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1.1 Introduction
The purpose of this document is to work as both a training and user guide for all users (both internal and external) of nGager, to help them understand the steps needed to use the functionality provided by nGager, particularly on Post-award functions.

1.1.1 Document Reference(s)

	S/N
	Document 
	Version

	1. 
	System Requirements Specification For nGager 2
NMRC Grant Application and Grant Evaluation for Research (Phase 1)

	1.2

	2. 
	System Requirements Specification For nGager 2
NMRC Grant Application and Grant Evaluation for Research (Phase 2)

	1.0


1.1.2 Terminology
	PI
	Principal Investigator

	HI
	Host Institution

	NMRC
	National Medical Research Centre

	GM
	Grant Manager

	RD
	Research Director

	RDO
	Research Development Officer

	Request
	Refers to a Post-award Request


1.1.3 Overview

Once a grant application is awarded, the project’s Post-award Requests can be initiated by the Principal Investigator of the project.   

1.1.4 PI Actions

Upon a successful login as a Principal Investigator (PI), a home page will be displayed. It comprises of the following:
1. Task List

· ‘Project Items Pending for your Actions’ - Consists of list of request(s) pending for user’s action.
2. Menu 

· My Projects – to view the list of projects under the PI.

[image: image1.png]——, Singapore Government
Menu ntogHty - Sorvice - Excatence
- Contact | Feeaback
e Active Grant Calls My lems My Projocts
Anmouncement
Aitems Pending For Your Action (0)
Welcome to nGager - the NMIRC Grant Apication and Grant Evaluation for Research system. The systemis designated for
tesearchers and grant managers who are imolved in NMRC grants. Al esearchers who qualfy are welcomed to apply: S 2 projecttems Pending for your Acions (3)
S A Retum toPiby RO (1)
‘Change inPrincipal investigator (1)
S M RetmoPI(@)
nform an Event 2)

{

Task List




Figure 1: PI Login - Home Page
PI can submit the following Post-award request(s) for his/her project:

1. Requesting for a Grant Extension
2. Changing the Principal Investigator

3. Changing the Host Institution
4. Changing the Academic Institution
5. Changing the Team Member(s)

6. Request project withdrawal

7. Notifying NMRC of an event

8. Changing the research scope

1.1.4.1 View Project Details

1. Move your mouse over ‘My Projects’. You should then see the different sub-options available (Ongoing, Expired, Withdrawn, Suspended, Terminated, Closed). You may click on any of these sub-options to view the corresponding projects. For this training guide, the user has clicked on the ‘Ongoing’ sub-option. A Project’s Status will be highlighted in BLUE, if this project has been extended (a grant extension has previously been approved)
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Figure 2: PI/GM/HI’s RD/HI’s RDO Login - Project Listing
2. Click on the Edit button [image: image3.png]


 next to the selected Project. Navigation buttons such as ‘Withdraw Project’ etc. can be seen only when the Project’s Grant type is configured to allow any post award function (Please refer to ‘Grant Type Configuration’ for ‘Post award’ configuration).
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Figure 3: PI/HI’s RD/HI’s RDO Login - Project Details
1.1.4.2 Draft a Request

This functionality facilitates the user to create a request, save, and submit it later. To create a draft request for an Ongoing project:

1. To see project details, please refer to ‘View Project Details’
2. PI will be allowed to perform the following post-award requests:

a) To request for Grant Extension:
· Click on the ‘Grant Extension’ button on the Project Details page

· Click on the ‘Create Grant Extension Request’ button. 
Important Note: If there is an existing grant extension request pending for any stakeholder’s action, then this button will not be displayed. 
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Figure 4: PI/GM Login - Grant Extension Request Page
b) To request to Change Principal Investigator:
· Click on the ‘Change Principal Investigator’ button on the Project Details page

· Click on the ‘Create Change in PI Request’ button. If there is a Change in PI request pending for any stakeholder’s action, then the button will not be displayed. 
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Figure 5: PI/GM Login - Change in Principal Investigator Request Page
c) To request to Change Host Institution:
· Click on the ‘Change Host Institution’ button on the Project Details page

· Click on the ‘Create Change in Host Institution Request’ button under History tab. If there is a Change in Host Institution request pending for any stakeholder’s action, then the button will not be displayed. 
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Figure 6: PI/GM Login - Change in Host Institution Request Page
d) To request to Change Academic Institution

