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1 DEFINITIONS

Institution refers to the Canada Foundation for Innovation (CFl)-eligible institution or an authorized representative
acting on behalf of the institution.

Institutional administrator refers to individuals responsible for managing CFl projects on behalf of the institution.
These individuals are responsible for pre-award and post-award activities.

Pre-award activities encompass all activities related to applying for CFl funding, uploading supporting documents,
collaborating with researchers to submit proposals, and viewing the funding decisions and review materials for
proposals.

Post-award activities encompass all activities related to managing successful projects including award finalization,
amendments, Project progress reports and financial reports. This also includes managing the institution’s
Infrastructure Operating Fund (IOF) allocation and IOF annual reports.

Project leader refers to individuals mandated by the institution to lead CFI-funded projects.

Reviewer refers to individuals who participate in the review process of proposals submitted to the CFI.

2 REFERENCE MATERIAL

This guide is intended for institutional administrators who use CAMS to manage pre-award and post-award activities.
Other guides are available, depending on your role and the type of activity you perform in CAMS.

Researcher: If you are a researcher, please refer to Getting started with CAMS: An overview document for
researchers.

Reviewers: If you are a reviewer, please refer to Getting started with CAMS: An overview document for reviewers.

3 WHAT IS CAMS?

The Canada Foundation for Innovation Awards Management System (CAMS) is the secure online portal that allows
universities, colleges, research hospitals and non-profit research institutions to apply for CFl funding and assists them
in managing the full life cycle of a CFI-funded project.

CAMS allows institutional administrators to manage pre-award and post-award activities related to CFI funding. It also
allows researchers to prepare proposals for internal submission to the institution, as well as have access to
information related to the projects they lead. Finally, CAMS gives reviewers access, in a single location, to the
information and documentation necessary to assess the proposals assigned to them.


https://www.innovation.ca/en/cfi-online#suppdocs
https://www.innovation.ca/en/cfi-online#suppdocs
https://www.innovation.ca/en/cfi-online#suppdocs

4 ACCESS TO CAMS

The CFl liaison and account administrator are responsible for setting access privileges for all institutional
administrators. Please contact them to obtain a CAMS account. If you are the CFl liaison or the account administrator
for your institution, refer to section 15 (“Managing institutional agreements and access privileges”).

If you are an individual with an institutional agreement role (i.e. President, authorized signatory, liaison or account
administrator), the CFI will create or update your account in CAMS. This will be done by the CFI following the receipt
of a signed institutional agreement from your institution.

Following the creation of a new account, an activation email notification will be sent to the user. The account must be
activated within 30 days of receipt, so please ensure that the CFI's automated activation messages (from
notification@cfi-fci.ca) will not be blocked by your institution’s firewall.

4.1 CAMS sign-in page

Once your CAMS account is created and the appropriate privileges assigned, you can access CAMS as follows:

e Navigate to Innovation.ca;
e Click the “CAMS” icon in the top right-side menu bar.
e The CAMS sign-in page will appear.

INNOVATION.CA

CANADA FOUNDATION | FONDATION CANADIENNE
FOR INNOVATION POUR LINNOVATION

A Getting stamed with CAMS

Welcome to the CFl Award Management System
(CAMS)

Username {emad)
Fassword

Remember me an this computer

On this page:

e Registered users can sign in;
e Registered users who have forgotten their password can reset their password; and,
¢ Researchers and institutional administrators can create a CAMS account.


http://www.innovation.ca/en

4.2 Two-step verification

INNOVATION.CA
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Getling started with CAMS

Welcome to the CFl Award Management System (CAMS)

To enhance CAMS security, you are required to enter a security code to complete
the authentication process.

You have the option of receiving the security code by email to your username, to an
alternative email, or to your mobile device number.

If you have not already set up an alternative email or mobile device number, you
an provide them in the security settings tab on your user profile after your log in

(® Email (username) () Email (alternative)  Mobile device number
Email (alternative)

Mabile device number
Country code Area code Number

Send security code

To enhance CAMS security, in addition to signing in using a username and password, users who have an institution
role associated to their user account may be required to enter a security code to complete the authentication process.

You have the option of receiving the security code by email to your username, to an alternative email or to your
mobile device number.

e o
INNOVATION.CA

CANADA FOUNDATION = FONDATION CANADIENNE
FOR INNOVATION POUR LINNOVATION

Gatting startad with CAMS

‘Welcome to the CFl Award Management System (CAMS)

A security code has bean sent to exther your usemame (amail), aternative email or
mobile device number.

it may take several minutes fo receive tha security code. If the security code was
sant to your altemative email, you may need ta chack your spam foldar,

Please anter the sacurity code receivad 1o complata the sign in process:

Ara you using a trusted computer/davica?

Yos ® Mo

Signin | | Resand sacurity code

When entering the security code, if you specify that your computer or device is trusted, you will not have to enter a
security code again when using that device and browser. However, if you change devices or browsers, or clear your
browser’s cache, you will be required to use two-step verification when you sign in.



INNOVATION.CA
Getting started with CAMS

CANADA FOUNDATION | FONDATION CANADIENNE
FOR INNOVATION POUR LINNOVATION

CFI Awards Management System security setup

Security code - initial setup

To enhance CAMS security, when logging in. you may be prompted to enter a security code that you will
recaive o either your username (email), to an alternative email, or to your mobile device number

(0 Use username (email) only ® Use usemame (email) or other options

Enter an altemative email or mobile device number to have more than one option to receive the
security code. Click "Verify” to receive a security code to verify the altemative email or mobile device

number.
Email (alternative)
Mabile device number
Country code  Area code Number

New users or users with a newly assigned institution role will be prompted to set up a method of receiving security
codes, either when creating a user account or when first logging into CAMS. You can modify the method of receiving
security codes by navigating to the “My profile and preferences” screen.

4.3 Resetting your password

Help | Francais

INNOVATION.CA .
Js Getting started with CAMS

FONDATION CA
POURLINNOVATION

CANADA F
FOR INNOVATION
Reset your password

Usemame (email)

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 address). You will receive an
email with a unique password reset link. Once you click on the link, you will be required to create a new password. If
you require assistance, please contact the CFl help desk at help.aide@innovation.ca.



4.4 Accessing user profile and preferences

These pages allow you to manage your contact information, security settings and password, as well as view privacy
notices from the CFI.

Demo Acrount (kg 1a@nnovabon ca) |

B Home =My profile and preferences 1
My profile and preferences Click here to access your profile and preferences
Update contact information | Security settings | View privacy notices

General information

Salutation Please select... »
* Family name  Account 50 characters
*Firstname  Demo 50 chareclers




5 THE INSTITUTIONAL DASHBOARD

5.1 Overview

Once signed in as an institutional administrator in CAMS, you are automatically directed to your institutional

dashboard. The information you can access is dependent on the access privileges granted to you by your institution
for every module.

5.2 Navigation

The institutional dashboard contains a number of sections. The following image describes these sections and
illustrates their functionalities.

< | INNOVATION

¢ [ Institutional dashboard dati

for Innovation pour Pinnovation Subscriba to our communications

B Overview information
inestitutsonil o 0 msttutonal dashboard
::;::::;: Institutional dashboard
Proposal management () Overview information
i Docisions
Wiew decision(s)
Competition document(s) () Proposal management
Awvard Finalizaton
Amendmants

Payment information () Decisions

Financial repon / .
Probicl Lot feca Expand modules by clicking the arrows

(PPR) ) Award finalization

Infrastructune oporsting fund

(10F)

Instiutional agreement and ) Amendments
Accnss prviiges

Stratlegic research plan

Surnrrany () Payment information

The left menu allows
easy navigation
between modules

Note: You may not see all the sections displayed above. The sections displayed on your
institutional dashboard will depend on the access privileges associated to your account.




A number of features are available in most CAMS modules that can help you navigate between screens or provide
contextual information for certain fields.

Search results

Budget updates subsequent to the award finalization can be viewed in the amendment section

Export search results to Excel

() Show all @ Show pages

laving 20 entry(ies For award finalizations prior to IEN A
. ry(ies) May 2014, the date displayed 1

corresponds to the date the
Date temized list & summary of Budget at

175 entry(ies) foun

: CFl board ihuti Forms/
Project . . 5 o rece Secured contributions was award
number  Preject leader Project title Fund dE;:I.';IOn by th Submitted to the CFI. inalization attachments

A ate F

5 - e i
An intelligent Innavation %
88888 Account, Demo Fund over  1999-06-22 1999-12-13  ltemized list
system $350.000

INNOVATION.CA

‘CANADA FOUNDATION | FONDATION CANADIENNE
FOR INNOVATICN POURLINNOVATION

= Getting started with CAMS =

& Researcher dashboard IO _institutional dashboard > Pavment information = Project #11111

@ [E3] Reviewer dashboard Retumn to search page
@ [B® Institutional dashboard Project payment details

@ [Ew Overview information
B Institutional everview

B Report repository Project number 11111 Granted amount  $192,000
D Project overview
e [Ew Infrastructure projects Project leader Leader, Project Date of award agreement 2014-01-01
[ Proposal management
=) Decisions Fund College-Industry Innovation Fund — Funding for Appr project end date  2016-08-31

[ View decision(s) research infrastructure

Validation

Total project cost' is a required field
‘Amount requested from the CFI'is a required field

Primary discipline’ is a required field

Notice of
intent 'Primary sub-discipline’ is a required field
‘Primary area of application' is a required field.
Title/position' is a required field .
1 3




6 THE APPLICATION PROCESS

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

1.

The project leader creates a new NOI or 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. Institutional administrators with
appropriate access can also complete the forms online on behalf of the project leader.

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

An institutional administrator with submission privileges then submits the NOI or proposal to the CFI.

Project leader Institution

Project leader

Complete Verify and edit
creates a new

—» | proposal proposal or NOI

v

proposal or or NOI
NOI
4 N ‘\‘s ——— - l
: - Return to Submit proposal
Add users Share with project leader or NOI to the CFI
others for_ corrections
if needed

Application process

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



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

6.1 Managing proposals

As an institutional administrator involved in pre-award activities, your institution may have given you access to the
CAMS proposal management section. The proposal management section allows you to view the status of your
institution’s NOIs and proposals.

I3 _institutional dashboard > Proposal management

Proposal management

Status list Search Project archiving Collaboration requests

Notice of intent

In progress(1)

Completed by researcher(0)
Verified by institution(0) !_ Click links to see the list of NOIs or proposals in each status
Submitted to the CFI(0)

Previously submitted - available to institution for corrections(0)

Previously submitted - available to researcher for corrections(0)

Previously submitted - completed by researcher after corrections(0)

Previously submitted - verified by institution after corrections(0)

Withdrawn(0)

Proposal

/_ Numbers indicate the number of NOIs or proposals in that status
In progress(1)

Completed by researcher(0)

Verified by institution(0)

Submitted to the CFI(0)

Previously submitted - available to institution for corrections(0)

Previously submitted - available to researcher for corrections(0)

Previously submitted - completed by researcher after corrections(0)

Previous|y submitted - verified by institution after corrections(0)

Withdrawn(0)

Note: Archived projects are not listed or counted in this form.




6.1.1 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.

[+] > Proposal

Proposal management

Status list Search Project archiving

Collaboration requests

Use the search tool below to find notices of Intent or prapasals In which Test institution 1 EN UPDATE 1 Is the applicant institution.

You can search:

= by project number; or,

+ by any combination of the search criteria Indicated. Results will be projects matching all criteria.

MNote: Keyword searches are enabled in the project title and project leader name search flelds (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 CF), click on the link to the notice of intent or proposal, as appropriate, within the Component column.

Search

Project number

or

Status

Fund

MNotice of intenl or proposal?
Projact e

Project leader's family namea

Project leadar's first nama

Please select...

