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Before you beqin

. Make sure you are registered to use pFACT

. Make sure you have left three days to receive your Je-S
log in and password

. Make sure you know whether the HoD will also need to
see the application and allocate time accordingly

. Make sure you have left yourself a clear week to
complete the actual application and all attachments

. Make sure you have left RSD 5 working days to turn the
application around




CREATING AN ACCOUNT



the textual material;

artwork;

photographs;

computer software,

audio and visual elements;

the databaszes; and the structure and design of the system.

QOoo00

You must not reproduce, distribute | transmit modify |, adapt, display (including adaptationsidisplays such as by "framing') the contents, of all or any part, the system w
weith the exception of using the system through the normal means provided by the Councils.

Yie owen the softvware on which the system is built. Y ou must not reverse engineer, decompile, or disassemble the system's softvware unless applicable law allows

¥. Acceptance

| accept the terms and conditions for use of Je-5 e

| do not wish to decide at present

If wou hawe any queries, contact the Je-= Helpdesk (tel: 017393 444164, e-mail: |

Submit

ersion 3.1 .37 = Copyright & Research Councils 2001 -2004 . Al rights reserved.

Accept the terms and conditions and press
submit

If you do not accept the terms and conditions
you cannot use the Je-S system.



Ges Account Set Up

Personal Details

Title: Im
Faorenames -
Surnarme: - : | Enter your details
Email Address: - |
Telephone: * |
Date of Birth: w | g | g | g
Current Fost: * |
FPost Start Date: * | ﬂ | ﬂ | ﬂ
I

Ethnic Origin:

LInk nowen ﬂ

Lser Account Details

Preferred User Mame: | Choose a
Password: | Username and
Confirm Password: | Password

Fassword Hint: |

COrganisation Details

Crganisation: - | @\
I

Click “Select” to search for
your Organisation

*

If you cannot find your arganisation or department please contact the Je-= Help Des: oan
01793 444164,

Departrment:

Click “Select” to search for your Department



Example: Searching and Selecting

Je-S Department Search

Flease specify a part of the department name to search for.

Click an the any part of a row to select that department anto the form.

":aml:u
| Search I Cancel
2 results found
Department DepartmentType VYalidForGrants
Cambridge Centre for Brain Hepair Departrment Yes
Cambridge Institute for Medical Hesearch Departrment Yes

Jde-5 1 Wersion F.1.27F (62611 - Copyright & Research Councils 20041-2003 - All rights reserved.

Example Screen: After clicking “Select Department” and searching
for all departments starting with “camb”




e TTOTIT T

Please provide 3 prompt and response pairs. These are required as part of a security
measudre to help ensure that only you may gain access to your account.

If vyou have trouble rermembering your password and fail to login three times in succession,
the systerm will lock your account. %ou will consequently receive an e-mail containing a
LIRL. “isit this LUUIRL to activate the re-authentication process. The systerm will randomly
select 2 of the prompts you have provided. If you provide the correct responses, the system
will ask wou to reset your password and password hint.

Example promptfresponse pairs are:

Prompt 1: Favourite food Response: cheese
Prompt Z: First pet Response: Spike

Flease do not use these examples. It is important that the responses you use cannot be
easily determined by others.

If you access other WWeb sites that use prompts and responses, you may prefer to use
different pairs for Je-5. The prompts and responses are stored in encrypted format in Je-5
but may be used by the Je-5 Helpdesk to authenticate you if you make contact by
telephone.

Please Enter 3 Frompt & Response Pairs

Frompt : Response :

Type of Account

Select three prompt & response pairs. Example: Dog/Cat, Sun/Moon, Night/Day

If you lock your account by using an incorrect password, you will be asked to provide 2 of the above
pairs in order to re-access the account. How the pairs are structured is your own choice.



Type of Accaount
Your Je-Z account will be unregistered, unless you request registration below.

Click here here to see what this means.

Select only if you also reguire the following:
Be a fellowship applicant

.

Create a registered account

.

e A registered account is aone for which the Research Councils have verification the
account holder is who they claim to be. Click here for more details.

e« To be an applicant on research proposals (other than fellowships) you must have
a registered account.

e fou will need to fill in all the fields marked *

/
/ Update |

If you are a P.I./Co-I/Researcher Co-l you must tick the box to “Create a Registered Account”

Otherwise do not tick any of the boxes and this will allocate an unregistered account. An

unregistered account allows you to create an application and makes your details available on the
searchable Je-S database

Click “Update”



Research Joint
Councils @ electronic
UK Submission

Welcome to Je-5

The Portal for BBSRC, EPSRC, NERC and PPARC Electronic Research Grant Services

Log in to Je-S

User Id: ||

Password: |

If you have forgotten your password CLICK HERE for a password hint.

Terms and Conditions of Use
Supported Browsers

Ahout JeS  About JeS Framework  Create Account  Begistration  Systemn Help Tutorials

Je-S Yersion 3.0 .37 = Copyright @ Research Councils 2001 -2004, &1 rights reserved.

You will be returned to the log-in screen.

Je-S HelpDesk will now request confirmation with RSD that you are eligible for a registered account.
Confirmation can take up to three days to be processed by both Je-S and RSD.

When confirmation is complete, you will receive an email from Je-S with your User Id and Password.
You can now log-in and begin your application.

In order to submit your completed Je-S application, RSD still requires a pFACT and a three working
day turnaround time.

10



LOGGING IN FIRST TIME

11



Confirming Personal Detalls

fe-s Assigned Document Summary

You will be logged out automatically ather twenty minutes of system inactivity. Typing in
inactivity. Please remember to sawve teXt regularly.

Assigned Document Summary

Mo documents assigned.

Add New Document

Click on “My Details”



PID:
Title:

Forenames:

Surname:
Preferred Mame:

Gender:
Diate of Birth:
Ethnic Origin:

Honours:

Dizabled Indicator:
Details:

Current Post:

Current Post Start Date:
Sector:

Function:

Expertise:

| require the ahbility to create
grant proposals:

Personal Details
Armended
H11314J

Existing

hrs

Jamie

Harsley

Female

Linknown
B2

0]

Applications Manager

1 June 2003

Higher Education Institution
WanagertAdrmin

Yes

| confirm my details are correct, last affirmed 28 October 2004, r‘_

Save

|Mrs j
|.Jamie

|

|

Horsley

|Fema|e j
| = =l =]
|Unkn0wn j

[M.A

-

|App|i|:ati0ns Manager

[1 = ][oun ~]2003 ~|

|Higher Education Institution j
|ManagerfAdmin j

i~

You MUST tick the box and click
“Save” to confirm your details.

If you do not confirm your details,
any application on which you are
named as a Co-I/P.l./ Researcher
Co-I will receive an error message
upon submission and will NOT be
able to submit.

13



SUMMARY SCREEN :
Other Functions

14



Changing your Password

Ges Assigned Document Summary

Report Problem M Login Details ,m

Welcome you last logged in on 157072005 12:34:21

You will be logged out automatically after twanty minutes of system inactivity. Typing in a te
inactivity. Flease remember to save text regularly.

Assigned Document Summary

Document Type Number Assigned
FEC Grant Proposal b
Fellowship Proposal 0
Grant Proposal 0
Final Reports 0

Add New Document

&s Change Password

From Document Summary
screen, Click “Login Details”

< Backio JeS QeportProblem Jielp Change password details as appropriate
and click “Update”

Challenge Responses

T ——— After a set time period, the system will also
Lot oRSLEVA / automatically prompt you at log-in to
Email Address: jamie.horsleyigirsd.cam.ac.uk Change your password

Preferred User Hame: [HORSLEY.1 /

Current Password: |

New Password: |

Confirm New Password: |

New Password Hint: ||

You can also access/edit your Challenge
Update Responses from this screen



Changing Personal Detalils
Je-s Assigned Document Summary

<<Document Summary f Address Details § Reyistered Details

Fersonal Details
Existing Amended
PID H11314J
Title: hrs hrs -
Farenames: Jamie |Jamie
Assigned Document Summary |
: Surnarne: Harsley Horsley
Document Type Humber Assigned Ew . |
FEC Grant Proposal ] Gender Famale [Female =
Fellowship Proposal 0 Beiie @ Eiilic 19 May 1978 = = =
Grant Proposal 0 Ethnic Origin: Unknown [Unknawn -]
Final Reports 0 Honaurs: hil. A, NA
Dizahled Indicatar: Mo r
Details:
Add New Document
Current Post: Applications Manager Applications Manager
Current Post Start Date: 1 June 2003 1 > ||Jun = ])2003 ~
Sector: Higher Education Institution |Higher Education Institution ﬂ
Function: htanager/Adrin Manager/Admin -
From Document Summary S
H 13 H ”
screen, Click “My Details ‘
| require the ability to create  Yes v

grant proposals

| confirm my details are correct, last affirmed 28 October 2004, T

Edit/Add details

This is the same screen you used to confirm your
details for “Logging in First Time”
16



