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AI = Administering Institution 

CoA = Co-Applicant 

DH = Department Head* 

eGMS = Electronic Grant Management System 

EO = Executive Officer 

FA = Fellowship Applicant 

FO = Finance Officer* 

PA = Principal Applicant 

RFAP = Research Fellowship Assessment Panel 

RFS = Research Fund Secretariat 

RO = Research Officer* 

 

* AI users
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1. Register for PA Account   

 

 

 

 

Step 1:  

- Go to eGMS login 

page: https:// 

rfs.healthbureau.gov.

hk/eGMS/ 

 

- Click ‘Register for 

Principal Applicant 

Account’.  

 

 

 

 

- After reading the 

message on the pop 

up window, click 

‘Continue’. 
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Step 2: 

- Complete all fields 

except gender which 

is optional. 

- Click ‘Submit’.  

PA account is endorsed 

by RO. 

 

Notes: 

(1) The email must be 

listed in the AI’s 

domain / sub-

domain list. 

(2) If the AI is not in 

pull-down menu, 

please email to  

egmsenquiry@healt

hbureau.gov.hk . 

(3) The format of 

password: at least 

10 characters 

containing at least 

one digit 0-9 and 

one alphabet, e.g.  

eur2ireig1. 

(4) ‘Submit’ can only 

be clicked after all 

compulsory fields 

have been 

completed 

 

mailto:egmsenquiry@healthbureau.gov.hk
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Sample email for Account Registration  
Subject: eGMS – Successful Account Registration for Principal Applicant: (The Name of Principal 
Applicant) 

 

Dear (The Name of Account holder), 
 

Your registration as Principal Applicant in the electronic Grant Management System (eGMS) of the 

Research Fund Secretariat, Health Bureau, HKSAR is successful.  
 

You can now submit your grant application via the eGMS by logging in to the eGMS (eGMS URL). 

 

Please contact to the Research Fund Secretariat at egmsenquiry@healthbureau.gov.hk if you have more 

than one login account in the eGMS. 

 

Thank you. 

 

eGMS Administrator 

 

Step 3:  

Email notification for 

account registration will 

be sent to registered user 

after RO’s endorsement. 

 

Click the ‘eGMS URL’ 

to go to the eGMS login 

page. 
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2. Request for PA Role (For local CoA without PA role in his/her eGMS account) 

 

 

 

Step 1: 

Go to Administration > 

Setting >  

Request for PA role 

 

 

(Remark: If ‘Request for PA 

role’ is not found in the menu, 

please email to 

egmsenquiry@healthbureau.g

ov.hk). 

 

 

Step 2: 

Click ‘Request PA role’. 

 

 

 

 

 

 

 

 

  

Step 3: 

Click ‘Yes’ for confirmation. 

 

 

 

 

 

 

An acknowledgment message 

for the request sent will be 

shown at the top. 

 

(Remark: PA role will be 

activated after the 

endorsement by RO.) 

  

mailto:egmsenquiry@healthbureau.gov.hk
mailto:egmsenquiry@healthbureau.gov.hk


 

TM_FA_App (Updated: Nov 2023) Version 3.2           P. 5 

Successful Registration:  

Sample email to PA for successful account registration 

Subject: eGMS – Successful Account Registration for Principal Applicant: (The 

Name of Principal Applicant) 

 
Dear (The Name of Principal Applicant),  

 

Your registration as Principal Applicant in the electronic Grant Management System (eGMS) of the 
Research Fund Secretariat, Health Bureau, HKSAR is successful.  

 

You can now submit your grant application via the eGMS by logging in to the eGMS (eGMS URL). 
 

Please contact to the Research Fund Secretariat at egmsenquiry@healthbureau.gov.hk if you have more 

than one login account in the eGMS. 
 

Thank you. 

 

Step 4: 

Email notification for account 

registration will be received 

after RO’s endorsement. 

 

Click the ‘eGMS URL’ to go 

to the eGMS login page. 

 

  

Step 5: 

- Go to the eGMS Login 

page. 

- Enter login email. 

- Enter password and click 

‘Login’. 