-

Click to display a list of all of your
institution’s projects

Search || Clear

display the results

Click to perform your search
based on all selected criteria and

10



6.1.2 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 NOIs or proposals listed. Some basic features are available on each
table, including the ability to sort by column and return to the search page.

3 _Institutional dashboard > Proposal management

Proposal management

e Click here to return to the search page or status list
Return to search page

Notice of intent - Submitted to the CFI

" Show all & Show pages

2 entry(ies) found
nl::;)ibe:; Project title T;:J;’T: Fund Com$:nct§|fr om Display/print Sub(;l;itsesion
AT S BT P e
29150 TestpojectML2  Testor, ES g - N/A A 2011-07-08

2 entry(ies) found )

Click Display/print to view the NOI or proposal
LA it " Show all & Show pages

11



6.1.3 Completing and validating forms

The status of all newly created forms 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.

I _Institutional dashboard > Proposal management

Proposal management

Return to search page

Proposal - In progress

Fund College-Industry Innovation Fund v

Sh Il ® Show
Run the validation to make sure all required e CSHRSOsS

1 entry(ies) found data has been entered into the form
Project Project title Project Fund Module Display/Print \Validation Completed?
number. leader
Project
34008 Infrastructure for Account, CIIF Einance }4 "Run ‘ Vs
research Demo J !
Suggested
reviewers
1 entry(ies) found
Indicate on behalf of the project leader that Show all ‘® Show pages

the form is complete

6.1.4 Navigating within the form

Click “Home” to return to

l your dashboard

Hidi meny | Home

O institutional ashboard > Proposal management = 2023 MSI (max_40% 842671 > ¢
B 2023 MSI (max. 40%) Ra2671
B Hafica o Wplert Return to search page
) [ Project module
Praject information

Phain language summany Prior to submitling the proposal, please ensure that you complete all sections and fields.

Project information

Management team
Assessmant critena and
budget jushiication

Display/Print

Project attachments Project information
&l Collaborating institutions
3 Type of project 2023 Major Science Initiatives Fund competition -~ Renewal of funding for facilities funded in the 2017
sl Finance module Py i .
competition {eligible for maximum 40 percent from the CFI)
= Suppasind rovewers
\ "Projecttitle Test 120 charsctors

“Language of proposal English -

Use the left-hand menu to navigate across
proposal sections

12



6.1.5 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 NOlIs and proposals that include several modules or CVs, the system will generate a complete PDF of the form
by merging all components into a single file. The merged PDF will be available within two hours and will appear in the
“Display/print” window. Proposals can be submitted to the CFlI prior to having the merged PDF available.

3 _Institutional dashboard > Proposal management

Proposal management

Return to search page

Proposal - Completed by researcher

Fund Show all Funds v

] Show all ® Show pages
Click to return the NOI or proposal to the project

1 entry(ies) found leader, who will regain access to edit the form
Project o i iocttitle  F'®' Fund  Module  Display/Print Validation “RUM ™ yerified?
number. leader resefarcher?
Project
330pg  Infrastructure ' Account, 2015  Finance P Bin " Retum ok
project Demo IF =g S iggpite 5
Suggested
reviewers
1 entry(ies) found Click to indicate that the forms

have been verified and are
ready to be submitted ~ -~ pW @l ® Show pages

Click a module name to access the forms for editing

13



6.1.6 Reopening or submitting to the CFlI

Verified NOIs and proposals can be submitted in bulk by institutional administrators with submission privileges. If the

institution needs to modify a form, it must be reopened for editing.

Proposal management

Return to search page

Notice of intent - Verified by institution

Submit to the CFI

Click to reopen the NOI or proposal. The institution
will regain access to edit the form

1 entry(ies) found

Project number. Project title Project leader Fund Display/Print

O 29439 MIF test project | Lagace, Mark1 MNIF2012 o8 Yes

1 entryiRa) found

O Show all & Shoy

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

how all & Show pages

Edts required?

| pages

Submit to the CFI

In some cases, the CFI may return a NOI or proposal to your institution so that corrections can be made. These can

be found in the status list (see section 6.1, “Managing proposals”).

14



6.1.7 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 institutional and researcher dashboards. Note that you can only

archive projects if the proposal for it has never been submitted.

Archived projects can be accessed in read-only mode from the project archiving tab. Researchers may also access

archived project forms from the researcher dashboard.

O _institutional dashboard > Proposal management

Proposal management

Status list Search Project archiving

Collaboration requests

This screen allows you to archive or un-archive projects from various lists displayed in your institution's dashboard and related researcher dashboards.

Please note that projects pending submission will be automatically archived once the competition is closed.

For competitions that are still open, you can also archive and un-archive projects that have not been submitted.

Search

Project number

or

Fund

Project title

Project leader's first name
Project leader's last name
Archived

Archive type

Please select... v

Search for a project either by
Please select... project number or other criteria
Please select... v

Search || Clear || Show all projects |

15



| Archive || Un-archive

Select: AllNone t ) Show all @ Show pages

1 entry(ies) found

Project Project . . . .
e [, leader Fund Archived Archive type Module Display/print
Project
) Leading Edge Institutional | g B
[ inance ;
22222 Smith, John | =" o010 Yes action Finance f 8

| Suggested
[EVIEWers
1 entry(ies) found

Select: AllMone (©) Show all @ Show pages

| Archive || Un-archive

submitted will be automatically and permanently archived.

Note: Once a competition is closed by the CFlI, all NOIs and proposals that were never
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6.1.8 Collaborating requests

If an institution has either accepted to collaborate or is being requested to collaborating this tab will be displayed.
The table will list all projects including those that have been archived or withdrawn

0 _institutional dashboard = Proposal management

Proposal management

Status list Search Project archiving Collaboration requests

Your institution has been identified as a collaborating institution for the proposals that are listed in the table below. Selecting o
"Yes' will confirm your participation in the proposal and, if applicable, will confirm the amount of your overall envelope allocafedDrop down will list all statuses

to the proposal. the institution can filter.

Your response is required before the applicant institution can submit the NOI or proposal to the CFI.

Filter table by fund Al v Acceetance statuses All v

Drop down list will display all funds that
the institution has collaborated on.

7 entry(ies) found ;

Project o oecttitle | rolocteAM 4 ctitution Fund Amountof g e Status Display/Print _ ~o°ePt
number leader(s) envelope participation
Test College-Industry
32240 | CIIF-2 :‘*S‘t' fa, Test i cfitution 3 Innovation Fund — CCI- S0 Proposal |, In View
rente un EN - Test IE rogress
Test College-Industry
38273 peof pROD | Cook Darlene nggiyion 3 innovation Fund - CCI- $0 Proposal p M Ve
EN - Test IE
TEsting of . Test
38759  new gg;’l;r‘?:mm‘ institution 3 ﬁﬂ'&i%?igﬂdﬁfﬁg $0  Proposal Prolnress No
competition EN - Test 9
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6.2 Guidelines for attachments

6.2.1 Pagination
CAMS will automatically paginate notices of intent and proposals when they are submitted. Documents should not be
individually paginated prior to being uploaded to the electronic system.

6.2.2 Page formatting
Since reviewers will assess proposals electronically, the applicant should only use a standard, single-column on an
8.5” x 11" page layout for documents. Avoid using a two-column or landscape format since it may reduce legibility.

The notice of intent and proposal must be clear and easily readable. Legibility is of paramount importance and should
take precedence in the selection of an appropriate font for use in the notice of intent and proposal. The applicant is
strongly encouraged to use a 12-point, black-coloured font and use single line spacing (six lines per inch) with no
condensed type or spacing.

Additionally, the CFI expects documents to conform to the following guidelines:

e Header: Indicate the administrative institution on the top left, the title of the section in the middle and the
project number on the top right of each page.

e Footer: Do not include any information in the footer as this area will be used for automatic page
numbering.

e Page margin: Insert a margin of no less than 2.5 cm (1 inch) around the page. The header may be within
the margin.

e File format and size: Only PDF files may be uploaded. Documents in other formats should be converted
to PDF prior to being uploaded and should not be encrypted or password protected. The file size must
not exceed 20 megabytes.

Adherence to the page formatting guidelines noted above is necessary to ensure that the reviewers receive legible
proposals and that no applicant will have an unfair advantage by using smaller type, line spacing or margins to
provide more text in the notice of intent or in the proposal. Failure to adhere to these guidelines may result in the CFlI
returning a proposal for revision.

6.3 Notice of Intent structure

Notices of intent will be used to assist the CFl in planning the review process, identifying the requisite expertise for
the assessment of each proposal, recruiting committee members, and detecting potential eligibility issues with the
infrastructure items requested. Therefore, notices of intent should contain accurate information about the
infrastructure and its users, the proposed research or technology development and the expected outcomes.

Applicants will not be able to change the name of the project leader or administrative institution once a notice of intent
is completed. That is because the CFI uses notices of intent to assemble review committees and changes to the
project leader or administrative institution may result in a conflict of interest for a review committee member. If such a
change is deemed necessary, contact your Senior Programs Officer as soon as possible. The CFI will oversee the
change to be made in CAMS.

6.3.1 Project information
This section captures basic information about the project such as the title, administrative institution and keywords.

6.3.2 Collaborating institutions

Identify the institutions eligible for CFI funding collaborating in this project. Enter the amount to be provided from each
collaborating institution’s envelope for this competition. Do not include in this list the administrative institution
identified in the Project information section.
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6.3.3 Principal users/Team Members

List the principal users of the infrastructure requested, including the project leader. Principal users must have a
CAMS account and sign in to accept to participate in the project before a notice of intent can be submitted to the CFI.
Researchers listed as principal users automatically gain read access to the notice of intent and proposal.

6.3.4 Project description (page limit varies by competition)

Provide a description of the major pieces of infrastructure requested, a short overview of the research or technology
development activities to be enabled by the infrastructure, and the anticipated outcomes from these activities,
including expected application(s).

Also use this section to clearly indicate if the proposal will include advanced research computing infrastructure.
Similarly, specify if the proposed location of the infrastructure project would be either a national or international
research facility. In both such cases, the institution must consult with the host facility, comply with the facility’s
established planning and project approval processes, and obtain the approval of the host facility.

6.3.5 Suggested reviewers
Identify a minimum of six reviewers who are well-qualified to review the proposal and who are not in a position of
conflict of interest. A conflict of interest may be deemed to exist or perceived as such when reviewers:

e are arelative or close friend, or have a personal relationship with the project leader or one of the
principal users;

e arein a position to gain or lose financially/materially from the funding of the proposal;

e have had long-standing scientific or personal differences with the project leader or one of the principal
users;

e are currently affiliated with the project leader’s or the principal users’ institutions, organizations or
companies — including research hospitals and research institutes;

e are closely professionally affiliated with the project leader or one of the principal users, as a result of
having in the last six years:

o frequent and regular interactions with the project leader or one of the principal users in the
course of their duties at their department, institution, organization or company;

0 been a supervisor or a trainee of the project leader or one of the principal users;

0 collaborated, published or shared funding with the project leader or one of the principal users,
or have plans to do so in the immediate future;

0 been employed by the administrative institution;

o feel for any reason unable to provide an impartial review of the proposal.
Note: The decision whether to contact the suggestions remains with the CFI.

6.4 Proposal structure

The proposal should clearly present the merits and excellence of the proposed project. Sufficient information should
be provided to enable reviewers to evaluate the proposal in accordance with the assessment criteria established by
the CFI (please refer to the Assessment criteria section for the competition).

If the submission of a notice of intent was required, CAMS automatically populates the proposal with information
provided in the notice of intent including the following: project information, collaborating institutions, principal users
and suggested reviewers. Applicants will not be able to change the name of the project leader or administrative
institution once the notice of intent is completed. This is because the CFI uses the notices of intent to assemble
review committees and a change to the project leader or administrative institution may result in a conflict of interest
for a review committee member. If such a change is deemed necessary, contact your Senior Programs Officer as
soon as possible. The CFI will oversee the change to be made in CAMS.
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Applicants are able to revise the details of the collaborating institutions, principal users and suggested reviewers to
reflect changes from the time of the notice of intent submission. However, we ask that you inform your Senior
Programs Officer as soon as possible if any changes are made to the aforementioned lists.

