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1 OVERVIEW OF CAMS

1.1 What is CAMS?

The CFI Awards Management System (CAMS) is the secure Web portal that allows universities, colleges, research
hospitals and non-profit research institutions to apply for CFl funding, upload supporting documents, collaborate with
researchers to submit proposals, and to view the progress of decisions on their proposals.

1.2 Who should use CAMS?

CAMS will be used by researchers and institutional research services personnel responsible for preparing, verifying
and submitting CFI proposals, project progress reports, and institutional reports. Financial services personnel and
other institutional administrators should continue to use the existing website and login to access financial reports,
award finalization forms, and amendment request forms.

Note: Throughout this document we use the following terms:

Research services personnel refer to individuals responsible for preparing, verifying and
submitting CFI proposals, project progress reports, and institutional reports on behalf of the
institution.

Financial services personnel refer to individuals responsible for completing financial
reports for CFl projects on behalf of the institution.

Institutional administrators encompass both groups identified above.

The institution refers to the CFl-eligible institution or an authorized representative acting
on behalf of the institution.

Researchers

All researchers will now be using the CAMS interface to sign in, access existing projects, access their CV, and create
new proposals. If you are a researcher, please refer to the document Getting started with CAMS: An overview
document for researchers.

Reviewers

CAMS also gives reviewers access, in a single location, to the information and documentation necessary to assess
the proposals assigned to them. If you are a reviewer, please refer to the document Getting started with CAMS: An
overview document for reviewers.
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1.3 What can you do in CAMS?

With CAMS, you can create and submit proposals for research infrastructure funding from the CFl and manage
progress and institutional reporting.

1.4 What you cannot do in CAMS (yet)
Future CAMS functionality includes the following:
e Submit award finalization documents

e Manage amendment requests
e Manage institutional accounts



2 GETTING STARTED

If you already have a CFI PIN, you will need to update your account to use CAMS. For more information, refer to the
document Getting started with CAMS: An overview document for researchers.

Note: Users should have only one CAMS account. If you are both a researcher and an
institutional administrator, you can have access to both the Researcher’'s dashboard and
the Institutional dashboard with a single CAMS account.

2.1 Default institutional accounts

By default, anyone who creates a new account in CAMS or migrates a CFl PIN account to CAMS will only have
access to the Researcher’s dashboard. Institutional administrators require special access to view the Institutional
dashboard to review and submit applications on behalf of the institution. The CFl has created or modified the CAMS
accounts for all research services personnel identified in the Institutional agreement (e.g. CFl liaison) to assign the
appropriate level of access to the Institutional dashboard.

2.1.1 Creating additional institutional accounts

In addition to the users identified in the Institutional agreement, the institution may wish to grant access to the
Institutional dashboard to additional users. In order for the CFI to create accounts for each user requiring access to
the Institutional dashboard, we ask that the CFl liaison at the institution send the name, email address and
permission level of each additional user (as indicated below) by email to help.aide@innovation.ca.

Users can be assigned accounts with either read-only or data entry permissions:

e Read-only account holders have full access to view the Institutional dashboard but cannot modify any forms
(proposals, reports, etc.)

e Data entry account holders can enter or modify data into online forms, but cannot submit proposals. Only
authorized users as per the Institutional agreement can submit proposals to the CFI.

Once the CFI receives this information, an automated email notification (from notification@cfi-fci.ca) will be sent to
each user to activate their account. These accounts must be activated within 30 days of receipt, so please consult
with your institution’s IT department to ensure that the CFI's automated activation messages are not blocked by your
firewall. If you require assistance, please contact help.aide@innovation.ca.
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2.1.2 Removing access to the Institutional dashboard

If a user no longer requires access to the Institutional dashboard, the CFlI liaison should send an email to notify the
CFl, including the user’'s name and email address to help.aide@innovation.ca. The CFI will then remove access to
the Institutional dashboard for this account.