Changing Address Detalils

Ges Personal Details

From Personal Details screen, click “Address
m Address Details g Registered Details Details”

S Personal Details Ges personal Details
<< Document Summary Registered Details

Caontact Details
- - Existing Armended
__ L Elalls Email Address:  jamie. horsleyi@rsd.cam ac.uk iamie.horslevidgarsd. cam. ac.uk
_ Existing Arnended Telephane 01223 333543 \hmgga 3335;3@
Ernail Address:  jamie.horsley@rsd.cam.ac.uk [jamie.horsley@rsd.cam.ac.uk F i
EEN
Telephone: 01223 333543 01223 333543 il A urrent mailing a
Fau | ; ]
Address: University of Cambridge University of Cambridge
ur current mailing 16 Mill Lane |15 Mill Lane
Effective Date:  Address: Select: Cambridge [Cambridge
18 Aug 2002 |niversity of Cambridge, 16 Mill Lane, Cambridge, CB2 158, United Kingdom o Towm: |
County f State:
Add New Address I ) ) |
Country United Kingdom |Un|ted Kingdam j
Postoode: CE2 15E |CEI? 1SE
| confirm my details are correct, last & ed 28 October 2004. T Effective Date:  Address: Select
18 Aug 2003 Unjversity of Cambridge, 16 Mill Lane, Cambridge, CB2 15E, United Kingdom ol

Save

| confirm my details are correct, last affirmed 28 October 2004, T

Save

Add/Edit details, tick confirmation box,

Click “Add New Address” and click “Save”

17



Changing Department/Organisation Details

‘ Registered Details )

Personal Details

From Personal Details screen,
click “Registered Details”

<<Document Summary [ Address Details

fes Personal Details

<<Document Summary i Person Details § Address Details

Registered Details
Existing Armended
Surname: Harsley

|H0rsley

Organisation:  University of Cambridge |Uni\rersity of Cambridge

Departmment:  Research Serices Division

|Research Services Division

Changes made to this data will be made indirectly by the Research Council, and will not™sla
actioned.

I confirm my details are correct, last affirrmed 28 October 2004 T

Save

Click “Select” and search new Organisation and/or Department.

The change is not automatic. Je-S will have to verify the change with the central
administration of the new department/organisation. 18



CREATING A GRANT APPLICATION

19



(s Assigned Document Summary From Document Summary Screen

Report Problem [ My Details I Login Details @

Yau will be logged out automatically after twenty minutes of system inactiity. Typing in a text b
inactivity. Please remember 1o save text regulary.

Assigned Document Summary

No documents assigned.

L Click “Add New Document”

Add New Document

Ges Add New Document

Select Cauncil [NERC ~|

Select your Council, Document Type,

Select D t Type: |FEC Grant P I
sloct Docurnent Type: |FEC Grart Proposa and Scheme from the drop-down

Select Scheme: |Standard Srant j | t
Copy existing document [ ISTS
: [11 7
Create Docurment Cancel C“Ck Create Document

20



Copying an Existing Proposal

Ges Add New Document It is possible to copy a proposal you have

already made.

Select Council: |EPSRC -

Select Document Type: |FEC Grant Proposal j

Sslect Scherne: [~ Selent Scheme -~ 1] Select the Council the Document Type and the

Copy existing document ¥ scheme - then tick the box for “Copy an Existing
Create Document | Cancel | Document”

—

&

Automatic logout in 1:59:29 %f-:”;

"~ Select document to copy

Cancel
1
Council Reference Title Pl Organisation
MERC R Je-5 fEC training Mrs J Haorsley University of Cambridge

i

Select from your list of existing proposals which one you require
copied. Note: The application you select MUST be for the same
Research Council. For example, you cannot copy an AHRC proposal

for an ESRC application. 21



DOCUMENT MENU

22



) Document Menu

Scheme: Research Grants - Standard
Project Title:
Organisation:  Department:

Document Data
Edit Project Details
Edit Investigators....
Edit Objectives
Edit Surnmary

Edit Outputs
Edit Ethical Inforrmation

Yiew Hesource Summary
Edit Other Support

Edit Related Proposals
Edit Staff.. .

Edit Resources.. ..

Edit Estates and Indirect Costs.
Edit Project Partners

Edit Technical Appendix
Edit Classification.. ..

Edit Morminated Assessor
Edit Attachments

<< Back to current documents

At natie e i 197 el ~ Log Out
Autormatic logout in 0:19:47 Report Probler

Document Actions
Yalidate Docurment

Document Import / Export
Create Document for Printing
Expornt Document as BhAL

Document Management
Document Status

Uszer Access Privileges
Docurnent Histary

Hide Docurment

Delete Document

Transfer Document Ownership

This is the screen from which you will enter details and upload documents
for your application. It is the main screen for editing a research proposal
document. This screen may look slightly different for different research

councils.

23



:iﬁ.--: Project Details

rts & anit
Research Council

Scheme: Research Grants - Standard
Project Title:
Organisation:  Department:

Submitting Organisation

Organisation: |University of Cambridge | Select Organisation
Department: |Research Services Divisian | Select Department “«— Clle “Select Department”

Submitter's reference: | |
Project Titl i i

but RSD will change it to your
RG number at submission

<« — Click “Select Organisation”

Closing Date/Proposal Call

Please ensure you select the
right call so that your
application is routed to the
right assessors correctly

Please choose a closing date or a |
call for proposals:

Start Date and Duration

Please enter date and duration

Start date: |Nnvemher |2DI35 Duratian: I:l rmanths

Please complete all fields and press save

24



EDIT INVESTIGATORS

| Investigators

Arts & Humanithes
Research Council

Scheme: Fesearch Grants - Standard
Project Title: test Select the type of Investigator

Organisation: University of Cambridge Department: Research Serices Division

Document Data
Edit Principal [nvestigator
Edit Co-lnvestigator

Principal Investigator

<< Back to document menu | _

Flease selact a Principal Investigator far the Grant

Add Hew Principal Investigator ltem

/ Name

Select add new PI

25



Select P.I. from Je-S
Database. P.l./Co-l must
have a Registered Account.

"Principal Investigator

Marme:

Post will outlast & A

project?:
Total number of I—
hours to he
waorked on the
grant over
duration of the
grant:

Cost Type:

%' Diractly Allocated
© NCHE

" Mon JNCHE
% Council
Contributigh a0
Rate:
Cyst Profile
gar 1 - EI Year 2 - £|

Save | Cancel |

If Directly Incurred (i.e asking for
their own salary), select appropriate
pay scale, INCHE or Non-JNCHE

If Directly Allocated, select
“Directly Allocated” instead of pay
scale.

Yeard -

Post will outlast project”
must say “Yes”. See
particular RC guidelines.

Enter the figures year by year

Log O

Automatic logout in 1:53:49 %ﬂ -

Salary Rate: I

Contracted Warking I
Week expressed as %
of full time wark:

Total number of

hours to be

charged to the

grant over the

duration of the

grant:

Average hours per
week:

Cost Estimate:

Calculate |

Enter “Total number of
hours” as a portion of

If a post is Directly
Allocated then you
will need to enter the
“banded rate” as the
salary rate. Please
make sure you are
clear what hours are
being WORKED and
which are CHARGED

1650 hours p.a. full time.

26



Obijectives and Summary - Fill in as per Council qguidelines for your

ﬂ Objectives

Scheme: Research Grants - Standard

Project Title: test

Organisation: University of Cambridge Department: Research Services Division
List the main objectives of the proposed research in order of priority [up to 4000 chars]

You can also cut and paste text from a Word
document into these sections.

scheme/call.

Scheme: Research Grants - Standard
Project Title: test
Organisation: University of Cambridge Department: Research Senices Division

Describe the proposed research in simple terms in a way that could be publicised to a general audience [up to 4000 chars)

27



Qutputs

Arts & Humanities|
Research Council

Scheme: Research Grants - Standard
Project Title: MNew Zealand
Organisation: University of Cambridge Department: Research Services Division

Select the main outputs of the Research

™ Book (single authored) You will need to select the output of your
¥ Boak (co-authored) iect
I Book (edited) 4  projec
™ Boaok (chapter)

™ Critical edition

™ Jaurnal article (refereed)

™ Journal article (non-refereed)

[ Canference paper

[ Catalogue

" Dataszets

[ Database

™ Software

™ wWehsite

™ Pedfarmance, film ar recarding

[ Exhibition ar installation

[ Anefact, work of art

™ Compasition or scare

" Piece of creative writing

oo o 1

28



Ethical Information

. Ethical Infermation Automatic logout in 1

rts & Humanitis)
Research Council

Scheme: Research Grants - Standard
Project Title: MNew Zealand
Organisation: University of Cambridge Department: Research Services Division

Are there ethical implications arising from the proposed research ? T es Mo

Does the institution have a policy on good conduct in research ? & es Mo

g g5 BN

Provide details of where the policy can be accessed [up to 100 characters] |http: fwwes. admin.cam ac.uk/ofices/researchipolicy/practice. htmi

Save Cancel

Complete as necessary

|

Report Prob I_H

29



Edit Other Support

. Other SU ppOl‘t Automatic logaut in 0:1

irts & Humanithes|
[Research Council

Scheme: Reszearch Grants - Standard
Project Title: test
Organisation: University of Cambridge Department: Besearch Services Division

Provide details of any other support sought or received from any other source for this or other research in the same field in the past three years.

