Research Services Division

Submitting a Grant Application
through the Joint Electronic
Submission (JE-S) System

For the Research Councils: PPARC, BBSRC,
NERC & EPSRC



CREATING AN ACCOUNT



Research Joint
Councils electronic
UK Submission

Welcome to Je-5

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

Log in to Je-5

User Id: H

Password: I

Lagin

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

Terms and Conditions of Use

ﬁ&%
Ahout JeS5  About JeS Framewaor Create Account ediztration  Systermn Help  Tutorials

Je-S Version 3.1 .37 = Copyrigl cils 2001-2004 . Al rights reserved.

Click Create Account
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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-= e <::

| do not wish to decide at present e

If wou hawe any gqueries, contact the Je-= Helpdesk (tel: 01793 444164, e-mail: jeshelpi@orcuk . ac.uk)

Submit | <=

Jde-= Yersion 3.1 .37 = Copyright & Research Councils 2001 -2004 . All 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.



Account Set Up

Personal Details

Title: m
Forenames - | |
Surname: * |
Ermail Address: - |
Telephone: * |
o S ——
Date of Birth: - [ =] ~ -~
Current Post: * |
FPost Start Date: * | j | j | j
Ethnic Origin: |Unkn|:|wn j

sar Account Details

Freferred User MName:

I
Password: | :
I

Confirm Password:

Fassword Hint: |

Dirganisation Details

| ) o=
Departrment: - | @ <::

If you cannot find your organisation or department please contact the Je-= Help Desk an
01783 444164,

COrganisation:

Enter your details

Choose a Username and Password

Click “Select” to search for your Organisation
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

Challenge R
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 hawve
a registered account.

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

Update | P

If you are a P.l./Co-I/Researcher Co-I 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 an RSD»
1a/PFACT and a three working day turnaround time.



LOGGING IN FIRST TIME

10



Confirming Personal Detalls

Me-s Assigned Documcsnt Summary

You will be logged out automatically after 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

|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~

| confirm my details are correct, last affirmed 28 Octnber?ﬂt@

Save ﬁ:

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.

12



SUMMARY SCREEN :
Other Functions

13



Changing your Password

Ges Assigned Document Summarv

Report Problem X My Detiils X Login Details X Help

Welcome you last logged in on 157077208

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

¢ SackioJes Pagort Problem

Challenge Responses

Please Enter Account Details

User Id: HORSLEY.J1
Email Address: jamie.horsleyg@irsd.cam.ac.uk
Preferred User Name: |HORSLEYJ1

Current Password: |

New Password: |

Confirm New Password: |

New Password Hint: ||

Update

From Document
Summary screen, Click
“Login Details”

Change password details as
appropriate and click “Update”

After a set time period, the
system will also automatically
prompt you at log-in to change
your password

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



Changing Personal Detalils

Ges Assigned Pocument Summary

Report Prok lem X' My Details I Loy in Details m

Welcome you last loggel 0772005 12:34:21

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

Assigned Document Summary

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

Add Hew Document

From Document
Summary screen, Click
“My Details”

s Personal Details

<<Document Summary f Address Details § Reyistered Details

Persanal Details

Existing Amended
PID H11314J
Title: hrs hrs -
Farenames: Jamie |Jamie
Surnarme: Harsley Horsley
Preferred MNarne: |
Gender: Fermale |Fema|e j
Date of Birth: 19 May 15978 - - -
Ethinic Origin: Unknawn |Unkn0wn j
Honaurs: hil. A, NA
Dizahled Indicatar: Mo r
Details: ‘
Current Post: Applications Manager Applications Manager
Current Post Start Date: 1 June 2003 1 > ||Jun = ])2003 ~
Sectar; Higher Education Institution |Higher Education Institution ﬂ
Function: htanager/Adrin Manager/Admin -
Expertise: ‘
| 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

) . 15
First Time”



Changing Address Details

Ges Personal Details

Address Details

<<Document Summan Registered Details

S Personal Details

Contact Details

Existing Arnended
Email Address:  jamie.horsley@rsd.cam.ac.uk [jamie.horsley@rsd.cam.ac.uk
Telephone: 01223 333543 |D1223 393543
Fax: |
Contact Mail Address - We hold this as your current mailing address

Effective Date:  Address:
18 Aug 2002 |niversity of Cambridge, 16 Mill Lane, Cambridge, CB2 158, United Jingdom

Click “Add New Address”

From Personal Details screen,
click “Address Details”

Ges' personal Details

<< Document Summary | Person Details § Registered Details

Contact Details
Existing Armended

Email Address:  jamie horsley@rsd.cam ac.uk Uamie.hurs\ey@rsd carn.ac.uk

Telephone 01223 333543 ‘01223 333543
Fax: ‘
Contact Mail Ad hold th urrent mailing address
Address: University of Cambridge nl\rersn af Cabrldge
16 Mill Lane [16 Ml Lane
Cambridge |Camhridge

Town: |

County f State: |

Country United Kingdom |Un|ted Kingdam j
Posteode: CE2 156 [cBz 158

Effective Date:  Address:
18 Aug 2003 Unjversity of Cambridge, 16 Mill Lane, Cambridge, CB2 15E, United Kingdom

| confirm my details are correct, last affirmed 36 October 2004, T

Save

Add/Edit detalils, tick
confirmation box, and click
“Save” 16



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. 17



CREATING A GRANT APPLICATION

18



(e Assigned Document Summary

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

From Document Summary Screen:

No documents assigned.

