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RO = Research Officer*

* Al user

TM_AI (Updated: Dec 2022) Version 5.1



1. Endorsement of Application

Preview and Checking : Step 4
Push Back: Step 6
Endorsement: Step 7

* EO(DH), EO(FO) and EO(RO) are not able to endorse the application.

Subject: eGMS : Submission of Grant Application(s) for the 20XX Open Call
for Investigator-initiated Projects

Dear (Title) (Last Name) (The contact person of RO/ FO/ DH as recorded in eGMS),
This email is sent to inform you that grant application(s) has been submitted by Principal

Applicant(s)/Fellowship Applicant(s) of your Administering Institution in the electronic Grant
Management System (eGMS) of the Research Fund Secretariat, Health Bureau, HKSAR.

Step 1:

Click on the eGMS
URL to login to the
eGMS and review

Application m .
Master Lint AETEIRJTIN: Outstanding Signaturn List | Pushed Back List m

seheme ptease Seect | w Search

Prncipal Check. | Checked

L
A Funding
== [~ e g —

the application.
Please login to the eGMS (eGMS URL) to access the application(s) for necessary action(s).
Thank you.
Step 2:
Login to eGMS Account Registration (FOR APPLICANTS ONLY!) - Enter IOgln email.
Email — | Register for Principal Applicant Account | - Enter password and
‘Your login email is your email address. . .
‘ Register for Co-Applicant Account | Clle ‘LOgll’l’ .
Passwnmi 4:#
==~ Forgot your password? Notes to Grant Review Board (GRB) Members/
m External Reviewers
= FEorgot your login?
T eGMS account has already been registered for GRB Members
iy i ith i S and External Reviewers. Please contact the Research Fund
!g L(ngn DI A A Secrefariat (Email: comsenouifiEhesithburesu gowhk if you have any
questions.
More Info =
FErequently Asked Questions
Home Project istration Sy=tem Help Step 3:
Go to Project >
icati Application >
Application View Application Pp o
Home Pa View Application
. “di"ﬂ S
ECIRCC | Completion Report for Open Call
Step 4.

To review the Application
Form, select ‘Action List’.

Step 4a: via internet

- Click on the ‘Ref. no.’
to check the web-base
application form .

OR
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Application
= e [ Ty
S S

Fassword

b Ploase croate a password (6 chasaciers) for downloaded POF

Pagsword.
----- 1 (4b-11)

Devamiload
m [EEa

Mote: Versitech (VXF) &-Foem is na longar suppedad, you can view the spplicatisnds) threugh POF version next 16 the Ref Ko

Caneal

Application
Action List Dutstanding Signature List m Application Call
Scheme  [Plaass Select x

Search

(1ol 1) [1] W

Principal

Project Tith: Applicant

Department

Funding
Amuunt (HKS)

Step 4b: via pdf
(i) Click on the ‘PDF icon’.

(ii) Set a 6-character
password to protect the
downloaded
Application form.

(ii1) Open the downloaded
Application form.

Application
PO s s | oo | o -
in-order
Ist
T (5.1)

o | e ]

(ot1)

Check-in-order List

Ref. No.

Project Title
Principal Applicant
Department

User Name
Checked Date

® (5.2)

s = ——1 (5.3)
Check-in-order List

Principal Applicant
Depariment
User Narme

Chacked Date

Remarks

‘Confirm Checked DBack Push Back
(el 1) [ 1] £
Principal Apphcast Dopartmant Funding Amoust User Mama Checkad Data
[~ Ja
Application
Checked
Gehama Ploase Select - Search

(1af1) 1] £

Principal
Applicant

Chaoekad
—

¥ Endorse

Project Tithe Dupartmunt Fundi Lheck

nding =
Amount (Hi) | ™order

Fush Back

Step 5:
To confirm Application form
checked. (Optional)

5.1Click the box under
‘Check-in-order List’.

5.2 Click the checkbox of
the ‘Checked Date’.

5.3 Fill in the details in
‘Remarks’ (if any).

5.4 Click ‘Confirm
Checked’ to save the
checked entry.

IAn acknowledgment
message for ‘Saved
Successfully’ will be shown
at the top.

Go to the ‘Action List’, ‘Y’
will be shown under
‘Checked’.
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Applicatior(lﬁ'” Action List Step 6.

o e S T e To Push back application.
Sehare  [FmSond =] | Semch (On a need basis)

oty 1] wv Push Back

Principal Check-  Checked

Subsmission

Project Tite Applicast ”‘-P'-""""' M‘r\mm‘_“ I',;(.‘w o = . X .
L | SN2 A 6.1 Select ‘Action List’.
Application - ' .
5 6.2 Click ‘Push back’.
| Action List ding ack List | App Cal

6.3 Fill in the ‘Reason(s)’
and click ‘Confirm’.

Feason(s)

(6.3)

o

IAn acknowledgment
message for ‘pushed back
successfully’ will be shown
at the top.