) Click “Add New....."

Description Title of Project Amount
Total: £ 0

<< Back to Document Menu

. : Other Support

eirts A Humanities|
Resmarch Council

Scheme: Research Grants - Standard

project Title: B Select and Search organisation.

Organisation: University of Cambridge Department: Research Services Division

Awarding arganisation: I

Awearding organisation's reference: |

| Select Organisation /

Title of project: I

Decision made 7 Ciyes O Mo
Awvard made 7: O ¥es O MNo

Start date: | |
End date: I I
Armount sought: I:l

Add support details as appropriate
30



Edit Related Proposals

'if: ' Related Proposals

Arts & Human
Research Council

i)

Scheme: Research Grants - Standard
Project Title: test
Organisation: Unmersity of Cambridge  Department: Research Senices Divigian

5 this proposal related to a previous proposal to AHRC?

Add New Related Proposals ltem

Reference Humber How Related ? ‘

<< Back to Document Menu

Tick the appropriate box and add reference
number as requested ( this number will be
provided on the previous grant submission)

\

If the proposal is related to one or more

pro

posals previously submitted to the Council,

select “Add new Related Proposals Item”.

[~

'ii_ ' Related Proposals

esmarc:

Scheme: Research Grants - Standard

Project Title: test
Organisation: University of Cambridge Depantment: Research Services Division

Howy is this proposal related to a previous one ? ® i

© Resubmission

Please give the previous research grant proposal Reference Number:

I Yalid Reference Mumber formats

31



Resources

Document Data

Edit Equipment
Edit Travel and Subsistence

Edit Resources

Click appropriate category

Scheme: Research Grants - Standard

Project Title: Mew Zealand
Organisation: University of Cambridge Department: Research Services Division

Edit Other Directly Incurred Costs

Edit Other Directly Allocated Costs

Remember Directly Allocated is

for services already in existence

and Directly Incurred is costs
that arise specifically from the
application

Example: Add Other Directly Incurred Costs

& "

Add the description, the amount

" Other Directly Incurred Costs
and a yearly breakdown

Scheme: Research Grants - Standard

Project Title: test
Organisation: University of Cambridge Department: Research Services Division

Description E
Amourt ] /
fear 1 Year 2 Year 3 Year d Year 5

Year values: | | | | | | | | |

32



Example: Add Equipment

’ Equipment

Click “Add New Equipment”

Scheme: Research Grants - Standard . . .. . .

Project Title: New Zealand Add details of individual items of equipment
Organisation: University of Cambridge Department: Research Serices Division dedicated to the pI’OjeCt and Costing £3000 or
Add details of individual items of equipment dedicated to the project and costing £3000 or mon more (inC|Uding VAT) The tOtal Value Of

£50 000 will automatically be added to the 'Exceptions’ heading in the resources summary tat equipment COSting in excess Of £50 OOO W|"

Add New Equipment ltem automatica”y be added to the ‘EXCGptiOhS'
heading in the resources summary table and

Description Amount
edit Wide Screen TV 3000 delte paid at 100% fEC
3,000
i.e total equipment is £75,000, £50,000 will
be awarded at 80% and £25,000 at 100%

.I Equipment

Scheme: Research Grants - Standard
Project Title: MNew Zealand
Organisation: University of Cambridge Department: Research Services Division

Add details. Make sure you include VAT on EU

Description: IWide Screen T .
oy ol e R purchased equipment
Delivery Date: mIOctoher 2 IZDDE 'l Enter year by year

Basic Price: ISDDD
Import Duty: ID

VAT: [o
Year 1 Year 2 Year3
Cost Profile: ~ [3000 o D

Save | Cancell 33




Edit Estate Rates/Indirect Costs

: Estates and Indirect Costs

Scheme: Fesearch Grants - Standard

Project Title: test
Organisation: University of Cambridge Department: Research Services Divisian Select “Edit Indirect Costs” or “Edit

Document Data Estates Costs”
Edit Estates Costs

Edit Indirect Costs

=< Back to document menu

: Estates Costs

Enter the values year by year for

Scheme: Research Grants - Standard ] )
estate rates/indirect costs

Project Title: MNew Fealand
Organisation: University of Cambridge Department: Research Services Division

Total Amount: |22454

Year Year 2 ‘Yfear 3
Year Values :  [7454 7485 7435

Save | Cancell

34



Edit Classifications/Nominated Assessor/Project Partners

Nominated Assessor

Scheme: Research Grants - Standard
Project Title: MNew Zealand
Organisation: University of Cambridge Department: Research Services Division

Assessor name: |Mrs Dawn Barker Select Assessor
Organisation: IUniversily of Cambridge

Departrment: IHead of Research Collaboration Offic

Area of expertize: research

{rmax 150 chars)

Relationship with hoss
assessor
frmax 500 chars)

Reason for assessor [hice person
{rmax 500 chars)

Save I Cancell

Scheme: Research Grants - Standard
Project Title: test
Organisation: University of Cambridge Department: Research Services Division

Partner Organisation Details

Organisation: |

| Select Organisation

Department:

Address:

Town / City:

Administrative Area f County:

Country:

Postocode:

Contact Details

Contact Mame: I

| Select Contact

Address: | |

Note: For “Project Partners”, and “Nominated Assessor” if your
“Select” search fails, you will then be given the option to “Add

New Organisation/Partner”

35



Technical Appendix

"Technical Appendix

s &
Research Council

Scheme: Research Grants - Standard
Project Title: Mew Zealand
Organisation: University of Cambridge Department: Research Serices Division

Flease complete this appendix if your application proposes to create an electronic resource.

You will be logged out automatically after twenty minutes of system inactivity.
Typing in a text hox is not detectable by the system and is regarded as system inactivity.
Please remember to save text regularly.

1: Project Management of technical aspects
Management and reporting structure:

Project timetable:

Froject deliverables:

Fnnitnrinn nrnrRss:

If an electronic resource is to be produced you will need to complete this section



Classification

i Humanithes|
ch Council

Scheme: Research Grants - Standard
Project Title: Mew Zealand

Classification

Organisation: University of Cambridge Department: Research Senvices Division

Document Data
Edit Pangls

Edit Subject
Edit Keywords

Select

Scheme: Resvarch Grants - Standard
Froject Tile: New Zeatand
Organisation: Ussersity of Cambridgs  Department: Research Seeaces Dmsion

Subjiet Group:  [Archavology |
Subject Area:  [Archasclugical Science 3

Tirme Period:
™ 4B1h Cenbury

I w5 Century

I~ 20h Century

I Ancient Egypt: Egyptssn Prehisioey

[ Ancient Egypt, The Hebermstic and Roman Penod (e 300BC - ¢ 70080)
I Angient Egypt. The Fharscms Fenod o 3000 - ¢ 3008C)

Benod fo Sassamds (o J0EC - ADES1)

™ Ancient Near Ewst; Hellen

[ Anciont Hiar Exs1. Prehistory

I Ancient Hiar Easl Sumirians 10 Porsins (¢ 350080 - ¢ 3006C)
FF Auchaic Groce (o 850600 BC)

[ Biyzantes Empin

I Clagsical Greata (¢ 500 BC)

[ Contemparary

[ Early Medigval (c.400 - 1100)

I Early Madern {c1500-1800)

Guographical Area:
I~ Adica
I~ Ceniral America (including Ganbbean)
F Central Asia
I Easten Europe
I Englang
[ Far Eaet (ChinatJapan)
™ Mediterrarsan
T Middln Eas
[ borth Asnisrica
F Ireland
[ Cepania
I Seandinaia
™ Scotland
I~ South America
I South Asia (Pakistan to Indenesia)

Scheme: Research Grants - Standard
Project Title: Mew Zealand
Organisation: University of Cambridge Department: Research Services Division

Please specify a lead panel and an optional secondary panel

Lead panel:

[Panel 1: Classics, Ancient History and Archaeology |

Secondary panel:

- none -

€ Panel 2: Visual Ants and Media: practice, history, theory
€ Panel 3: English Language and Literature

€ Panel 4: Medieval and Modern History

€ Panel 5: Modern Languages and Linguistics

@ Panel 6: Libratianship, Information and Museurn Studiss
€ Panel 7:Music and Performing Ars

© Panel 8:Philosophy, Religious Studies and Law

Save I Cancel

Classification Keywords

Aris & Humanithes
esmarch Council

Scheme: Research Grants - Standard
Project Title: MNew Zealand
Organisation: University of Carmbridge Department: Research Services Division

Please enter up to six keywords associated with the proposal.