The proposal consists of three separate CAMS modules:

Project module: Information about the proposed project, how it meets the objectives and criteria of the
competition.

Finance module: Information pertaining to the budgetary details of the proposal.

Suggested reviewers module: List of potential reviewers of the proposal.

The forms in CAMS will dictate the maximum number of characters that can be included in each section and/or the
page limits for uploaded documents.

6.5 Project module

6.5.1 Project information
This section captures basic information about the project such as the title, administrative institution and keywords.
The information in this section is automatically populated with information if it was provided in a notice of intent.

6.5.2 Plain language summary

Provide a short summary in plain language of the proposed project: what is being researched, how it is being done
and why it is important. Focus on the expected impacts and benefits to Canada, beyond academic accomplishments.
This summary will not be used in the review process. Should the project be funded, it may be used in the CFl's
communications products and website.

6.5.3 Project summary

In language appropriate for a Multidisciplinary Assessment Committee (MAC), provide a general description of the
research or technology development activities to be undertaken and a general overview of the infrastructure being
requested. This summary must concisely address the extent to which the proposal meets the competition objectives.

6.5.4 Principal and other users/Team members

The list of principal users/team members is prepopulated if a notice of intent was required. Newly-added principal
users must have a CAMS account and accept to participate in this project before a proposal can be submitted to the
CFIl. The CVs of the principal users will be appended to the proposal. Researchers listed as principal users
automatically gain read access to the proposal.

6.5.5 Collaborating institutions

Identify the institutions eligible for CFI funding collaborating in this project. The list of collaborating institutions should
be filled out prior to completing the Finance module. The choice of infrastructure location in the Cost of individual
items section of the Finance module will be populated based on this list. Do not include in this list the administrative
institution identified in the Project information section.

6.5.6 Financial resources for operation and maintenance
This section of the Project module captures the annual costs and sources of committed support to ensure the
effective operation and maintenance of the infrastructure for the first five years after implementation.
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In cases where the useful life! of some of the infrastructure items requested are longer or shorter than five years, the
Assessment criteria section of the proposal should provide complementary information regarding the operating and
maintenance needs for these items over their useful life.

Do not include costs related to research and/or technology development. If funding sources include the CFlI
Infrastructure Operating Fund (IOF), list these in the “institutional contribution” category.

6.5.7 Assessment criteria
Upload a PDF document that contains key information on how the proposal meets the objectives and assessment
criteria for the competition. Ensure that the document follows the guidelines for attachments (Section 6.2).

Each assessment criterion will be evaluated against a standard. Each criterion includes aspects that must be
addressed in the proposal. Failure to do so will weaken the proposal.

The document allows the applicant maximum flexibility to address each criterion, including the use of figures or
diagrams, where appropriate. The distribution of pages among criteria is at the applicant’s discretion, up to the total
page limits.

6.6 Finance Module

The Finance module consists of the following sections:

e Cost of individual items

e Construction or renovation plans (if applicable)

e  Contributions from eligible partners

e Infrastructure utilization

e  Overview of infrastructure project funding (generated automatically)

The tables in the Overview of infrastructure project funding section in CAMS will be automatically populated with
information taken from the other sections of the Finance module. Note that the amount requested from the CFl is
calculated based on the difference between the total contributions from eligible partners and the total eligible costs.

6.6.1 Cost of individual items

When completing the Cost of individual items section, the CFI recommends that the applicant bundle items into
functional groupings. However, details and justification for each item within a group should be provided in addressing
the infrastructure criterion in the Assessment criteria document. The CFI's Policy and program guide outlines the
eligible costs for infrastructure projects.

List only the eligible infrastructure acquisition and development costs. List the full cost of each item. Retain
documentation (price lists, quotes, etc.) so that you can provide it to the CFl upon request.

Please note:

e If the infrastructure will be used for purposes other than research or technology development, list only
pro-rated research or technology development costs.

e The total eligible costs must include taxes (net of credits received), shipping and installation. However,
taxes must not be calculated on the in-kind portion.

1 The useful life of the research infrastructure is considered to be the period of time over which the infrastructure is
expected to provide benefits and be usable for its intended purpose as per the proposal, factoring in normal repairs
and maintenance.
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e When preparing budget estimates, the applicant must follow their existing institutional policies and
procedures. Costs included in this budget must be close estimates of fair market value. Refer to the
Policy and program guide for information on how in-kind contributions must be assessed.

6.6.2 Construction or renovation plans
All proposals that include construction or renovation must provide the following information:

o A detailed breakdown of the overall cost of the construction or renovation project, categorized by cost
component (i.e. direct, soft and contingency costs);

e Atimeline identifying key dates for the various stages of the proposed construction or renovation;

e Floor plans of the proposed area(s), showing the location of the infrastructure and the scale of the plans
for projects involving multiple rooms. The floor plans must be legible when printed in black and white on
standard letter size paper (8.5" x 11").

Note: The cost breakdown, timeline and floor plans should be uploaded as a separate PDF document.
These pages do not count towards the page limit for the Assessment criteria section of the proposal.

6.6.3 Contributions from eligible partners

List all contributions from eligible partners. Do not include the amount requested from the CFI. Provide the partner
name and type, as well as a breakdown of contributions (cash and in-kind) for each eligible partner. The applicant is
encouraged to bundle all expected in-kind contributions from vendors into a single line. If partner contributions are
expected but have not yet been confirmed, outline the plans for securing these funds.

6.6.4 Infrastructure utilization
This section of the Finance module captures the use of the requested infrastructure for CFl-eligible and non-eligible
purposes and any applicable pro-rating of costs.

6.7 Suggested reviewers
The list of suggested reviewers is prepopulated using the list if one was provided in a notice of intent. You may

identify additional reviewers who are well-qualified to review the proposal. Refer to Section 6.3.5 of this document for
conflict of interest guidelines. The decision whether or not to contact the suggested reviewers remains with the CFI.
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7 DECISIONS

As an institutional administrator, your institution may have given you access to the CAMS decisions module. This
module allows you to view decisions related to proposals submitted to the CFl by your institution and gives you
access to competition documents uploaded by the CFI.

7.1 View decisions

This search engine enables you to search and display subsets of decisions made by the CFI Board. Alternatively, you
may click on "View all decisions" to list all decisions for your institution.

O _institutional dashboard >_Decisions = View decisions
Decision

This search engine enables you to search and display subsets of decisions made by the CF| Board. Alternatively,
you may click on the link "View all decisions” to list all decisions for your institution.

View all decisions Qee————1  Click to view all decisions for your institution

Search

Decision date  Please select... IZI
Fund  Please select... IZI
Project number 33333
Project leader's family name
Project leader's first name

Decision  Please select... IZI

Decision date range  From: E 1o (=]

* This award has not been made public yet, please keep confidential

] Export search results to Excel s==itrey all @ Show pages
' W] Click to export search results to Excel

1 entry(ies) found
Project Project Project title Fund CFI I_3t:_;ard Funding CFI Board

# leader decision amount decision date~

John R. Evans
My research Leaders Fund —

*33333  Smith, Joe Y Funding for Full funding $180.000 2016-03-01

infrastructure project rasaarch

infrastructure
1 entry(ies) found

() Show all @ Show pages
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7.2 Competition documents

This section allows you to view documents uploaded by the CFl in relation to competitions, such as review material.

IO nstitutional dashboard = Decisions = Competition decuments

Competition documents

Click on "View" to open the document

Document title Published date View document

Review material 2014-10-14 View
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8 AWARD FINALIZATION

As an institutional administrator involved in post-award activities, your institution may have given you access to the
award finalization module. The award finalization module allows you to view award finalization status information
related to projects at your institution, thereby helping you manage your award finalization process. The search
features allow you to obtain/view lists of projects for various award finalization statuses. You can also view specific
project-related information such as the award agreement, the budget at award finalization, the award finalization form,
and award agreement special conditions (if any). Additionally, the award finalization module allows you to fill in award
finalization forms.

This section provides additional information on the award finalization module within CAMS. You should consult the
Policy and program guide for complete information on requirements and guidelines related to finalizing CFl awards.

If an updated budget is required prior to finalizing the award agreement, institutions must submit an amendment using
the amendment module. Refer to the next section of this guide for further information regarding the amendment
module.

8.1 Access

By default, all individuals identified in the institutional agreement can enter data in the award finalization form (i.e.
president, director general, authorized signatories, liaison and account administrator).

The liaison and account administrator are responsible for setting appropriate access privileges to the award
finalization forms. They can:

e Provide institutional administrators who have no institutional agreement role with data capture privileges in
accordance with their institutional control framework and practices. They can do this using the Privileges tab
of the Institutional agreement and access privileges section (see section 15.2)

e Grant project leaders access to the award finalization module through the Project leader access tab of the
Institutional agreement and access privileges section (see section 15.4).

Only individuals identified in the institutional agreement can submit an award finalization form in CAMS (i.e. president,
director general, authorized signatories, liaison and account administrator).

8.2 Searching

You will have access to the award finalization form as soon as a positive funding decision is communicated to your
institution. If the recipient institution is different from the applicant institution, the award finalization form will be
available in the recipient institution’s dashboard. The award finalization module allows you to search for a specific
project, search by project leader, or search for projects based on their current award finalization status.
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3 _institutional dashboard > Award finalization module

Award finalization

Please enter one or more search criteria to search for a specific project. Alternatively, you can select an award
finalization status from the droplist (the list generated can help you manage the award finalization process).

Note: Project leaders have read-only access to this module.

Award finalization search

Please enter one or more search criteria to search for a specific project. Alternatively, you can select an award
finalization status from the droplist (the list generated can help you manage the award finalization process).

Project number

Project leader's family name

Project leader's first name

or

Award finalization status Please select... v
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8.3 Search results
Whether you search for a specific project or by award finalization status, you will be presented with a table of results

listing the projects that match your search criteria. The list is by default sorted by project number ascending, but you

can sort the information by clicking on most of the column headers in the table. You also have the option of exporting
your search results to Excel.

Search results

Budget updates subsequent to the award finalization can be viewed in the amendment section of the institutional portal.

Click to access the project’s main award finalization page

@ Export search results to Excel

1 entry(ies) found

Click to view a PDF version of the award finalization form,

! This award has noifet been made public. Please keep it confidential. the award agreement and the budget at award finlization

2 This project has

en withdrawn.

Award finalization

Award agreement
Project /b o _ CFl board form Budgetat oy
ject/'Team  Project o award ttach t
number ; Fund decision Date e attachments
leader(s) title date ‘ Date Special finalization
Status submitted -
issued conditions
TEST
" Water 05 In Viev
40400 Leblanc, Alex chemistry ?jfgie 2021-05-13 progress i

1 entry(ies) found

The search results will show you the status of the award finalization form, the date the award finalization form was
submitted to the CFl, the date the award agreement was issued by the CFl and which budget was used at award
finalization (itemized list?, amendment or proposal). You will also be able to view special conditions included in the
award agreement and whether these have been met or not.

You can complete and modify unsubmitted award finalization forms by clicking on the project number. In addition, if
you are identified in the institutional agreement (i.e. president, director general, authorized signatories, liaison and

account administrator), clicking the project number will also provide you with the option of submitting the award
finalization form.

Finally, you will be able to view the forms and attachments related to a project such as the award finalization form, the
award agreement and the budget at award finalization (in both PDF and Excel format) by clicking on “View.” If
applicable, you will also be able to view all revised award agreements issued for the project.

