How to Apply for Internal Funding (September 2017)
(Conference Travel, Publication Assistance, Research Development Fund, Visiting Scholar, VP REDI
Strategic Fund, etc.) The process to apply for any award is the same.

Please note: Romeo does not have an automatic save feature. Users are encouraged to select the SAVE
button after completing each tab, or more frequently, and before leaving the application for an
extended period of time. If you encounter any problems or have any questions, please contact the
Romeo Administrator, Bonnie Knott at 807-343-8934 or bknott@Ilakeheadu.ca

1. Loginto the Romeo Research Portal by first logging into mylInfo using your usual username and
password. Then select Romeo Research Portal from the web utilities icon (top right). This will bring
you right into Romeo without needing another username and password.
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2. Once logged into Romeo, you will be brought to the Home page, similar to the following:
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3. To access application forms available in the Romeo Research Portal, click on APPLY NEW. You will be
brought to a screen similar to the following, which lists all available online applications. There are
applications under the four categories: Awards; Research Certification (ACC); Research Certification
(Biosafety/Radiation); and Research Certification (REB).

4. Click on the Application Name of the award you want to apply for.

BACK TO HOME APPL

New Application Forms

Awards
Application Name Description Status
To stimudate plot ressarch of an appled nature with particular relevance for Marthwestern Ontario. Deadine Date: JUNE 12 by 4:30 pm. Open to faculy
Regonal Research Fund members n the Schools of Kneswlogy, Nursng, Outdoor Recreation and Parks & Toursm and Facubes of Busness Admmnastration, Education, Engneerng and | Open
Natural Resources Management.
SAC. Conf 1 Applcarts must apply prior to the tme of the conference unless the meetng & announced after the deadine. Deadine Dates: May 10 and Oaober 10 (LATE Open
OR. INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED).
Deadine Date: On-gong. PLEASE NOTE: Romen s compatble wth Intemet Explorer, Frefox and Google Chrome. Akhough most features wark n Safan, Safan o
SBC: Open Access Author Fund
& NOT a recommended browser for Romeo at thes tme. :
SR Publcaton & Deadine Dates: May 10 & October 10 - by 11:59 pm (LATE OR INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED). Open
SRC: Research [ Fund (RDEY Deadine Dates: March 10 & October 10 (LATE OR INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED). Open
SRC: Vitng Scholar Deadine dates for submission: March 10 & October 10 (LATE OR INCOMPLETE APPLICATIONS WILL NOT BE CONSIDERED). Open
Equgmert Fund ! To cope with unexpected emergency repars for major equipment. No appication deadine. Open
p-Proguen | Ta fackate the nvolvement of Lakehead researchers in memational research networks and programs and to support the development of new and existing Open
Colaboration Grant [ within the wel research prioriies of Lakehead Universiy’s Strategic Research Pan.
To encourage and support those faculy members seeking to restart ther research activities folowing a fultime adminstrative appontment or 3 lengthy
Vice-Presdent (R1) Strategic Research BRIDGE Fund shaenoe, Deadine Dote: November 1. Open

5. You will be brought to a similar screen:

Powered by Process Pathways Welcome: Anne Klymenko
Application Ref No: 1054 Application Form: SRC: NSERC Conference Travel (Form

o)
. Save | [ Close ‘ . Print | | Export to Waord . : Submit ;

* Project Info. f Project Team Info, | Project Sponsor Info. | = SRC: NSERC Conference Travel (Form D) | Attachments | Logs | Errors |

Project Title™:

Start Date: =

End Date: [z

Keywords: - | Add

| Glearal |

Related Certifications

» Click 'Search' to attach an existing certification.
» Click 'Add New' to attach 3 certification not yet submitted to a review commitee.

J Trusted sites fp v Bion -

6. On the first tab, the Project Info tab, enter the Project Title (publication name, conference name,
etc.), your anticipated Start Date, and End Date, and any appropriate Keywords (if applicable).
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7. Fields marked with a red asterisk (*) are mandatory.

8. Remember to select Save a the top.

9. Proceed to the 2" tab, Project Team Info. Your screen will look similar to the following. The
Principal Investigator Info section will auto-populate with your profile information. For system
security and data integrity purposes, your email address and affiliation can only be edited or
updated by the Romeo Administrator. Contact the Administrator if your profile information is
incorrect or out-of-date. Affiliation, will determine which department your application is forwarded

to for online approval (workflow).