Click “Add New Document”

Add New Document

Ges Add New Document

select Councl [IERC =] Select your Council, Document Type,
select Docurment Type: |FEC Grant Proposal j and Scheme from the drO dOWﬂ

select Scheme: |Standard Grant j | p

C 0y et urnent [ ISts

Click “Create Document”

Create Document | Cancel |

19



Copying an Existing Proposal

To copy a proposal you have already

Select Council |EPSRC ] )

Select Docurment Type: |FEC Grant Proposal j formatted, SeleCt COunCll, Document Type
Seect Scheme clect Scheme - v | and Scheme then tick the box for “Copy an
oy st fee @ Existing Document”

Create Document | Cancel |

—

- 5 sl ==
Ges Select document to copy Automatic lgout in 1:69:29 B2~
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 a BBSRC proposal

for a NERC application. 20



DOCUMENT MENU

21



Document Menu

Scheme: Standard Grant
Project Title:
Organisation: Department:

Document Data
Edit Project Details
Edit Investigators. ...

Edit Objectives

Edit Summary
Edit Beneficiaries

“iew Surmrmary of Resources
Edit Research Councils £ MoD Research Grants Scheme

Edit Other Support

Edit Related Proposals

Edit Joint Proposals

Edit Staff ...

Edit Resources. ...

Edit Estates and Indirect Costs...
Edit Project Fartners

Edit Classification of Proposal....
Edit Mominated Referess

Edit Attachments

=< Back to current documents

This is the screen from which you will enter details and upload documents

Document Actions
“Yalidate Docurment

Document Import / Export
Create Document for Printing

Export Document as xML

Document Management
Docurment Status

User Access Privileges
Document History

Hide Docurnent

Delete Docurment

Transfer Document Owhnership

Autamatic lagaut in 1:59

for your application. It is the main screen for editing a research proposal
document. This screen may look slightly different for different research

councils.



Edit Project Detalls

EMPRCGNMENT

C M Project Details

ﬁcheme; | Standard Grant Note: “Reference” can be any combination of numbers or
ject Title: . . .
B . letters you require. When submitted RSD will add to or

change “Your Reference” to the internal “RG Number”
Submitting Organisation

Click “Select Organisation”

Organisation: | Select Organisation

Department: | Select Department

Click “Select Department”

Submitters reference: |

Project Title
Note: If Scheme and/or Call are not selected correctly,
the application may not travel to the relevant assessors
Proposal Call at the Research Council
Proposal call: |nune j
Start Date and Duration

Please enter the Start Date and Duration

Start date: |'l1 j |Ju|3,r j |20I]5j Duratian: manths

@ancel | Add all details as appropriate and click “Save” 23




Edit Investigators
LM [nvestigators

Scheme: Standard Grant
Project Title: Je-= fEC training
Organisation: University of Cambnidge  Department: Research Senvices Division

Document Data
Edit Principal lnvestinator

Edit Co-Investigator
Edit Researcher Co-lnvestigator

Select type of Investigator to Edit

== Principal Investigato

Fleaze ”illlllllilill“"i " ar for the Grant

‘ Add New Principal Investigator ltem ’ Click “Add New

Name JNCHE XXX Investigator”




W paamumaL

C-=~ Principal Investigator

Marne: |

Fost will outlast ‘%
project?:

Total number of

hours to be
\'l:wurked on the
) grant owver
duration of the
grant:

Cost Type: & INCHE
4
" Mon JMCHE &)

" Directly Allocated

% Council
Contribution ao
Hate:

Save | Cann::el|

Fost:
Start Date:

Increment Date:

Effective Date Of Scale:

Duration Months:
FTE %:

London Allowance:
Other Allowance:
Tatal Cost;
Discretionary Points:
Grade:;

Spine Faint:

Show Calculato

Autamatic logout in 1

Principal Investigator
01 Aug 2005

01 Aug 2005

01 Aug 2005

B0

100

Mo
Other

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

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

3. Enter “Total number of hours” as a portion of 1650 hours p.a. full time.

4. If Directly Incurred, select appropriate pay scale, INCHE or Non-JNCHE

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

25



Example: P.l. — Directly Allocated

W aamumal

- Principal Investigator

arme: | Select

Post will outlast

project?: @ Yes C'No )
Total number of  [447 .
hours to be

worked on the

grant over

duration of the

grant:
Cost Type: = JNCHE
" Mon JNCHE
& Directly Allocated

% Council
Contribution a0
Hate:

Save | Cancel|

Autamatic lagout in 1:

Salary Rate: [55000 ‘4

Contracted WWorking |1|:||:|
WiWeek expressed as %
of full tirme wark:

Tatal nurmber of
hours to be
charged to the
grant over the
duration of the
grant:

Awerage hours per 2
week:

CostEatimats: 1457 ‘t\

440 - |

1. Example: 2 hpw x 44 wpa x 5 = 440 hours worked over duration of the grant.

2. Enter Salary Rate — Actual or by Banding as per PFACT.

3. “Total Number of Hours to be Charged” should equal hours to be charged to the

project. This may not be equal to “Hours Worked”.