2 The use of the itemized list form has been discontinued by the CFI in December 2014.
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8.4 Project’s main award finalization page

Each project has a main award finalization page where you can view the status of the award finalization form, access
it for modification or submit it to the CFI.

IO _institutional dashboard =_Award finalization = Froject # 40400

Return fo search page
The submission of the award finalization form is required before an award agreement can be issued. Only
users that have roles designated in the institutional agreement can submit the award finalization form.

If a budget update is required before award finalization, please submit the amendment request in CAMS
before submitting the award finalization form.

Award finalization form i =
Click to access the award finalization form

Project number 404 Total eligible costs $5,000,000

Maximum CFl contribution $2,000.000

Click to verify if the award finalization form has
been filled in properly

Award finalizatioff form Click to view a PDF version of the award
finalization form

Webfgrm
Submit to the CFI Submission date CFl comments Display/Print
Display,
View/edit Run In progress > /‘
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8.5 Award finalization form

The award finalization form consists of three tabs. When an award finalization form is first opened, the “Overview” tab
is selected by default. You will always have access to the certification tab, but the eligible costs tab will only be
available for projects requesting more than $1 million from the CFI.

3 institutional dashboard > Award finalization > Project 240081 > Award finalization form > Ovendew

Betum lo award finalization page / Use tabs to navigate through the sections

Overview Eligible costs | Centification

Please fill out the information requested in each tab. You may return to modify information in any of these tabs if you need to

The Eligible cost tab is only active if the CFI contribution to the project is superior to $1M

|“Ijis_p1;!l5rirﬁ ] | Save

S
Award finalization form r
Institution Test inst (300) Click “Display/print” to access the PDF
Project number 40400 version of the amendment request form

Project/Team leader(s) © Leblanc, Alex

* Anticipated project end date |2031_03_2?

— Save changes before navigating to other
YYYY-MM-DD .
sections (tabs)

Budget and forecasts
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8.6 Submit the award finalization form
Only individuals identified in the institutional agreement can submit an award finalization form in CAMS (i.e. president,

director general, authorized signatories, liaison and account administrator). This is done by clicking the “submit”
button in the main award finalization page.

O _institutional dashboard =_Award finalization = Project # 40400

Return to search page

The submission of the award finalization form is required before an award agreement can be issued. Only
users that have roles designated in the institutional agreement can submit the award finalization form.

If a budget update is required before award finalization, please submit the amendment request in CAMS
before submitting the award finalization form.

Award finalization form

Project number
Project/Team leader(s)
Fund

Project title

40400
Leblanc, Alex
TEST Release 14 AFF

Water chemistry

Total eligible costs  $5,000,000

Maximum CFI contribution $2,000.000

Click ‘Submit’ to submit the award
finalization form to the CFI

Award finalization form

Webform

Submission date

Status Submit to thefCFI CFl comments Display/Print

>

Display  Validate

View/edit Run In progress
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9 AMENDMENTS

As an institutional administrator involved in post-award activities, your institution may have given you access to the
amendment module. The amendment module allows you to view amendment status information related to your
institution’s projects, thereby helping you manage the amendment request process at your institution. The search
features allow you to obtain/view lists of projects based on the project or amendment status (e.g. in progress,
approved, rejected). The amendment module allows you to create, update, delete and submit amendment requests,
as well as view CFI comments (if any) related to a specific amendment.

This section provides additional information on the amendment module within CAMS. You should consult the Policy
and program guide for complete information on requirements and guidelines related to changes to infrastructure
projects and instances where a change request must be submitted via the amendment module in CAMS.

If an updated budget is required prior to finalizing the award agreement, institutions must submit an amendment using
the amendment module. This same module must be used to submit an amendment request following the finalization
of an award agreement.

Note: Amendment requests can only be created if a final financial report has not yet been
created for a project. Inversely, a final financial report cannot be created if an amendment
request is in progress.

9.1 Searching

The amendment module allows you to search for a specific project, or to search for projects based on the project
leader’s name, the fund, the status of the latest amendment request or the status of the project. You can also view all
projects or only projects with an amendment request.

When you search for a specific project using the project number, you will be brought directly to the project's main
amendment page (see section 9.3, “Project’s main amendment page”).

IO insitutional dashboard > Amendment module

Amendments
Please enter one or mare criteria to search for a specific project. Altematively, you can view all projects or cnly |
those with amendments by clicking on one of the links below. You may also select a status/fund from the dropdewn
lists (the list generated can help you manage the amendment request process)

View all projects

View all projects with amendments

Search

Project number O}

or
Project leader's family name

Project leaders first name

or

Fund  Please select... M
Status of latest amendment  Please select... M

Status of project  Please select... v

Search Clear
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9.2 Search results

When you search using family name, first name, statuses or by using “View all projects” or “View all projects with
amendment requests”, you will be presented with a table of results listing the project(s) that match your search
criteria. The list is by default sorted by project number ascending, but you can sort the information by clicking on any
of the column headers in the table.

Search results

1 entry(ies) found

1 This award has not yet been made public. Please keep it confidential Show all (® Show pages
2 This project has been withdrawn.

Project  Project Number of Status of SUET'SS;on Date of  Approved
number | rO{jec Project title Fund amendments latest Iate (: award project
- S s created amendment Lz agreement end date
amendment
Infrastructure
1 Account, for Innovation .
34083 Demo | breakthrough Fund 0 NA
research

1 entrfies) found]  Click a project number to access this project’s
main amendment page

Show all ® Show pages

9.3 Project’s main amendment page

Each project has a main amendment page where you can view the status of previous amendment requests submitted
to the CFI for this project (if any), and create new amendment requests.

O nstitutional dashboard > Amendment module> Project amendment(s): Project # 12345

Retum to search page %

The amendment request should be used to request changes requiring prior CFl approval. All other changes to the
infrastructure from what was initially described in the proposal must be described in the final financial report.

Changes requested in amendment requests will be reflected in future financial reports once they have been approved
by the CFI.

Project amendment{s)

Project number 12345 Fund Innovation Fund
Project leader Account, Demo Date of award 5944 g9 93
agreement
et Sk S ah Approved project o4, nq gy
end date

Create amendment request | ey~ Click this button to create an amendment request

Webform icei iacti
Status  Action Sub:‘lltssu)n Approva:]ll:lelemlon CFl is Display/Print Delete
Display Validation e e Compres
1 NiA NAA Approved 2014-09-03 2014-09-03 Miew View

Click to view

Click to view a PDF version of the amendment request
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Note that only amendment requests that relate to changes to the infrastructure will include an Excel version in
addition to the PDF version. If the amendment request pertains only to a change in the project end date, only the PDF
version of the amendment request will be available.

For amendments that are in progress, you will be able to run a validation (to check for errors in the amendment form)
and perform various actions, depending on the status of the amendment. You can also delete an amendment request
previously created but not yet submitted to the CFI.

I3 Lnstitutional dashboard = Amendment module = Project amendment{s): Project # 34063

Return to search page

The amendment request should be used to request changes requiring prior CFl approval. All other changes to the infrastructure
from what was initially described in the proposal must be described in the final financial report.

Changes requeste ge oot bl sl iyl been approved by the
CFI- Click “Run” to perform a validation of the information
Project amendment(s) entered in the form
Project number | 34063 Fund Innovation Fund
Project leader | Account, Demo Date of award
agreement
Project title | Infrastructure for breakthrough research Approveglfcﬁj:g
You cannot create pnother amendment request i i i i approved or rejected by
the CFI. .
Select a value to perform an action
Webform Submission Approval/Rejecti CFI
# Status Action pp Jection Display/Print Delete
Display ‘h"ali\Llion date date comments
1| Open Run In-progress | = Please select... ¥ NIA View X

Click “Open” to access the amendment request form

Click to delete the amendment request
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9.4 Amendment requests: statuses and actions

Create amendment request

In-progress

Return to Set to complete
by project leader Set to verified
by institution

project leader

Reopen for edits Corr_\pﬂtelteddby
after verification project feader

Reopen for edits ~ Set to verified
after verification by institution

Verified by
institution

Submit to the CFI

Submitted to the
CFI*

Approve Reject

[Approved by the CFJ [ Rejected ]

*In some cases, the CFl may return an amendment request to your institution so that corrections can be made.

The status of all newly created amendment requests in CAMS is “in progress.” The amendment requests can be
created only by institutional administrators with appropriate access. They can then be accessed by the project leader
if institutional access has been granted.

If given access, and once a project leader has finished entering data in the amendment request, he/she will be
required to confirm that the form is complete. Once this is done, he/she will no longer have access to modify it.

Note that completion of the amendment request by a project leader is not a mandatory step. An institutional
administrator with the appropriate privileges can fill in the form and set its status as verified, even if project leaders
have been granted access to the amendment module.

You will then verify the amendment request and set the status as verified. If changes are required, you can also
return the amendment request to the project leader so that he/she can make the appropriate changes.

Once an amendment request has been set as verified, it can be reopened to make additional changes. If no further
changes are required, the amendment request can be submitted to the CFI. No further changes are possible at this
point, and the status of the amendment request changes to “submitted to the CFIL.”

The CFI will approve, reject or return the amendment request to your institution for corrections. Note that it is
possible to delete an amendment request at any stage in the process, except after it has been submitted to the CFI.
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9.5 Amendment request form

The amendment request form consists of six tabs. When an amendment request is first opened, the default tab is the
“Overview” and the other tabs are not accessible. You will first need to indicate the nature of your change (i.e. change
to the end date of the project or change to the infrastructure, including new items, or both). This will determine which
tabs will become available and need to be filled out. The last tab allows you to attach up to three documents (PDF
format) to further explain changes made to the project.

Inslitutional dashboard = Amendment module = Project amendment(s): Project # 34063 = Amendment request #1 = Overview

Return to project page

f— Use tabs to navigate through the sections

A Important instructions =

Overview Change to end date Changei(s) to infrastructure Eligible costs Contributions Attachments ﬂﬁ
Overview Append files in the “Attachments” tab
Amendment requests should be used by institutions to request changes requiring prior CFl appraran

Display/Print Save

Amendment number 1 r
Institution Test inst (300 Fund Innovation Fund q q q
(300) Date of Click “Display/print” to access the PDF
[Project 34063 award version of the amendment request form
agreement
. Project
Plzzgsg Account, Demo end
date
Pro{ﬁ'l:; Infrastructure for breakthrough research
* Prepared by  Demo Account 60 characters

* Please indicate the nature of your change (select all that apply)
| Change in the end date of the project Save changes before navigating to other
| Change to the infrastructure, including new items sections (tabs)

Selecting nature of change will enable relevant sections (tabs) Qisplay/Bonty (sSaves
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10 PAYMENT

As an institutional administrator involved in post-award activities, your institution may have given you access to the
payment module. The payment module allows you to view payment information related to an infrastructure project or
the IOF. You can also view payment information by transaction date or for a specific period for all projects. Finally,
payment information can be viewed by type or status.

10.1 Searching

The payment module allows you to search at either a detailed level or at a summary level.

Searching at a detailed level will allow you to view individual payment transactions. You can use various search
criteria such as project number, transaction date, payment type, payment status or a combination of these. You also
have the option of displaying only IOF payments.

IO institutional dashboard = Payment information

Payment information
You can view payment information at either a detailed or a summary level, by clicking on the appropnate tab below.

"Details™ tab: will generate search results at a transaction level {i.e. a different row for each transaction). Note that
only projects that have received a payment from the CFI will be displayed in the search results.

"Summary" tab: will generate search results at a summary level by project, which can then be drilled down to the
transaction level. Note that all projects for which an award agreement is in place will be displayed in search results.
Details Summary

Search

Please enter cne or more search criteria below. If searching by transaction date, the period entered must not
exceed ten years. As well, if searching for all payment types or for all payment statuses, you must enter at
least one other search crteria. Search results will be displayed at a transaction level.