1ol ) e

meon  (Remark: Email notification
SRR TSl will be sent to PA after

his/her application has been
pushed back by Al user(s).)

Principsl - Chacked
Apglicant | Departant Chack

Application

Fleasy Seect - Saarch

Details

Scheme

6.4 Pushed back
applications will appear
on the ‘Pushed Back
List’.

Submission

Principal
Project Titke Apphcent Dopartmeat i e e
() oy P 10 AT}

& Pushed back by

Ressgnis)

6.5 Click on ‘Details’ to
view the reason(s) of

push back.
Step 7.
Application, [ acton st | To Endorse application.
[ oot SCERBY ouesaaing sgnaur ot | s tack i | nppacaon o |
Sce [PamaZee gl (G I p— 7.1 Select ‘Action List’.
Project Tila__ | {0l | Depariment ] e i .
e 7.2 Click ‘Endorse’ for
endorsement.

3 I L1} I ‘ - H Endarse Frush Hack

7.3 Click ‘Yes’ for

confirmation.
A Are you sure to endorse the application with Ref. No. (Ref. no.} »
7.3)
[ Y
Ce
IAn acknowledgment

Application is endorsed successiull
w [ l Y message for ‘endorsed

successfully” will be shown
at the top.

(Note: EO(DH), EO(FO)
and EO(RO) cannot endorse
the application.)
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8a (for DH/ FO/ RO
Application
Outstanding Signatue List | Pushed Back List | Apgcation Can |

Setime  Tiave Sewat - Search a

(NJA/Y I'N)

faf1) e

Project
Year

a Rel. No.
I
-

Principal
Trpe Projec Tite Applicamt | Deparment

Funding
I B | fmomiics) |

Co
Applicastfs)
agned

8b (for RO only)

Application (8h)

| Ourstanding Signature List |

(Signing status)
—

(Check-in-order)

(Endorse/Push Back)
Sabm

Head of

Step 8.

To view the signing status
of CoA(s) and Al
users.(Optional)

8a (for DH/ FO/ RO)
Click ‘Master List’ to
view the signing status.

8b (for RO only)

Click ‘Outstanding List’
(for viewing of signing
status, completing
‘Check-in-order’ List
and ‘Endorse’/‘Push

Back’ the applications).
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2. Communicate with RFS through message icon

mw

Home Page

Call Year | Scheme  [HurF ,J Search

wora - ENZIBIAIEIE EE S]] (=] @]

Ploecl Title Principal Applicant Department Funding Amount |
(HKS)

Closed

~

P = In progress

Home “ Administration System Help

Home Paq _

Application
i
G Ty [ ey

Scheve [Py Seme dnaren

Application ¥

I'I.I'iew Application |

ot B e

Step 1:
Go to Home Page

Or

Go to Project>
Application>
View application

-Select ‘Master List’

(Note: “‘Message icon’
will be available for the
communication with RFS
after the application has
been submitted to
Research Fund
Secretariat.)

Application

Status

Message Summary

Ref No. | ‘

10f1) \E

Date of Creation Subject Type Subject Receiver

No record

@ torn XN

Create Message Close
Qujﬂ Create Message ‘ ‘ Close |

Step 2:

(1) Click on the
‘Message icon’ to pop
up ‘Message summary’.

(2) Click ‘Create
Message’ to send
message to RFS or
‘Close’ to close the
pop-up browser.
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Message
To: Assigned Secretariat Execntive's email
CC: Assigned Scientific Reviewer's email 3)
Type: HMRF [ Please Select \;
Subject: [ Please Select
Progress Report | I
Message: I =
v i Interim Report |
Final Report
Financial Statement
(S
Audited Accounts
Request for change of principal applicant
Request for change of co-applicant
Request for change of administering institution

Attachment (if any, in PDF format only and all files together should not exceed 2MB):

(10f1) |20 v
Filename Remove

No record

(1 0f1) 20 v

(5)
— |
Gy [

A Please aftach the supporiing documents

—

Filename Remove

df -
— hdl &

(Q
(Fovier | [oamest 5

Preview Message

Tor Assigned SE's email
cC: Assigned SR's email
Type: HMRF

Subject:

Message:

Attachment (if any, in PDF format only and all files together should not exceed 2MB):

(1 0f 1) [ 1] 20

Filename Remove
‘ o
{1 0f 1) [ 1] 20 v
()} Back ‘ Send Cancel
Back Send Cancel

(3) Please select type of
message.

(4) Fill-in the Subject and
Message.

(5) Click “Attach’ to
upload attachment(s), if
any.

(Attachment should in
PDF format only and all
files together should not
exceed 2MB.)

To remove the uploaded
file, click on the ‘Trash’
icon.

(6) Click ‘Preview’ to
preview message or
‘Cancel’ to close the
browser without any
action.

(7) Click on ‘Back’ for
further editing, ‘Send’
to send the message to
RFS or ‘Cancel’ to
close the browser
without any action.
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Message Summary

Ref. No.