26

4. Click “Calculate”. Form will calculate P.l. cost for whole project.



Example: Co-l Researcher — Directly Incurred

Marme: | Select

Faost will outlast

project?: ® Yes O No
Total number of |525|:||

hours ta be

worked on the

grant over

duration of the

rant:
Cost Type:

@ @ JNCHE
A NonncHE

% Council
Contribution a0
Rate:

Save Cancel |

1. Total number hours to be worked should be full or near full time

2. Cost Type should be INCHE
3. Click “Show Calculator

Post:
Start Date:

Increrment Date:
Eftective Date Of Scale:
Caration Months:

FTE %:

London Allowance:

Cther Allowance:
Total Cost:
scale:

super Ann & R

Autamatic logout in 1;

Fesearcher-Co-lnvestigatar

01 Aug 2005
01 Aug 2005
01 Aug 2005
kO

100

a

a

a

o

27



Ges  staff Post Calculator - Joint Staff

Faost Start Date |1 ﬂ|August j|2EIEIEﬂ . .

Duration / Fulltime Percentage 4] Maonths (100 24 Enter detalls In the drop )

Staff Type ResearcherCo-Investigator dOWﬂ/fI|| N bOXGS as I‘eC]UIred
Discretionary Points - o E T l.e. start date, duration, etc.
Landan Wght / Grade / Spine Pt r |[RA1A «| |B -

Increment Date |1 ﬂ|f-\ugust j|2[|l:l?j < !

Total Other Allowances £ IEIi - ) ”
@P Click “Calculate

| Calculated Staff Costs |

Starting Salary (£) 26,219.00 Fulltime Effart B0 months
Total Cost (£) 143 553.00 End Date 31 July 2011
Ii' F””H Start Date Amount (£)

aint

Tuesday, July 31, .

B Tuesday, August 01,2006 - 365 w2900 221200 | The lower half of the screen will
7 ;EE?”ESE{EY- August 0T, gggés'jay- July 31, 266 27 285,00 27 285.00 pOpU|ate W|th the appI’Oprlate
g Friday, August 01, 2005 Friday, July 31,2009  3B5 28 B583.00 28 B55.00 Salary flgures
9 Saturday, August 01, 2009 gg’;;rda?'“'”'f" Sl 365 30,140.00 30,140.00

10 Sunday, August 01, 2010 Sunday, July 31, 2011 365 223,00 223.00

oK. | dﬁncel | Click “Ok”

28



Automatic logout in 1:5

Marne: | Select Past: ResearcherCo-IMhstigatar
Post will outlast o~ Start Date: 01 Aug 2006
'F]rrnlijalalcr:;nher of  laoan nerement Dte: 0T Aug 2007
hours to be Effective Dgite Of Scale: 13 Jul 2005
worked on the Ouration E0
duration ofthe TE % 100
grant; Landon Aflowance: Mo
Cost Type: & JMNCHE Cther Allofrance: .00

" Man JNCHE Total Cost: 143 558.00
% Council sealer
Contribution ad Super Ann &
Rate: Starting Salary:
Save | Cancel |

Shows summary of calculations. Double-check
information is correct. If you need to make
corrections, click “Show Calculator”



Objectives, Summary and Beneficiaries: Fill in as per
Council guidelines for your scheme/call.

W jamural . . arumas
Wy S erenmorener
E-fwm Objectives Ef-—c M Summary
Scheme: Standard Grant
. Project Title: .Je-5 fEC training
Scheme: Standard Grant Organisation: University of Cambridge Department: Research Services Division
Project Title: Je-5 fEC training
Describe the proposed research in simple terms in a way that could be publicised to a general audience [up to 4000 chars]

Organisation: University of Cambridge Department: Research Semvices Division

List the main objectives of the proposed research in order of priority [up to 4000 chars)

Scheme: Standard Grant

Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

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

Save | Cancel|

You can also cut and paste text from
a qud document into these
sections. 30



Edit Other Support

#“:mgm Other Suppoﬂ Autamati logout n 1

Scheme:  Standard Grart
Praject Tifle: Je-3EC taining
Oryanisation: Unersity of Cambridge Department: Research Senices Oivsion

s fiom any ather source for this o ather reseach inthe same feld nthe pat hres yeas,

Add Hew Other Support Hem CII Ck I Ad d N ew ”
Description Title of Project ~ Amount
Totahf 0

44 Back to Document Meny

LRt Other Support

Scheme:  Standard Grant Select and Search organisation.
Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

Select Organisation

Awarding organisation: | K

Awarding organisation's reference: |

Title of project: |
Decision made 7 ' Yes O ho

Award made 7 ' Yes O No

Star date: mal B S Add support details as

End date: =] = = appropriate
Amount sought:

Save | Cancel| 31




Edit Related Proposals

- Related Proposals

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

Provide details of any related previous proposals to NERC. If the proposal is related to one or more
proposals previously submitted to the

| Council, select “Add new Related

Proposals Item”.

‘ Add New Related Proposals ltem b

| Reference Numhber How Related ?

<< Back to Document Menu

W TumaL

e Related Proposals

Scheme: Standard Grant

Project Title: Je-S fEC training
T|Ck the appropna‘te bOX and Organisation: University of Cambridge Department: Besearch Services Division
add reference number as Howe is this proposal related to a previous one ? © Continuation
requested " Follow up to outline proposal

" Resubmission

Please give the previous research grant proposal Reference Mumber:

“alid Reference Mumber formats

32

Save | Cancel|




Edit Joint Proposals
Pl Joint Proposals

Scheme:  Standard Grant
Project Title: Je-5 {EC training

Additional options will appear
b PP Organisation: Uniersity of Cambridge  Department: Research Semices Division

down the list as you answer

Yes” or "No”. Complete this section if more than one organization Is submitting a NERC propasal farm for this praject,

Example: Partner organisation

|5 this part of a joint proposal 72 @ Yas T hg
Are you the lead RO 7 ez & N
Joint reference: |C15EiIJ5

C e Joint Proposals

Scheme: Standard Grant

Project Title: Je-5 fEC training . . .
Organisation: University of Cambridge Department: Research Services Division Example Lead Orqanlsatlon

Caomplete this section if maore than one organisation is submitting & NERC proposal form for this praject.