2.2 Access

Once your CAMS account is created and the appropriate roles assigned, you can access CAMS in the same way you
have always accessed the CFI's online forms:

¢ Navigate to www.innovation.ca
e Click ‘CFl online’
e Choose ‘Institutions: Liaison Access’

e A new window will launch and the CAMS sign-in page will appear

Alternately, you can link directly to the CAMS sign-in page at: https://www?2.innovation.ca/sso/signin.iface

2.2.1 Sign-in page

e o
INNOVATION.CA

ADA /= Getting started wih CAMS
FOR INNOVATION POUELINNOVATION

Welcome to the CFl Award Management System
(CAMS)

Usaname (smai)
Password

Flamember me on this computer
Sign in

Ergol paggwoed?
n

Note:

1. W you already have an account with either the CFI or the
Canada Ressarch Chairs, please enter your usemama and
passwoed above 33 your Electionic CV is shared between the
two organizations

I you have 3 PIN rather than 3 usemame i the form of your
amadl address, please click hare 1o actvate your account in
CAMS.

]

immonantotion # Canasa Foundasan tor insvatizn, 2011

On this page:

e Registered users can sign in
e Registered users who have forgotten their password can reset their password

e New users can create an account


mailto:help.aide@innovation.ca
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2.3 Accessing user profile and preferences

These pages allow you to manage your contact information and password and view privacy notices from the CFI.
Note: Institutional administrators will not be able to change their institution from within their profile and preferences. If

you have changed institutions, please contact the CFI.

My profile and preferences

Update contact information | Manage password View privacy notices

General information

* Family name 50 characters

* First name 50 characters

Initials 5 characters

le

* Correspondence language  English

* Country of Institution

* Province Ontario

|

i Type College & Other Academic Institution

* Institution name  Kemptville College |

2.4 Resetting your CFl password

INNOVATION.CA

CANADA FOUNDATION | FONDATION CANADIENNE
FOR INNCVATION POURLINNOVATION

Jo Getting started with CAMS

Reset your CFl password

Usemame {email)

Submit | [ Cancel

If you have forgotten your password, you can request to have the password automatically reset by clicking ‘Forgot
password?’ on the sign-in page. You will be required to provide your username (email) and the answer to the security
question in your profile. If you do not remember the answer to this question, please contact the CFI help desk at
help.aide@innovation.ca. Your temporary password will be emailed to you. Use this password to sign in to CAMS.
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3 THE INSTITUTIONAL DASHBOARD

3.1 Overview

Once signed in, you are automatically directed to your dashboard. The dashboard contains easy access to
information related to your role(s) in the project.

The information you can access in CAMS is dependent on your role(s). If you are an institutional administrator, for
example, you are automatically directed to your Institutional dashboard, where you can perform tasks related to your

role.

3.2 Navigation

The Institutional dashboard contains a number of sections. The following images describe these sections and
illustrate their functionalities.

Click here to access

Top navigation bar where you can
proposal forms.

access your profile and preferences,
view help documents, switch
languages, and sign out.

& an Smith (do2@innovation.ca) | My profie and preferences | Helo | Francals | Sianout

INNOVATION.CA

CANADA FOUNDATION | FONDATION CANADIENNE
FOR INNOVATION POURLINNOVATION

= Getting started with CAMS

O instiutional dashboard
s B Institutional dashboard

@ (@@ Infrastructure projects Institutional dash)foard
— Proposal management
Left-hand & @ Projct progress reports € Infrastructure pfojects
. 0 + Project progress reports
nawgatlon The linkgbelow provides access to notices of intent or proposals for venfication and submission to the CFl
gives you easy
Application management
access to
relevant T —
sections.
() Decisions
The link below provides access to funding decisions and review materials for proposals submitted to recent CFI
competitions (2009 onwards).
Competition documents and programs updates
Click here to
view
competition
documents and
program
updates.




‘e Project and institution reports

z
—~

© Strategic research plan summary

The link below provides access to project progress reports and the institution reports.

Project and institution reports

©  Click on the link below to

Z be updated, please

Within a web proposal form

L Researchar dashboand = Apgicaten » LEF 2012 326571  Notice of ntant » Project information

2 LEF 2012 #256T1

-

@ [@@ Notice of intent
[ Project information
[™ Cobaborating insttutions
[™ PastCRlawaras
[ Princoal usars

[™ Description of the ressarch or

fechnolegy development
[ Deseription of the
infrastructure

[ Anticipated cutcomes
[ Supgesied reviewers
@ B Project module
O E@ Cotavoratng msttutisns
© G Fnance moduis
O B3 Suggested reviewers
@ [ Proposs shanng

Project information

I‘ Prior to submitting the notice of intent, please ensure that you complete all sections and fields.