· Click on the ‘Change Host Institution’ button on the Project Details page

· Click on the ‘Create Change in Host Institution Request’ button under History tab. If there is a Change in Host Institution request pending for any stakeholder’s action, then the button will not be displayed. 
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e) Figure 7: PI/GM Login - Change in Academic Institution Request Page
f) To request to Change Team Members:
· Click on the ‘Change Team Members’ button on the Project Details page

· Click on the ‘Create Change in Team Member Request’ button under History tab. If there is a Change in Team Members request pending for any stakeholder’s action, then the button will not be displayed. 
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Figure 8 : PI/GM Login - Change in Team Member Request Page
g) To request to Change Research Scope:
· Click on the ‘Change Research Scope’ button on the Project Details page

· Click on the ‘Create Change in Research Scope Request’ button under History tab. If there is a Change in Research Scope request pending for any stakeholder’s action, then the button will not be displayed.
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Figure 9: PI/GM Login - Change in Research Scope Request Page
h) To request to Withdraw Project:
· Click on the ‘Withdraw Project’ button on the Project Details page
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Figure 10: PI/GM Login - Project Withdrawal Request Page

i) To inform an event:
· Click on the ‘Inform an Event’ button on the Project Details page
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Figure 11 : PI/GM Login - Inform an Event Request Page

3. PI provides inputs for the selected request respectively.

4. Click on the ‘Save as Draft’ button.

5. Request Status will be updated from ‘New’ to ‘Draft’, and can be seen in history tab only in PI/GM login. When saving a request as draft, minimal number of validation rules are applied.
1.1.4.3 Submit a Request /Revision
Generally, new request can be created only if there is no pending request of same type for a specific project. Both Principal Investigator and Grant Manager can submit a new request, however only Principal Investigator can revise a returned request from his/her HI or NMRC.
1.1.4.3.1 Grant Extension

Grant Extension request allows PI to request for extension in the project duration. 
If the Grant Extension request is requested for first time and Grant type configuration for grant extension allow HI approval, request’s status will be updated to ‘Pending HI Approval’. Otherwise, request’s status will be updated to ‘Pending HI Endorsement. For further information about Grant Type Configuration for Grant Extension, Please refer to ‘Grant Type Configuration’.
1. To create a request on Grant Extension Request for an Ongoing project , login to nGager as the PI/GM:
a) To create a new request (applicable to both GM and PI)
· Click on the ‘Request for Grant Extension’ button on the Project Details page

· Click on the ‘Create Grant Extension Request’ button under History tab. If there is a grant extension request pending for any stack holder’s action, ‘Create Grant Extension Request’ will not be displayed. To see the picture illustration of Grant Extension Request page with Request Status ‘New’, Please refer to 'PI/GM Login - Grant Extension Request Page'.
b) To revise a returned request (applicable only to PI), 
· Click on the ‘Project Items Pending for your action->List of Statuses Requires PI’s Action->Grant Extension’
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Figure 12: PI Login - Grant Extension Request Revision
2. Enter the ‘Number of Months to Extend’. System would validate ‘Number of Months to Extend’ as mandatory, numeric and none zero values. 
3. Enter the ‘Reason’. System would validate ‘Reason’ as mandatory, and maximum number of character allowed is 500 characters.
4. Upload ‘Supporting document’, if any.  Please refer to ‘Uploaded Document(s)’.

5. Click on the ‘Submit/Submit Revision’ button.
1.1.4.3.2 Change in Principal Investigator
This request facilitates the request for change in Principal Investigator. Requesting for Change in Principal Investigator is allowed only if Grant Type of Project is configured to allow Change in PI request. For further information on allowing or refraining change in PI request, Please refer to ‘Grant Type Configuration’.
To create a request on Change in Principal Investigator Request for an Ongoing project, login to nGager as the PI:

1. To see Change in Principal Investigator request page,

a) To create a new request (applicable to both GM and PI)
· Click on the ‘Change Principal Investigator’ button on the Project Details page