Is this part of a joint proposal ?: & Yag Mg

NI T C|ICK “Get Ngvy Reference”. The system will
Joint reference: 161106 et Mew Reference | pI’OVIde the “JO”Tt reference” numbel’
Total number of proposals:

Enter total number of
proposals including lead. 33
Click “Save”

Save | Cancel |




Notes: Joint Proposals

* If you are the Lead Organisation you will have to
obtain the joint reference as per the example and then
notify your partners of the reference so they can include
this on their own applications.

oIf you are not the Lead Organisation, you will have to
obtain the joint reference from your lead partner.

There is no automatic notification to partners of the joint
reference.

34



Edit Resources

W jkTumaL

E-fm Resolrces

Scheme: atandard Grant
Project Title: Je-5 fEC training Click appropriate category and add
Organisation: University of Cambridge Department: Research Senices Division

necessary costs.

Document Data

Edit Travel and Subsistence

Edit Equipment

Edit Animal Costs

Edit Other Directly Incurred Costs
Edit Other Directly Allocated Costs
Edit Facilities

<< Back to document menu

Example: Add Other Directly Incurred Costs

gl Other Directly Incurred Costs

# EESEARCH COHIRCIL

Scheme: Standard Grant
Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

Description ‘

Arnount

Save | Cancel| 35




Example: Add Equipment

o HATURAL = ) . . o o Help ~ Log Out

I, PTRRTE T [Foarn - B0 A0 —L —J—

- Equipment Automatie 10gout It 15949 Roport Probler
Scheme: Standard Grant

Project Title: Je-S fEC training
Organisation: University of Cambridge Department: Research Serices Division

Add details of individual iterns of equipment dedicated to the project and costing £3000 ar mare (including “AT). The cumulative value of equipment costing in excess of
£50 - : added to the 'Exceptions’ heading in the resources summary table and paid at 100% fEC.

| |
Click “Add New Equipment”
" Description Amount
edit Supercomputer 150,000 delete
150,000

W paTumaL
W ErenmonmEnT
# RESEAREH COUNCIL

Scheme: Standard Grant
Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

Description: |
Country of | P j
MWanufacture:

Deliery Date: [ ]| =l = Add details. Include VAT on EU

Charge: Ii .
SR E— purchased equipment

WAT:

36

Save ‘ Cancel‘




Edit Estate Rates/Indirect Costs

e Estates and Indirect Costs

e MESEAREH EUNEIL

Scheme: standard Grant

Project Title: Je-5 fEC training

Organisation: University of Cambridge Department: Research Services Division SeleCt “Edlt |ndireCt COStS”
pocument Data or “Edit Estates Costs”

Edit Indirect Costs
Edit Estates Costs

<+« Back to document menu

W pasmumaL
W prrmaneENT
o FESEAREH EOUNEIL

Scheme: Standard Grant

Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

Pleaase specify total Estates Costs for the grant. .
Enter Estate/Indirect Cost
Estate Costs: as calculated by PFACT

Save | Canu:el|




Edit Classifications/Referees/Project Partners

- Classification of Proposal

Scheme: Standard Grant

Project Title: .Je-5 fEC training
Organisation: University of Cambridge Department: Hesearch Services Division

Document Data
Edit Scientific Area

Edit Secondary Classification

Edit Science Topics
Edit EREI

EE=r™ Nominated Referees E-E5= Project Partners

Scheme: Standard Grant

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

Scheme: Standard Grant

Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

Please enter details of partners in the project and their contributions to the research. These o

Enter the details of up to 4 referees whorm NERC may approach for assessment of this research proposal. Council
Add New Referee i
Add New Project Partners ltem
Referee Name Organisation or Address Department or Town e
. Partner Organisation Contact Name Amount
- There are no items to show -
- There are no items to show -

<< Back to Document Menu «< Back to Document Menu

Note: For “Other Support”, “Project Partners”, and “Referees” if your
“Select” search fails, you will then be given the option to “Add New

Organisation/Partner” 38



Example: Searching and Selecting: Adding Information
Manually

£l =11

Je-S Person Search “ " .
If “Select” search fails, some data

Pleaze specify -the be.-g.fnnmg of the surname and optional initials to search for a person, screens W|” glve you the Optlon tO
After searching, click an the any part of a row to select that person anto the form. .
“Add New xxxxx” and input
Surname Initials . .
= | information manually.

arch Can ‘

Add Mew Person. |

0 results found

Data Screens that allow this option include “Edit Other
Support”, “Edit Project Partners”, and “Edit Referees”

Note: This option will not appear until the search
has failed.
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b T T TR

o Summary of Resources

Scheme: Standard Grant
Project Title: Je-5 fEC training

View Resource Summary

Organisation: University of Cambridge Department: Research Services Division

Automatic logol

=« Back to Document Menu

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

Directly Incurred Staff 398 99 .00 318 ,959.20 =1l
Travel 0.00 0.00 80
Equipment 50,000.00 40,000.00 80
Dther 5 B56.00 4 524 .80 80
Sub-total 454,355.00 363.484.00