10.If you are associated with multiple departments, select the blue arrow across from Affiliation. Each
department should be listed. Select the appropriate department for which you want THIS application
forwarded to for approval (your department chair). If the appropriate department is not listed,

contact the Romeo Administrator at bknott@lakeheadu.ca

Appli cationysz

Save Cloge [ Print

# Project Info, | Projd Team I”F‘:‘Mmlﬁo.

Export to Word Submit

* SRC: NSERC Conference Trawel | Attachments  Loge | Etvors

Principal Investigator Info.

Retrieve Info

Comments:

Other Project Member Info:

Add New

Prefix: Mrs, = Last Name*: Klyrmenko First Name':
Affiliation®; VP Research/Research

Rank STAFF =

Gender: Fem ale - Institution: Lakehead University

Phone 1: 807-343-5223 Phone 2:

Email*: aklymenk@lakeheadu.ca Fax:

Primary Alternate

Address: Address:

Preferred - -

A[dd:m SIFrimary Address () Alternate Address Country: Canada

Anne

Application Form: SRC: NSERC Conference Travel

Last M ame First Hame
Mo records to display,

Ready

Role In Project

11. The 3™ tab is the Project Sponsor Info tab. This tab will be filled out by the Administrator, proceed

to the next tab.



12. The 4™ tab — will be labelled the name of the fund you are applying to (ie. SRC Conference Travel).

Click on this tab to open an additional set of tabs (such as General Information, Publication

Information, Financial Details, Required Attachments, etc.). The titles will be different for each
application, but the process is the same. See example below.

13. Enter all the requested information on all the applicable tabs. Remember fields marked with a red

asterisk (*) are mandatory.

Application Rel No: z172
Save Close Prinit Expot 1o Waord Expont o POE Submit

OTE:¥ou Bre in view only mode, sad changes

R Y R R T s B

| [ Conference Detals. | * iuncl [= Checldst |

Guidelines & Procedures are available on the Attachments tab. Fields marked with a red asterisk (*) are mandatory. Priority will be given to faculty members actively applying for
Tri-Council funding and to faculty who d. te an active l of research.

0 1.5} Plaase mdicats which project categony you are spplying lo
NSCRC/CIHR: Hatural d bia

research and/or influences on heakh
SSHRC/CIHR: social soences and humanibes; health systems and services, haalth populations, andfor sccietsl and cutural dimensions of health

10 1.2)* How you appiied S T Council (SSHRCNSERCITIHR) or any otfwy extemal landing in (e past four years?
Yes
o

Applcation Farm: SRC: Conference Travel

14. The 5™ tab, Attachments, is where you can upload any required attachments to the application
(such as confirmation documentation, current CV, publications, invoices, etc.)

Application Ref No: 2172
Gave Close Fnnt Export o Word Export to FDF Submit

WOTE ¥ou are in view only mode, and changes cannot be seved

“Projectinfo | ProjectTesminfo | Project Spomsorinfo | - SRC: Conference Travel smachments | approvals | Logs | Errers
s h ject Sp ® g

Pisase aftach te faliowng infoemation

1. Confirmation of Conterence Paricipation
2. Dacumentation of Conference Feas

3. List of Publcabions for the bas! o (6) yeass. Begn wil Ihe mast fecent and foiow i oroer Esbed Below Using separate headngs as required Evicence of status must e provided for publications listed s “Tonhcoming”
a) Publications since your tast SRC Conference Traved award
1) Books
) Chaplers in books
) Referred jourmal pubicalions (published or accepted)
&) Otner refermed contributions

Chek hare for Guidelnes for SRC Conference Traved

i " I .

Application form: SRC: Conference Travel

15. Click on the Add Attachment button. You have the option of choosing a description from the drop
down list for your attachment; however this is optional.
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16. The 6" tab, Approvals, is for Chairs Only. If you are a Chair, you will require your Dean’s approval. If

the Pl is not a Chair, ignore this tab and proceed to item #18.

17. Under Other Approvals, select an alternate to approve your application (your Dean). If the

appropriate person is not listed, contact bknott@lakeheadu.ca

* projectinto | Project Teaminfo | Proj info | * SAC:Research T | approvals | Logs | Emors |
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‘This applicabion is pre-proce to wing signing by
[ ' Rl active Exceptions
= > . =
Depadment Signing Authority i aboriginal Initiatives for
and Culture Advancement Centre for Health Care Ethics, Centre far
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“Your instituticn may require ‘additicnal approvals from ether sgning authorities. Check any that apply to this current application
e | ospatment | sng Auporty Nome | st | comment
] A/Dean of Health & Behavicural Stiences Michel Bedard
- | afDiean of Scitnce & Environmental Studies | Todd Randall
B a/Dean of Social Sziences & Humanities Dean Jobin-devans
] 1 ean of Business Eshram Dadgostar
5] Dean of Education sabn Cieara




18. If all mandatory fields are NOT filled in, there will be a final tab called Errors. Click on the Errors tab
to see a listing of any mandatory field requiring a response. An application cannot be submitted until
all mandatory fields are filled in. When all mandatory fields have a response, the Errors tab will
disappear.