Save | Cancell

37



Nominated Assessor

l. "Nominated Assessor

Scheme:
Project Title:
Organisation: University of Cambridge Department: Research Services Division

Research Grants - Standard
test

ASSESSOr Name: | | Select Assessor
COrganisation: I |
Department: I |

Area of expertise:
(max 150 chars)

Relationship with
ASERSS0r;
{rrax 500 chars)

Reason for assessor:
frrax 500 chars)

N

Type the name of the individual in the
“surname” box, if they are not registered with
Je-S then you have the option to add a new
person

Click select Assessor

ternet Explorer provided by RSD

a Je-5 Person Search - Microzoft Internet Explorer provided by RSD

Je-S Person Search

Please specify the beginning of the surname and optional initials to search for a person.

legearc
est
Iniversit |

1D
B71424H

B004101K

B11269H

B034951K

3501 B121358

da T

Title

Surnarne

After searching, click on the any part of a row to select that person onto the form.

Initials

|Barmard

Initials Surname

Professar AJ

Professar

Dr

Dr

Il

o

=]

P

R

Barnard

Barnard

Barnard

Barnard

Barnard

8 results found

Oryg or Address
University of
Edinburgh
University of
Mattingharn
Matural History
Museurn (The)
Medical Research
Council
University of
Cambridge

Department
Sch of Social and
Faolitical Studies

Sch of Biology

Entamalogy

Cognition & Brain
Sciences Unit
Research Services
Diwision
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View Resource Summary

Resource Summary Automatic logout in 0

Scheme: Research Grants - Standard
Project Title:
Organisation: University of Cambridge Department: History

Summary fund heading Fund heading Full economic cost RC contribution % RC contribution

Directly Incurred Staff 224 883.00 17959040 a0
Travel 0.00 0.00 80
Equipment 0.00 0.00 80
Other 17 ,500.00 14,000.00 80
Sub-total 242,488.00 193,990.40

Directly Allocated Investigators 57 492.00 45 99360 80
Estates Costs 13)609.00 10,8587.20 80
Other 0.0o 0.00 8o
Sub-total 71,101.00 56,6680.80

Indirect Costs Indirect Costs 148,501.00 118,300.80 a0
Total 462,090.00 369,672.00

Staff type Months

Investigator 12

Researcher 36

Technician 36

Other 36

“isiting Researcher a

Student a

Total 120

This is a read-only screen which is populated automatically from the other screens we have
entered information into such as staff. 39

You can use this screen to check back at your ongoing costs



Scheme:
Project Title:

Document type:

Filenarne:

Desgription:

Research Grants - Standard

CAO(1 or more)

Please Select. .
Case For Support (exactly 1

Adding Attachments

Organisation: University of Cambridge Department: History

C%. (1 or more)

List of Publications (1 or more)
“isual Evidence (any number)

Other Attachment (any number—

FPostscri ps) - On submission to Research Council, converted and held as an Adobe Acrobat file
Microsoft WWord  (".doc) - On submission to Research Council, converted and held as an Adobe Acrobat file

of the following types a fits:

Automatic logout in 0:19:53 D2
Automatic logout in 0018053 =

Once your file has
been uploaded it
automatically converts
to PDF file so if you
wish to read them
again you will need
Acrobat on your
system.

This is where you will add your case for support, CV'’s etc. You will need to select your document type
and then click browse to select your file. Add a brief description and then click upload.

Please ensure that you check the terms and conditions of the scheme you are applying to as some

will specify file types allowed.
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STAFF
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Question: Do | use JNCHES or Non-JNCHES?

Use INCHES

Use Non-JNCHES

RA1A posts up to national spine point 13

RAL1A posts over national spine point 13 (discretionary)

RA1B posts up to national spine point 6

RA1B posts over national spine point 6 (discretionary)

SRA (RA2A) posts
(tick the “discretionary points” box on the staff data screen if
you need to include discretionary points)

All Technicians

All Computer Officers

All Clerical/Administrative staff

All Clinical Staff

All Nurses

Important Points for the INCHE data screen:
*The “Effective Date of Scale” will fill in
automatically to the date you have filled in the
information. You cannot change this date.

*The increment date for unnamed researchers is
the anniversary of their start date.

*For named researchers already employed at
Cambridge, please be sure you have checked
their increment date with Personnel or your

Departmental Administrator.

Important Points for the Non-JNCHE data screen:
*The “Effective Date of Scale” does not fill in
automatically. This is the latest date of the national
pay award.

*The increment date for technicians is always the
October following the post start date providing the
post starts by 1 July. (must be in post at least 3
months to receive an increment)

*The increment date for Clerical staff is always the
July following the post start date providing the post
starts by 1 April. (3 month provision)

*The increment date for Nurses/Clinical staff is
always the April following the post start date
providing the post starts by 1 January. (3 month
provision). 49



Example: Staff pages All Councils

Scheme: Standard
Project Title: ) - Scheme: Standard Grant
Organisation: University of Cambridge Department: Research Services Division Project Title: Je-S fEC training

Organisation: University of Cambridge Department: Research Services Division

Document Data
Edit Researcher

Edit Technician

Edit Other Staff Document Data

Edit “isiting Researcher Edit Researcher
Edit Technician

Edit Other Staff

Edit Tied Studentship

SCh_EmB:_ Standard - Scheme: Research Grants - Standard

Project Title: .le-5 fEC training Project Title: Je-S fEC training

Organisation: University of Cambridge Department: Research Services Division Organisation: University of Cambridge Department: Research Services Division
Document Data Document Data

Edit Researcher Edit Researcher

Edit Technician Edit Technician

Edit Other Staff Edit Other Staff

Edit %isiting Researcher Edit Project Students

Edit Project Student

=< Back to document menu

C bbsrc | Staff
| Staff
Scheme: Standard
Project Title:

Ulniversity of Cambridge Depantment: Research Services Division

=< Back to document menu

Scheme: Research Grants Organisation:

Project Title: Je-5 fEC training

Organisation: University of Cambridge Department: Research Serices Division Document Data

Edit Researcher

Document Data Edit Technician

Edit Researcher Edit Other Staff

Edit Technician

Edit Other Staff

Edit *isiting Researcher 2= e i S e TR

=< Back to document menu 43




M Re searc h er Automatic logout in 1:52:45 :—:J—;:E: - L':f _'::IJ_t_

Problem

Marme: s | Post: Researcher
Post Identifier "\ @ [Ioanne Hacket Start Date: 01 Oct 2008
JHMCHE Scale? \W Increment Date: 01 Oct 2007

Effective Date Of Scale: 23 Aug 2008

Duration konths: 24

FTE %:: 100

Londaon Allowance: 1

Other Allowance: ]

Total Cost: B4193.00

Discretionary Foints: 1

Grade: RAT A

Spine Foint: 10

Show Calculato
Cost Profile
Year 1 - £|31223-UD Year 2 - £|329?D-DD Year 2N- EID
Save I Cancel | . .

If your post is a INCHE (Joint

Negotiating Committee for Higher
Education) post, tick the “JNCHE

Tick the circle next to “Name”
if your researcher is in the Je-

S database. Tick the circle Scale” box.

next to “Post Identifier” if the If your post is a non-JNCHE post,
post is unnamed or not in the leave the box unticked.
database.

Click Show Calculator
44



Example: JNCHE post

The calculator will enable you to automatically calculate the staff costs according to national scales

Qes Staft Pos

alculiator -

oln a

Post Start Date

Dwratian / Fulltime Percentage

|1 ﬂ|August

v ||eon6 ~ |
IEU—Munths W%

Staff Type Researcher
Discretionary Points [
London YWght / Grade / Spine Pt - |rata =] |6 =]
Increment Date |1 ﬂ|August ﬂ|2ljlil?ﬂ
Total Other Allowances £10
Calculate
Calculated Staff Costs
Starting Salary (£]) 26,219.00 Fulltirme Effort B0 months
Tatal Cost (£) 143 558.00 End Date 31 July 2011

Enter details in the drop down/fill in
boxes as required i.e. start date,
duration, etc.

