes how to register as a user of the Grant E-Management System, and how to use
the system to apply for a grant, to review a grant application, or to confirm your participation as co-applicant
or signatory of an application.

Contact us

If your query is not answered in these notes you may email us by selecting the Contact Us link within the
Grant Application System.

Additionally, if you are experiencing any technical problems please use the same link. We will endeavour
to answer all queries within 2 working days.
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Registration

Grant E-Management Systems (GEms)

CC Grant Trackes

Existing users New users

Please log in 10 access your account Pleasa register with us to create you

emall address

Email
Regatar

Password

4D

Remember me

__Login

Figure 1 - Registration and Login Page
For users new to our online applications system

Only registered users of the system can apply for grants. Please click [ Resisier |and follow the
onscreen instructions to complete the registration process.

You may find the following notes useful:

® You will use the email address you register with to identify yourself to the system when logging in.

® The system will use this email address for all correspondence, so it's a good idea to choose an
address you use regularly.

® When you register, an email will be sent to you to allow you to confirm the registration and log in for
the first time.

® Don't worry if you move to a new email address in the future — you can change your registered
GEMS Login email address if you need to.

® If you're a grant holder, or if you've previously contributed to an application or review, your email
address may already be registered. The system will detect this automatically and will invite you to
log in without needing to re-register.

® The system allows you to store the answers to security questions to assist the secure retrieval of
your password if you ever forget it.

Forgotten password

If you forget your password, click the Forgotten Password? link on the “Registration and Login Page”, and
ask for a replacement password to be sent to you by email.

This replacement password gives temporary access to the system, during which time you will be asked to
provide a new, permanent password.
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Account lock out

Persistent use of an incorrect password will lock your account; this is to protect you from attempts to access
your data by a third party. If this happens you can request a new password via the ‘Forgotten password’
function.
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Home Page

Grant E-Management Systems (Gems)

CC Grant Trasckes

Weicome to Health Research Board grant application system

Plaase ensure yoor Basic Informaton’ and OV are up-10-Gate. hase can be adidad within Manage my Datals

ypplicoats, co applicants and sEonsor

Please maintain up-to-date information for your ‘basic information’ and ‘curricuiom vitae” within v Detalls’ 23 thesa will be induded in your
apgiication
a New Grant Applicetior
To opply foc Tunding from the vt dick e
You hav
9 unsubmiied grant applicationy

3 submisad grant applications

Figure 2 - Home Page

The home page is your starting point to create applications, or to update your details, including your
professional and academic CV.

It is also where you, as a grant holder, can manage your grants, and as reviewer can participate in the
review process.

Creating and completing a grant application

An overview of the creation and preparation of a grant application

1. The Lead Applicant must be the one who creates the application, but it can be jointly completed by
the Lead Applicant and any co-applicants.

2. Co-applicants may be added to the application. When a co-applicant is added, GEMS will
automatically email them to invite their participation. Co-applicants can decide whether to accept
their inclusion, and later to consent to the application being submitted jointly in their name.

3. Applicants and co-applicants can manage their CVs in ‘My Details’. The CVs are automatically
included in the application submission, however some applications will ask applicants to choose
their top 5 publications relating to the scheme.

4. When the application form is complete it must be validated prior to submission. This will highlight
any omissions in the form, and allow these omissions to be corrected.

5. Signatories must be selected as part of the application. Their approval is necessary to allow the
application to be submitted.

6. When the application is submitted for approval, emails are sent to the signatories (each in turn
where there is more than one) informing them that their approval is requested. The Lead Applicant
may follow the progress of the approval process on the grant summary page.

7. When all signatories have approved the application, it will be sent automatically to be considered
for funding. A confirmation email will be sent to the Lead Applicant, all co-applicants and
signatories of the submission.

