Steps 1 - 8: Completing a ROMEO Data Gathering Form K!Peu | e

Step 1/8 - Log-in
Using a Firefox or Chrome browser, log onto the ROMEO Researcher Portal, enter your user-
name and password and click the ‘Login’ button. *(ROMEO website: http://ow.ly/VB6FN)
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Step 2/8 - Research Data Gathering Form (External Funding)

Select‘Apply New’located near the top right-hand side of the screen to submit an application.
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Step 2/8 - Research Data Gathering Form (External Funding)
To submit an application for external funding, under the ‘Awards’ section, click on the ‘Research
Data Gathering Form’button. This will open a new application form.
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Application Name
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Description

Status

aGED T
esearch Data Gathering Form

External - Project Funding Application - Data Gathering and Signature Sheet (Funded Research, Scholarship or
Creative Projects) Intent: to track all funded research under Kwantlen's auspices, Submit 5 business days prior to
the grant submission deadline. This will ensure sufficient time For the Dean's review and the AYP, Research to
review the application and provide Feedback, Research and scholarly activity supported solely through the
following does *not™* require completion of this form: Faculty Accountable time, Divisional PD Funds, Educational
Leave

0.6% Faculty PD Fund

0.6%: Faculty Professional Development Fund Call dates: February 1, June 1 & October 1 - see Guidelines under
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assign their Faculky supervisor as a Co-Applicant, INTENT: To facilitate student research, FUNDIMG: Maximum of
41,500 per student and may support new or ongoing research, Mo retroactive funding, REPORTING: A deliverable
product from the research (paper, poster, record of conference presentation, creative product, installation, etc.),
approved by the Office of Research and Scholarship
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Step 3/8 - Project Info. Tab

To begin, click on the ‘Project Info’ tab.
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Step 3/8 - Project Info. Tab

Fill in information about your project and click the ‘Save’ button.
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Step 4/8 - Project Team Info. Tab (Filling in the team’s information)
Click the ‘Project Team Info’ tab. *Your information should automatically fill in. If it does not,
then you will have to register in order to be recognized by the ROMEO system.
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Principal Investigator

Instructions : Do not hand kype data For this section. igator (PT) section defaulk populates with the researcher profile data for the project team member wha creates the file. IF you
are not the PI, click the Change PI button to search Fo ake researcher profile, IF vou load an alternate researcher profile to the PI section, be sure to reload your researcher profile
ta the Other Project Team Infao section below,
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Step 4/8 - Project Team Info. Tab (Adding a co-investigator)

If your project has a co-investigator, scroll down the page and click’Add New!

Affiliation*: [Office Research & Schaolarship

e
Gender: Unspecified -

Institution: Kwrantlen Polytechnic U =

Phonet: 2065

Emnail*: Islimee.faLHeux@kpu.ca

Primary 12EEE - 72 Avenue, Surrey, BL, W3IW M8
Address:

Preferred

Address: ® Primary Address O Atternate Address

Phone2: [
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Step 4/8 - Project Team Info. Tab (Adding a co-investigator)

Click the‘Search Profiles’ button to search names.
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Step 4/8 - Project Team Info. Tab (Adding a co-investigator)

Type in the first or last name of the co-investigator and click the ‘Search’ button.
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Step 4/8 - Project Team Info. Tab (Adding a co-investigator)
Click the ‘'Select’ button to add a co-investigator to your project.
*If the co-investigator’s name does not appear contact the ORS at local 3163.
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Instructions : Search for and select the researcher profile you want to load ko this application file, IF the project team member does not have a researcher profile, contack your
system administrakor for guidance,
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Step 4/8 - Project Team Info. Tab (Adding a co-investigator)

Click the‘Save’ button to exit.
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Step 5/8 - Project Sponsor Info. Tab (Adding a sponsor)
Click the ‘Project Sponsor Info’ tab and click the ‘Add New’ button to add a sponsor. The ‘Project
Sponsor Edit’ box will appear.
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Step 5/8 - Project Sponsor Info. Tab (Adding a sponsor)

In the ‘Project Sponsor Edit’ box, click’Agency’ to search for the agency’s name you are applying

for.
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Start Date:
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—
-
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Step 5/8 - Project Sponsor Info. Tab (Adding a sponsor)

Type in the name or abbreviation of your agency’s name and click the ‘Search’ button.
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Step 5/8 - Project Sponsor Info. Tab (Adding a sponsor)

Click‘Select’to add the sponsoring agency and the ‘Project Sponsor Edit"box will appear.