Click “Calculate”

-

Spine

et g T Mo of

UL Dy
Tuesday, July 31,

G Tuesday, August 01, 2005 007 365

= YWednesday, August 01, Thursday, July 31, W

2007 2008

g Friday, August 01, 2003 Friday, July 31,2009 365

g Saturday, August 01, 2000 Saturday, July 31, 365
2010

10 Sunday, Auagust 01, 2010 Sunday, July 31,2011 365

Annual
Salary (£)

Armount (£)

26,219.00 26,219.00

27 268.00
23 B85.00 28 683.00
30,140.00  30,140.00

31.223.00 31,223.00

27 268.00 »

The lower half of the screen will populate
with the appropriate salary figures.

e

. Click “Ok”

Oke—TCancel |
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Example: Completed JNCHES post summary screen

Your screen will then automatically populate with all the figures

Automatic logout in 1:5

Mame: .r-l Post: Researcher
Post ldentifier & [Inanns Hacket Start Date: 01 Ot 2005
JMCHE Scale? Increment Date: 01 Cct 2007
Effective Date Of Scale: 31 Aug 2005
Duration konths: 24 CheCk details: S'[al’t
FUE S 100 <— date/increment date
London &llowance: Ma
Other Allowance: 0.00 etC.
Total Cost: 53,507.00
Discretionary Points: Mo
Grade: RATA
Spine Paint: 5
Cost Profile

Year1 - £|25219-UU Year2 - £I272E‘5-UU Yeard - EIU

Save | Cancell

If you need to make amendments or changes click “Show Calculator” to return to the post
data screen.
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Example: Non- JNCHES post data screen

Marme: C‘l

You have NOT ticked
the box

Fost |dentifier: & [TEA
JNCHE Scale? [ e ait Post Calculator

| FullTime Effort |

There is no
automatic
calculation on this
screen.

Fill in all details AS
PER
pFACT/Personnel
salary scales.

Click “OK”

Fost Start Date
Months on Project

Fulltime Percentage

End Date
FullTime Effort (Manths)

Scale
Eftective Date Of Scale

[ncrement Date

Basic Starting =alary
London Allowance
Super Annuation & N
Tatal Other Allowances

Total Cost On Grant

v

|1 jlﬂuugust
a1
100 %

31 July 2011
B0

= {2006 |

T4/

|1 leugust

= ||2006 ~ |

|1 j|D|::tDber

£ 1Bz2h1

N —

£ 4250

go

£ 111583

= ||2007 ]

(0] | Cancel
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Project Students

) Project Students

Student Mame: ﬁ“l Select Student

Past |dentifier: r-l

Organisation " University of Cambridge
Start Date: [01 =] [October =] 2008 -]
Duration: ||:|

ls Full-Time?:  es O hp

Estimated Cost I 0

For named project students, please state the source and duration of any prior funding for postgraduate study? |

Froposed departmental unit where the student will be registered

Froposed superisor (name, department and institution)

IMS E Murphy 'I

Mature and scope of doctoral thesis

=
E

Fleaze describe how the student's project will contribute to the wark of the project as a whaole, justifying the imp
arrangements are there for the supervision and support of the student?

| -

To calculate the
estimated cost, you
should add together
the student’s
entitlement to
maintenance, tuition
fees and college fees

You can find the
tables of figures in
the sponsor’'s
guidance notes and
the college fees from
the Board of
Graduate Studies
website
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VALIDATION & SUBMISSION
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Validation

. /] DOCU ment Men u Automatic logout in 0:19:56
Scheme: Research Grants - Standard

Project Title:
Organisation: University of Cambridge Department: History

Document Data Document Actions

Edit Project Details Yalidate Document

Edit Investigatars. .. Submit Document

Edit Objectives

Edit Sumrmary Document Import / Export
Edit Outputs Create Document for Printing
Edit Ethical Infarmation Export Docurent ag XL
“iew Resource Summary

Edit Other Suppart Document Management
Edit Related Proposals Document Status
7Ed!t Sitaff. User Access Privileges

Ed!t FHesources.... _ Document History

Edit Estates and Indirect Caosts.... Hide Document

Edit Praject Partners Delate Document

Edit Technical Appendix Transfer Document Ownership

Edit Classification.. ..
Edit Morminated Assessor
Edit Attachrments

<< Back to current documents

Once completed, you can check that your application meets the electronic system’s
requirements by clicking “Validate Document”



Example: Validation Failure

" ( Document Menu Autamatic log

Scheme: Research Grants - Standard
Project Title:
Organisation: University of Cambridge Department: History

Clicking “Validate

Document Data Document Actions ” : H

Edit Praject Details alidate Document Document” will Sp“t the
Edit Investigators.... Submit Document screen. Validation Errors
Edit Objectives . )

Edit Surnmary Document Import / Export will show at the bottom of
Ed!t Out.puts . Create Document for Printing

Edit Fthical Infarmatian Export Document as XML the screen.

Yiew Resource Summary

Edit Other Support D tM t

Edit Related Proposals Dg;:;lrr:eenrtl Sta&;z:gemen

Ed!t Staff.... User Access Privileges

Ed!t Resources. .. _ Docurnent History

Edit Estates and Indirect Costs. .. Hide Document

Edit Project Partners Delete Docurment

Edit Technical Appendix Transfer Document Ownershig

Edit Classification.. ..
Edit Morminated Assessor
Edit Attachrments

Hide validation @ Validation Display limited to a maximum of 20 errni/

Section Tested Error Message Outcome

Project Details Project Title must be specified.
Project Details Reference must be specified.
Dhjectives Section has not been completed.

o000

Surmmary Section has not been completed.

“Errors” must be corrected before you are permitted to submit

“Warnings” are just for information and submission is still allowed if you wish to ignore the -

warning



Submitting

Help ~

Ee

Automatic legout in 0019057

Scheme: Research Grants - Standard
Project Title:
Organisation: University of Cambridge Department: History

Click “Submit Document”.

Document Data Document Actions . .
B e Validate Document It will ask you to confirm
Edit Objectives “Ok” or “Cancel"”.

Ed?t Summary Document Import / Export

Edit Outputs Create Document for Printing

Edit Ethical Information Export Document as 2hil

“iew Resource Summary

Edit Other Support D tM t

Edit Related Proposals Dgsrrr:een? Sta&;z:gemen

7&'!‘ sitaff. User Access Privileges

Edit Resources... Document Histary

Edit Estates and Indirect Costs.... Hide Document

Edit Project Partners Delate Document

Edit Technical Appendix Transfer Document Ownership

Edit Classification...
Edit Mominated Assessor
Edit Attachments

<< Back to current documents

Upon successful submission, an email acknowledgement is sent to all parties involved in
the production, approval, and submission of the application.

Reminder: “Submitting” sends the application to RSD or your Head of Department,
NOT to the Research Council



Note: Submission Process

One-stage approval

Two-stage approval

Status: Proposal is sent to:
Owner Submitter
(P.D (RSD)
Submitter )
(RSD) Research Councils

Status: Proposal is sent to:
Owner Approver
(P.1) (Head of Department)
Approver Submitter
(Head of Department) (RSD)

Submitter
(RSD)

Research Councils

Please check with your departmental administrator to find out if your application

will follow the One-Stage or Two-Stage Approval process.

Remember, RSD still requires a pFACT form and five working day turnaround

time from receipt of the pFACT and application submission.
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DOCUMENT MENU:
Other Functions
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[. : Document Menu

Arts & Humanitis
Research Council

Project Title:

Document Data
Edit Project Details
Edit Investigators....
Edit Objectives
Edit Surnmary

Edit Outputs
Edit Ethical Inforrmation

“Wiew Resource Summary
Edit Other Support

Edit Related Proposals
Edit Staff

Edit Resources. ..

Edit Estates and Indirect Costs.
Edit Project Partners

Edit Technical Appendix
Edit Classification.. ..

Edit Morminated Assessor
Edit Attachrments

<< Back to current documents

Scheme: Research Grants - Standard

Organisation: University of Cambridge Department: History

Printing

Automatic logout in 0:1

Document Actions
Yalidate Docurment
Submit Document

Document Import / Export
Create Document for Printing

Export Document as =kl

Document Management
Document Status

User Access Privileges
Document History

Hide Docurment

Delete Document

Transfer Document Ownership

Click “Create Document for Printing”
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. 'Print document Help ~ Log Out

Repart Problerm
Arts & Humanities
Reseerch Council

Scheme: Research Grants - Standard

Project Title: .

Organisation: University of Cambridge Department: History You can select to receive the document by
email either as a PDF or as a Word
attachment.

Docurnents to be printed are gueued in strict order of request.

Or you can view the document on-line as a
There are currently no iterns in the print queue. PDF or Word document

& Email me my print as a YWard attachment
O Email me my print as a Pdf attachment
© Do not email me. | will wait to view the Word document on-line

' Do not email me. | will wait to view the Pdf document on-line

For either option, open the application and Print as normal once you have
received/viewed the document.
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Document Status

-': Document Menu

Arts & Humanitis
Research Council

Scheme: Research Grants - Standard
Project Title:
Organisation: University of Cambridge Department: History

Document Data
Edit Project Details
Edit Investigators....
Edit Objectives
Edit Surnmary

Edit Outputs
Edit Ethical Inforrmation

“Wiew Resource Summary
Edit Other Support

Edit Related Proposals
Edit Staff

Edit Resources. ..

Edit Estates and Indirect Costs.
Edit Project Partners

Edit Technical Appendix
Edit Classification.. ..