Project information

Type of project
* Project title
“ Language of proposal

oad your institution’s Strategic research plan summary. If
the form available here and mail the updated summary to the CFI.

2012 Leading Edge Fund
Dec 12R4 testing 2.0

3]

120 characters

Engish

Applicant institution
* Country of institution
* Province

*Typs

* Institution

Ontario [ine]
3]

University of Dronto




4 THE APPLICATION PROCESS

The process to submit a Notice of Intent (NOI) or proposal to the CFlI typically involves three steps:

1.

The project leader creates a new proposal and completes the forms online. Once the project leader has marked
the form as complete he or she will no longer have access to modify it.

The institution may edit the form and/or release it back to the project leader for revision. When the NOI or
proposal is deemed final, the institution indicates that the form has been verified. If applicable, the system will
generate the final PDF version of the complete proposal at this point.

An authorized institutional administrator then submits the NOI or proposal to

the CFI.
Project leader Institution
Project leader Complete Verify and edit
creates a new —»| proposal —»> proposal
proposal
v \ M S~ 1-" - l
p Returm to Submit proposal to
Add users Share with project leader the CF!
others for corrections

Application process

Note: For more information on the application process, refer to the specific
instructions for each fund available through the Our funds page.



http://www.innovation.ca/en/OurFunds

4.1 Managing proposals

The Proposal management section allows you to view the status of your institution’s NOIs and proposals.

—

I3 institutional dashboard > Infrastructure projects > Proposal managemen

Proposal management

Status list [ Search T Projectarchiving |

Notice of intent

In progress (200) »

Completed by researcher (10)
Verified by institution (1)
Submitted to the CFl (33)
Previously submitted - available to institution for comrections (4)
Previously submitted - available to researcher for ¢ tions (0)

Withdrawn (0)

Proposal

In progress (262)
Completed by researcher
Verified by institution (4)
&.LbMe.d_m_t_e_QF_ (45)

Pre\nousu subnﬁ‘ked camgieted t_»g resear{:her aﬂ.ef corections (0)
Previously submitted - verified by institution after corrections (0)
Withdrawn (3)

The numbers in parentheses indicate the number of NOIs or proposals in that status.

10



4.1.1 Searching

CAMS provides a search functionality to help institutional administrators locate specific NOIs or proposals. You can
use this search functionality by providing a project number, or other search criteria (see figure below.)

I Unstitutional dashboard > Infrastructure projects > Proposal management

Proposal management

Statuslist | Search | Projectarchiving |
+ Use the search tool below to find notices of intent or proposals in which Test inst is the applicant institution.
f )
You can search:
« by project number; or,
+ by any combination of the search criteria indicated. Results will be projects matching all criteria.
Note: Keyword searches are enabled in the project title and project leader name search fields (e.g. a search for
“smith” will match "Smith”, "Naismith”, "Smithers”, etc.).
You will be able to see the current status of projects found and display or print them directly from the search
results table below. To perform additional actions (e.g. submit a proposal to the CFl), click on the link to the
notice of intent or proposal, as appropriate, within the Component column.
Search
"\;'aject number
or

Notice of intent or propos

Project title
Project leader’s first name
Project leader's family name

11



4.1.2 Listing and sorting

Whether you list items by status, or search for specific projects, you will be presented with a table of results. The
available actions will depend on the status of the NOI(s) or proposal(s) listed. Some basic features are available on
each table, including the ability to sort by column and return to the search page (see figure below).

Click on a column title to sort the list.
0 institutional dashboard > Infrastructure projects > Propgfal management

Proposal management
Return to search page

Noticg of intent - Submitted t

Click here to
return to the
search page or

" Show all & Show pages
2 entry(ies) found

status list. Project — Project Comments from .. . . Submission
e Project title faiden Fund the CFI Display/print iinin
ml1 Test project - Lagace, CIIF - A 7.