Creating a grant application

You can create a new application from the link on the home page, or by clicking | New Application | on the
‘My Applications’ screen.
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Grant E-Management Systems (Gems)

CC Grant Tracker

New Apphcation Please sefect the coerect appication type and round acconding to the crenon avadable for review and luriher infoemation at

Plesse Note: Host Institubbons will approve and submit each applicabon on behalf of the apphicant, Plesse make this 2 time
consderation when preparing yoar grant application. There is onty one deadine for submiission of apphcations. it is the respansibility
. of the applicant 10 endure 1he hoat institution approves the application befors the application desdline.

Chck More info 10 view addhional informaton about wach funding round
Cick Apply 0 access the onime agplicabon form for the type of grant you wish o apply for

Grart Type Furding Round Clasing Date

Cochrane Fellowships CTF 2016 24 May 2016 1.00PM

Collaboration in eland for Clinscal ENectivenass
Renews HRB-CICER 2016 07 June 2016 1:00PM

Soaboraton in reans for Cinodl E%ectvaness Fevews

Appled Partnership Awards
Tha ix » rating cal APA 2018

Pluase oote Mers wid DS twd S0MNIE DOS Iuvitm Sycles in 20190

Figure 3 - The New Applications Page

1. The New Applications page is opened by clicking the link under ‘New Grant Applications’ on the
home page, or from the ‘My applications’ screen.

2. All the grant rounds currently open are listed. The More info link returns a description of the grant
round.

3. Click Apply to create an application form; there may be some verification questions to help you to
ensure that the application is a valid type for your research or circumstances.
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Completing a grant application

Grant E-Management Systems (GEMS)

CC Grant Tracker

Introduction Next | Save = Sgve and Close

Thank you for registering on GEMS 1o apply for the HRE Research Tralning Fellowehips for Healthcars Profeseionals

« Piease ensure you have rasd the Applicant Guidance Noles befor2 compiefing this oniine 3pplication (avallabie

on 12R hand sid2 menu).

shge menu)

« Pfesse note tha Host institution will approve and submit each application on behal of the applicant. Piease

make this 2 time consiceration when preparning your grant application

« As part of the application process, h2 L2ad Applicant seiects thalr Ha3d of Department and e2nds an emall

notification via GEMS. The Cepartment Head confirms th2lr participation, resiewes 3nd 3ppraves e appication
via GEMS. Once spproved, the Lead Applicant must notity tha Dean of Reeeareh (or aquivalent) via GEMS
S/ne will then approve (or reject; the 3pplication, which will prompt the retum of the appiication to the Lead
Applicant or the submissicn of the appication 10 the HRE. Once submitizd, 3 grant application number will be

Traising anc Deveiooment assignad 1o he application and a confirmation amall will be sent to the Le3d Appicant, Head of Departmant

Nomination of intematicns and Cean of Regaarch

Peer Reviawers

Eupportng Docomentation I
= Please ansure 3ll required supporting documentation rakevant to this appiication Is Iabelied correcty and

Vaidston Summary Uplaaded

Techricsl Gulsance Notes ™4

-2 Guisance Notes = . : -
ST » Itis the responsiility of the appiicant to ensure 31 signatories complets the ralzvant section of the onling form

Deadiine:

The deadline for subnussion of online appikkations Is Thursday, S November 2015 a1 13.00
Queartas:

For Tachnical Suppoart pi2age contact gemehaip@hib i2

For all othar queries reiating to this cakl pleasa contact Dr. Slobhan Hendrick 3t shandrck@hrbie.

Next Save $ave and Close

Figure 4 - Completing an application

® The pages of the application form are listed as a menu down the left-hand side of the screen. To
complete the application all pages must be filled in.

®  You should find the application form no more difficult to complete than a paper form — and if you're
already used to electronic forms, you'll probably find it much easier.

®  You can move from page to page using the = Frevious anq  Mext puttons, or using the menu on
the left-hand side.

® Rememberto 5av& your work. You will be prompted to save your work if you leave the screen but
it is always good practice to save work often in case of computer problems.

® You can save and return to the application form as often as you like.