· Click on the ‘Create Change in PI Request’ button under History tab. If there is a Change in Principal Investigator request pending for any stack holder’s action, ‘Create Change in PI Request’ will not be displayed.  To see the picture illustration of Change in Principal Investigator Request page with Request Status ‘New’, Please refer to ‘PI/GM Login – Change in Principal Investigator Request Page’.
b) To revise a returned request (applicable only to PI), 

· Click on the ‘Project Items Pending for your action->List of Statuses Requires PI’s Action->Change in Principal Investigator Request’.
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Figure 13: PI Login - Change in Principal Investigator Request Revision
2. Select an option for ‘Would you like to remain as Co-Investigator/Collaborator?’ System would validate this field as mandatory.
3. Select a ‘New PI’. System would validate ‘New PI’ as mandatory, and should not be same as Current Principal Investigator of specified project.
4. Select the ‘Effective Date’. System would validate ‘Effective Date’ as mandatory, and should be future dated.

5. Upload the ‘New PI’s CV’. System would validate ‘New PI’s CV’ as mandatory.
6. Upload ‘Supporting documents’, if any. Please refer ‘Uploaded Document(s)’ for criteria of valid file.
7. Enter the ‘Reason’. System would validate ‘Reason’ as mandatory, and for maximum of 500 characters.
8. Click on the ‘Submit/Submit Revision’ button
1.1.4.3.3 Change of Host Institution

This request facilitates the request for change in Host Institution. 
To create a request on Change in Host Institution Request for an Ongoing project: 
1. To see Change in Host Institution request,

a) To create a new request (applicable to both GM and PI)

· Click on the ‘Change Host Institution’ button on the Project Details page

· Click on the ‘Create Change in HI Request’ button under History tab. If there is a Change in Host Institution request pending for any stack holder’s action, ‘Create Change in HI Request’ will not be displayed. To see the picture illustration of Change in Host Institution Request page with Request Status ‘New’, Please refer to ‘PI/GM Login – Change in Host Institution Request Page’
b) To revise a returned request (applicable only to PI), 

· Click on the ‘Project Items Pending for your action->List of Statuses Requires PI’s Action->Change in Host Institution Request’.
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Figure 14: PI Login - Change in Host Institution Request Revision
2. Select a ‘New HI’, System would validate ‘New HI’ as mandatory, and should not be same as Current Host Institution.
3. Select the ‘Effective Date’ System would validate ‘Effective Date’ as mandatory, and should be future dated.

4. Upload ‘Supporting documents’, if any. Please refer ‘Uploaded Document(s)’, for criteria of valid file.

5. Enter the ‘Reason’; System would validate ‘Reason’ as mandatory, and for maximum of 500 characters.
6. Click on the ‘Submit/Submit Revision’ button

1.1.4.3.4 Change of Academic Institution

This request facilitates the request for change in Host Institution. 

To create a request on Change in Host Institution Request for an Ongoing project: 

1. To see Change in Academic Institution request,

c) To create a new request (applicable to both GM and PI)

· Click on the ‘Change Academic Institution’ button on the Project Details page

· Click on the ‘Create Change in AI Request’ button under History tab. If there is a Change in Academic Institution request pending for any stack holder’s action, ‘Create Change in AI Request’ will not be displayed. To see the picture illustration of Change in Host Institution Request page with Request Status ‘New’, Please refer to ‘PI/GM Login – Change in Academic Institution Request Page’
d) To revise a returned request (applicable only to PI), 

· Click on the ‘Project Items Pending for your action->List of Statuses Requires PI’s Action->Change in Academic Institution Request’.
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Figure 15: PI Login - Change in Academic Institution Request Revision
7. Select a ‘New AI’, System would validate ‘New AI’ as mandatory, and should not be same as Current Academic Institution.
8. Select the ‘Effective Date’. System would validate ‘Effective Date’ as mandatory, and should be future dated.

9. Upload ‘Supporting documents’, if any. Please refer to ‘Uploaded Document(s)’, for criteria of valid file.

10. Enter the ‘Reason’; System would validate ‘Reason’ as mandatory, and for maximum of 500 characters.

11. Click on the ‘Submit/Submit Revision’ button
1.1.4.3.5 Change of Team Member(s)

This request facilitates the request for change in Team Member(s).