Note that if you search by transaction date with no other filter, search results will include both infrastructure
and IOF payment details (when applicable).

Project number [

or
|| Display only 10F payments

Transaction date

from [

to =
Payment type  Please select... v
Payment status ~ Pleass sslect... v

Search Clear
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Searching at a summary level will allow you to view summary payment information. You can search for a specific
project or by status of project (all, on-going or completed).

O nstitutional dashboard = Payment information

Payment information
You can view payment information at either a detailed or a summary level, by clicking on the appropriate tab below.

"Details” tab: will generate search results at a transaction level (i.e. a different row for each transaction). Note that
only projects that have received a payment from the CFl will be displayed in the search results.

"Summary” tab: will generate search results at a summary level by project, which can then be drilled down to the
transaction level. Note that all projects for which an award agreement is in place will be displayed in search results.

Details | Summary

Search

You can search for payment information relating to infrastructure projects by entering one of the following in
L the boxes below: (a) project number, (b) project leader's name, (c) selecting a status. Search results will be
displayed at a project summary level.

To search for Infrastructure Operating Fund {IOF) payment information, click on the Details tab.

Project number E

ar
Project leader's family name

Project leader's first name

ar

Status of project  Pleass select... ¥
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10.2 Search results

The search results displayed for the “Details” tab will list all individual transactions that match the search criteria
entered. The search results can be exported to Excel.

Search results

8] Export results to Excel < Click to generate an Excel file from search results

() Show all (® Show pages

5 entry(ies) found
project  Payment | pop Mot oldback  Crose Pment Comments
12345 Regular 2016-10-15 32,819 3,647 36,466  Scheduled
12345 Regular 2015-10-15 32,183 3,576 35,759 Scheduled View
12345 Regular 2014-10-15 31,554 3,506 35,060 Scheduled
12345 Regular 2013-10-15 475,314 52,813 528,127 Paid by CFI
12345 Regular 2012-10-15 148,129 16,459 164,588  Paid by CFI

5 entry(ies) found

() Show all ® Show pages

The search results displayed from the summary tab will list all projects that match the search criteria entered. From
the search results displayed, you will be able to drill down to transaction level information by clicking on the project
number link. The search results can be exported to Excel.

Search results

Transaction level details can be viewed by clicking on the related project number link within the search results table.

Please note that the final granted amount and any remaining balance to be paid are fully dependent on the actual
eligible costs incurred by the institution and the institution’s comph_ance with CF policies and the award conditions.

) Export resulls to Exce| < Click to generate an Excel file from search results
1 entry(ies) found () Show all ® Show pages

Remaining balance

j Granted Amount Approved
Eﬂz‘;tr Project leader Fund amount paid to  Scheduled Held P‘:I)‘;T::tts project
- date /| payments payments Holdback gopo oo end date

(net) (net) ¢ (gross]

12345 | Account, Demo 800 000 623 443 96 556 0 80 001 0 2016-12-31

FL
1 M$-2 M§

1 entrylgs) found

() Show all '® Show pages
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11 FINANCIAL REPORTS

As an institutional administrator involved in post-award activities, your institution may have given you access to the
financial report module. The financial report module allows you to view financial report status information related to a
project, thereby helping you manage the financial reporting process at your institution. The search features allow you
to obtain lists of projects by financial report status or type (e.g. in progress, submitted, approved, interim, final). The
financial report module allows you to create, update, delete and submit financial reports, as well as view CFI
comments (if any) related to a specific financial report.

This section provides additional information on the financial report module within CAMS. You should consult the
Policy and program guide for complete information on requirements and guidelines related to the financial reporting
process.

11.1 Searching

The financial report module allows you to search for a specific project (using project number or project leader name),
or to search for projects based on the status of the latest report created or the financial report type. You can also view
the information for all projects or view a list that includes information of the next report due for each project.

When you search for a specific project using the project number, you will be brought directly to this project’s main
financial report page (see section 11.3, “Project’s main financial report page”).

I3 Institutional daghboard = Financial report module
Financial reports
This screen allows you to perform the following searches:
1. Click on the "View reports to be submitted” link for a list of the next report due for each of your projects.

2. Click the "View all projects” link for status information of the latest financial report created for each of your
projects. You can then dnll down to financial repert project level details, including PDFs and status
informatien by clicking on the related project number link.

3. Enter a project number for the list of financial reports created and the related PDFs and status information
for that project.

4. Enter a project leader name or select a financial report status and/or type from the droplists to view the
status information of the latest financial report created for each of the related projects. You can then drill
down to the financial report project level details, including PDFs and status information by clicking on the
related project number link

Naote that only projects that have received a payment from the CF| will be displayed in the search results.

ew i . . . . .
Hesotslobesdited 4 Yse these links to quickly retrieve relevant project lists
View all projects

Search

Project number
or
Project leader's family name

Project leader's first name

Status of latest report created  Pleass select... v

Financial report type &l v

Search Clear
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11.2 Search results

When you search using family name, first name, status of latest financial report created, financial report type or by
using the “View all projects” link, you will be presented with a table of results listing the projects that match your

search criteria. The list will indicate the status of the latest financial report created.

Search results

Financial report details, including PDFs and status information can be viewed by clicking on the related project number
link within the search results table.

Click to generate an Excel file from search results

@ Export search results to Exce| <G

Show all '® Show pages

2 entry(ies) found

Latest financial report created
Final Approved Reporting

Project  Project o ; .
Project title Fund Reporting iegi report project
number | leader period end  Status SUbg:tSes o0 reated? enddate Tequency
date
Account Leading Onh:li-?\j'ng
12345 | " egde Opportunities | 2000-03-31  Approved | 2000-11-07 | Yes 20000331 Annual
BN infrastructure | - PPOMUNIIES
Fun
) ) CRC
67890 33’2;1‘{1‘ '”‘el'":g"‘“e Infrastructure  2010-03-31 Approved = 2010-11-30  Yes  2010-03-31  Annual
Fund
2 entf‘f(;)fmh Click to access this project’s main financial reports page
o el (® Show pages

When you use the “View reports to be submitted” link, you will be presented with a table of results listing the next
report due for the ongoing project(s) at your institution.

Search results

Financial report details, including PDFs and status information can be viewed by clicking on the related project
number link within the search results table.

Notice the difference in columns when
H 5 IUVH H ”
clicking “View reports to be submitted” . 1, ., . spou pages

24 entry(ies) found displaying 2! T e —— 2 b (» H
Nexlﬁqn due
Project . . . " Date Approved Reporting
Project leader Project title Fund Reporting project end
nurﬁber period end report date frequency
date was
created
New
24680 Doe, Jane Sound guality lab | Initiatives | 2015-03-31 2013-12-31 Annual

Fund 2009
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11.3 Project’s main financial report page

Each project has a main financial report page where you can view the status of previous financial reports submitted to

the CFI for the project (if any) and create a new financial report.

I3 nstitutional dashboard > Financial report medule = Project # 54321

Return to search page

Quick search

To view financial report details for another project, enter the project number in the below box. Mote that only projects that

have received a payment from the CFI will be displayed in the search results.

Project number

General information

Project number 54321 Date of award agreement 2013-03-28
Project leader Smith, John Approved project end date 2014-03-31
Leaders Opportunity Fund - Funding for
Fund infrastructure associated with a Canada Research  Maximum CFl contribution 593,400
Chair

Project title  Structured database Current reporting frequency Every two years

Financial reports

Create a financial report | @====1  Click to create a financial report for this project

E:r?t? d“;:% Final Webform Status Submit Submission ap[():rﬂval
date feportz Display Validation loCEl date date Comments
2014-03-31 Mo MNiA NiA Approved  MN/A | 2014-06-09 | 2014-06-09 View View

Click to view a PDF version of the financial report

Display/print Delete
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For financial reports that are in progress, you will be able to run a validation (to check for errors in the financial report
form) and submit the financial report to the CFI. You can also delete a financial report previously created but not yet
submitted to the CFI.

I3 _nstitutional dashbosrd = Financisl report module = Project # 54321

Return to search page
Quick search

To view financial repert details for another project, enter the project number in the below box. Note that only projects that have
received a payment from the CFl will be displayed in the search results.

Project number Search
General information
Project number 54321 Date of award agreement 2013-03-28
Project leader Smith, John Approved project end date  2014-03-31
Leaders Opportunity Fund - Funding for infrastructure 3 R
s associated with a Canada Research Chair L G Tt (24T
Project title  Structured database Current reporting frequency Every two years
Financial reports : : )
Click to access the financial report form
A financial report is in progregs, therefore you cannot create another financial report at this time
Reporting i ebform . . CFl
d inal Submitto Submission CFI . .
period end Status approval Display/print Delete
date feporty Displ§y Validation CEL date date comments
2014-03-31 No N/, N/A, Approved A 2014-06-09  2014-06-09 View View
2014-10-08  Yes | Viewledit Run In progress | | Submit View X
ICK To change the reporting date ICK To delete the Tinancial repor

11.4 Financial report statuses

Once a financial report is submitted to the CFI, the CFI will assign one of the following statuses to the report:

e Approved: the financial report has been reviewed by the CFl and approved. No further action is required
from your institution.

e Returned to institution for corrections: the financial report has been reviewed by the CFI but corrections
are required. You will need to view the CFI comments for this report, make the appropriate corrections, and
re-submit the report to the CFI.

e Issue pending: the financial report has been reviewed by the CFI but there is an issue pending that requires
follow-up by your institution. You will need to view the CFI comments for this report and address the issue
described.

e Submitted to the CFl — no CFl action required: In some cases, your institution may choose to create a
financial report even if one is not required by the CFI. In those cases, the CFI will not review the financial
report and will indicate that no CFI action is required. Please note that this status only applies to interim
financial reports.
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11.5 Financial report form

When you create a financial report for a project, you will first need to indicate whether the report is an interim report or

a final report for the project. Depending on your answer, the appropriate form (i.e. interim financial report or final

financial report) will be created.

The interim financial report form consists of five tabs. When an interim financial report is first opened, the default tab
is the “Overview,” which is a read-only section and is provided for your reference only. Each of the three tabs,
“Eligible costs,” “Contributions” and “Changes,” needs to be filled out by your institution. The fifth tab, “Summary,” is
read-only and is updated every time information is entered in the “Eligible costs” or the “Contributions” tab.

—

Qverview Eligible costs Contributions

Use tabs to navigate through the sections

Click “Display/Print” to access the PDF

Eligible costs

Code Expenditure type

20

21

In this section, you must enter the most recent forecast of total expenditures for the project (i.e. actual costs to date plus most recent forecast of remainiflg expenditures to
complete the project). You must also enter the actual costs, and the forecasted expenditures for the next two periods

Cash In-kind
Purchase of equipment
(including shipping, 189,278 | 44250
taxes and installation)
Lease of equipment or 0 0
facility
Personnel (far
infrastructure
3 0 0
acquisition &
development)
Components 0 0
Travel (infrastructure
0 0
related)
Software 0 0
Extended warranties /
. 0 0
Service contracts
Construction/renovation
costs essential to 0 0
house and use the
infrastructure
Initial training of
B 0 0
infrastructure personnel
Other 0 0

Changes | Summary version of the financial report form

Latest approved budget

Total

233528

0

0

Total eligible costs | $189,278 $44,250 $233,528

Display/Print Save

Period ending 2015-03-31

Summary of eligible costs

Forecast for the next two

periods
Most recent forecast of total Actual to 2015-03-31
expenditures (Cumulative)
2015-04-01 2016-04-01
to 2016-03-  to 2017-03-
3 kil
Cash In-kind Total Cash In-kind Total Total Total
180,365 44000 | 224,365 0
0 0
0 0
0 0
1] 0
i) 0
4] 0
i) 0
0 0
0 0
$180,365 $44,000 $224,365 $0 50 $0 $0 $0

Display/Print Save

sections (tabs)
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The final financial report form also consists of five tabs. When a final financial report is first opened, the default tab is

the “Overview.” You will need to indicate whether or not this project is a multi-institutional project. Each of the four
tabs, “Eligible costs,” “Contributions,” “Changes” and “Certification,” needs to be filled out by your institution. The
“Changes” tab also contains a section where you can attach a document (PDF format) to further explain changes

made to the project.