Directly Allocated Investigators 14 BEBE.BY 11,733.34 a0
Estates Costs 0.00 0.00 80
Dther 25.00 20.00 80
Sub-total 14,691.67 11.753.34

Indirect Costs Indirect Costs .00 0.00 g0

Exceptions Equiprment 100,000.00 100 ,000.00 100
Sub-total 100,000.00 100,000.00
Total 569,046.67 475,237.34

Staff type Months

Investigator 3

FResearcher 120

Technician G0

Other o

“isiting Researcher o

Student o

Total 183

This is a read-only screen which is populated automatically from the other
data screens: staff/resources. It shows the fEC and the RC contribution at 40
80%



Adding Attachments

W L

- Document Menu

Scheme: Standard Grant
Project Title: Je-5 fEC training

Organisation: University of Cambridge Department: Research Services Division

Document Data
Edit Froject Details
Edit [nvestigators....

Edit Objectives

Edit Summary
Edit Beneficiaries

Yiew Summary of Resources

Edit Research Councils £ Mol Research Grants Scherme

Edit Other Support

Edit Related Proposals

Edit Joint Proposals

Edit Staff....

Edit Besources. ...

Edit Estates and Indirect Costs....
Edit Froject Partners

Edit ffication of Proposal....
it Mominate
Edit Attachments

<< Back to current documents

Click “Edit Attachments”

Document Actions
“Yalidate Docurment

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

Document Management
Document Status

User Access Privileges
Docurment History

Hide Docurment

Delete Docurment

Transfer Document Ownership
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Epreoram Attachments

Scheme: Standard Grant

Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

e read the requl nts for attachments by clicking on the help link at the top right CIle “Add NeW AttaChment”
—

e Description Type

- There are no items to show -

<< Back to Document Menu

Attachments

Scheme:  EETIIEE Click “Browse” and navigate to the

(P)rr;j:::s::ﬂlen:: iler;ifeiﬁ:y”;irngnhridge Department: Research Senices Division appropriate flle/S on yOUI' SyStem- NOte the
___ types of files accepted. Once uploaded all

250 e W ol 0 6 (o T 350 5 e ke files are converted to PDF files. You will

actenmt 1ol vy O submisson o Researeh ceunc, comeres a1 s NNEEAACObe Acrobat in order to read the

Fostscript level 2 (*.ps)
lgs again once uploaded.

Filenarme:

Microsoft Word  (*.doc) - On submission to Research Council, convert

Description:

You must type a description

Document type: |Case For Support (exactly 1) ﬂ

T You must select a document type either “Case for
Support” or “Other”. “Other” may be support letters,

Click "Upload cover letters, quotations etc. 42



STAFF




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 44




RESEBI'C h er Automatic lagout in 1:

Marme: o | Select Paost: Researcher
Paost ldentifier: . —~ | Start Date: 01 Aug 2006
AMCHE Scale? — ‘% Increment Date: 01 Aug 2005
Effective Date Of Scale: 01 Aug 2006
Ciaration Months: (=]
FTE %&: 100
London Allowance: n|
Other Allowance: ]
Total Cost: 0
Scale:
a
a

Save | Canu:el|

1. Tick the circle next to “Name” if your researcher is in the Je-S
database. Tick the circle next to “Post Identifier” if the post is
unnamed or not in the database.

2. If your post is a INCHE (Joint Negotiating Committee for
Higher Education) post, tick the “*JNCHE Scale” box.

If your post is a non-JNCHE post, leave the box unticked.

3. Click “Show Calculator” 45



rle-5

art Fost Calculator -

Post Start Date

Dwration f Fulltime Percentage

Staff Type

Discretionary Paints
Londan YWaht / Grade / Spine Pt
Increment Date

Total Other Allowances

Example: JINCHE post

oin d
Enter details in the drop

[ = [August = ][z006 <] down/fill in boxes as required
B0 Months [100 % l.e. start date, duration, etc.
Researcher
- < |
r [rata <] |6 ]
[1 = |[tugust = ]j2007 ~ |
£]|0 _

Calculate Click “Calculate”

Calculated Staff Costs

The lower half of the screen will
populate with the appropriate

atarting Salary (£) 26.219.00 Fulltirme Effort B0 months
Total Cost (£) 143 555.00 End Date 31 July 2011

Spine e Pl e Annual R .

Faint stz D Erd Deite salary (£] | mount (£) Salary flgureS
B Tuesday, August 01, 2005 ;;S?daf"- LI 365 26,219.00 25,219.00

YWednesday, August 01, Thursday, July 31,

7 o007 008 366 2728800 27 285.00

g Friday, August 01, 2008 Friday, July 31,2003 365 286/55.00 25 655.00

9 Saturday, August 01, 2009 255'1‘5”5’3"“'”'3’ s 365 30,140.00 30,140.00

10 Sunday, August 01, 2010 Sunday, July 31, 2011 365 MMEQS.DD

Click “Ok”

w ncel |
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Example: Completed INCHES post summary screen

Autamat

Marme: ~ | Post: Researcher
Post dentifier. & [Post 1 Start Date: 01 Aug 2008
JMCHE Scale? @ Increment Datey 01 Aug 2007 . ]
Eftective Date Of Scala: 18 Jul 2005 CheCk detalls Start
Duration Months: 1
uration Monfps 2 date/increment date
FTE %: 100
London Allowdnce: Mo etC
Other Allowande: 0.00
Total Cost: 143 555.00
Discretionary Poynts: Ma
Grade: RATA
Spine Point: 5
Save | Cancel ‘