To create a request on Change in Team Member Request for an Ongoing project, login to nGager as the PI:

1. To see the Change in Team Member(s) Request

a) To create a new request (applicable to both GM and PI)

· Click on the ‘Change Team Member’ button on the Project Details page

· Click on the ‘Create Change in Team Member Request’ button under History tab. If there is a Change in Team Member request pending for any stack holder’s action, ‘Create Change in Team Member Request’ will not be displayed. To see the picture illustration of Change in Team Member Request page with Request Status ‘New’, Please refer to ‘PI/GM Login – Change in Team Member Request Page’
b) To revise a returned request (applicable only to PI), 

· Click on the ‘Project Items Pending for your action->List of Statuses Requires PI’s Action->Change in Team Member Request’.
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Figure 16: PI Login - Change in Team Member Request Revision
2. Add or Remove or Edit nGager ‘Research Team Member(s) -Search within nGager’ and/or ‘Research Team Member(s) -Add here if not found in nGager’ 
3. Upload ‘CV’, if any. System would validate ‘CV’ as mandatory, only if new member is added.
4. Upload ‘Supporting documents’, if any. Please refer ‘Uploaded Document(s)’, for criteria of valid file.

5. Enter the ‘Justification’. System would validate ‘Justification’ as mandatory, and for maximum of 500 characters.
6. Click on the ‘Submit/Submit Revision’ button

1.1.4.3.6 Project Withdrawal

    This request facilitates the withdrawal of a project.
               To create a request to withdraw project, login to nGager as the PI:

1. To see the Project Withdrawal request page

a) To create a new request (applicable to both GM and PI)

· Click on the ‘Project Withdrawal’ button on the Project Details page

· Click on the ‘Create Project Withdrawal Request’ button under History tab. If there is a Project Withdrawal request pending for any stack holder’s action, ‘Create Project Withdrawal Request’ will not be displayed. To see the picture illustration of Project Withdrawal Request page with Request Status ‘New’, Please refer to ‘PI/GM Login – Project Withdrawal Request Page’.
b) To revise a returned request (applicable only to PI), 

· Click on the ‘Project Items Pending for your action->List of Statuses Requires PI’s Action->Project Withdrawal’.
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Figure 17: PI Login - Project Withdrawal Request Revision
2. Upload ‘Supporting documents’, if any. Please refer to ‘Uploaded Document(s)’, for criteria of valid file.

3. Enter the ‘Reason’. System would validate ‘Reason’ as mandatory, and for maximum of 500 characters.
4. Click on the ‘Submit/Submit Revision’ button.
1.1.4.3.7 Change of Research Scope

                 Change in Research Scope request facilitates the change of Research scope.
To create a request to change research scope for an ongoing project, login to nGager as the PI:

1. To see the Change in Research Scope request

a) To create a new request (applicable to both GM and PI)

· Click on the ‘Change Research Scope’ button on the Project Details page

· Click on the ‘Create in Research Scope Request’ button under History tab. If there is a Change in Research Scope request pending for any stack holder’s action, ‘Create in Research Scope Request’ will not be displayed. To see the picture illustration of Change in Research Scope Request page with Request Status ‘New’, Please refer to ‘PI/GM Login – Change in Research Scope Request Page’
b) To revise a returned request (applicable only to PI), 

· Click on the ‘Project Items Pending for your action->List of Statuses Requires PI’s Action->Change in Research Scope’.
[image: image27.png]Change in Research Scope

roject Details Page Withdraw Request | € Submit Revision | g Close Window

Project D Project Status

NMRC/GT/00031304 Ongoing

Change in Research

Scope Request @ The research proposal is fumished to the National Medical Research Council with the understanding that it shall be used or disclosed for evaluation,
reference and reporting purposes.
History

© Please download the research proposal template and re-upload the filed-in research proposal document. All documents(including pictures, figures and
‘spreadsheets) are to be combined as one file (E.g. zip fle _rar file) which is less than 10MB in size.