Overview Eligible costs T Contributions 1 Changes I Certification ]

Overview

) tabs, if required

Please fill out each of the five tabs in the order that they are presented. After the initial data entry. you may return to modify information in any of these

Final financial report

Institution My institution Fund
Project number 99939 Date of award agreement
Project leader Smith, John Actual project end date

Project title  Leading-edge biology equipment

Leaders Opportunity Fund - Funding for
infrastructure associated with a Canada Research
Chair

2013-03-28

20141015

Maximum CFl contribution per award agreement 593,400

CF1 payments to date (net of holdback) $83,400

Is this a multi-institutional project?  Pleass select... ¥
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12 PROJECT PROGRESS REPORT

As an institutional administrator involved in post-award activities, your institution may have given you access to the
Project progress report (PPR) module. The PPR module allows you to view the infrastructure operational statuses
and PPR submission statuses related to the projects at your institution, thereby helping you manage the PPR
reporting process at your institution.

This section provides additional information on the PPR module within CAMS. You should consult the Policy and
program guide for information on requirements and guidelines related to completing the PPR.

The process to submit a PPR to the CFlI typically involves three steps:

1. The project leader indicates infrastructure operational status online (if applicable). Institutional administrators
with appropriate access can also indicate operational status online on behalf of the project leader.

2. The project leader fills out, validates, and completes the PPR.

3. The institution may edit the PPR and/or return it to the project leader for revision. An authorized institutional

administrator submits the PPR to the CFI.

Although completion of the PPR is under the responsibility of the project leader, a delegation tool allows her/him to
share access to the online form with another individual with a CAMS account to support data entry.

The graphic below depicts the overview of CAMS PPR modules and associated tasks for institutions.

Institutional
dashboard
Project progress reports: Operational status: selected year
reporting deadlines e Search and select projects to view their
« View the historical and current submission p| infrastructure operational statuses
status of infrastructure operational statuses e Export the search results to Excel file
and PPRs  Change the infrastructure operational status ***
e Change institutional deadline of operational
statuses and PPRs Project progress reports: selected year

o Select project numbers to drill down details

list for operational statuses and PPRs e Search and select project to view the status of

PPR reporting
— e Export the search results to Excel file
Institutional agreement and access « Select project to go to PPR form

¢ Enable project leaders to delegate PPR e Display or print out PPR content
entry to another individual e Validate PPR content ***

e Confirm PPR is completed ***
e Return PPR to researcher
e Submit PPR to CFI

*** |Indicates tasks for which the project -
leader has primary responsibility. Project progress report form

Institutional administrators with « Go to each section of PPR to fill out form and validate
appropriate access can also complete ________ > content of Project progress report *xk

Ithese tasks on behalf of project ¢ Give access to another individual to enter PPR data
caders. (only when institution activates this function) ***
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12.1 Operational statuses and PPR submissions: reporting deadlines

The summary table indicates annual requirements and the latest submissions for infrastructure operational statuses
and the PPRs. From this list, you will be able to drill down to the page in the selected year to manage operational
statuses and the PPRs. You will be able to set the institutional deadlines if applicable.

O _institutional dashboard = Project progress reports

Project progress reports: reporting deadlines

The table below displays the CFI deadline that applies to submitting both infrastructure operational status and
project progress reports. Through this screen, you can create an earlier, internal report deadline for your
institution. To see a more detailed list of projects, click on the links provided in the "Operational status" and
"Project progress reports" columns. To modify your internal deadlines for the current year, select the fields under
'Institution deadlines', choose new dates and click on the 'Save institution deadlines' button at the top of the table.
These deadlines will be displayed to all project leaders that have a report due for the year. Refer to the Instruction
manual for completing project progress reports for further guidance.

Change the default deadlines Show all &' Show pages

19 entry(ies) found to an earlier date (if desired)

| Save institution deadlines

Institution deadlines

YO | rational status Projectprogress dendline OPerationalstatus  FTOISC Progress

2016 20160630 2016-06-30 2016-06-30 48 (5 submitted) 75 (0 submitted)

2015 2015-04-30 2015-06-01 2015-06-30 32 (32 submitted) 108 (106 submitted)

2014 2014-06-30 2014-06-30 2014-06-30 37 (37 submitted) 132 (131 submitted)
2013-06-30 2013-06-30 2013-06-30

Click to access detailed annual listings of
operational status/PPRs expected (submitted)
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12.2 Managing required operational statuses

The detailed listing of operational statuses for the current year allows institutional administrators with appropriate
access to view, set or change the operational statuses of projects on behalf of the project leaders. Four different
statuses can be displayed under the “Infrastructure operational” column:

e  Status not submitted yet: Infrastructure operational status needs to be reported.

e Operational (FFR submitted): PPR will be required in the next reporting period following final financial
report (FFR) being submitted.

e Operational: PPR is due in the current reporting period.

e Not yet operational: PPR is not required this year unless the status is changed to operational. The status
can be changed to operational any time before the institutional deadline indicated.

3 _institutional dashboard =_Project progress reports = Operational status: 2018

Operational status: 2016

This screen lists all projects for which the infrastructure operational status should be provided in the year selected.
Through the researcher portal, project leaders are asked to indicate whether the CFI-funded infrastructure is
operational to the extent that they have been able to initiate the research activities described in the CFI proposal.

Through the table below, institutional users are also able to respond in the “Operational status”™ column on behalf of
project leaders. Once the status becomes “Operaticnal” through the submissicn of a positive response to the

based on Operational status question or by the way of a submitted final financial report, a reporting schedule will be
operational status erated and Project progress reports will be required annually until completion.

Filter the listing

Institutional deadline  2016-06-30

O ti | stat Show all statuses ¥
perafional stas e st CFI deadline 2016-06-30
ﬁ Export search results fo Excel que.._~~"] Clickto generate an Excel file Show all ® Show pages
48 entry(ies) founddisplaying 20 entry(ies) W s « I 23 » »| K
: Date
EJ?I_{EE; Fund  Project leader. Project title Operational status  submitted
12345 |2_[I351F2 Tester. Montreal | Project test 1 Operational A
Mot yet operational
Reporter, . :
23456 JELF St Catharines Project test 2 Operaticnal 2016-02-11
34567 | JELF  Phammacist Project test 3 LI 2016-02-11

Tokyo ® Not yet operational

45678 JELF  Runner, Laval Project test 4 Operaticnal ‘ 2016-02-11

Once it is set as operational, /

it i firavarsisle “Not yet operational” can be changed to
“Operational” any time before institutional deadline|
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12.3 Filling out, validating and completing PPR

The statuses of all newly created PPRs in CAMS are shown as “in progress.” Project leaders have full access to the
PPR form to enter, validate data and complete the PPR. Institutional administrators with appropriate access can also

enter, validate and complete the forms on behalf of the project leader..

3 _institutional dashboard > Project progress reports = Project progress reports: 2016

Project progress reports: 2016

This screen lists all prejects for which Project progress reports are due in the year selected, and allows you to take actions
such as printing, validating, and submitting progress reports. Note that if you make changes to a report after it has been
completed, you will need to run validation pricr to submitting to the CFI. Only reports with a status of Completed’ can be

submitted to the CFIL

Fund  Show all funds

Status  show all statuses

Filter the listing based on
existing PPR reporting status

Submit to the CFI @ Export search results to Excel

Select: All None

Click project number to access PPR form

Show all ® Show pages

58 entry(ies) founddigpt®ying 20 entryiies) H o #d 2 boBH
Project Fund Project . . Reporting . - - Returnto
nurﬂbe abbreviation leader Display/Print year Status  Validated? Completed? researcher?

Scientist, e
76543 JELF Amsterdam i 2of4  Completed Yes Yes Yes
Requires
Researcher, e wvalidation :
87654 JELF NY S Jof 4 by Validate Yes Yes
institution
B432  JELF | [eacher s Acf4 " [Validate | [ Confirm | N/A
anoci progress

Click to preview/print
out the PPR content

required information

Run the validation to ensure all

entered into the form

ez o2z Click to confirm that the forms

have been validated and are ready

to be submitted (completed)
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12.4 Navigating within the PPR form

To navigate between Project progress report sections, use the left-hand side menu. For additional reference, you can
find a page-by-page view of each screen of the PPR in the PPR template document.

© [ PPR #123455

@ (g Project progress report
D Project overview
D Project summary
[® Achievements
D Challenges
D Retention of researchers
D Highly qualified persennel
D Technical personnel
D Training
D Infrastruc ture quality
[ Useful life of infrastructure
[ Utiization of infrastructure
D Funding

Operation and maintenance of
the infrastructure

D Research advancement

D Research outputs

[ Research collaboration

D Research agreements

D Technology transfer

D Spin-off companies

[™ Benefits for Canadians

D MNew job creation

D Contact information

[ Gomments
@ B PPR delegation

O Institutional dashboard = Project progress reports = Project progress reports: 2016 = Project: #123456 = Retention of researchers

Return to search page

Retention of researchers

One of the CFI's key objectives is to promote the attraction and retention of high-calibre researchers.

Validate || Display/Print || Save |

* Between April 2015 and March 2016, how important was the availability of the infrastructure funded through this
award in your decision to stay at the institution?

Please selact...

“ Indicates a required fisld

¥

Validation can be performed all /'| Validate || Display/Print || Save |

at once in PPR main page

Save before leaving each page
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12.5 Returning PPRs to project leaders or submitting PPRs to CFlI

Once the form has been marked as “complete,” the project leader will no longer be able to modify the PPR. The
institution retains access to edit the forms and can return them to the project leader for corrections as needed. Once the
institution ensures that the PPR is completed and ready for submission, an authorized institutional administrator may
submit one or more PPRs to the CFI.

Once the PPR has been submitted to the CFl, the institution will no longer be able to edit the forms.

3 _institutionsl dashboard =_Project progress reports = Project progress reports: 2015

Project progress reports: 2016

This screen lists all projects for which Project progress reports are due in the year selected, and allows you to take actions
such as printing, validating, and submitting progress reports. Note that if you make changes to a report after it has been
completed, you will need to run validation prior to submitting to the CFl. Only reports with a status of '‘Completed’ can be
submitted to the CFI.

Fund  show all funds v

Status  show all statuses A

/ Click here to submit selected PPRs I

Submit to the CFI @ Export search results to Excel Click to return the PPR to the
project leader, who will regain

Select: All None access to edit PPR form Show all @ Show pages
58 entry(ies) founddisplaying 20 entry(ies) H 12 bW H
Project Fund Project . . Reporting . - 5 Return to
nunlber abbreviation leader Display/Print year Status  Validated? Completed? oNarcher?
76543 = JELF | Seientist P 20f4  Completed  Yes Yes Yes

Amsterdam

Requires

Researcher, e validation :
87654 JELF NY B Jof 4 by Validate Yes Yes

institution

Teacher, 5 In : N ;
Hanoi }-b 4of 4 progress | Walidate | | Confirm | MN/A

Select one or more projects to submit their PPR
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12.6 Enabling project leaders to delegate PPR data entry

An institution can grant project leaders to delegate PPR entry to another individual who has a CAMS account. Data
entry privileges of the designated individual are limited to PPR forms only and must be re-created every year.

To manage access levels for project leaders, refer to section 15.4.

Note: The project leader and institution will still be responsible for the PPR “complete” and
“submit” functions through their CAMS dashboards, and for ensuring the completeness and
accuracy of the data entered in their PPRs. The delegate will NOT have the ability to set
the PPR as “complete.”