If you need to make amendments or changes
click “Show Calculator” to return to the post
data screen.
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Me-5 a F0S

| FullTime Effort |

Fost start Date
Fonths on Froject

Fulltime Percentage

End Date
FullTirne Effort (Manths)

scale

Effective Date Of Scale
Increment Date

Basic Starting Salary
Landon Allowance
super Annuation & N
Total Other Allowances

Total Cost On Grant

Example: Non- JNCHES post data screen

aicuiator

|1 jMugust
Bl
100 %

31 July 20711
B0

= ||2006 ~ |

T4/

|1 jh—\ugust

= ||2006 ~ |

|1 j|D|:tDber

£ 1B251

g

£ 4250

g

£ 1115883

= ||2007 + ]

(0] | Cancel

There is no automatic calculation on this screen.
Fill in all details AS PER THE RSD-1a or PFACT.

Click “OK”
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Example: Completed Non- JNCHES post summary screen

b LT T

C-feww Technician

Mame: e |

Post ldentifier: & [Tech 1
JHMCHE Scale? [

Save ‘ Cancel|

Automatic logout in 1:59:

FPost:
Start Date:

Increment Date:

Technician
01 Aug 2006
01 Oct 2007

Effective Date Off Scale: 01 Aug 2006
Duration Montllls: B0

FTE %: 100

London Allowdnce: 0.00

Other Allowanke: 0.00

Total Cost: 111 A583.00
Scale:

T4/
4 .250.00
16,251.00

Super Ann & MI:
Starting Salary:

Show Calculato

If you need to make amendments or changes
click “Show Calculator” to return to the post

data screen.

Check details against
RSD-1a/PFACT.
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Question: Do | use JNCHES or Non-JNCHES?

Use INCHES

Use Non-JNCHES

RA1A posts up to national spine point 13

RA1A 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 JNCHE 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. If you don’'t know the effective date of
scale it is a yellow box on the RSD-1a staff pages
titled “effective date of salary”.

*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 g
provision).



VALIDATION & SUBMISSION
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Validation

RATURAL

sl Document Menu

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

Document Actions
“alidate Docurment

Document Data
Edit Project Details
Edit Investigators. ...

Edit Ohjectives

Document Import / Export

Edit Surmmary Create Document for Printing
Edit Beneficiaries Export Document as XML
Wiew Summary of Resources

Ed@t Research Councils / MoD Besearch Grants Scheme Document Management
Edit Other Support Dacument Status

Edit Related Proposals User Access Privileges

Ed@t Joint Proposals Document Histary

Ed!t Staff... Hide Document

Ed!t Fesources. ... _ Delete Document

Edit Estates and Indirect Costs. Transfer Docurnent Owhnership

Edit Project Partners

Edit Classification of Proposal....
Edit Mominated Referees

Edit Attachrments

<< Back to current documents

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




W panrumaL
L]

Scheme: Standard Grant
Project Title: Je-3 fEC training

C-f Document Menu

Example: Validation Failure

Organisation: University of Cambridge Department: Research Services Division

Document Data

Edit Project Details
Edit Investigatars. ...
Edit Ohjectives

Edit Surmmary
Edit Beneficiaries

Wiew Summary of Resources

Edit Research Councils / MoD Research Grants Scherne

Document Actions
Yalidate Docurment

Document Import / Export
Create Document for Printing

Export Document as XL

Edit Other Support
Edit Related Proposals

Edit Joint Proposals

Edit Staff....

Edit Resources....

Edit Estates and Indirect Costs....

Edit Project Partners
Edit Classification of Proposal....

Edit Mominated Referees
Edit Attachments

<< Back to current documents

Document Management
Docurnent Status

User Access Privileges
Docurent Histor

Hide Docurnent

Delete Docurnent

Transfer Docurnent Ownership

Clicking “Validate Document” will split

the screen. Validation Errors will show at

the bottom of the screen.

1) = Copyright @ HERC 2001-2004 - All rights resenad.

Hide validation @

Section Tested

Validation Display limited to a maximum of 20 errors

Error Message Validation Type Outcome

Co-lnvestigatar  Applicant Miss Ermma Stratford post must outlast project ApplicantList (%] ErrO I'S

Indirect Costs  Section has not been completed. Chargeableltern (]

Estates Costs  Section has not been completed. Chargeableltemn 0 <::|
Attachments Section has not been completed. AttachmentList O

“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
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Important: Common Error

Co-lnvestigatars Co-lnvestigator Ms Ruth Barnard - Personal details have not been affirmed in the last 12 manths Error

Participant has not “saved” personal details. See “Logging In First Time”.

Please ensure that all Co-I/P.I/ Researcher Co-Investigators in your application
have saved their personal details in the last 12 months or you will NOT be able to
submit. There is nothing RSD can do to assist with this error and Je-S HelpDesk is
not guaranteed to be able to correct this.
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Submitting

Document Menu

Scheme: Standard Grant
Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

Document Data Docunaantiotions
Edit Project Details Validate Docurmen
Edit Investigators. Submit Docurment
Edit Ohjectives
[ SRE rort / Export

Edit Summary ——
Edit Beneficiaries Create Document for Printing

Wiew Summary of Resources Expornt Document as XL
Edit Research Councils £ Mol Research Grants Scheme

Edit Other Support Document Management
Edit Related Proposals Docurmment Status

Edit Joint Proposals User Access Privileges

Ed!T Staff.. .. Document History

Edit Resources. . Hide Document

Edit Estates and Indirect Costs Delete Document

Edit Project Partners Transfer Document Crweniership

Edit Classification of Proposal....
Edit Mominated Referees
Edit Attachments

<« Back to current documents

Click “Submit Document”. It will ask you to confirm “Ok” or “Cancel”.