[ ]

The system will prevent your co-applicants accessing your application at the same time as you.
This stops applicants and co-applicants making changes to the same part of the application at the
same time and inadvertently overwriting each other’s work.
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Managing an application

Grant E-Management Systems (GEMS)

CC Granl Tracker
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Figure 5 - Managing an application

If you select an application from the ‘My Applications’ page, you can manage it, as shown above.

The boxes on the right enable you to:

Edit the application on return visits.

View the application as a PDF. This creates a form with your latest edits for you to review or to
create a paper copy. The PDF features a ‘Pre-Submission’ watermark, which disappears after the
application is successfully submitted.

Validate that your application is complete for submission.

Submit the application for approval — this button is only available when validation has been
successfully completed.

Delete the application if you wish to. Note that this is an irreversible action; the application cannot
be recovered after deletion.

The menu items on the left:

V1.6

View History — shows the changes made to the application form, this can be useful for the review
of changes made by collaborators.

Journal - is a notepad function allowing collaborators to leave messages and/or attachments for
each other. Please note, this is not included in the submitted application form.

Sign-off status - reports on the progress of the sign-off process by each of the signatories.

(See Co-applicants and signatories below for more information).
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Monitoring the status of an application

Reference Title Last Updated Status

2082 Project Gamma 23022018 08:45:32  Pre-Submission

2081 Project Beta 11022016 10:56-49 - wedting Signatory

Approval

2078 Project Alpha 01/02/2018 08:30:37  Round Closed ')
“You hawe 1 submitted or rejected application

Reference Title Last Updated Status

HPF-2018-1875 Project Delta 03/02/2018 18:10:01  Swbmitted

Figure 6 - Application Statuses in ‘My Applications’

All grant applications, and their statuses, are listed on the ‘My Applications’ section of the system.

Pre-submission You are yet to submit the application for approval. Form is still
editable.

Awaiting Signatory You have submitted your application for approval. Form is not

Approval editable at this stage.

Modifying An approver has rejected your application and request that you
modify it.

Submitted Your application has been approved and submitted to HRB.

Round Closed The Grant Scheme is now closed with the application not
completed and submitted.

Decision Made Your application has been reviewed and a decision has been
made.

Certain Participants will have Confirmed patrticipation and an additional Submission approval Status. This
Supervisor must at some point in the application preparation process go back to their Portal account, go to
My Approval section to approve, indicating they are happy with the content prior to submission.

This must be done BEFORE the application is submitted to the Dean of Research for signoff.

Submission and beyond

1. After successful validation the lead applicant may the application. It will then be
routed to each of the signatories for their approval.
2. If a signatory rejects the application the lead applicant will be notified, along with any feedback
the signatory has supplied.
3. The application can then be re-submitted; it will be returned to the signatory who made the
rejection and continues through the approval process as before.
4. On completion of the final approval:
o A grant application number is assigned to the application.
o The application automatically enters the process of being considered for funding,
which begins after the grant round closes.

Feedback from peer review and the funding decision
Following the closing date of the grant round, submitted and approved applications for that round will be

peer reviewed to decide their suitability for funding, and lead applicants will be informed of the outcome of
this process in due course.
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Invitations, reviews and panel meetings

For each application assigned to you, you are required to accept the confidentiality rules and declare any
Conflicts of Interest prior to receiving the application documents for review. The ‘Click here’ icon on the
right will carry out this initial step. Alternatively, select the My Reviews option on the left hand side where
you will find your Review Invitations.

If you have no conflicts of interest the review will automatically be made available to you in the My Reviews
section. If you have declared a conflict of interest or a potential conflict of interest HRB staff will be notified
and this application will no longer be available to you for review.

The ‘My Reviews’ option on the left hand menu can be used at any stage to find your Review Invitations,
allocated Reviews and panel meeting documents, when made available to you.

l.RB Grant E-Management Systems (GEmS)

- Groent Trsckor

Wy Mo

- [v— Tee :""'" L DO aete
v

Figure 7 My Reviews
Invitations to review

If you are invited to review an application, you will receive your invitation by email, as shown in Figure
8. Invitation emails contain a link which allows you to accept or decline the invitation.