(1of1) (1]

20 v
Date of | Subject X _
I

View
Detail

Message Summary

Ref. No.

1of1) (1]

20w
B

Detail of Message

Type: HMRF-
Subject:
Message:

{10f1) 20w

| Na record |

(10f1) 20v

Close

The message will be
recorded at message
summary after sent to
RFS.

(8)Click on ‘View Detail’
to review the message
sent.

After receiver read the
message ‘Y’ will be
shown under ‘Read?’.

Example email for informing new inbox message.
Subject: eGMS — New inbox message

Dear (The Name of user),

This email is sent to inform you that there is a new message in your inbox.
Please login to the eGMS (eGMS URL) for your necessary action(s).

Thank you.

Email notification for
informing new inbox
message will be received
if RFS sent you a
message through
message icon.

Please click on the
eGMS URL to go to the
eGMS login page for
necessary action(s).

eGMS

electronic Grant Management System
Home ikw:t

Home Page

™ [WRF - Soarcn

To review the unread
message, click on the
‘Message icon’ at ‘Home
Page’.

Inbox

Period From o Ref. No.

Subject Type Plesse Select - Subject

Read n -

Submit

N

N

View Detail

N

View Detail

(10f1) a W
R
Detail of Message
Type:
ot a o0 Subject
Message:
Export to CSV.
{1 of 1) 20v
No record
(1 0f 1) FiE%

Click ‘View Details’ to
review ‘Detail of
Message’.

Note:

(Remark: Entry of the
viewed message will be
removed from ‘Inbox’
automatically after
closed the ‘Detail of
Message’.)
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3. View Funding Decision:

Project

-

Application

Home Pac

On-going
‘ Research Office

Completion

Home |m¢\-| Admnisiration | System Help

Funding Decision

nete

et o,

View Application

Step 1:

Go to Project >
Application >
Funding Decision

iz 2la 58] (=] o

Suser10: -

Step 2:
In the Funding Decision

page, click ‘Master
List’ to view all

applications.

Funding decision is
shown under the
‘Status’.

Funding Decision

ety

Departmant | Adminissesing Institution

[HKS)

vl
Applcation Due
Diate{ Submission
[

Ethics Appraval

o Status foe
Date{Ssbemission  Agresment
[

for suppart

Recommended
ot yuppart

Funding Decision

o | T

Principal Applicast

Funding
Amount
(HKS)

Revised
Applcation Due
Date(Submission
Date)

Ethics Approval
Due
Date(Submission
Date)

Status for
Agreement

Step 3:

In the Funding Decision
page, click ‘Fundable
Application’ to view

fundable applications.

3.1 (Optional)

Click on the

‘Report icon’ to view
the GRB/AP/RFAP
Report.

3.2 (Optional)

Check the columns of
Funding Amount, and
due dates.

TM_AI (Updated: Dec 2022) Version 5.1




4. Administrative Function — Create Account(s)

Home Project

Administration of User
Account »

Call Year l:l L Search Application

Home Page

System Help

Create User |
Maintain User Account

View Administering
Institution

Step 1:

Go to Administration >
Administration of
User Account >

Create User

2a: (RO only)
Create User Account

Authorised Roks(s)

Please Select - | .
L A5 (201
xeettivs Officar (Reasarch O
Heed of Dupartment

Title
e ———————

Last Mama

First Nams

Plaasa entes the Englsh name bators the English ranslation

Location of Admintssering Institution China - Hong Kang

Current Post

Unit ! Department

Room | Floor

Building

Streat

Please enter numbes and name of street.

City { Area

Country | Region China - Hong Kong

Contact Mo

Fax

Gandar”

G (2a-iii)
2b: (DH/FO)

Create Executive Officer Account

COmate O Famale

Information collected will be used for stafistical purposes only.

Check email availability

o your Chinese name (s 9. David Talman)

(2a-ii)

First Name | |

Please enter the English name before the English franslation
Location of Administering Insfitution
Cument Post | |

Ghina - Hong Kong

Unit f Department | |

Al
Room i Floor [ ]

Building [ |

Sireet | |

Please enler number and name of sireel.
City / Area | |

Country / Region China - Hong Kong

Contact No | |

Fax | |

Gender®

(2b-ii)

Omale O Female

Informalion collected will be used for statistical purposes anly.

A Are you sure to create this user?

__(2a-iv) /(2b-iii)

w User with email [

| is created

Email [ | ] check emai availabiiity |
Please provide institutional email account

(2b-i)

Last Name [ |

of your Chingse name (¢.g. David Tai-man].

Step 2a: (RO only)

(1) Select ‘Authorised
Role(s)’.

(i) Fill in all compulsory
User’s details.

(ii1) Click ‘Save’ to create
user.

(iv) Click “Yes’ for
confirmation.

Or

Step 2b: (DH/FO)

(1) Fill in all compulsory
User’s details.

(i1) Click ‘Save’ to create
user.

(iii) Click ‘Yes’ for
confirmation.