 

 

 

Step 6: 

- “Principal Applicant” tab 

will be shown at Home Page 

if PA role is activated. 
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3. eGMS - Home Page 

 

 

 

 

 

 

 

Available functions on 

Home Page:  

 

3.1 To search 

applications by call 

year and/or scheme. 

3.2 To sort the 

applications by ‘Ref 

No.’ or ‘Project 

Title’. 

3.3 To export the records 

into an Excel file, 

click ‘Export to 

CSV’.  

 

Note:  

 PA should set a 6-

character password to 

protect the downloaded 

Excel file for security 

reasons. 
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4. Submit Application 

 

 

 

Note:  

Application function is 

only available during the 

application period. 

 

Step 1: 

Go to Project > 

Application >   

View Application 

 

 

Note:  

FA user can view the 

signing status of CoA(s) 

and AI users of an 

application on the 

‘Master List’. 

 

Step 2:  

2.1 To view 

application(s), click 

‘Master List’. 

2.2 Select and search 

‘HMRF (Fellowship)’ 

at ‘Scheme’. 

 
Note: Please reserve sufficient time for amending any errors discovered during 

validation checking at the time of submission.  Please refer to P. 9 and P.14 of this 

training manual for the usage of the templates. 

 

Step 3:  

To complete Application 

by clicking ‘Application 

Call’.  Application 

forms are located under 

‘Actions’. 

 

 

 

 

- ‘Complete Web-based 

Online e-Form’  
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- Read all ‘Terms and 

Conditions'. 

 

 

 

 

 

 

 

 

- Click all check boxes 

and ‘Continue’. 

 

  
 

 

(Attention: The eGMS 

will time out 

automatically if the 

screen has been idled for 

20 minutes.  Please be 

reminded to save the 

Web-based Online e-

Form regularly.) 

- Click the button to go 

to relevant Section 

directly. 

- Click ‘Save’ to save 

the Web-based 

Online e-Form and 

‘Yes’ for 

confirmation. 

 

An acknowledgment 

message for ‘Web Form 

is saved’ with a 

temporary Ref. No. will 

be shown at the top.  
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Example for the tooltips from the information icon: 

 

To facilitate users to 

complete the Web-based 

Online e-Form: 

 

- Applicants could hover 

the mouse over the 

‘Information’ icon to 

review the details 

concerned. 

 

P I.7  

 

Part I Section 7: 

7. (a)-(h) 

- (1) Click the check-

box. 

- (2) Click ‘Browse’ to 

attach the proposal. 

  

7. (i) 

- Click ‘Attach’ to upload 

additional materials. 

 

- Select the type and fill in 

the description of the 

additional materials 

accordingly.  

Example for Part I Secton 10: Budget Plan: 

 

Part I Section 10b(i): 

Budget Plan  

Fill in the budget 

according to the 

Financial Year.   

(The total cost of the 

item(s) will be calculated 

automatically by the 

system.) 
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- Fill in Section 10b(ii) 

‘Staff details’ according 

to the types of staff and 

the breakdown of 

heading.  

(The total cost of the 

item(s) will be calculated 

automatically by the 

system.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

-Fill in Section 10b(iii) 

‘Staff costs’ according to 

the Financial Year.    

(The total cost of the 

item(s) will be calculated 

automatically by the 

system.) 
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Part I Section 11. 

Applicants (Project 

Team): 

Select the number of 

CoAs to be added to the 

proposal. 

The order of the listed 

CoAs could be 

rearranged. 

- Click ‘Remove’ to 

delete the CoA’s details. 

- Click ‘Move Down’ 

/ ‘Move Up’ to rearrange 

the order of the CoAs.  

  

 

To submit the Web-based 

Online e-Form to AI 

users for endorsement:  

- Click ‘Submit’ to 

submit the Web-based 

Online e-Form. 

- Click ‘Yes’ for 

confirmation. 

 



 

TM_FA_App (Updated: Nov 2023) Version 3.2           P. 12 

 

 

Note:  

A temporary Ref. No. 

will be issued after 

save/submission. 

 

Incomplete Web-based 

Online e-Form will pop-

up an error message with 

a list of incomplete 

items.  