[ Agency List

() Start With % Any part

Agency Mame: |
Abbreviation: }SSHRC

Options Abbreviation Source
[¥] Kd! Kd!

II Social Sciences and Humanities Research Council Mational Granting Councils in Canada

Step 5/8 - Project Sponsor Info. Tab (Adding a sponsor)

In the ‘Project Sponsor Edit’ box, click the ‘Program’drop down menu to select the type of grant
you are applying for.

E Project Sponsor Edit

Sponsor Info.

Agency: Soclal Sciences and Humanities Research Councll 4

-
Program: Ajd to Research Worksk =
-

Start Date: Innowation Fund -
Connedion Grants

End Date:
" © Insight Development
Competition Date: Grant Ererence |

Insight Grant

Currency Type: Institutional Grant £ ST [Fauteux Aimee [Co-Primary Investigator] T]
International i
Cpportunities Fund:
Comments: Development Grant
International
Cpportunities Fund:
Project Grant
Jules and Gabrielle
Click *Add New" to add Fu| Leger Fellowship
Ernowledge
Synthesis Grant

Al Mewnd Meetings, Planning
N and Dissemination N

| ‘ Fiscal Year Grant 3 | Requested Cash | Requested In-Kind | Swvarded Cash ‘ Swwarded In-Kind ‘ Ayyarded Overhead

Mo records o display,

Partriership
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Post Doctaral
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Public Cutreach
Dissemination Grant
Public Cutreach
Workshop and
Conference Grant




Step 5/8 - Project Sponsor Info. Tab (Adding a sponsor)

Click the 'Add New’ button to add your funding disbursement information.

Sponsor Info.

Agency: Social Sciences and Humanities Research Council

Program: Insight Grant Figcal Year:

Competition Date:

2 B #

Agency Reference | |
Ho:

Investigator: [Fauteux Aimee [Co-Primary Investigator] TI

Currency Type:

Click ‘Add New" to add funding g

e | 4

Fiscal Year a Requested Cash | Requested In-Kind | Awearded Cash | Auvarded In-Kind | Auvarded Cwerhead

Mo records to display.

Step 5/8 - Project Sponsor Info. Tab (Adding a sponsor)

Enter your funding disbursement information and click the ‘Save’ button to exit.

[%] Funding Disburse ment Info.

Funding Disbursement Info.
G G G G G a» a»

Fiscal Year: m
Start Date: #
End Date: e
Requested Cash: m

Requested In-Kind:

Requested Overhead:
Awarded Cash:
Awarded In-Kind:
Awarded Overhead:
Final Cash:

Final In-Kind:

Final Overhead:

Comments:




Step 5/8 - Project Sponsor Info. Tab (Adding a sponsor)

Click the ‘Save’ button to finish and save your information in the ‘Project Sponsor Info’ tab.

roject Sponsor

Sponsor Infd

Agency: 2 firch Council

Program: Fiscal Year:

Start Date:
End Date:

Agency Reference |

Competition Date: Ho:

Currency Type: Investigator: [Fauteux Aimee [Co-Primary Investigator) TI

Comments:

Click *Add New" ta add funding disbursement(s).

| |Fisca|\‘ear | Start Date | End Drate ‘ Requested(ash| RequestedIn-Kind| AwardedCash| Awarded[n-Kind| Awarded Cwerhead
2015 201510730 2016711730 12,000,00 .00 0.00 0.00 0.00

Step 6/8 - Attachments
To upload documents, click on the ‘Attachments’ tab and click the ‘Add Attachment’ button.

Application Ref Noi 2929 Application Form:

| Zave | [ ciose | [ Print | | Exporttowvord | | Exportto POF | | Submit
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-a» T

-l TG
T -, ir @ clividal attachment size is SME. All atkachments larger than SME will skall the svstem, and vour data may be lost,
Howewver, you may upload multiple attachments, provided that each is no larger than SME.




Step 6/8 - Attachments

Click the ‘Choose File’ button to attach a document, fill in your information and click ‘Add
Attachment’to exit.

Application Ref No: 2329 Application Form: Research Data Gathering Form
| save | [ Cse | [Pt | [ Exportioword | | BxporttoPDF | [ Submi |

* Project Info I Project Team Info I Project & 4 Y I3 & i ‘\s T Logs T Errars ]
[] Add Attachment

r G G GBb G aaB G
Final Draft

MOTE : The maximum individugl attachment size is SME, ' Description:

Howewver, you may upload m ttachments, provid

Upload . )
Attachment: Chooze Fie BESHRC - Insight Application pf

Wersion Date: 2015/11/15 [
Doc / Agreement: Application Farm hd

Step 6/8 - Attachments

Click the ‘Save’button to finish and save your information in the ‘Attachments’ tab.