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:
Oowner 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 an RSD-1a/PFACT and three working

day turnaround time from receipt of RSD-1a/PFACT and application

submission.
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DOCUMENT MENU:
Other Functions
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Printing

peM Document Menu

Scheme: Standard Grant
Project Title: Je-5 fEC training

Organisation: University of Cambridge Department: Research Services Division

Document Data
Edit Froject Details
Edit [nvestigators. ...

Edit Objectives

Edit Summary
Edit Beneficiaries

“iew Summary of Resources

Edit Research Councils £ Mol Research Grants Scheme
Edit Other Support

Edit Related Proposals

Edit Joint Proposals

Edit Staff....

Edit Fesources. ...

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

Edit Classification of Proposal....
Edit Mominated Feferees

Edit &Attachments

<< Back to current documents

Click “Create Document for Printing”

Document Actions
“Yalidate Docurment
Submit Document

Document Import / Export

Cregte Document for Printing <:ﬁ

Export Document as 2kl

Document Management
Document Status

Lzer Access Privileges
Docurment History

Hide Document

Delete Docurment

Transfer Document Chwhership
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L

L Print document

Scheme: standard Grant
Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

Documents to be printed are queued in strict order of request.

There are currently no items in the print queue.

& Email me my print as a Word attachment

= Email me my print as a Pdf attachment

Do not email me. [will wait to wiew the Word document on-line
= Do not email me. | will wait to view the Pdf document on-line

Submit Reguest | Cancel |

You can select to receive the document by email either as a PDF
or as a Word attachment.

Or you can view the document on-line as a PDF or word document

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

peM Document Menu

Scheme: Standard Grant
Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

Document Data Document Actions

Edit Project Details Yalidate Docurment

Edit Investigators.... Subrnit Docurment

Edit Objectives

Edit Summary Document Import / Export
Edit Beneficiaries Create Document for Printing
Yiew Summary of Hesources Export Document as xhiL
Edit Fesearch Councils / MoD Research Grants Scheme

Edit Other Suppart Document Management
Edit Related Proposals Document Status

Edit Joint Proposals User Access Privileges

Edit Staff.. . Docurnent History

Edit Fesources.... Hide Document

Edit Estates and Indirect Costs..., T

Edit Project Partners Transfer Document Ownership

Edit Classification of Proposal....
Edit Mominated Feferees
Edit &Attachments

<< Back to current documents

Document Status shows your current level of access rights to the
document i.e Edit, Read-Only
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User Access Privileges

Spreotl Document Menu

Scheme: Standard Grant
Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

Document Data Document Actions

Edit Project Details Walidate Docurment

Edit Investigators. ... Submit Document

Edit Objectives

Edit Sumrmary Document Import / Export
Edit Beneficiaries Create Docurment for Printing
iew Surmmary of Hesources Export Document as Xkl
Edit Fesearch Councils / MoD Research Grants Scheme

Edit Other Suppart Document Management
Edit Related Proposals Document Status

Edit Joint Proposals User Access Privileges <
Edit Staff... Docurment Histary

Edit Resources.... Hide Document

Edit Estates and Indirect Costs... Delete Dacument

Edit Project Partners Transfer Docurment Crwnership

Edit Classification of Proposal
Edit Mominated Referees
Edit Attachments

=< Back to current documents

To allow other users (besides Co-Investigators) to view/edit the document,
select “User Access Privileges”. You can then “Select” someone or add a
“temporary user” using their email address.




Document History

pse Document Menu

Scheme: Standard Grant
Project Title: Je-5 fEC training

Organisation: University of Cambridge Department: Hesearch Services Division

Document Data
Edit Froject Details
Edit Investigators....

Edit Ohjectives

Edit Surnmary
Edit Beneficiaries

Yiew Summary of Besources
Edit Research Councils £ MoD Research Grants Scheme

Edit Other Support

Edit Felated Proposals

Edit Joint Proposals

Edit Staff....

Edit Besources. ...

Edit Estates and [ndirect Costs
Edit Froject Parthers

Edit Classification of Proposal....
Edit Mominated Referees

Edit Attachments

=< Back to current documents

Document Actions
“alidate Docurment
Submit Document

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

Document Management
Docurment Status

User Access Privileges
Docurnent History

Hide Docurment

Delete Document

Transfer Docurment Cwhership

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

e Document Menu

Scheme: Standard Grant
Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

Document Data Document Actions

Edit Project Details “alidate Document

Edit Investigators... Submit Document

Edit Objectives

Edit Summary Document Import / Export
Edit Beneficiaries Create Document for Printing
“Wiew Summary of Besources Export Document as Xhl
Edit Fesearch Councils £ Mol Research Grants Scheme

Edit Other Suppod Document Management
Edit Related Proposals Docurment Status

Edit Joint Proposals User Access Privileges

Edit Staff.... Document Histary

Edit Resources.... Hide Document <[
Edit Estates and Indirect Casts. ... Delete Document

Edit Praject Partners Transfer Docurment Ownership

Edit Classification of Proposal....
Edit Mominated Referees
Edit Attachments

=< Back to current documents

Click “Hide Document”.