 

(Remark: only error free 

Web-based Online  

e-Form can be submitted 

successfully to AI users.) 

 

A pop-up message with 

temporary Ref. No. will 

be issued after successful 

submission of Web-based 

Online e-Form to AI 

users. 

A notification will pop 

up if the FA’s personal 

profile in eGMS is 

different from FA's 

information filled in Part 

I Section 11 of the 

application form.  The 

difference(s) will be 

highlighted in red. 

 

- (i) Click ‘Update’ to 

update the Web-based 

Online e-Form. 

An acknowledgment 

message for the update 

will be shown at the 

top, after clicking 

‘Update’. 
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- (ii) Click ‘Submit’ to 

adopt the FA’s 

information in the 

Web-based Online e-

Form. 

After clicking on 

‘Submit’ to update 

existing profile, the 

information at ‘Part A - 

Personal Information’ 

will be updated. And 

error free web form 

will be submitted to AI 

users for endorsement. 

 

- (iii) Click ‘Cancel’ to 

close the window 

without any action.  
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Part I Section 14 and 

Section 15: (Optional) 

Option A: 

- Enter the information 

directly in the e-Form.. 

 
 

 

Option B:  

- Under “Application 

Call”, click ‘Download – 

[Section to be 

completed] Excel 

Templates (Optional)’ 

and complete Section 14/ 

15. 

 

 

- Click ‘Upload’ to upload 

the completed Offline 

Excel form. 
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(Remark: only error free 

Web-based Online  

e-Form could be 

submitted successfully to 

AI users.) 

 

Submit the uploaded Web-

based Online e-Form to AI 

users for endorsement.  

- Click ‘Submit’ to submit 

the Web-based Online e-

Form. 

- Click ‘Yes’ for 

confirmation. 

 

 

A pop-up message with 

temporary Ref. No. will 

be issued after successful 

submission of Web-based 

Online e-Form to AI 

users. 
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5. Resend Invitation Email to CoA for Outstanding Endorsement (Optional) 

 

Step 1: 

Go to Project >  

Application > 

View Application 

 

 

Step 2: 

- Go to Application > 

Master List 

 

- Click ‘N’ to view 

CoA(s) with outstanding 

signature(s). 

 

 

Step 3: 

- Click ‘Re-Send’ and 

‘Yes’ for confirmation  

- A reminder will be sent 

to the CoA concerned to 

sign on the Web-based 

Online e-Form. 

 

- Click ‘Close’ to return to 

the Master List. 
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6. Process ‘Pushed Back’ Application 

Subject: eGMS –(temporary reference number) : “PUSH BACK” Application 

Dear (The Name of Principal Applicant/Fellowship Applicant),  

The captioned application titled (Project Title)has been pushed back by your Administering Institution 

for your rectification.  

Please login to the eGMS (eGMS URL) for your necessary action(s).  

Thank you. 

Step 1: 

Email notification 

for ‘Push Back’ 

Application. 

 

Click the ‘eGMS URL’ 

to eGMS login page. 

 

Step 2: 

- Go to the eGMS Login 

page. 

- Enter login email. 

- Enter password and 

click ‘Login’. 

 

 

 

Step 3: 

Go to Project > 

Application >  

View application 

 

Step 4: 

- Select ‘Master List’ 

- Click ‘Details’ under 

Status to view the 

reason(s) for pushing 

back the application. 

- Click ‘Ref. No.’ to 

revise the Web-based 

Online e-Form. 

 

  

Step 5: 

After the revised 

application has been 

submitted to AI users, the 

status will be changed to 

‘Revised Pending 

Signature’. 
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Step 6: 

To delete pushed back 

Application, click ‘Trash’ 

icon and ‘Yes’ for 

confirmation. 

 

 

 

 

 

 

An acknowledgment 

message for successful 

removal will be shown at 

the top. 
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7. Acknowledgement of Application Endorsed by Administering Institution (AI) 
Subject: eGMS – (RefNo) : Successful Submission of Grant 

Application 

Dear (Title) (Last Name) (First Name) (The Name of Principal Applicant/Fellowship Applicant), 

This email is to acknowledge that your grant application titled (Project Title) (temporary reference 
number) has been successfully submitted to the the Research Fund Secretariat, Health Bureau, HKSAR.   