Application Ref No: 2331 Application Form: Research Dz

Praject Sponsar Info T * Research Data Gathering Farm ] Attachments [ Approvals T Logs T Errors

MOTE : The maximum individuSfattachment size is SME. All attachments larger than SME will stall the swstem, and wour data may be last,
However, vou may upload multiple attachments, provided that each is no larger than SME,

Attachment Description Yersion Date Doc [ Agreement

|E SSHRC Insight Appiication. pf Final Draft 2015/12/15 spplication Farm

Uploaded on: 2015712 /09




Step 7/8 - Research Data Gathering Form (Application Details)

Click on the ‘Research Data Gathering Form'tab to input details about your application.

Application Ref No: 203z

Application Form: Resesarch Data Gathering Form

| Save | [ Close | | Print | | Exporttowiord | | ExporttoPDF | | Submit |
GED GED T

* Project Info T Project Team Info I Project Sponsor Info * Research Data Gathering Form Attachments T Approvals I Logs I Errars ]
G aGE» T

* fipplication Details |' * Conflict of Interest ]

0 147 Anticipated o additional Keevantlen contributions (outside of Internal Grant Funcing)

@ .21 % Non-Monetary Reoguiremernts

o 1.37 * Does thiz project involve human subjects?
Oes

' No

@ 41% Has Ethics approval been oktained?
Oes

O Na

0 1.5) * Attachment checklist

[ Atkachment uploaded complete

Step 7/8 - Research Data Gathering Form (Application Details)
Input details about your application, click the ‘Attachment upload complete’box and click the
‘Save’ button to finish.

| cave (B Close | [ Print | [ Exporttoord | | ExporttoPOF | [ Submit |

-— G G G G G G G G G G G T
6 1.7 Anticipated or additional Kewantlen contributions (outside of Internal Grant Fundineg)

Katalyst grant $26,0@6

0 1.2 * Mon-hMonetary Requirements

Mone

0 1.3) * Dogs this project involve human subjects?
® Yes

CNo
0 1.41 * Has Ethics approval been obtained?

® Yes
Mo

-\--\-J

- a» o -G ar oGP G GP GP G G G G
© 15 sttachment checkist
- -

#| fttachment uploaded complete
[}




Step 7/8 - Research Data Gathering Form (Conflict of Interest)

Click on the ‘Conflict of Interest’ sub tab, fill out the ‘Conflict of Interest’ section and click the
‘Save’ button to finish.

Application Ref Not 2033

Application Form: Research Data Gathering Form

GED G G G Gl Gl GED GEB TG o 1
0 217 * Iz there an actual o perceived conflict of interest in regards to this project?

O es
® Mo

0 2.2)* Have you read Hywantlen's Conflict of Interest policy? To wiew, cut and paste this link to your browser: hitp: itewsantlen.capolicies/G-HumanResig pdf
® es
' Ma

© 23711 you answersd ves to question 2.1, please state the nature of the conflict. If o, type NIz,

' LEE)

Step 8/8 - Submit

To officially submit your final application click the ‘Submit’ button.

Application Ref No: 2333
-

Praject Info T Project Team Info T Project Sponsor Info ] Research Data

Application For

Attachments T Approvals T Logs ]

Application Details ] Canflict of Interest |

0 2.171* Iz there an actusl or perceived conflict of interest in regards to this project?

) es
® Mo

0 2.2 % Have you read Kwantlen's Conflict of Interest palicy? To viewe, cut and paste thiz ink to your broweser: bitpifessantlen catolicies G -HumanRes i1 pof

) Yes
Mo

0 231 % 11 you ansywered yes to question 2.1, please state the nature of the conflict. If no, type MA,.
N8




Step 8/8 - Submit (Official Submission)
Click the 'Submit’button in the "Work Flow Action’ pop-up box to submit your application.

E Work Flow Action (%]

yject Team Info | Brojert Snonsarinfn L Researrh Diata Gathering Form I Attachroent I Annemals, | Inus’_]

| submit | | Cancel |

Comments:

lividual attachment siz
3d multiple attachment

Here it is...|

Attachment Doc / Agreemen!

SSHR.C Insight Applica

application F
Uploaded on: 2018,/12 pplication Farm

((JOM ’i/'é’ @017,9 /

*Your application will be sent to your Dean for approval and then to the
Office of Research and Scholarship.

Have questions or need assistance?
Email: cathy.anderson@kpu.ca
Phone: 604-599-3163

For video demonstrations visit: http://ow.ly/vi2zC
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