23307 Kemptville Mark1 Stream 1 HiA » Gl

29160  Testproject ML2  Testor, ES O - N/A P 2011-07-08

Stream 1

2 entry(ies) found

 Show all & Show pages

12



4.1.3 NOIls and proposals in progress

The status of all newly created projects in CAMS is “In progress”. Project leaders have full access to the forms to

enter data. If the institution wishes to mark the form as complete on behalf of the project leader, it will be able to do so
from this table. Once the form is marked as complete the project leader will no longer be able to modify it.

O institutional dashboard > Infrastructure projects > Proposal management

Proposal management

Return to search page

Run the validation to make sure all
required data has been entered into

Notice of intent - In Progress the form.
1 entry(ies) found
Project i ” Project g i
gt Project title lealon Fund Module Display/print
29396 Testing Lagacé, CIIF - Notice of
complete Mark1 Stream 1 intent

1 entry(ies) found

Indicat

complete on behalf of the
project leader.

e that the form is

how all @ Show pages

un Completed?

13



4.1.4 Verifying or returning to the project leader for corrections

Once the form has been marked as complete, the institution retains access to edit the forms and can return them to
the project leader for corrections. Once the institution is satisfied that the NOI or proposal is final and ready for

submission to the CFl, it must indicate this by clicking on the button in the “Verified?” column. Note: depending on the

fund, additional validation rules might apply at this stage. Run the validation to check if all required data has been

entered in the form.

For proposals that include several modules or CVs, the system will generate a complete PDF of the proposal by
merging all components into a single file. The merged PDF will be available within 24 hours and will appear as an

option in the Display/Print window. Proposals can be submitted to the CFI prior to having the merged PDF available.

O Institutional dashboard > Infrastructure projects = Proposal management

Proposal management

Return to search page

Notice of intent - Completed by researcher

1 entry(ies) found

Project Project  Project

number. title leader fund
paradis, CIIF -
29164 sdfs judith Stream 1

1 entry(ies) found

Return the NOI or proposal to
the project leader. The project
leader will regain access to edit

the form.

 Show all & Show pages

Return to

. 2 s
Module Display/print Run O Verified?

Notice of

T g Run Yes Yes I

" Show all @ Shoy pages

_/

Click here to access the forms for
editing.

Click here to indicate that the forms
have been verified and are ready to
submit.

J

14



4.1.5 Status: Verified by institution
Once the form has been marked as verified by the institution, an authorized institutional administrator may submit one
or more NOIs or proposals to the CFl. If the institution needs to modify the forms it must re-open the forms for editing.

If applicable, this will delete the merged PDF of the proposal.

Once an NOI or proposal has been submitted to the CFl, the institution will no longer be able to edit the forms.

Proposal management

Return to search page

Notice of intent - Verified by institution

Submit to the CFI . .
Reopen the NOI or proposal. The institution will

regain access to edit the form. ) ShNg all 3 Show pages
1 entry(ies) found
Project number. Project title Project leader Fund Display/Print  Edits required?
O 29439 MIF test project | Lagacé. Mark1 MIF2012 B Yes

1 entry(ies) found
) Show all & Show pages

Submit to the CFI

Click here to select the projects
you wish to submit to the CFI.

15



4.1.6 Project archiving

At any time, an institution may decide that it will not submit a particular project or group of projects. Institutions can

archive these projects to remove them from the institution and researcher dashboards. Note that you can only archive
projects if their full proposal has never been submitted.

Proposal management

This form allows you to archive or un-archive projects from various fists displayed in your institution’s dashboard
i and related researcher dashboards. Mote that you can only archive projects if their full proposal has never been
submitted.

.:-"seu:h

search |  Project

Project number

Project leader’s first name
Project leader's last name

Fund  Plesseselect..  [=]
Project title

Archived

Select: All None ) Show all @ Show pages
1 entry(ies) found
Project number..  Project leader Fund Project status  Archived
| B 29742 test, test CIIF - Funding for research infrastructure  In progress No
1 entry(ies) found
Select: All None ) Show all @ Show pages.

16



For any questions about CAMS, feel
free to contact us at:

help.aide@innovation.ca

We will be happy to answer
you promptly.
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