[TA™ pwen IS R ee——- ., e
»
T b e M
X G B W > e 2y S

Figure 8 — A review invitation email

Bypassing invitations

It may be that you work with an organisation which simply sends you details of reviews, bypassing the invitation
process. In this case, your involvement will start at the Carrying out a review stage, as described below.
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Responding to an invitation

You can accept or decline an invitation, or alternatively you can tentatively accept the invitation —
to suggest an alternative reviewer or if you would like to carry out the review but for some reason :

® You may have a perceived conflict with the applicant or organisation submitting the application that
needs clarification from HRB before you proceed.

® You may be on leave or away at a conference etc., and returning after the requested deadline, so
you may request a later date to complete the review.

[ ]

You may not think you have the necessary / appropriate expertise to complete the review.

If you respond tentatively, this means you permit the grant-making organisation to send you the review if

they choose (for example, if they have difficulty finding another suitable reviewer). At this point, if you still
cannot do the review, you may indicate this.

|.RB Grant E-Management Systems (Gems)
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N WS e wry rrazh seeeata € you (TR iwagend s Sy e Seture SOO02014
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Revivw rtegured by 3N May 2098

1 yow 1rvm COnfiem Wi By Gf TN QEO0R 1eiated 10 T J0QEIIB0N 3 B NIATE K Iy (RGION whetSer (0% 188 Urderabe
¥ VIS PRease resp0ne Saiy he Tantative | Maye’ ooton et

e Tertatoe | Mayte Decine

e | Ooes |

Figure 9 Responding to a Review Invitation

Once accepted, the screen will change to show the applicant’s abstract.

HOStInstmution | Royst Colege of Sugeons in nslen
fleply 1o inwite ¢ 0SR20
FReview roquired by | 20 May 2076
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Conflict of interest and confidentiality
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e tegrRy of e MAD § advinens 800 poe

09000 Revdeatos My DO THE UM SNy 330401 OF e $500NG OF Beecesmant weh
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Figure 10 Abstract with Conflict of Interest and confidentiality
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Peer reviews and panel reviews

If you accept an invitation to review an application, or if you have agreed to participate in reviews generally
for an organisation, you will be sent details about the review(s) by email.

Carrying out a review

As a reviewer, you will be asked to examine the application in detail, and give your assessment of the
application’s potential. In the example in Figure 11, the reviewer is being asked in particular to confirm
whether the application includes the use of embryonic stem cells.

Clinical Trizl Network 2014 Guidsnce Notes
CTN Full Proposal Supplementsl Guidance

CTHN Full Propossal Panel Review Guidelines

Panel Member Peer Review Technicsl Guidance Motes

Does this application include the use of embryonic stem cells?

Please note that the HREB does not fund research intended to create human embryos solely for the purpose of research
or for the purpose of stem cell procurement. including by means of somatic cell nuclear transfer.

f you select 'yes' this application will be withdrawn from the review process.

fyou select 'no’, you may proceed with your assessment.

Flease note that the HR B does not fund research intended to create human embryos solely for the purpose of research
or for the purpose of stem cell procurement. including by means of somatic cell nuclear transfer.

f you select 'yes' this application will be withdrawn from the review process.

f you select 'no’, you may proceed with your assessment.

) Yes @

O MNo

Click the 'Save and Validate' button below to check if this form is now complete. Your form must be complete for
submission.

When last validated the following questions were outstanding:

Please complete all mandatory questions in this form before submitting.
= stem cells yes/no is required.

Submit Form | Save and Print || Save and \/alidate || Save and Close

Figure 11 — Responding to an application in a review
Panel meetings

You may also be asked to attend a panel meeting to discuss a number of applications. Again, you will be
notified of requests to attend via email.
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As a meeting attendee, you may be asked to judge the applications involved. The example in Figure 13
shows the list of current meetings which the reviewer is being asked to attend; Figure 14 shows the
applications for one of the meetings.