Edit Morminated Assessor
Edit Attachrments

<< Back to current documents

Automatic logout in 0:1

Document Actions
Yalidate Docurment
Submit Document

Document Import / Export
Create Document for Printing

Export Document as =kl

Document Management
Document Status

User Access Privileges
Document History

Hide Docurment

Delete Document

Transfer Document Ownership

Document Status shows your current level of access rights to the document i.e Edit,

Read-Only
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User Access Privileges

Automatic logout in 0:1

Document Menu

n\_::-{ ;& ‘|.! “:I'I.| g
Scheme: Research Grants - Standard

Project Title:

Organisation: University of Cambridge Department: History

Document Data Document Actions

Edit Project Details walidate Document

Edit Investigatars. .. Submit Dacurment

Edit Objectives

Edit Summary Document Import / Export
Edit Outputs Create Document for Printing
Edit Ethical Infarmatian Export Document as HhaL
Wiew Resource Summary

Edit Other Suppart Document Management
Edit Related Proposals Document Status

Edit Staff.. User Access Privileges

Edit Resources... Document History

Edit Estates and Indirect Costs.. .. Hide Document

Edit Project Partners Delete Document

Edit Technical Appendix Transfer Document Ownership

Edit Classification.. ..
Edit Morminated Assessor
Edit Attachrments

<< Back to current documents

To allow other users (besides Co-Investigators) to view/edit the document, select “User Access
Privileges”.



[. ‘Document Editors and Access Privileges _ _
e In this screen there are two options:

,f':h.e"c"f}.t, Reszabh Bl - &k You can pick an individual already registered

roje mle: . . .

Organisation: University of Cambridge Department: Histary on ‘Je_S or enter a temporary IndIVIduaI by
/ entering the email address

Add editor Add temporary user as editor

Username Email Address Privileges
Wiew

Sres srssEcam. ac. uk Edit

Within both these screen you can choose to make the individual
either view, edit or submit, or all three

r. : Document Editors and Access Privileges

Scheme: Research Grants - Standard Scheme: Research Grants - Standard
Project Title: Project Title:
Organisation: University of Cambridge Department: Histary Organisation: University of Cambridge Department: Histary

Enter ermail address: | | Mame: | | @
Privileges: |View Only i Email address: | |

Reason: i : i
iew and Edit Privileges: |V|ew Cnly i
i i i Reason:
Yiew, Edit and Submit View and Edit
Yiew, Edit and Submit

[ Gt e anzons iodiuen |

[ S ceos o deamnaii |
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Document History

-': Document Menu

Arts & Humanitis
Research Council

Scheme: Research Grants - Standard
Project Title:
Organisation: University of Cambridge Department: History

Document Data
Edit Project Details
Edit Investigators....
Edit Objectives
Edit Surnmary

Edit Outputs
Edit Ethical Inforrmation

“Wiew Resource Summary
Edit Other Support

Edit Related Proposals
Edit Staff

Edit Resources. ..

Edit Estates and Indirect Costs.
Edit Project Partners

Edit Technical Appendix
Edit Classification.. ..

Edit Morminated Assessor
Edit Attachrments

<< Back to current documents

Automatic logout in 0:1

Document Actions
Yalidate Docurment
Submit Document

Document Import / Export
Create Document for Printing

Export Document as =kl

Document Management
Document Status

User Access Privileges
Document History

Hide Docurment

Delete Document

Transfer Document Ownership

To display status of the document throughout the stages of the process Click
“Show Document History”.
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Hiding an Application

Document Menu

Scheme: Research Grants - Standard
Project Title:
Organisation: University of Cambridge Department: History

Document Data Document Actions

Edit Project Details Yalidate Docurment C Wy
Edit Investigators.... Submit Document Click “Hide
Edit Objectives D t
Ed?t Summary Document Import / Export ocument.
Edit Outputs Create Document for Printing

Edit Ethical Infarmation Export Document as L

iew Resource Summary

Edit Other Support Document Management

Edit Related Proposals Document Status

Edit Staff.... User Access Privileges

Edit Resources... Dacurnent Histary

Edit Estates and Indirect Costs.. . Hide Dacument

Edit Praject Partners Delete Document

Edit Technical Appendix Transfer Docurment Chwnershin

Edit Classification. .
Edit Mominated Assessor
Edit Attachments

<< Back to current documents

Please note the “Hide Document” option will only appear if you are the OWNER of the application.

A document that is hidden then becomes READ-ONLY. To edit the document again select “Unhide
Document”.
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rts & Humani thes|
Research Council

Project Title:

Document Data

Edit Project Details
Edit Investigatars. ...
Edit Objectives
Edit Surmrmary

Edit Dutputs
Edit Ethical Information

“iew Resource Surmmary
Edit Other Suppart

Edit Related Proposals
Edit Staff

Edit Resources....

Edit Estates and Indirect Costs....
Edit Project Partners

Edit Technical Appendix
Edit Classification. ...

Edit Mominated Assessar
Edit Attachments

<< Back to current documents

Deleting an Application

Document Menu

Scheme: Research Grants - Standard

Organisation: University of Cambridge Department: History

Autornatic logout in 0:1

Document Actions
Yalidate Document

Submit Docurment CIle “Delete

Document”

Document Import / Export
Create Document for Printing
Export Document as Xkl

Document Management
Document Status

User Access Privileges
Document Histary
Hide Document
Delete Document
Transfer Document Ownership

Please note the “Delete Document” option will only appear if you have EDIT

privileges on the application.
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Transferring Ownership

Scheme: Research Grants - Standard

Project Title:

Organisation: University of Cambridge Department: History

Document Data
Edit Project Details
Edit Investigators....
Edit Objectives
Edit Surnmary

Edit Outputs
Edit Ethical Inforrmation

“Wiew Resource Summary
Edit Other Support

Edit Related Proposals
Edit Staff

Edit Resources. ..

Edit Estates and Indirect Costs.
Edit Project Partners

Edit Technical Appendix
Edit Classification.. ..

Edit Morminated Assessor
Edit Attachrments

<< Back to current documents

Document Menu

Automatic logout in 0:15:57

Document Actions

Yalidate Docurment

Submit Dacument Click “Transfer
Document Import / Export Document

Create Document for Printing Ownership"
Export Document as XL

Document Management
Document Status

User Access Privileges
Document History

Hide Docurment

Delete Document

Transfer Document Owhnership

On the next screen “Select” search the person to whom you wish to transfer. Then

click “Transfer Ownership”



Fellowships - Creating an Account

Type of Account

Your Je-= account will be unregistered, unless you reguest registration below.
Click here here to see what this means.

Select only if you also require the following:

Be a fellowship applicant M <

Create a registered account —

= A registered account is one for which the Research Councils hawve verification the
account holder is who they claim to be. Click here for more details.

= To be an applicant on research proposals (other than fellowships) you must have
a registered account.

= You will need to fill in all the fields marked *

Lpdate

Complete entry of personal details etc. as per normal grant application

Instead of ticking “Create
a registered account”,
tick “Be a fellowship
applicant”. This will
complete the registration
without attaching the
Fellow permanently to
University of Cambridge
under Je-S.

Click “Update”

The Fellow will shortly
receive an email to
activate/access the new
account.

Please see terms and conditions of the Research Council for guidelines regarding salaries,

attachments etc
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ESRC VARIATIONS
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Document Menu

Scheme: Research Grants
Project Title: ESRC TEST

Organisation: University of Cambridge Department: Research Services Division

Document Data
Edit Project Details
Edit Disciplines
Edit Investigators. ...
Edit Objectives

Edit Summary
Edit Beneficiaries

Edit Staff Duties
Edit Communications Plan and User Engagement

Edit Ethical Information

Yiew Resource summary

Edit Joint Research Grants Scherme
Edit Other Support

Edit Related Proposals. ..

Edit Staff....

Edit Resources. .

Edit Estates and Indirect Costs. .
Edit Project Partners

Edit Tirnetahle

Edit Diata Collection

Edit Refarees. ..

Edit Classification

Edit Attachments

<< Back to current documents

Document Actions
Walidate Docurnent

Document Import / Export
Create Document for Printing
Export Document as Xhal

Document Management
Docurment Status

User Access Privileges
Document History

Hide Document

Delete Docurment

Transfer Document Owhership

EXTRA HEADINGS

With the ESRC there is no need to do year by year figures

*Disciplines
*Beneficiaries
«Staff Duties

Communications
plan and User
Engagement

«Joint Research
Grants Scheme

*Timetable
«Data Collection

*Referees
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Disciplines

Scheme: Research Grants coNoMIc Beneficiaries

Project Title:
Organisation: Department:

Scheme: Research Grants
Please enter a main discipline and up to 4 secondary disciplines. Project Title:

Organisation: Department:

Main Discipline
Describe who will benefit from the research [up to 4000 chars].