(Remark:

Email notification with login
email and password will be
sent to the EO(DH)/EO(FO).

IEach Al could create more
than one EO account.)

IAn acknowledgment
message for the creation of
user’s account will be shown

at the top.
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5. Administrative Function — Maintain User’s Profile

Administration of User

Home Page Account

»
Call Year I:' L] Search Application

m“ e

Maintain User Account ‘

View Administering
Institution

Step 1:
Go to Administration >
Administration of User

Account>

Maintain User Account

Maintain User Account

1ot Bz - =9

~ |Change User Details

e p—

Step 2:

RO can preview a
summary of accounts of
his/her Al

- Click ‘Last name’ to
view / edit account
details for a particular

account.

Change User Details

User Details Delegation of PA Delegation of DH

Step 3:

Note: The update of
‘Authorised Role(s)’ or
‘Account Status’ of a user
must be completed by
RFS. Please e-mail to:
egmsenquiry@healthburea

Ermanl Room ! Floor

Title - Building

Last Name Street

First Name City / Area

Lecaton of Adminestenng Instituion  China - Hong Kong Country f Region  China - Hong Kong
Current Post Contact No

Unit / Depariment Fax

Al uthorised Role(s) Co-Applicant, Head of Department | Principal Applican
Affibation ceount Stalus Active

Gender* O Male O Female Create Date
Security Question - Answer
P in Cc List of CoA Email M T =
ORCID ID
iAM Smart
Account linked
Lmked Date
Justificaton
(3.1)
Cancel Reset Password
A Are you sure to update the user profile?
(3.2)
P
@
0 User Profile is updated

3.1 Click ‘Save’ to update
user details.

3.2 Click ‘Yes’ for
confirmation.

An acknowledgment
message for ‘User Profile
is updated’ will be shown

at the top.

TM_AI (Updated: Dec 2022) Version 5.1
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Change User Details
(4.1

User Details Delegation of PA Delegation of DH

Assign Delegate

Email I l

Start Date [ l (4,2)

End Date I l

[ o
o> (4.)

If your delegate is not an existing user in eGMS, please create an user.
Create Delegate

Delegation List (44)

Assigned Time

Delegate Period Actions

Confirm

A Are you sure to update delegation list?

(4.6)

Ceed o]

Assigned Time

Delegation History

(1 0f 3) Bz |20~
d gate Name 3

Delega

@.7) |

O Delegation list has been updated successiully.

Step 4:

To view/update the
Delegation of PA.

(For users authorised with
PA Role only)

4.1 Select ‘Delegation of
PA’.

4.2 Fill in Assigned user’s
email and delegate
period.

4.3 Click ‘Assign Delegate’.
4.4 New record will show at
‘Delegation List’.
4.5Click ‘Save’ to save the
‘Delegation List’.

4.6 Click ‘Yes’ for
confirmation.

4.7 The update is recorded
at ‘Delegation History’.

IAn acknowledgment
message for ‘Delegation list
has been updated
successfully’ will be shown
at the top.

(Remark: If the delegate
does not exist in eGMS,
please go to Step 7 to create

delegate (PA).)

Delegation List Step 5:

Delegate Name .

To edit delegate of
= 1 PA/DH.

( Yy Export to CSV wta 1 . .
Q) oo (5-1) 5.1 Click “Edit’ at
(3.3) Start Date (5.2) ‘Delegation List’.

End Date (DD MM YYYY)
a0 o
Su Mo Tu We Th Fr Sa
(5.3) | L
4 5 & 7 B

1" 12 13 14 15 18 17
138 19 20 M 22 3 M
] 25 26 27 2%

B Are you sure fo update delegation list?

(5.6)

“ Delegation list has been updated successfully.

5.2 Select the ‘Start Date’
and ‘End Date’.

5.3 Click “Save’.

5.4 The ‘Delegate Period’ is
updated.

5.5 Click ‘Save’.

5.6 Click ‘Yes’ for
conformation.

IAn acknowledgment
message for the update will
be shown at the top.
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Delegation List

Delegate Period

Actions

E30)

(6.2)

£ Are you sure to update delegation list?
F R
(63)

Delegation list has been updated successfully.

w

(6.1)

Step 6:

To delete delegate of

PA/DH.
6.1 Click the ‘Trash’ icon.
(*Record will be removed
immediately on the screen
after clicking ‘Trash’ icon.)
6.2 Click ‘Save’.
6.3 Click ‘Yes’ for

conformation.

IAn acknowledgment
message for the update will
be shown at the top.

Change User Details
(7.1

User Details Delegation of PA_ Delegation of DH

Assign Delegate

Email

Start Date

End Date

Assign Delegate

If your delegate is not an existing user in eGMS, please create an user,

(1.2)

Create Delegate

Authorised Role(s) [Please Select

Check email availability

Email [ } ‘
Please provide institutional email account

Title Please Select| v

Last Name [ }

First Name [ l

Please enter the English name befare the English translation

Location of Administering Institution China - Hong Kong

Current Post [ }
Unit / Department [ }
Al

Room / Floor [ }
Building [ }
Street [ }

Please enter number and name of street.