Change in Research Scope Request

Request Date: 26012013
Request Status Retum to Pl by RD
Research Scope Template: Pending Uploading
New Research Scope: [(Browse.. ]| # Upload
Uploaded New Research Scope: NewResearchScope.docx
‘Supporting Document: [(Browse.. ] | # Upload
Uploaded Supporting Document SupportingDocument docx
Details are fumished in Supporting Document B
Reason

Research Director

Date: 26-Ap-2013 13:35:35
Status Retum To Pl
Comments: Please provide more details

roject Details Page Withdraw Request | € Submit Revision | g Close Window





Figure 18: PI Login - Change in Research Scope Request Revision
2. Upload the ‘New Research Scope’ document

3. Upload the ‘Supporting Document’, If any. Please refer ‘Uploaded Document(s)’, for criteria of valid file.

4. Enter the ‘Reason’. System would validate ‘Reason’ as mandatory, and for maximum of 500 characters.
5. Click on the ‘Submit/Submit Revision’ button

1.1.4.3.8  Inform an Event to NMRC
Inform an Event allows PI to notify the RD, RDO and GM about any event pertaining to the project.

To create an event notification, login to nGager as PI.

1. To see an ‘Inform an Event’ page,

a) To create a new request (applicable to both GM and PI)

· Click on the ‘Inform an Event’ button on the Project Details page

· Click on the ‘Create Inform an Event Request’ button under History tab. To see the picture illustration of Inform an Event Request page with Request Status ‘New’, Please refer to ‘PI/GM Login – Inform an Event Request Page’
b) To revise a returned request (applicable only to PI), 

· Click on the ‘Project Items Pending for your action->List of Statuses Requires PI’s Action->Inform an Event’
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Figure 19: PI Login - Inform an Event Revision
2. Select the ‘Event Date’. System would validate ‘Event Date’ for valid date format.
3. Select the ‘Event Type’. 
4. If ‘Event Type’ is ‘Others’, enter ‘Please specify, if others is selected’.
5. Enter the ‘Event Details’. System would validate ‘Event Details’ for maximum of 500 characters.
6. Upload Supporting Documents. Please refer ‘Uploaded Document(s)’ for criteria of valid file.

7. Click on the ‘Submit/Submit Revision’ button.
1.1.4.4 Withdraw a Request

Requests that have been returned to PI for revision, can be withdrawn by the PI. For the list of requests’ statuses on which PI can withdraw, please refer to List of Statuses Requires PI’s Action.
To withdraw a request pending for revision, login into nGager using PI account:
1. Click on the ‘Project Items Pending for your actions->List of Statuses Requires PI’s Action->Request Type’.
2. Click on the ‘Withdraw request’ button

[image: image29.png]Grant Extension

ProjectDetails Page thdraw Request || @ SubmitRevision | g Close Window

Prject D Prjedt Status
NMRC/GTI00031304 Ongoing
Grant Extension ;
Request Grant Extension Request
History RequestDate: 26-Apr-2013

RequestStatus Returnto PlbyGM

Original Expected Completion Date: 31-0c2013

Current Expected Completion Date: 31-0c2013

Number of Months to Extend: 5

New Expected Completion Date: 30-Apr-2014

GrantExtension Template: Pending Upload

‘Supporting Document: 1 Upload

Uploaded Supporting Document: nGager Phase 2ASRS CHPOQ (TOC).doc:

Revised
Reason
Remaining Budget 1 item(s)
Manpower Equipment  Other Operating Expenses Indirect Cost Total Direct Cost
$51500000  S§1500000  S51500000 S5900000  S54500000

Grant Manager

Date: 26-Apr-2013 124227

Status. Return To PI

Remarks Require more details. Please revise and submitthe request

ProjectDetails Page thdraw Request || @ SubmitRevision | g Close Window




Figure 20: PI Login - Withdraw a request, after 'Return to PI' by RD/RDO/GM
1.1.5 HI Research Development Officer Actions

Once a request or revision is submitted by a PI, for requests that require HI’s attention, the request status will be updated to:

· ‘Pending HI Endorsement’ or

· ‘Pending HI Approval’ or

· ‘Pending Current HI Endorsement’ or 
· ‘Pending New HI Endorsement’

System would send a notification email to HI RDO (if RDO is available), for certification.  
HI’s RDO will be allowed to perform the following action on the request:

·  ‘Save’ or

· ‘Reject’ or

· ‘Return to PI’
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Figure 21 : HI's RD/RDO Login - Home Page
1.1.5.1 View Project Details
To view Project Details, login to nGager System using RDO login.