Application Ref No: 2172 Application Form: SAC: Conference Travel

Save Closa Prit Export 1o Word Expon 1o POF Submit «
| * Projedt Info I Project Team Info I Project Spoatar ko 1 * SRC: Confarence Travel [ Aftachments l approvals l Lagt I Errars |«

Project Info ->Project Title is required.

SKC: Conference Travel <> General Informaton: 1.1 Please ndicate which project category you are apphang to: i required,

SRC: Conference Travel -> General Information:1.2 Heve you opplied for Tri-Councl (SSHRC/NSERC/CIHR) or eay other external funding in the past four years? is required.

SRC: Conference Travel -> General Information: 1.4 Are you applying to SSHRC/NSERC/CIMR or any cther external funding this year (May 1 to Apeil 30)7 is required. «
SRC: Conference Travel -> General Information: 1.6 Have you received Sennte Research Committes Conference Travel Funds in the presant fiscal year (May 1 to April 30} i required,

SRC: Conference Travel -> General Information:1.9 Hsve you recehed other sources of funding to attend this conference? is required.

19. At any time during the application process, you can Save, Print, Close, Export to Word and Export to
PDF, but an application can only be submitted when the Errors tab disappears.

20. Select Submit to send the application through the on-line approval process (work flow). The
application will automatically be forwarded to your Chair/Director for approval. Once approved by
the Chair/Director, it will automatically be forwarded to the Office of Research Services. You will
receive confirming emails each time the application is forwarded and approved through the work
flow. At any time, if further clarification is required, you will receive an email indicating so.

21. Once you select Submit (highlighted above) you will see the following screen. Include a message to
the Chair/Director (sample below).

| Submit | [ Cancel |

Comments:

Please review & approve. e

Submit | Cancel |

22. Comments entered above are displayed with the application, and are housed under the Logs tab
(Application Workflow Log). The Logs tab tracks all data entry and workflow activities.




23. To expand or condense the drop down menu, either click on the blue banner or the arrow on the

right.

Back to Home

APPLYNEW | News | Usefullinks | Settings |

Applications: Withdrawn
Events: Drafts

Events: Requiring Attention

Role: Project Team Member

Applications: Drafts

Applications: Requiring Attention
| Applications: Under Review
| icatios: Post-Revis
Apgplications: Withdrawn

Events; Dralls

£ R h .

| Reminders
L

24. At any time you can view the status of your application under Applications: Under Review. Select
View to enter the application. The example below displays the Log tab.

If you encounter any problems or have any questions, please contact the Romeo Administrator, Bonnie
Knott at 807-343-8934 or bknott@lakeheadu.ca

Log @ Application Workflow Log
Timestamp « Log Workflow State Message User Role/Group I
L Office of Research
2014/07/1510:22  Project Work Flow State has been changed from Approval Decision Made 1o ORS Review Approval Decision Made -> ORS Review bknott Services/Office of Research Ethics
: Project Status has been changed from Submitted 10 Active i e Office of Research
ZlES A Project Work Flaw State has been changed from ORS Review ta Approval Decision Made OR¥ Raview i Decion Mt blncitt Services/Office of Research Ethics
Project Work Flow State has been changed from Pending Info by ORS to ORS Review
Pour le chercheur Mrs. Anne Klymenko
-5 Le réle dans le projet a é1é changé de 'Primary Investigator’ 4 'Co-Investigator’ g i i e
2014/01/291031  Le membre de 'équipe Bonnie Knott a été ajouté. (son rdle est Primary Investigator) Pending Info by ORS -> ORS Review :ﬂl‘:\f:}‘;’;‘:ﬂ;‘“ after changing (m:;"e R principal Investigator
For Investigator Mrs. Anne Klymenko .
-> Role In Project has been changed from "Primary i 0°C
Project Member Bonnie Knott has been Added, (role is Brimary Investigator)
Project Work Flow State has been changed from ORS Review to Pending Info by ORS Testi 1 5 L O e .
2014/01/200935 | Program(SRC - NSERC Research Devel akcehead Universi ORS Review -> Panding Info by ORS kil bknott Elsietie e
Holder(Mrs. Anne Kiymenko) has been Deleted gy
: New File Submitted By Researcher iashoni> ; Here is my RDF application for your Anne Sl :
SRS Project Work Flaw State has been changed from Pre Submission 10 ORS Review i cansideration. [Action: Submit] Klymenko (su) Piicipal Investigatol