City / Area [ w
Country / Region China - Hong Kong

Contact No. [ w
Fax [ w

of your Chinese name (e.g. David Tai-man)

(7.3-0)

Gender”

s (7.3

A Are you sure to create this user?

(7.3-iii)

W User with email [

OMale O Female

Information collected will be used for statistical purposes only.

| is created

Step 7:

To create delegate (PA).

7.1 Select ‘Delegation of
PA’.

7.2Click ‘Create Delegate’.

7.3 Complete & save
delegate’s contact
information:

(1) Fill in all compulsory
User’s details.

(i1) Click ‘Save’ to create
user.

(iii) Click “Yes’ for
confirmation.

(Remark: Email notification
with login email and
password will be sent to the
delegate.)

IAn acknowledgment
message for ‘User is
created’ will be shown at
the top.

TM_AI (Updated: Dec 2022) Version 5.1
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Change User Details (8.1)

User Details Delegation of PA | Delegation of DH

Assign Delegate

Email | |

(8.2)

Start Date | |

End Date | |

P —

G Assign Delegate (8_3)

If your delegate is not an existing user in eGMS, please creafe an user.
Create Delegate

Delegation List (8.4}

Confirm

&)

A Are you sure to update delegation list?

oy E - @9

Action Time Action Performed Delegate Name

Delegate Period

0 Delegation list has been updated successfully.

Step 8:

To view/update the
delegation of DH of a user.
(For users authorised with
DH Role only)

8.1 Select ‘Delegation of
DH’.

8.2 Fill in Assigned user’s
email and delegate
period.

8.3 Click ‘Assign Delegate’.
8.4 The delegation details
will be shown at
‘Delegation List’.

8.5 Click ‘Save’ to save the
‘Delegation List’.

8.6 Click ‘Yes’ for
confirmation.

8.7 The update is recorded
at ‘Delegation History’.

IAn acknowledgment
message for ‘Delegation list
has been updated
successfully’ will be shown
at the top.

(Remark: If the delegate
does not exist in eGMS,
please refer to Step 9 to
create delegate (DH).)

TM_AI (Updated: Dec 2022) Version 5.1
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Change User Details (9 1)

DL EUGLE § W Delegation of DH
Assign Delegate

Email [ l

User Details

Start Date [ l

End Date [ l

Assign Delegate

If your delegate is not an existing user in eGMS, pleasze create an user.
[ ]

Create Delegate
(Create Detesate ) (9.2)

Create Delegate

Authorised Role(s) "Pleagg Select

Email [ ] [ Check email availability
Please provide institutional email account
Last Name [ }

First Name { w

Please enter the English name before the English translation
Location of Administering Institution China - Hong Kong

Current Post [ l

Unit / Department [ }

Al The University A

Room / Floor { w

Building [ }

Street { w

Please enter number and name of street.
City / Area { w

Country / Region China - Hong Kong
Contact No. [ }

Fax [ l

Gender®

| Back | (9.3-ii)

Confirm

Omale O Female

Information collected will be used for statistical purposes only.

A Are you sure to create this user?
[ | aaa
(9-3-ii)

User with email isc
U [ '

of your Chinese name (e.g. David Tai-man).

(9.3-i)

reated

Step 9:
To create delegate (DH).

0.1 Select ‘Delegation of
DH’.

0.2Click ‘Create Delegate’.

0.3 Complete & save
delegate’s contact
information:

(1) Fill in all compulsory
User’s details.

(i1) Click ‘Save’ to create
user.

(iii) Click “Yes’ for
confirmation.

(Remark: Email
notification with login
email and password will
be sent to the delegate.)

An acknowledgment
message for ‘User is
created’ will be shown at

the top.

TM_AI (Updated: Dec 2022) Version 5.1
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Delegation List
Delegate Name

G
Export to CSV

10.5

( ) StatDat= (DD MM YYYY)
End Date (DD MM YYYY)

E 0 )

(10-3) | Sy Mo Tu We Th Fr Sa

1 2 2

s 5 & 7 2 v

I 1 12 13 14 15 18 17
18 19 20 2 22 22 24
| 5 »® 271 =

B Are you sure to update delegation list?

(10.6)

1 Delegation list has been updated successfully.

Step 10:
To edit delegate of DH.

10.1 Click ‘Edit’.

10.2 Select the ‘start date’
and ‘end date’.

10.3 Click ‘Save’.

10.4 The ‘Delegate Period’
is updated.

10.5 Click “Save’.

10.6 Click ‘Yes’ for
conformation.

IAn acknowledgment
message for ‘Delegation list
has been updated
successfully’” will be shown
at the top.

Delegation List

Cae) [(Emoniocsy |(11.2)

£ Are you sure to update delegation list?
Qe [(11.3)
' s -

“ Delegation list has been updated successfully.