1. Click on the ‘My Items -> Projects’

2. Click on the Edit button [image: image31.png]


 next to the selected project. Navigation buttons such as ‘Withdraw Project’ etc. can be seen only when Project’s Grant type is configured to allow any post award functions (Please refer to ‘Grant Type Configuration’).
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Figure 22 : HI's RD/RDO Login - Project Details Page
1.1.5.2 Save Comments

When RDO does not certify by checking ‘RDO has certified that the information and request submitted is accurate’ checkbox, and just save the comments. RDO comments would be shown only to RD. Request status and RDO’s action status will remain unchanged.
1. To see the request, login into nGager using HI’s RDO account.

· Click on ‘Project Items pending for your actions->’Pending HI Endorsement’ -><Request Type> ’

(Or)

         Click on ‘Project Items pending for your actions->Pending HI Approval -         ><Request Type> ’

(Or)

Click on ‘Project Items pending for your actions->Pending Current HI       Endorsement - ><Request Type> ’

(Or)

Click on ‘Project Items pending for your actions->Pending New HI       Endorsement - ><Request Type> ’
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Figure 23 : HI's RDO Login - Request Page
2. Enter the ‘Comments’. System would validate ‘Comments’ for maximum of 500 characters.

3. Upload the supporting document, if any (optional).  Please refer to ‘Uploaded Document(s)’, for criteria of valid file.

4. Click on the ‘Save’ button.

1.1.5.3 Certification

When RDO certify the request by checking the checkbox “RDO has certified that the information and request submitted is accurate”, and save the request. RDO Action status is set to ‘Certified’, and system would send a notification email to RD, for endorsement.

To certify a request, login into nGager using RDO account:
1. To see the request, login into nGager using HI’s RDO account.

· Click on ‘Project Items pending for your actions->Pending HI Endorsement -><Request Type> ’

(Or)

· Click on ‘Project Items pending for your actions->Pending HI Approval -><Request Type> ’

2. Enter the ‘Comments’. System would validate comments for maximum of 500 characters.
3. Check on the checkbox “RDO has certified that the information and request submitted is accurate”.

4. Upload the supporting document, if any. Please refer to ‘Uploaded Document(s)’, for criteria of valid file.

5. Click on the Save button.

1.1.5.4 Return to PI

When RDO return the request to PI, request status change to ‘Return to PI by RDO’ and RDO’s action status change to ‘Return to PI’. System would send a notification email to PI, for revision.
1. To see the request, login into nGager using HI’s RDO account.

· Click on ‘Project Items pending for your actions->Pending HI Endorsement -><Request Type> ’

(Or)

· Click on ‘Project Items pending for your actions->Pending HI Approval -><Request Type> ’

2. Enter the ‘Comments’. System would validate ‘Comments’ as mandatory and for maximum of 500 characters.

3. Upload the supporting document, if any. Please refer to ‘Uploaded Document(s)’, for criteria of valid file.

4. Click on the ‘Return to PI’ button

1.1.5.5 Reject

When the RDO return the request to PI, request status change to ‘Rejected by RDO’ and RDO’s action status change to ‘Rejected’. System would send an email notification to PI.
To reject a request, login into nGager using HI’s RDO account.

1. To see the request 

· Click on ‘Project Items pending for your actions->Pending HI Endorsement -><Request Type> ’

(Or)

· Click on ‘Project Items pending for your actions->Pending HI Approval -><Request Type> ’

2. Enter the ‘Comments’. System would validate ‘Comments’ as mandatory, and for maximum of 500 characters.
3. Upload the supporting document, if any. Please refer to ‘Uploaded Document(s)’, for criteria of valid file.

4. Click on the ‘Reject’ button.

1.1.6 HI Research Director Actions

Once a request or revision is submitted by a PI, request other than ‘Inform an Event’, is routed RD.
System would send email notification to RD upon any of below scenarios:

1. When RDO certify the request

2. Request or revision is submitted , and there is no RDO exist in Host Institution

1.1.6.1 View Project Details
    To view Project Details, login into nGager System using RD login.

1. Click on the ‘My Items -> Projects’

2. Click on the Edit button [image: image34.png]


 next to the selected project. Navigation buttons such as ‘Withdraw Project’ etc. can be seen only when Project’s Grant type is configured to allow any post award functions (Please refer to Grant Type Configuration for ‘Post award’ configuration).
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Figure 24 : HI's RD/RDO login - Project Details Page
1.1.6.2 Save Comments

    When request is in the status either ‘Pending HI Endorsement’ / ‘Pending HI Approval’, RD can comment and save the comment for future action. Saving comments will not change status of request.