IArea and Developmeant Studies j
|

Secondary Discipline

[ Demagraphy

[T Economic and social histary
[T Econamics

[ Education

[T Emvironmental Planning

Staff Duties

Scheme: Research Grants
Project Title:
Organisation: Department:

Sumrarise the roles and responsibilities of each post for which funding is sought [up to 2000 characters)

=
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Scheme: Research Grants
Project Title:
Organisation: Department:

e with potential non-academic users of the research,
utside the research community Jup to 4000 chars

to communicate the

Joint Research Grants Scheme

Scheme: Research Grants
Project Title:
Organisation: Department:

If MoD/DSTL have indicated that they are prepared to provide support
contact details.

’ |1 % (between T anc

Reference: i I

Percentage level of support:

Marne of MoD/DSTL contact - Title: ™ m
Forenames:” | |

Surnarme:” |

Email: t |

Telephone: t |

Describe plans to engage with
potential non-academic users of the
research, to communicate the results
of the research to such users, and the
potential value of the research to
users outside the research
community [up to 4000 chars]

The ESRC support joint schemes
with Industry and Government
such as the MoD, who will part
fund the project if it is in the right
subject area. Please see the
ESRC website for more details
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Timetable

Scheme: Research Grants
Project Title:
Organisation: Department:

Estimate the number of months after the start of the project to reach the following stages:

Stage Number of months
Completion of all preparation and design waork
Commencement of fieldwork or materialfinformation/data collection phase of study

Completion of fieldwork or collection phase of study I
)

Commencement of analysis phase of study (substantive phase where research facilities are invalved

-

Completion of analysis phase of study

Mnmmeanrament nf weritinn-nn nf the recaarch

Data Collection

Scheme: Research Grants
Project Title:
Organisation: Department:

If the research involves data collection or
acquisition, please indicate how existing datasets
have been reviewed and state why currently
available datasets are inadequate for this proposed
research.

Will the research proposed in this application
produce new datagets?

Save | Cancell

O ves O o
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Referees

Academic Referees
For applications over £100,000, you may provide
details of up to two people from outside your

Scheme: Research Grants

Project Title: institution who can provide expert comment on your
Organisation: - Department: proposal, one of whom will normally be selected as
Document Data a referee.

Edit Acadermic Feferess
Edit User Refarees

<< Back to document menu

User Referees

In addition, for applications over £100,000, you may
provide the details of up to two potential users of the
research who can comment on the utility of the research
outcomes. For research where it is difficult to identify
value to users outside the research community, these
nominations may be left blank.

Proposals will not be disadvantaged by the absence of
nominated reviewers.

| Academic Referees

Scheme: Research Grants
Project Title:
Organisation: Department:

Referee name: | Select Beferee

| \ If the Referee is not registered with Je-S
then you can add them manually

Organisation:

Department: |

Save | Cancell 70




PROBLEMS/NOTES
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Common Problems

Problem: Application is “Locked” and none of the shared users with edit
privileges can edit anything.

Reason 1: Someone is already in the application and is using it.

Reason 2: The last person to access the application did not log out properly. If
you leave the application by clicking the “X” (close) button on the window,
instead of clicking “Log-Out”, the application can often become locked.

Solution 2: The person who locked the form needs to log back in, access the
application, and click “Log-Out” properly. The application should now be
accessible again.

If the person who locked the application is unavailable or the above solution
does not work, the JeS HelpDesk should be able to unlock it.

stant Proposal Mrs J Horsley TEST Jes Training University of Carmgridge Locked
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Suggestions/Notes

If your department has selected to be an “Approver” please ensure that your
Head of Department (or applicable delegated administrator) will be available
to approve your application electronically.

“Help” function pops up directly to the section that you are in. Also, it
contains research council specific Help for relevant sections. Full Help is
available at the log-in screen under “System Help”.

Give shared access to your departmental administrator so they will be able to
view and assist with your application

If you are using an application as a template only or are not intending to
submit, please use the “Hide” function so that the application is not visible on
the central system. “Hide” renders the document read-only.

Je-S System Tutorials are available at the log-in screen under “Tutorials”
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HOW TO COMPLETE
J-ES USING THE
PFACT FORM
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Research Councils pFACT checklist

. Make sure you have selected the
RC3 Research Council fEC 100%
template

. Make sure all your staff have been
calculated in hours

. Make sure you have not added any
inflation on any costs

. Make sure you take the figures from
the income column
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Sample form from pFACT
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Reports

You will need the Yearly Income Report

X Reports - Microsoft Internet Explorer providedbp RSD
project _ _
Please click on the link helow for

report

Project Proposal Drill

Project Proposal Details

Cost per Academic Year

:ct Proposal

Cost per Project Year

ge Password

Project Proposal Summary te

ut Total fTE per Academic for Project Proposals

Successful Grants

Income Report

Yearly Income Report

You can also use the income report for final totals checking



Reading your reports

For Research Councils, always read the income column on your report.

all RC will cash limit awards

This has no inflation added as

Yearly Income Report From 01-0ct-2006

Project Name : TEST TEMPLATES

Project Code

Income From : 01-0ct-2006 to 30-Sep-2007

Staff Cost using Pay Banding
04-Mow-2005

Funder Name : AHRC Funder Code 1447
Income Template : Ressarch Council fEC100% Income Template Code : RZC3 All figures in £
Staff Cost
Inflation  Charge Type D ription Hame Type Ext Basic Lw NI SA OA Income Cost
A
Catego Academic Staff \/
Zero Directly Allocated  Resder Szreter Simon Richard o Mo 15,441 o 1,544 2,162 0 16,147 18,930
Total Academic Staff : / 15441 0 1,544 2,182 0 18,147 18,830
Category : Research Staff
Zero Directy moumad Research Assistant TBA Mo 22,225 1] 1,868 3112 D 27,006 28111
Total Research Staff : / 22235 0 1,860 3112 0 27 DG 28,111
Category : Support Staff
Zero Directly moumed Clerical C53 TEA Mo 15,735 o 1,000 3,100 0 10,835 20,848
Total Support Staff : / 15,735 0 1,000 3100 0 \ 18,835 / 20,848

[

/

At the moment basic salary and on costs are not correct so please extract this information from the

Personnel salary scales
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Reading your reports cont...

Yearly Income Report From 01-o0ct-2006

Project Mame : TEST TEMPLATES

Project Code

Income From : 01-0ct-2006 to 30-5Sep-2007,

Staff Cost using Pay Banding
04-Mow-2005

Funder Name : AHRC Funder Code 1447

Income Template : Research Council JEC100% Income Template Code RC3 All figures in £

Staff Cost

Inflation  Charge Type Descriptjon Name Type Ext Basic Lw NI 54 oA __ Income Cost

Ll
Category : Academic Staff

Zero Directly Allocated  Readgr Szreter Simon Richard P Mo 15,441 o 1,544 2,182 0 18,147 18,930

15441 D 1,544 2,162 0 18,147 8,930

Total Academic Staff

The Yearly Income Report will break your figures down by indicated years, the Income Report will give
you overall totals for the whole project

Project Name : TEST TEMFLATES
Project Code

Funder Name : AHRGC

Income Template Research Council fEC100%

Staff Cost

Inflation  Charge Type Description Hame
Category : Academic Staff

Zero Direct'y Allozcated Reader

Total Academic Staff

Szreter Simon Richard

Income Report

Type

Staff Cost using Pay Banding

04-Mow-2005
Funder Code
Income Template Code All figures in £
Ext Basic LW NI SA oA Income Cost
Mo 60,742 0 6,074 E, 504 0 75,321 81,204
B0.743 0 6,074 2.504 0 75,321 81,204




Principal Investigator Costs

/ Principal Investigator Automatic Ingout in 0:19:55 FE12~ Loa 3l

Mame: [Or SRS Szreter [Select Salary Rate: 27432
Post Wg| outlast o Yes O Na Contracted Warking
projects: Week expressed as S
Iutal nurr;ber of  [1650 of full tirne wark:
ours ta be
worked on the Total number of 1650
grant over hours to be

charged to the

duration of the

grant: grant_uverthe . . A
e © Directy Alcated grﬁ:m of the The salary banding figures are available on
© INCHE Average hours per 125 page 5 at ]
Vo © Non JNCHE BEE http://www.admin.cam.ac.uk/cam-
# Council Cost Estimate: 57492 . .
A only/univ/fec/proposals/fec_rates_for_indu
ale;
_csteuts | stry.pdf

Cost Profile

Year 1 - £[19147 Year2 - £[19139 Year3 - £|15146

Inflatiom Charge Type Description Hame OA Income
Category : Academic Staff

Zem Directly Allocated  Reader Szreter Simon Richard 15,441 1,544 2,182 18,147

Total Academic Staff : 15,441 1] 1,544 2,162 0 18,147

Take the figure from the income column from each year and enter into Je-S

You will notice that the amounts do not run in ascending order, this is due to a leap year problem for
individuals at the top of scales, in these cases simply divide the total by the number of years
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Researcher Costs

' / ResearCher Automatic logout in 0:1

s Staff Post Calculator - Joint Staff
]