Step 11:
To delete delegate.

11.1 Click the ‘Trash’ icon.

(*Record will be removed

immediately on the screen

after clicking ‘Trash’ icon.)

11.2 Click ‘Save’.

11.3 Click ‘Yes’ for
conformation.

An acknowledgment
message for ‘Delegation
list has been updated
successfully” will be
shown at the top.

TM_AI (Updated: Dec 2022) Version 5.1
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6. Administrative Function — Reset Password

Home Project System Help

Administration of User

Home Page Account »

m
Call Year l:| ERELl] Search Application View Administering
Institution

Create User

Step 1:

Go to Administration >
Administration of User
Account >

Maintain User Account

Maintain User Account

1afd) | 1 [EAEIRE 1

Step 2:
Click ‘Last name’ to

Linked Date
I Reset Password !
Justification

Save Cancel R ée.set Password i

U Password of User is reset

Titke Last Mamo First Nams Unit | Dopartmant Authorised Role(s) ;:.r::ml .
“reate Date
. .
view/ edit account
details.
Change User Details Step 3:
Email R Fl .

" o \ '| Click ‘Reset Password’ for
Title l:lz‘ Building ‘ | the user
Last Name | ‘ Street ‘ | :
First Name | ‘ City / Area ‘ |
Location of Administering Institution Country / Region China - Hong Kong
Current Post | ‘ Contact No. ‘ |
Unit/ Department | ‘ Fax ‘ |
Al Authorised Role(s) Executive Officer (Head of Department)

Affiliation Account Status Active
Gender* OMale O Female Create Date
Security Question | 1= Answer ‘
PAin Cc List of CoA Emal ™
ORCID D { I I [ 1
iAM Smart
Account linked No

An acknowledgment
message for ‘Password of
User is reset’ will be
shown at the top.

Sample email for password reset:
Subject: eGMS - Password Reset: (User’s Name)

Please find the temporary password for accessing the electronic Grant Management System (eGMS):

IPassword: (Insert temporary password)
ILogin page: (eGMS URL)

Step 4:

[Email notification for the
new login password will be
sent to user.

Please be reminded to set up a new password after logging in to the eGMS (eGMS URL). Please click on the eGMS
IURL to go to the eGMS
Thank you. login page.
TM_AI (Updated: Dec 2022) Version 5.1 16




7. Administrative Function — Maintain Al Profile - (email domains)

“ e

Administration of User
Account

Home Page

Create User
»
Main'ain user Account

Call Year l:| el Search Application ew Administering
tution

Endorse Principal Applicant
Project Account

Step 1:
Go to Administration >
Administration of User

Account >

View Administering
Institution

View Administering Institution

Type Address Room / Floor
Code Building
Name Street
Department / Office City / Area

Officer-in-charge ([Title][First Name][Last Name]) Country / Region

Email Business Registration Certificate
Contact No.
Fax Status

Email Domain list:

| | Add Domain |

Enter New Domain

CHINA - HONG KONG
_pdf

Active

Step 2:

RO can preview
information of his/her own
Al

Email Domain list:

3.2
Enter New Domain : |C_ (3_1) _J

Delete

ml Export to CSV

Email Domain list:

Enter New Domain : | | M

i A Are you sure to update domain list of this Administering Institution?
p—
Ced[me [3.6)

“ Domain List is updated

Step 3: (Optional)
To Add email domains.

3.1 Enter the new domain.
3.2 Click ‘Add Domain’.
3.3 Click ‘Save’.

3.4 The new domain is
shown at the ‘Email
Domain list’.

3.5 Click ‘Save’.

3.6 Click ‘Yes’ for
confirmation.

An acknowledgment
message for ‘Domain List
is updated’ will be shown
at the top.
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Email Domain list:

Enter New Domain : | | Add Domain ‘

(4.2) O,

G G0

A Are you sure to update domain list of this Administering Institution?

(o) | Mo | (43)

0 Domain List is updated

Step 4:
To delete email domain.

4.1 Click the ‘Trash’ icon.
(*Record will be removed
immediately on the screen
after clicking ‘Trash’
icon.)

4.2 Click ‘Save’.

4.3 Click ‘Yes’ for
confirmation.

An acknowledgment
message for ‘Domain List
is updated’ will be shown
at the top.
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18




8. Administrative Function — Maintain Al Profile - (Department List)

Administration of User
Account

Home Page

»

Call Year I:' [Si01] Search Application

Institution

Create User

Maintain User Account

View Administering

Project Account

Endorse Principal Applicant

Step 1:
To maintain the list of

departments and department
heads.

Go to Administration >
Administration of User
Account >

View Administering
Institution

View Administering Institution

Type Address
Code

Name

Department / Office

Officer.in-charge ([Title][First Name][Last Name])

Contact No.
Fax Status

Email Domain list:

Enter New Domain I ‘ ‘ Add Domain ‘

Export to CSV

Department List

Room / Floor
Building
Street

City / Area

Country / Region CHINA - HONG KONG

Email Business Registration Certificate

Active

Create New Department

Administering Institution ~ The University A

Unit / Department Name Of-Demem
Head of Department FEmail of DL

Effective Date
4 2.3)

2.
I-)Bal.‘.k

A Are you sure to create this department?