 

An official number (official reference number) has been assigned to this application. Please quote this 
number for enquiry in future. 

 

A notification email will be sent to inform you of the result tentatively in (Month and Year of result 
announcement). 

 

Thank you. 

After RO has submitted 

the application to RFS, 

an email notification will 

be sent to FA with an 

official reference number. 

 

Note:  

FA has to quote the 

official reference number 

for future enquiry. 
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8. Communicate with RFS through Message Icon 

 

Step 1: 

Go to Project> 

Application> 

View Application 

 
 

 

 

 

Step2:  

(Note: ‘Message icon’ 

will be available for the 

communication with RFS 

after the application has 

been submitted to RFS.) 

 

(1) Click ‘Message icon’ 

to view message 

summary. 

(2) Click ‘Create 

Message’ to send 

message to RFS or 

‘Close’ to close the pop 

up window.  

(3) Select type of 

message. 

(4) Fill-in the Subject and 

message. 

(5) Click ‘Attach’ to 

upload attachment(s), if 

any. (Attachment should 

be in PDF format only 

and all files together 

should not exceed 

2MB.) 

To remove the uploaded 

file, click ‘Trash’ icon. 

(6) Click ‘Preview’ to 

preview message or 

‘Cancel’ to close the 

window without any 

action.  

(7) Click ‘Back’ for 

further editing, ‘Send’ 
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to send the message to 

RFS or ‘Cancel’ to 

close the window 

without any action.  

 

 

 

 

 

 

 

The message will be 

recorded at message 

summary after sending to 

RFS.  

 

(8)Click ‘View Detail’ to 

review the message 

sent. 

After receiver reading 

the message, ‘Y’ will 

be shown under 

‘Read?’ column. 

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 has sent you a 

message through the 

message icon.   

 

Click the ‘eGMS URL’ 

to go to the eGMS login 

page for necessary 

action. 
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9. Search Application 
 

 

Step 1: 

Go to Administration > 

Search Application 

  

Step 2:  

- Input keyword(s) and 

search criteria to 

search application(s). 

- Click ‘Submit’. 

 

 

Step 3:  

- Applications that 

match with the 

keyword(s) and search 

criteria will be listed. 

 

- Click ‘Export to CSV’ 

to export search results 

to an Excel file. 

 

Note:  

- PA  should set a 6-

character password to 

protect the downloaded 

Excel file for security 

reasons. 
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10. Submit Revised Application 
Funding results of the (Year) Open Call for Investigator-initiated Projects under the Health and Medical 
Research Fund (HMRF) 

Dear (The Name of Head, RO), 

I am pleased to inform you that the funding results of the (Year) Open Call for Investigator-initiated 

Projects under the Health and Medical Research Fund have been issued. 

 
Funding results can be viewed via the electronic Grant Management System (eGMS) (eGMS URL) 

 

Fellowship Applicants (FAs) can view their funding results on the grant applications via the eGMS 
(eGMS URL). 

 

FAs with fundable applications (i.e. recommended for support (subject to satisfactory response to the 
Research Fellowship Assessment Panel (RFAP)'s comments) are able to view RFAP's comments via the 

eGMS and are required to provide their response by [Due date].  Please remind the relevant FA(s) of 

your institution to submit the response via the eGMS on time.  Late submission will lead to the grant 

application being rejected. 

 

Approval letter and agreement will be issued after the PA/FA's response has been accepted and all 
outstanding issues (e.g. budget clarification, regulatory/ethics approval, etc.) have been resolved. 

 

Should you have any questions, please feel free to contact me at [Tel of Assigned GM]. If you have 
difficulties in using the eGMS, please email to egmsenquiry@healthbureau.gov.hk. 

 

Thank you. 

 

Step 1:  

Email notification for 

Funding Decision 

announced to RO. 

 

 

FA could login to eGMS 

to revise application/ 

submit ethics approval.   

 
 
 

 
 

-Click the ‘Report’ icon 

to review the RFAP 

Assessment Report. 