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 agég;n
select “Unhide Document”.




Deleting an Application

CESe Document Menu

Scheme: Standard Grant
Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

Document Data Document Actions

Edit Project Details “alidate Document

Edit Investigatars.... Submit Docurment

Edit Ohjectives

Edit Summary Document Import / Export
Edit Beneficiaries Creste Document for Printing
“iew Summary of Resources Export Document as $hL
Edit Fesearch Councils £ WMol Research Grants Scheme

Edit Other Suppart Document Management
Edit Related Proposals Dacument Status

Edit Joint Proposals User Access Privileges

Edit Staff.... Document History

Edit Besources.... ;
Hide Docurment

Edit Estates and Indirect Costs... Delets Dacurent D ——

Edit Project Partners Transfer Document Cwnership

Edit Classification of Proposal.. .
Edit Mominated Referees
Edit Attachments

=< Back to current documents

Click “Delete Document”

Please note the “Delete Document” option will only appear if you
have EDIT privileges on the application.
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Transferring Ownership

sl Document Menu

Scheme: Standard Grant
Project Title: Je-5 fEC training
Organisation: University of Cambridge Department: Research Services Division

Document Data Document Actions

Edit Project Details “alidate Document

Edit Investigators... Submit Document

Edit Objectives

Edit Summary Document Import / Export
Edit Beneficiaries Create Document for Printing
Wiew Summary of Resources Export Document as XML
Edit Fesearch Councils £ MoD Fesearch Grants Scherme

Edit Other Suppart Document Management
Ed!t Re_lated Proposals Document Status

Edit Jnint Proposals User Access Privileges

Edit Staff Docurnent History

Edit Besources. ... Hide Document

Edit Estates and Indirect Costs... Delete Document

Edit Project Partners Transfer Document Cwnership <:ﬁ

Edit Classification of Proposal..
Edit Mominated Referees
Edit Attachments

<< Back to current documents

Click “Transfer Document Ownership”

On the next screen “Select” search the person to whom you wish
to transfer. Then click “Transfer Ownership”
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PROBLEMS/NOTES
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Common Problem

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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FELLOWSHIPS
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Creating an Account

Type of Account

Your Je-5 account will be unregistered, unless you request registration below.
Click here here to see what this means.

Select only if you also require the following:

Be a fellowship applicant I ——

Create a registered account —

e A registered account is one for which the Hesearch Councils hawe werification the
account holder is who they claim to be. Click here for moaore details.

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

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

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. 70



Fellowship — Document Menu

Project Title: Copy of jakfleaik

cPSRC Document Menu

Organisation: University of Cambridge Department: Fesearch Services Division

Document Data
Edit Project Details
Edit Applicant
Edit Applicant Commitments (1)
Edit Applicant Salary (20)
Edit Years of Post-Doctoral Experience
“iew Resource Surmmary
Edit Helated Proposals (0)
Edit Optional Research Grant (M)
Edit Objectives

Edit Summary
Edit Beneficiaries

Edit Head of Departrment £ Institutional Staterment

Edit Other Support (0)
Edit Heferees (0]
Edit Mates and Comments ()

=< Back to current documents

Document Actions
Edit Attachments (0]
Yalidate Document
Submit Docurnent

Document Import / Export
Create Document For Printing
Export Document as =ML
Import Document from XML

Document Management
Docurnent Status
User Access Privileges
show Document History
Hide Docurment
Delete Document
Transfer Docurment Cwhership

Example — EPSRC Fellowship document menu
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Optional Research Grant — EPSRC Only

EPSRC Optional Research Grant

Project Title: Copy of jakfieaik
Organisation: University of Cambridge Depantment: Research Services Division

e Fellowship propos®{has an Optional Research Grant, please enter the joint proposal reference generated by the lead Research Proposal.

Save Cancel |

(53613 - Copyright ® EFSREC 2001-2004 - All rights resenved.

If the Fellow is submitting a Research Grant with an EPSRC
Fellowship, he/she will need to obtain a joint reference number from
the research grant application. See Joint Proposal Instructions page

28.

The joint reference number must then be entered into the
Fellowship application.
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Head of Department Statement

EPSRC Head of Department / Institutional Statement

Project Title: Copy of jakfjeaik
Organisation: University of Cambridge Department: Research Services Division

Select Head of Departm».d«

Select/Search Head of Department. This
et e oo automatically gives the HoD access to the
Departrent: |Head of Research Collaboration Office Fe”OWShIp apphcat'()n Vla emall In Order tO
Staternent of Support (Mo 10,000 characters) Complete the necessary Support Statement

Head of Depatmerny/Mame: |Mrs Dawn Barker

Head Of DEpartment Shotcmenn —————

Save | Cancel|

Please note the Head of Department Statement is NOT

confidential. The applicant will be able to access and read the
statement. 73



Fellowship — Further Notes/Comments

Add New Fellowship Proposal

There are no active Calls for this Council's Fellowship Proposals, so a new Fellmwship Proposal may naot be created.

Go Back

If there are no active calls for Fellowship proposals, you will not
be able to create an application.

Fellowships are currently available only for EPSRC, PPARC, NERC,
AHRC & ESRC. BBSRC Fellowships will be available sometime in 2005.

Fellowship applications still require an RSD-1a/PFACT and three working
days processing time.
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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/