12.7 Delegating completion of the PPR

Project leaders can give access to someone with a CAMS account to enter data in their project progress report.
Institutional administrators with appropriate access can also delegate entry on behalf of the project leader.

= [E% PPR delegation

@ [ PPR#123458 IO _nstitutional dashboard > Project progress reports = Project progress reports: 2016 = Project: #123456 = Proposal sharing
& [ Project progress report Retum to search page
Project overview Project progress report delegation
Achigvements
Challenges This feature enables you to give access to scmecne to enter data in your project progress repert. The project

Retention of researchers
Highly qualified personnel
Technical personnel
Training

Infrastructure quality
Useful life of infrastructure
Utilization of infrastructure
Funding

Operation and maintenance of
the infrastructure

Research advancement
Research outputs
Research collaboration
Research agreements
Technology transfer
Spin-off c ompanies
Benefits for Canadians
New job creation
Contact information
Comments

leader continues to have responsibility for ensuring the data is accurate and complete. You may only delegate
data entry to one person at a time. This person must have a CAMS account.

Mote: The delegate will not have the ability to set the report as “Complete”. This action must be carried out by the
project leader or an autherized member of the institutional research office.

Delegate data entry to someone

‘\/ Click to enter the username

(email) of delegate

Enter the CAMS username
(email) of delegate, and validate

Delegate data & to somecne
* Username (email) 70 characters | Validate username

| S |

Cancel
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Delagate data entry to somaone

* Usemame (email) t4@innovation.ca 70 charact]

Tom Testing, CF| University

Message for Tom Testing

# 500 characters

Mete: An e-mail notific aticn will be sent to Tom Testing summarizing the above informaticn.

In order to deactivate delegate function, click “Remove access.”

© [B PPR #123456 I institutionsl dashboard = Project progress reports = Project progress reports: 2016 = Projsct: #123455 = Proposal sharing

é [B Project progress report Retum to search page

* [} Project overview Project progress report delegation

[ Achievements

[ Challenges This feature enables you to give access to someone to enter data in your project progress report. The project
[ Reention of researchers leader ti to have p "'i_Iily for ensuring the data is accurate and complete. You may only delegate
[ Highty qualfied personnel data entry to one person at a time. This person must have a CAMS account.

* [ Technical personnel Mote: The delegate will not have the ability to set the report as “Complete”. This action must be carmmed out by the

: % Training project leader or an authorized member of the institutional research office.
- Infrastructure quality

[ Useful life of infrastructure
- [ Utiization of infrastruc ture )
[ Funding Delegated to Action
[ Operation and maintenance of Tom, Testing Remove access
the infrastructure
[ Research advancement
- B Research outputs
[ Research collaboration
© [ Research agreements
- D Technolegy transfer
- D Spin-off companies
* [ Benefits for Canadians
- D Mew job ¢reation
[ Centact information
Comments
© [# PPR delegation
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13 INFRASTRUCTURE OPERATING FUND MODULE

As an institutional administrator involved in post-award activities, your institution may have given you access to the
Infrastructure Operating Fund module. The Infrastructure Operating Fund (IOF) module allows you to view the details
of your institution’s I0OF allocation and adjustments (if any), as well as IOF payment information. It also allows you to
create, update, delete and submit IOF annual reports, as well as view the status and CFl comments (if any) related to
an IOF annual report.

This section provides additional information on the IOF module within CAMS. You should consult the Policy and
program guide for complete information on requirements and guidelines related to the IOF.

IO nstitutional dashboard = IOF module

Infrastructure operating fund

IOF allocation summary

Overall allocation $13 764,871

Available allocation $12 551,782

Less CFl payments

Unused available allocation

IOF annual report(s)

i Create an IOF annual report |’

Reporting
period end
date
2013-03-31
2012-03-31
2011-03-31
2010-03-31
2009-03-31
2008-03-31
2007-03-31
2006-03-31
2005-03-31

Webform

($7,273.434)

$5,278,348

\ View |IOF award agreement

/ Click to view IOF allocation details in Excel format

Obtain description of allocation

View IOF adjustment details

Click to view details of CFl IOF payments

Click to create a new report

Status

Display Validation

NIA
NiA
NIA
NIA
NIA
NIA
MNiA
NIA
NIA

NIA
NIA
NIA
NIA
NIA
NIA
NIA
NIA
NIA

Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved

Submit
to the
CFI

NIA
NIA
NIA
NIA
NIA
NIA
NIA
NIA
NIA

Su bc';-:lits : ion ap[(::rli)lval . omcrr'illanta Display/print Delete
date
2013-06-20  2013-09-23 View
2012-06-29  2012-07-09 View
2011-06-30  2011-07-26 View View
2010-06-21  2010-08-24 View
2009-06-18  2009-07-08 View
2008-06-16 = 2008-07-11 View
2007-06-15  2007-07-30 View
2007-06-11  2006-10-05 View
2005-03-31  2005-03-31 Wiew View
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O ingtitutional dashboard > I0F module

Infrastructure operating fund

IOF allocation summary

Overall allocation 513764 871
View Obtain description of allocation

Available allocation 512551732
View |OF adjustment details

Less CFl payments / (37,273434) \View
View IOF award agreement

Unused available allocation 55278 348

10OF annual report(

An IOF annual gfport is in progress therefore you cannot create another report at this time.

Reportin Webform . . CFI

perE;;ctl :ng Display | Validation Status S:'ht;";:'go Su b[rlnﬂ:ts : fon apg;?:al com?:l::anls Display/print Delete
2015-03-31 | View In progress View %
2013-03-31 A NiA Approved NIA 2013-06-20 | 2013-09-23 View 1 I
2012-03-31 A NiA Approved WA 2012-06-29 | 2012-07-09 View
2011-03-31 A NiA Approved NIA 2011-06-30 | 2011-07-26 View View
2010-03-31 1A NiA Approved N/A 2010-06-21 | 2010-08-24 View
2009-03-31 A N/A Approved WA 2009-06-18 | 2009-07-08 View
2008-03-31 A NiA Approved N/A 2008-06-16 | 2008-07-11 View
2007-03-31 A NiA Approved NIA 2007-06-15 | 2007-07-30 View
2006-03-31 A NiA Approved WA 2007-06-11 | 2006-10-05 View
2005-03-31 A NiA Approved WA 2005-03-31 | 2005-03-31 View View




13.1 IOF annual report form

I3 _institutional = sre Operating Fund (I0OF) > 10F module > 10F annual report 2015-03-
Return t I0F module Click “Display/print” to access the PDF
Infrastructure Operating Fund annual report version of the IOF annual report

In the upper table, enter the actual expenditures incurred during the period covered by this report. In the lower table, enter the expenditures ydl expect to incur
in the period following the "peried ending” of this report. IOF payments for the current year will be based on forecasted expenditures presented in this report and
the cumulative CFl excess payment or shortfall. Please refer to the CFI Policy and program guide for more information on how the 1OF paymet schedule will be
established. Please note that the institution should only report the operating and maintenance expenditures for which it is requesting fundingq ;m the CFI

IOF annual report Period ending  2015-03-31

Actual expenditures and CFl pay

Description CMumuIative as of Al:tua_l expenditures for the period Cumulative as of % of tot_al
arch 31, 2014 April 1, 2014 to March 31, 2015 March 31, 2015 cumulative
Personnel, technical and other operational 5161293 5,161,293 83.92%
Supplies (maximum 10%) 401 855 401,655 6.53%
Maintenance and repairs 349 681 349 681 569%
Services 233475 233475 3.80%
Other (specify) 4073 4,073 0.07%
100 characters
[Lotal 6,150,177 S0 56,150,177 100%
Less CFl payments to date (1.273,434) (0) (7.273434)
Shortfall/{excess payment) ($1,123,257) S0 ($1,123,257)
Forecasted expenditures
Description C':‘Amulative as of Farecas_ted expenditures for the period Cumulative as of % of lnt_al
larch 31, 2015 April 1, 2015 to March 31, 2016 March 31, 2016 cumulative
Personnel, technical and other operational 5161293 £.161.293 §3.92%
Supplies (maximum 10%) 401,655 401,655  6.53%
Maintenance and repairs 349 681 349,681 569%
Services 233475 233,475 3.80%
Other (specify)
4073 4,073 0.07%
100 characters
Total $6,150,177 50 $6,150,177 100%
Certification
We certify that:

» The information provided in the I10F annual report is accurate.

Expenditures included have net been claimed fer reimbursement from another source.

Actual expenditures reperted have all been incurred in the peried April 1, 2014 to March 31, 2015. Outstanding commitments included in actual

expenditures consists only of expenditures that were incurred in this period, but for which the invoice was paid subsequently.

+ Actual and forecasted expenditures reported are eligible costs as per the CF| Policy and program guide

+ Actual and forecasted expenditures reported are related to infrastructure projects which are admissible under the 1OF, as per the CFI Policy and program
guide.

- Actual and forecast expenditures reported were and will be subject to the institution's usual tendering and purchasing pelicies and procedures.

All confirmations have been obtained from project leaders to attest that the infrastructure for which ICF is being requested is still used for research

purposes.

The forecasts presented are realistic and take into consideration the most recent information at the time the IOF annual report was submitted

Infrastructure for which IOF is requested is expected to be used for research purposes in the upcoming year

The administration of the funding receivedirequested has/will be in accordance with the Institutional Agreement, the CFI Policy and program guide and the

IOF award agreement regarding the use of Infrastructure Operating Funds

[] | have read, understood and agree with the above. Save Changes before Submlttlng the repOI't —;

Display/Print




14 OVERVIEW INFORMATION

As an institutional administrator involved in managing CFl-funded projects, your institution may have given you
access to the institutional overview, report repository and/or the project overview.

14.1 Institutional overview

The institutional overview will allow you to view important institutional information on one screen, such as:

e  Summary information related to proposals and awards;

e  Summary information related to the IOF (IOF allocation, payments, award agreement, annual report);
Summary information related to financial reports, amendment requests and Project progress reports to help
the institution identify action items (e.g. in progress, reports due, reports returned to the institution for
corrections, payments on hold, projects past end dates); and,

e Your institution’s strategic research plan.

14.2 Report repository

The report repository provides access to information in Excel format that is specific to your institution and that can be
used to facilitate data analysis, project monitoring and other institutional activities.

14.3 Project overview

The project overview will allow you to view important summary information related to one project in one screen, such
as:

e Approved budget and amendment requests;

e Award finalization form;

e Award agreement and special conditions (if any);

e Summary payment and expenditure information; and,

e  Summary reporting information (e.g. latest financial report, Project progress reports).
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15 MANAGING INSTITUTIONAL AGREEMENTS AND ACCESS PRIVILEGES

The institutional agreement and access privileges module is only accessible if you are the President, the liaison or the
account administrator, as indicated in the institutional agreement submitted to the CFI by your institution. It allows you
to view the institutional agreements submitted to the CFI by your institution, and the list of individuals that have
designated institutional agreement roles. It also allows you to manage the CAMS access privileges for institutional

administrators and project leaders.

A video highlighting the various functions available in this module is also available on the CFI website.

O
~u
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15.1 Institutional agreement

The “institutional agreement” tab allows you to view the institutional agreements submitted to the CFI by your
institution, and the list of individuals that have designated institutional agreement roles.

I _instiutionsi dashboard > Insttufionsl agresment and accass privileges
Institutional agreement and access privileges
The “institutional agreement” tab allows you to view the institutional agreements submitted to the CF1 by your institution, and the list of individuals that have designated insfitutional agreement roles.
The institution can also manage the CAMS access privileges for institutional administrators and project leaders by clicking on the appropriate tab below.

Only the president, the account administrators and/or the liaison can manage or modify privileges assigned to the other institutional administrators and project leaders.