-Click ‘Revision 

Required’ to complete 

Revised Application / 

Ethics Approval. 

 

 

 

 

 

 

 

-Click ‘Edit’ to edit. 
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To completed the revised 

application according to 

the comments from 

RFAP. 

(1) Click the button to go 

to the relevant Section 

directly. 

 

 

 

(2) 

- Click ‘Save’ and ‘Yes’ 

for confirmation.  

An acknowledgment 

message for saving the 

form with Ref. No. will 

be shown at the top. 

 

- Click ‘Submit’ and 

‘Yes’ for confirmation.  

 

An acknowledgment 

message will pop up for 

the submission of revised 

form. Click ‘Close’ to 

close the pop-up 

window. 

 

The Status will be 

updated as ‘Submitted to 

RFS’. 
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To updated the Ethics 

Approval according to 

the comments from 

RFAP. 

(1) Click the radio 

button further update 

the status of consent. 

 

(2) Click ‘Browse’ to 

upload attachment(s). 

 

 

 

 

 

 

 

 

 

 

 

(3) Click ‘Save’ and 

‘Yes’ for 

confirmation.  

 

An acknowledgment 

message for the form 

saved with Ref. No. will 

be shown at the top. 

 

- Click ‘Submit’ and 

‘Yes’ for confirmation.  

An acknowledgment 

message will pop up for 

the submission of revised 

form. Click ‘Close’ to 

close the pop-up 

window. 
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The Status will be 

updated as ‘Submitted to 

RFS’. 
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11. Provide Personal Email Address and Mobile Phone Number 

 

Step 1:  

Go to Administration > 

Setting>  

Maintain Personal 

Profile 

 

Step 2:  

Provide your personal 

email address and mobile 

phone number and click 

‘Save’. 
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12. Delegation of PA 

 

Step 1:  

Go to Administration > 

Setting>  

Maintain Personal 

Profile 

 

Step 2:  

Select ‘Delegation of 

PA’. 

 

 

 

Step 3: 

To view/update the 

delegation of PA: 

 

 

 

 

Step 3a: 

View the ‘Delegation 

List’ and ‘Delegation 

History’ of his/her 

delegate on Delegation 

of PA. 
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(Remark:  

- PA can assign more 

than one delegate. 

- If the delegate does 

not exist in eGMS, 

please refer to Step 

3c to create delegate 

(PA).) 

 

Step 3b: 

To assign delegate. 

 

3b-1 Fill in Assigned 

user’s email and 

delegate period. 

 

3b -2 Click ‘Assign 

Delegate’. 

 

3b-3 New record will be 

shown at 

‘Delegation List’. 

 

- Click ‘Save’ and ‘Yes’ 

for confirmation. 

 

 

An acknowledgment 

message for the 

‘Delegation list has been 

updated successfully’ 

will be shown at the top. 
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Step 3c: 

To create delegate. 

- Click ‘Create 

Delegate’. 

 

 

 

 

 

- Complete delegate’s 

contact information. 

 

(Email notification with 

login email and 

password will be sent to 

the delegate.) 

 

 

 

 

 

 

 

 

 

 

- Click ‘Save’ and ‘Yes’ 

for confirmation. 

 

 

 

An acknowledgment 

message for the update 

will be shown at the top. 
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Step 3d: 

To edit Delegation List 

3d-1 Click ‘Edit’ at 

‘Delegation List’. 

3d-2 Select the ‘Start 

Date’ and ‘End 

Date’. 

3d-3 Click ‘Save’. 

3d-4 The ‘Delegate 

Period’ is updated. 

3d-5 Click ‘Save’. 

3d-6 Click ‘Yes’ for 

conformation. 

 

An acknowledgment 

message for the update 

will be shown at the top. 

 

 

 

 

 

 

 

 

Step 3e: 

To delete delegate. 

3e-1 Click the ‘Trash’ 

icon.  

(*Record will be 

removed immediately on 

the screen after clicking 

‘Trash’ icon.)  

3e-2 Click ‘Save’.  

3e-3 Click ‘Yes’ for 

conformation. 

 

An acknowledgment 

message for the update 

will be shown at the top. 

 