Gl e |2

o The department is created successfully

2.2)

(10 1) |20
Unit / Department User Name Email Status
No records found Add Department ‘ (2,1)
(1of 1) |E|

Step2:
To add department.

2.1 Click ‘Add Department’
under ‘Department List’.

2.2 Fill in the name of
department, email of DH,
and effective date (if
necessary).

2.3 If ‘Effective Date’ is not
entered, the role of ‘Head
of Department’ will be
assigned immediately.

2.4 Click ‘Save’.

2.5 Click “Yes’ for
confirmation.

IAn acknowledgment message
for ‘The department is created
successfully’ will be shown at
the top.
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Step 3:

Department List To edit Department List.
(1 of 1) [ 1] 20w

Unit / Department User Name ) 3 ) 1 Clle ‘Edlt’ )

worn o — / (3_1) 3.2 Update the Department

| e | \ Add Department ‘ | Export to GSV ‘ EditD " . details and enter email of
| epartmen

new DH and effective date

e 1| enesessary),
If ‘Effective Date’ is not
Status Active | =
:
Head of Department 3.2) entered, the role of ‘Head of

New Head of Department

Department’ will be assigned

Email ‘ ]

Effective Date { ] lmmedlately
(] Change current Head of Department immediately
A Are you sure to save this department? ~ - .
3.3 Click ‘Save’.

Gl % (3.4)

3.4Click “Yes’ for
confirmation.

W The deparitment is updated successfully An acknowledgment
message for ‘The

department is updated
successfully’ will be shown
at the top.

Step 4:
Department List (of1) @y To delete department.

Unit / Department User Name

4.1Click the ‘Trash’ icon.
(*Record will be removed

4.2) (1 0f1) 7] 20w 4.1) immediately on the screen
Csave)) | Add Department | | ExporttoCsv | after clicking ‘Trash’ icon.)
4.2 Click ‘Save’.
A Are you sure to update department list? 4.3 Click ‘Yes’ for
e confirmation.
(4.3)
An acknowledgment

message for ‘The
department list is updated’
will be shown at the top.

pe The department list is updated
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9. Administrative Function - Endorsement of Principal Applicant (PA) Account

Subject: eGMS - Account Endorsement for Principal Applicant
Dear (Title) (Last Name) (The contact person of RO as recorded in eGMS),
Principal Applicant (PA) of your Administering Institution has registered to open a PA account in the

electronic Grant Management System (eGMS) of the Research Fund Secretariat, Health Bureau,
HKSAR. Please login to the eGMS (eGMS URL) to endorse it.

Step 1:

Email notification will
be sent to RO for
endorsement of a PA
account.

Call Year l:l ] Search Application

Project Title

Maintain User Account
View Administering
Institution

Endorse Principal Applicant
Account

Thank you. .
Please click on the
eGMS URL to go to the
eGMS login page.
Home Project System Help Step 2:
P e —— Go to Administration >
Home Page Administration of User

Account >

Endorse Principal

Applicant Account

Endorse Principal Applicant Account
[1]

{10f1)

Unit / Department

Endorse Principal Applicant Account

Email
Titie

Last Name

First Name

| |
| |
Current Post I }
Unit / Department | ‘

Al

Room / Floor

Building

|
|
Street |
City / Area I

Country / Region CHINA - HONG KONG
Contact No. I }

Fax | ‘

ORCIDID | | . - |

Gender*

(3.2-)

COmale @ Female
(3.2)

A Endorse this user account ?

(3.24)

r-‘

A Reject this user account ?
(3.2-11)

[——]
Ces D

or

Step 3:

3.1 Click ‘Last name’ to
review PA’s details.

3.2
To endorse. (Optional)
(i) Click ‘Endorse’ and
‘Yes’ for confirmation.

Or

To reject. (Optional)
(i1) Click ‘Reject’ and
“Yes’ for confirmation.
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Endorse Principal Applicant Account

Endorsement is completed. Email notification will be sent to

Endorse Principal Applicant List

or
Endorse Principal Applicant Account

Registration for PA role was rejected. Email notification will be sent to

Endorse Principal Applicant List

An acknowledgment
message for the
endorsement/reject will
be shown at the top.
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10. Administrative Function — Maintain Internal Deadline for Open Call

Home Administration Systemn Help Step 1:
Go to Project >
Application + [I] View Application IApplication >
Home Pa \—‘ ppucation =
. View Application
Application Step 2:
(2.1) 1
——— To update Internal Deadline.
(10f1) [1] 20|

RFS
Closing
Date

Year | Scheme Announceemem

Internal Deadline

. (10f1) [1] 20
<,
(2.3)

A Are you sure to update the internal deadline?