Marng: Post: Researcher

Past ldentfier Bar Date 01 Oct 2006 Pl Sl Dkl
JHCHE Scale? Incremert Date: 01 Oct 2007 Duration / Fulltime Percentage Munths %
Effective Date Of Scale: 03 Moy 2005 Staff Type Raseatchar
Duration onths * Discretionary Points [
Please select the INCHES | 100 London Waps / Grade / Spine P -
; : Loncion Allawance:
scale as this will then enable | ™ " DN”DD Mt
Br AllDiwance: I
the salary to be il _— Total Other Allowances o ]
automatically calculated at ~ |Dseibrayeeiis: 1o _Calniete |

national rates o e
Spine Point; 9 Calculated Staff Costs
Starting Salary (£) 0.00  Fulltime Effort 35 manths
Total Cost (£) 000 End Date 30 September 2009

Cost Profile - -

Voar 1- 801000 | Vagr2-sP12300 | Yeur3- 50000

Categary : Research Staff
Zero Directly incurred Research Associate TBA Mo 25,549 o 1,218 3,577 ] 31,045
Total Research Staff : 25,540 1] 1,218 3.577 0 /' 31,045
/

The figures will populate automatically for you in Je-S so you can check them against the income column on
the pFACT report. Please bear in mind that as Je-S have not updated their salary scales the totals will be
somewhat different



Other Staff Costs

Other Staﬂ-’ Autornatic logout in 0:1

pe-s  Staff Post Calculator

o] —am S
Postdentfer. T | Start Dite: 01 Oct 2006 Months on Project
Increment Date: 01 Oct 2007 Fulltime Fercentage %
Effective Date Of Scale: 01 Ayg 2005 End Date 30 September 2009
Duratian Marhs: % FullTime Effart (Manths) 36
You will need to type in E o o Seal [Cterical c53 |
each year from the income Landon Allawance: 0 Efiective Date Of Scale
Other Allowance: e EtTyEs (D&
column on the pFACT -0 o
Total Cost: B124210 Basic Starting Salary 5
renEl Seak Ol 053 Lot Al 2 3
Super Ann & M: 1055.00 nnuation & M £
ating Salary: 15628.00 Total Cther Allowances £ D
Show Calculato Tatal Cost On Grant £ m
CotPrtle _ Ok | Cancel |

Vearl-51%05 | vewr2 g0 | year3-21020

Category s Support Staff \

Zero Directly mcumed Clerical C53 TBC o 15,735 0 1,000 3,100 ] 18,835 20,048

o
Total Support Staff : 15,735 o 1,000 3,100 0 /' 18,816 0,845

/

For other staff you must enter the details manually as there are no national scales. You can get the basic
starting salary and NI and SuperAnn from the Salary Scales on the Personnel website. The total you will get
from the income column on pFACT. Add each of the years up
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Technical Staff Costs

Ges  staff Post Calculator

Technician

L FummeEr |
N |
arme: 0O Post: Technician
Manth Project 36
Post dertifer @ Tga | Start Date: 01 Oct 2006 AT B ETREE .
JNCHE Seale? [ Increment Date: 01 Oct 2007 Fulttime Fercentage %
Effective Date Of Scale: ()1 Aug 2005 End Date 30 Septernber 2009
. FullTime Effart (Manths) 36
Duration Manths: k'
1 1 Scal T4
You will need to type in FTE % o | |
. Lamdlan AlmiEnse Effective Date Of Scale
each year from the income -0
I h FACT Other Allowance: 0 Increment Date
column on the p Tatal Cost: £9313.00 Basic Starting Salary £
repOI‘t Seale; T4 £ D
Super Ann & N 4664.00 L—[Super Annuation & I £
Sta alary. 1775 Tatal Other Allowances £ D
Show Calculato Tatal Cost On Grant £ m
Cost Profle k| Concel |
Year 1 - £[22390 Year2- £[23141 Year 3 - £]£3782

Category : Technical Support \
Zero Directly imcumsd  Technician 74 TEBA Mo 17,715 ] 1,185 3,421 0 22,380 23,308

-

For other staff you must enter the details manually as there are no national scales. You can get the basic
starting salary and NI and SuperAnn from the Salary Scales on the Personnel website. The total you will
get from the income column on pFACT. Add each of the years up
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Adding Equipment Costs

Because the equipment on this project is less than £3000 it is listed under Other Directly Incurred Costs

' Other Directly Incurred Costs

Scheme: Research Grants - Standard
Project Title:
Organisation: University of Cambridge Department: History
Description Equipment E
Armount 2500
Year Year 2 ‘Year3

Year values ] ]
N T

When you enter the data on pFACT you will specify the year yo n to buy the equipment and you use
the figures from the income line in the report accordingly to complete the yearly breakdown. In this
instan Il the equipment is being bought in the first year.

Equipment = 10k

Category
Zero Directly incumed  BIG EQUIPMENT Standard 17.50 1 gach 2,128 72 2,500 2,500
Total Equipment = 10k 2128 w2 2,500 2,500
Total Facilities & Equipment Cost - 2128 a2 2,500 2500

MWy Stoff Coct




You can itemize each

Adding Consumables and Travel Costs

We will also need to add our travel and consumable items to Other Directly Incurred Costs.
(. Other Directly Incurred Costs

Scheme: Research Grants - Standard
Project Title:
Organisation: University of Cambridge Department: History

Add New Other Directly Incurred Costs ltem

Description Amount (£)
edit Equipment 2500 delete
2,500

Because we already have an item we will need to add a new one

. :Other Directly Incurred Costs

consumable item and how much R

for e_aCh year’ agaln taken from Scheme: Research Grants - Standard

the income column of the report Project Title:

fl’0m pFACT Organisation: University of Cambridge Department: History

Description

Consumahles g

Year 1 Year 2 Year 3

- sae | Cancel |

Year values:



Adding Consumables and Travel Costs Cont...

Other Directly Incurred Costs

Scheme: Research Grants - Standard
Project Title:
Organisation: University of Cambridge Department: History

Description Travel to meetings g
Arnount 10000
Year 1 Year 2 Year 3

Year values: 23330 3339 2331

Again if you have several costs please itemize them and take the costs from the income report for the
yearly breakdow

Category : Consumables \\A

Zero Directly imcumred CONSUNMABLES Standard 17.50 0 gach 1417 4B 1,885 1,665
Total Consumabiles : 1417 24E \‘I.EI&E* 1,665

Category : Travel X
Zero Directly moumrad Trawvel to meetings Standard 17.50 0 sach 2,834 408 3,330 3,330
Total Travel : 2834 426 3,330 3,330

Total MNon Staff Cost : 4251 744 4995 4,005




Adding Estate Rates and Indirect Costs

/' Estates Costs ': Indirect Costs

Scheme: Research Grants - Standard Scheme: Research Grants - Standard
LS Project Title:
Organisation: SINEEINESESCININENE Department: SISINE Organisation: University of Cambridge Department: History
Total Amount: 13504 Total Amount:  [148501

Vear | rearz reard Year 1 Year 2 Year 3
VEEREITEE ] (e | 5 | 7 YearValues:  [43455 [4591 | [13455

[_Save | _Cancel | =2 =

Again please take the yearly breakdown of figures from the income column on the pFACT report.

Charge Type Description FTE Income Cost
Group Name : University-wide Office /

Directly Allocated  Indirect 1.33 48 455 49 453

Directly Allozated  Esfates - Office 1.33 4 532 4532

Total University-wide Office H 53,888 53,983

Total FTE Related Cost H 53,888 53,988

You may notice that the yearly breakdown seems strange, this is due to the leap year in 2008. If you wish
you can simply take the total and divide by three
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pFACT contacts

Website: http://www.rsd.cam.ac.uk/staff/applying/process/pfact/

Useful information

http://www.rsd.cam.ac.uk/staff/applying/process/pfact/faa/index.html
Check out the faq page to see if the answer you require is there

pfact.helpdesk@rsd.cam.ac.uk

Use this for any questions you have relating to actually creating your
PFACT application

fec.training@rsd.cam.ac.uk

Use this if you or your department need training on pFACT
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Contacts and Links

Research Jaoint
Councils @ electronic
UK Submission

Welcome to Je-5 1

The Portal for BBSRC, EPSRC. HERC and PPARC Electronic Research Grant Services

Log in to Je-S 1

User ld: ]|
Password: ]
If wou hawve forgotten your passwwor d CLICKH HERE for a password hint .

Terms and Conditions of Llse
Supported Browsers

About Jes 1 About JeS Framework Create Account Registration System Help Tutorials

Je-= 1 Wersion 301 .25 = Copyright & 2001 -2003 Researc h Councils. Al rights reserwved.

«JeS HelpDesk
JE-SHelp@rcuk.ac.uk
T:01793 444164
Staffed Monday to Friday 9am-5pm

«JeS log-in Homepage
https://je-s.rcuk.ac.uk/eforms/secure/Login.asp

Research Services Home Page
www.rsd.cam.ac.uk

University of Cambridge fEC page
http://www.admin.cam.ac.uk/univ/fec/