Panal Meeting

Documents

Health

My Review Meetings

Applications for the following meetings are now

Meeting Name
HRA - PHR -

2015 - Panel Review Meeting

HPF 2016 Panel Rey

Figure 13 - Review Meetings

V1.6
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Grant E-Management Systems (Gems)

CC Grant Tracker

ilable for you to review. Please click on the meeting to access the applications

Date Panel Number of Applications
; HRA - PHR Review
17/09/2015 Panel 2015 0

P HPF Review Panel
25/04/2016 2016 17
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Reference

18678

Meating:
Demo Panel review 19307
meeting
9214
19317
19321
9322
9325
19330

Figure 14 - Applications in a panel meeting

Points to note:

[ ]
the application, for information.
[ ]
bottom of the page.
[ ]
have been identified.
[ ]
of the grid.
V16 | 04/07/2016

Documents Reviewed

No

No

No

No

No

No

No

No

No

Conflicted

No

No

No

No

No

No

No

No

No

Grant E-Management Systems (GEMS)

Comments

)

Fdl

CC Grant Tracker

Attendees can view documents describing each application, as well as any prior review outcomes for

The set of applications and reviews for the entire meeting may be downloaded using a link at the

Your access to the materials for a particular application may be restricted, where conflicts of interest

If required for this panel comments may be recorded for each application using the links on the right
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Co-applicants and signatories

Co-applicant / signatory request email

If you are invited to participate in an application as co-applicant or signatory, you will be informed about this
by email, as shown in Figure 15.

If you click on the link in this email, you will be taken to a page where you can accept or decline this
invitation, once your login details have been entered.

To: DrEE S, | /i Recipients Print
Sent By: Portal User
Subject:
Added as Lead Applicant - Knowledge U
Dear DrilN
1 r SN | = added you as a Lead Applicant - Knowledge User on application 2091 .

Please confirm whether you are willing to participate in this capacity by visiting hitps_/igrants_hrb.iefdetails aspx?id=bb7820a3-350e-
43a3-5d56-a5c400a2f55astypeid=be195946-0556-45e0-bT4e-d57cI563c0fd where you will be asked to confirm and approve your paricipation.

Please be so kind as to act immediately in response to this invitation as failure to do so could result in application 2091 being ineligible for submission.
Kind regards
Health Research Board Grants Administrator
To: Dr S | \/icw Recipients Print
Sent By: Portal User
Subject:
Added as Department Head on grant app. .
Dear
1r A 2= added you as a Department Head on application 2102: "
Please confirm whether you are the relevant person and are willing to participate in this capacity by visiting hitps:/igrants _hrb.ie
Imyapprovalsidetails. aspx?id=17 3b0400-2907-4951-9015-a5d300b43 364 &typeid=42ebd5 4e-a2bd-45%-550b-70634a2ccc3a
where you will be asked to confirm and approve your participation.
Please be so kind as to act immediately in response te this invitation as failure to do se could result in application 2102 being ineligible fer submission.
Kind regards

Health Research Board Grants Administrator

Figure 15 - Co-applicant / signatory email
My approvals

If you are invited to participate in more than one application, you can manage your invitations in the ‘My Co-
applications’ section, as shown in Figure 16.
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Figure 16 - My Co-Applications section
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Grant E-Management System Help — User Guide for Applicants, Reviewers and Co-Signatories

Responding to an application

To respond to an application, select it in the My Co-Applications section. You will then be able to examine
the application’s details, to allow you to decide how to respond. When you have made your decision, click

| Confirm | or | Reject | as appropriate.

Contact us

If your query is not answered in these notes you may email us by selecting the Contact Us link within
the Grant Application System.

Additionally, if you are experiencing any technical problems please use the same link. We will
endeavour to answer all queries within 2 working days.
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