(2.4)

O Internal deadline has been updated successfully.

2.2
0 [ODDD v (VYY) v]

Su Mo Tu We Th Fr Sa

Time 00:00:00
Hour

Minute |
Second

2.1 Click ‘Application Call’
to view current open call.

2.2 Fill in the internal
deadline.

2.3 Click ‘Save’.

2.4 Click ‘Yes’ for
confirmation.

An acknowledgment
message for ‘Internal
deadline has been updated
successfully’ will be

shown at the top.
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11. Administrative Function — Delegation of DH

- Fm}eﬂ‘ sysm“ MP
Adminisiraction of User
Home Page e

Setting b

Maintain Personal Profile

| Head of Department | Principal Ap

Step 1:
Go to Administration>

Setting >
Maintain Personal Profile

“ e e

Maintain Personal Profile

I I G| 1)

Assign Delegate

Email I

o |
@3)

If your delegate is not an existing user in @GMS, please create an user.
Create Delegate

2.2)

Delegation List (2,4)
Delegate Name

Delegation List

A Are you sure to update delegation list?

2.5 (o) (2-6)

Delegation History

aoy @ B9

Delegate Name

Action Time Action Performed Delegate Period

¢X)

O Delegation list has been updated successfully.

Step 2:

To view/update the

delegation of DH of a

user.

(For users authorised with

DH Role only)

2.1 Click ‘Delegation of
DH’.

2.2 Fill in Assigned user’s
email and delegate
period.

2.3 Click ‘Assign
Delegate’.

2.4 The delegation details
will be shown at
‘Delegation List’. (DH
can assign more than
one delegate.)

2.5 Click ‘Save’ to save
the ‘Delegation List’.

2.6 Click ‘Yes’ for
confirmation.

2.7 The update is recorded
at ‘Delegation
History’.

An acknowledgment

message for ‘Delegation

list has been updated
successfully’ will be
shown at the top.

(Remark: If the delegate

does not exist in eGMS,

please go to Step 5 to
create delegate (DH).)
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Delegation List
Delegate Name

D)
Export to CSV

3-3) StatDate (DD MM YYYY)
EndDate  [(DD MM YYYY)
@ °
Su Mo Tu We Th Fr
1 2
+ 5 s 7 :HE
| n 12 13 14 15 18
18 19 20 a2l 22 23
T 25 26 27 28

0
5a
3
10

17
P2

(3.6)

A Are you sure to update delegation list?

“ Delegation list has been updated successfully.

Step 3:
To edit delegate of DH.

3.1 Click ‘Edit’.

3.2 Select the ‘start date’
and ‘end date’.

3.3 Click ‘Save’.

3.4 The ‘Delegate Period’
is updated.

3.5 Click ‘Save’.

3.6 Click ‘Yes’ for
conformation.

An acknowledgment
message for ‘Delegation
list has been updated
successfully’ will be

shown at the top.

Delegation List

G (4.2)

Gl v (4-3)

& Delegation list has

A Are you sure to update delegation list?

been updated successfully.

Step 4:
To delete delegate.

4.1 Click the ‘Trash’
icon.

(*Record will be
removed immediately on
the screen after clicking
‘Trash’ icon.)

4.2 Click ‘Save’.

4.3 Click ‘Yes’ for
conformation.

An acknowledgment
message for ‘Delegation
list has been updated
successfully’ will be
shown at the top. will be
shown at the top.
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Maintain Personal Profile

User Details D ELEN TR Delegation of DH

Assign Delegate (5.1)
Email [ l

Start Date [ l

End Date [ l

Assign Delegate
If your delegate is not an existing user in eGMS, pleaze create an user.
[ —
Create Delegate ‘b (5'2)

Create Delegate

Authorised Role(s) Ip|ease Select ‘ x |

Email [ | | [check email avaitabiiy

Please provide institutional email account

Title Please Select| =

Last Name [ }

First Name I w

Please enter the English name before the English translation|of your Chinese name (e.g. David Tai-man).
Location of Administering Institution

Current Post [ l

China - Hong Kong

(5.3-0)

Unit / Department [ }

Al The University A
Room / Floor I w

Building [ }

Street I w

Please enter number and name of street
City / Area I w

Country / Region China - Hong Kong
Contact No. [ }

Fax [ l

Gender®

(5.3-ii)

A Are you sure to create this user?

(5.3-iii)

Omale O Female

Information collected will be used for statistical purposes only.

-“ User with email [ | is created

Step 5:
To create delegate (DH).

5.1 Select ‘Delegation of
DH’.

5.2Click ‘Create
Delegate’.

5.3 Complete & Save
delegate’s contact
information:

(1) Fill in all compulsory
User’s details.

(i1) Click ‘Save’ to create
user.

(ii1) Click “Yes’ for
confirmation.

(Remark: Email
notification with login
email and password will
be sent to the delegate.)

An acknowledgment
message for ‘User is
created’ will be shown at
the top.
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