1. To see the request, login into nGager using HI’s RDO account.

· Click on ‘Project Items pending for your actions->Pending HI Endorsement -><Request Type> ’

(Or)

· Click on ‘Project Items pending for your actions->Pending HI Approval -><Request Type> ’
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Figure 25 : HI's RD Login - Request awaiting Endorsement
1. Enter the comments (optional). System would for maximum of 500 characters.

2. Click on the ‘Save’ button

1.1.6.3  Endorse

     When request in the status ‘Pending HI Endorsement’, RD can endorse the request. After RD endorses the request, request’s status change to ‘Pending Grant Manager Approval’, and system would immediately send a notification mail to grant manager for approval.

To endorse a request, login into nGager using RD account:
1. Click on ‘Project Items pending for your actions->Pending HI Endorsement -> <Request Type>’

2. Enter the comments (optional). System would for maximum of 500 characters.

3. Click on the ‘Endorse’ button

1.1.6.4 Approval

Based on configuration (Please refer to Grant Type Configuration), First Grant Extension request of a project, can be approved by HI’s RD. Once RD approves the request, Request status change to ‘Pending Grant Manager Acceptance’, and system would send a notification mail to GM, for acceptance.
To approve a request, login into nGager using RD account:
1. Click on ‘Project Items pending for your actions->Pending HI Approval -> <Request Type> ’

2. Enter the comments (optional). System allows maximum of 500 characters.

3. Click on the ‘Approve’ button
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Figure 26 : HI's RD Login - Request awaiting HI's RD Approval
1.1.6.5 Return to PI

When request is in ‘Pending HI Endorsement’ / ‘Pending HI Approval’, RD can return the request to PI. After RD return the request to PI, request status change to ‘Return to PI by RD’. System would send a notification mail to PI, for revising request.

To return the request to PI, login into nGager using RD account:
1. To see the request:
· Click on ‘Project Items pending for your actions->Pending HI Endorsement -><Request Type> ’

· (or)

· Click on ‘Project Items pending for your actions->Pending HI Approval -><Request Type> ’

2. Enter the ‘Comments’. System would validate ‘Comments’ as mandatory, and for maximum of 500 characters.
3. Click on the ‘Return to PI’ button
1.1.6.6 Reject

When request is in ‘Pending HI Endorsement’ / ‘Pending HI Approval’, RD can reject the request. After RD reject the request, request status change to ‘Rejected by RD’. System would send a notification mail to PI.
To reject the request, login into nGager using RD account.

1. To see the request:
· Click on ‘Project Items pending for your actions->Pending HI Endorsement -><Request Type> ’

(or)

· Click on ‘Project Items pending for your actions->Pending HI Approval -><Request Type> ’

2. Enter the ‘Comments’. System would validate ‘Comments’ as mandatory, and for maximum of 500 characters.

3. Click on the ‘Reject’ button.
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2 Appendix

2.1 Project Status

· Ongoing

· Completed

· Suspended

· Terminated

· Expired 

· Closed

2.2 List of Statuses Requires PI’s Action

1. Return to PI by RD

2. Return to PI by RDO

3. Return to PI by Current HI’s RD

4. Return to PI by Current HI’s RDO

5. Return to PI by New HI’s RD

6. Return to PI by New HI’s RDO
7. Return to PI by Current AI’s Dean

8. Return to PI by Current AI’s RDO

9. Return to PI by New AI’s Dean
10. Return to PI by New AI’s RDO
11. Return to PI by GM

2.3 Request Type

1. Grant Extension

2. Change in Host Institution
3. Change in Academic Institution
4. Change in Principal Investigator

5. Change in Team Member

6. Change in Proposal Scope

7. Project Withdrawal

8. Inform an Event

2.4 General Validation rules
2.4.1 Uploaded Document(s)
1. File size must be greater than zero.
2. Must not exceed 10MB

3. Allowed file types:


a) .doc, .docx

b) .xls, .xlsx

c) .csv

d) .pdf

e) .jpeg, .jpg

f) .gif
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