Institutional agreement Priviieges Award agreements signed by Project leader access

Signed institutional agreements

The follewing institutional agreemeni(s) were received and processed by the CFI. The institution must inform the CFI as soon as possible of any changes to the president, designated authorized signateries, account administrator and/or liaison by

submitting a revised institutional agreement

=" ———— T ——————— " ————T————T——
Upon receiving a signed institutional agreement, the CFI will update or create respective accounts in CAMY Prvileges will be assigned according to the responsibilities and privileges indicated in the institulbnal agreement. At minimum, read-only

access o all medules will be granted automatically to the account administrator, liaison, and autnorized sigliatonies.

View electronic copies of institutional
agreements submitted to the CFI

7 entry(ies) found displaying 5 entry(ies) -
Received date Published date \ Display/Print
2018-05-07 Ml : A
7 entry(ies) found displaying 5 er (\es\/iew minimum privileges CI|Ck tO add or ity :::Shuw e
associated to each role remove additional ‘ °
roles privileges

The following individuals have been assigned the rt below as per the latest institutional agreement submitted to the CFI. Click on “Manage” i0Rgew or modify the privileges assigned to each individual

As per the institutional agreement, note that eacgffole has minimum privileges that cannot be revoked in CAMS. To view the minimum privileges for ggh role, click on the “View minimum privileges for each role” link

View minimum privileges for each role :,

Role Name Username Account status. Privileges
President Tester, One abc@test.ca Pending activation Manage
) Tester, Twe def@est ca Active Manage

Liaison -
Tester, Three tester@lest.ca » Manage
Authorized signatory Tester, Four camstest@test ca Active Manage
Account administrator Tester, Three tester@lest.ca Active Manage

© show all @ Show pages

Upon receiving a signed institutional agreement from the institution, the CFI will update or create respective accounts

in CAMS for the individuals who have designated institutional agreement roles (i.e. President, authorized signatory,

liaison and account administrator). Privileges will be assigned according to the responsibilities and privileges

indicated in the institutional agreement. Note that these individuals have minimum privileges that are automatically

assigned to them in the institutional agreement and that cannot be revoked.

Appendix A — Minimum privileges describes the minimum privileges automatically assigned by the CFl and the ones

that can be modified for each institutional agreement role. If needed, you can modify certain privileges for these

individuals by clicking the “Manage” link.

Note: The institution must inform the CFI as soon as possible of any changes to the
President, designated authorized signatories, account administrator and/or liaison by
submitting a revised institutional agreement to the CFI senior programs officer responsible
for your institution.
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15.2 Manage privileges

The “Privileges” tab allows you to assign and revoke access privileges for institutional administrators, whether they
have an institutional agreement role or not. The liaison and account administrator are responsible for setting
appropriate access privileges for institutional administrators with no institutional agreement role in accordance with
institutional control framework and practices.

O _institutional dashboard = Institutiona agreemeant and access privileges
Institutional agreement and access privileges

The “institutional agreement” tab allows you to view the institutional agreements submitted to the CFI by your institution, and the list of individuals
that have designated institutional agreement roles.

The institution can also manage the CAMS access privileges for institutional administrators and project leaders by clicking on the appropriate tab
below.

Onlly the president, the account administrators and/or the liaison can manage or modify privileges assigned to the other institutional administrators
and project leaders.

Institutional agreement Privileges Award agreements signed by Project leader access

Search for institutional administrators

Please enter one or more search criteria to search for a specific individual at your insfitution. You will then be able to manage the access
privileges for this individual by clicking on the “Manage” link in the search results fable.

If an individual is not found in CAMS, click on the “Create a new CAMS account” link below to create a new CAMS account for this individual.
Notes:
» The “Amendment — data capiure and submit™ privilege can only be assigned to individuals with an insfitutional agreement role.
» The “Award finalization — data capture and submit” privilege can only be assigned to individuals with an institulional agreement role.
» The “Proposal — data capture and submit™ privilege can be assigned to all individuals with an institutional agreement role and ONE
additional individual (if necessary).

Certain privileges can only be assigned by individuals that have a specific institufional agreement role. To view the privileges that each
institutional agreement role can assign, click on the “View privileges that can be assigned by each role” link.

If an individual is no longer worling at your insfifution, please do not forget to remove his/her privileges in CAMS.

View privileges that can be assigned by each role

X First name
Click to access the

q Family name
account creation page

Username (email)  abc@test.ca

Search | Clear lick list of all
Create a new CAMS account Click to export a list of a

&) Export list of all institutional administrators with privileges — institutional administrators
with privileges

1 entry(ies) found

Name. Usemame Account status Privileges History

Test, Account abc@test.ca Active Manage View
1 entry(ies) found

Note: Some privileges can only be assigned to a limited number of individuals:

e For amendments, data capture and submit can only be assigned to individuals
with an institutional agreement role.

e For proposals, data capture and submit can only be assigned to individuals with
an institutional agreement role and ONE additional individual (if necessary).

All other privileges can be assigned to an unlimited number of individuals.
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From this screen you can create a new CAMS account for institutional administrators who do not yet have one.

As well, some privileges can only be assigned by either the liaison or the account administrator. These limitations are
described in Appendix B — Privileges that can be assigned by each institutional agreement role.

Since the institution is responsible for privilege delegation and its impact on data access and integrity, CAMS
accesses and privileges for all institutional administrators should be reviewed on a regular basis to ensure that they
remain appropriate. You can obtain a list of all institutional administrators and their privileges in CAMS.

You can search for an individual by first name, family name or username (email). If no results are found, you will need
to create a CAMS account for the individual.

Note that this module must not be used to create new accounts for project leaders. Project leaders can create new
CAMS accounts online. Their access levels related to post-award modules can be set in CAMS by the CFl liaison or
the CFI account administrator (refer to section 15.4).

15.2.1 Search results
You will be presented with a table of results listing the individuals that match your search criteria.

Click to add or remove privileges from this user

Name.. Username Account status Privileges History
Davis, Tom tom@myinstitution.ca Active Manage View ‘

| Click to view this a detailed history of privileges for this user J
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15.2.2 Setting individual privileges

You can assign different access privileges for every CAMS module and will generally be able to choose from the
following access privileges:

e Read only
e Data capture (no submission capabilities)*
e Data capture and submit *

* Available only for modules that involve the completion and submission of forms and reports.

Institutional agreement Privileges Project leader access

Go to “Search for institutional administrators” Click to revoke a privilege from this account

Manage privileges for the selected individual

First name: Tom

Family name: Davis

CAMS username: tom@myinstitution.ca
CAMS account status: Active

Institutional agreement role: Account administrator

Select privilege to assign:

Amendment — Data capture 4 by
Amendment — Data capture and submit

Award Finalization — Read-only ilege Revoke
Financial report — Read-only

Infrastructurs operating fund — Read-only b 4
Project progress report — Data capture

Project progress report — Datg capture and submit
Proposal — Data capture

Proposal — Data capturs and submit

Infrastructure operating fund — Data capture and submit
Institutional overview — Read-only

Institutional privilege management

Payment — Read-only Click to assign the selected privilege

Project cverview — Read-only

Project progress report — Read-only

X X X X X X X X | X

Proposal — Read-cnly

Note: If an individual is no longer working at your institution, please do not forget to revoke
his/her privileges in CAMS. If the responsibilities of an institutional administrator changes,
you may need to modify his/her access privileges.




15.2.3 History
You can view the history of the changes made to an individual’s privileges (e.g. dates of changes and author of the

change).

Privilege history

Below you will find a history of operations performed on the selected individual's privileges

First name:
Family name:
CAMS username:

Date
2016-04-22 17:02
2016-04-22 17:02
2016-04-22 17:02
2016-04-22 16:59
2016-04-22 16:57
2016-04-22 16:46
2016-04-22 16:32
2016-04-22 16:32
2016-04-22 16:32
2016-04-22 16:32

Tom
Davis
tom@myinstitution.ca

Author Action Privilege
paul@myinstitution.ca = Revoke  Project progress report — Data capture and subrmit
paul@myinstitution.ca = Reveke | Proposal — Data capture
paul@myinstitution.ca  Revoke Proposal — Data capture and submit
paul@myinstitution.ca = Assign | Proposal — Data capture and submit
paul@myinstitution.ca = Assign  Proposal — Data capture

paul@myinstitution.ca ~ Assign | Project progress repert — Data capture and submit

CFl Assign | Amendment — Read-only

CFl Assign | Institutional overview — Read-only
CFl Assign | Proposal - Read-only

CFl Assign | Award finalization — Submit
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15.3 Award agreements signed by

The individuals mentioned in this tab will receive award agreements electronically for signature. If more than one

authorized signatory or account administrator have been identified in the institutional agreement, you need to identify

the one to receive the award agreements for signature by clicking the edit link.

Institutional agreement and access privileges
The “institutional agreement” tab allows you to view the institutional agreements submitted to the CFl by your institution, and the list of individuals that have designated institutional agreement roles.
The institution can also manage the CAMS access privileges for institutional administrators and project leaders by clicking on the appropriate tab below.

Only the president, the account administrators andfor the liaizon can manage or modify privileges assigned to the other institutional administrators and project leaders.

Institutional agreement Privileges Award agreements signed by Project leader access

gl
=3

Award agreements signed by

The individuals below will receive award agreement electronically for signature. Click “Edit” to modify

Default signatory Account administrator

= Award agreements signed by Peter MacKinnon Gabriela Manoiu

Award agreement cover letter

The award agreement cover letter will be addressed to the default signatory identified in the above section. Click “Edit” to change the address.

The CFl uses a digital signature process to approve award agreements. We will upload these into CAMS once all parties have digitally signed

Peter MacKinnon

Interim President and Vice-Chancellor
6299 South Street, Suite 200

Halifax, Nova Scotia

B3H 4R2
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15.4 Access levels for project leaders

Project leaders must create their own CAMS accounts online. When creating an account, the project leader will
automatically be given access to the Curriculum vitae, the application and the decision modules in CAMS.

The liaison and account administrator can grant project leaders access to perform any or all of the following actions in
relation to the project(s) for which they are the designated project leader:

¢ View award finalization information (e.g. status, award agreement, budget at award finalization, CFI
conditions) and complete award finalization forms for internal submission to the institution

¢ View amendment information (e.g. status, amendment in progress or submitted, CFl comments) and
complete amendment requests for internal submission to the institution;

e View financial report information (e.g. status, financial reports in progress or submitted, CFl comments);

e View payment information and associated CFl comments; and,

e Delegate PPR data entry to one other individual.

Note: The access level option (“Yes” or “No”) selected for each of the modules will apply to
all project leaders at the institution, as this cannot be customized at the individual project
leader level.

Institutional agreement Privileges Project leader access

Manage project leaders’ accesses

Please indicate whether project leaders at your institution should be given access to the following modules for
their projects

Mote: These permission levels will be applied to all project leaders at your institution.
= = —

Click to allow or deny project leader access to each module

Module Access level Access to project leaders
Award finalization No access O Yes ® No
Amendments Data capture ® ves O No
Payments Read-only ® Yes O No
Financial reports Mo access O Yes @ No

Enabling this option will allow project leaders from your institution to delegate PPR data entry to one other
individual who has a CAMS account. Once you have enabled delegation for your institution, this will be the
default setting for future years unless you turn this feature off.

Note: If delegation is turned on and then subsequently disabled, any delegation relationships created while

delegation was enabled will remain active until the reporting year is closed. Any pre-existing delegation will
remain active even if you select “No”™.

Module Allow project leaders to delegate PPR data entry

Project progress report delegation @ Yes O No
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16 APPENDIX A — MINIMUM PRIVILEGES

Institutional agreement role

President

Authorized signatory

Liaison

Account administrator

Minimum access privileges (cannot be revoked)

Amendment — Data capture and submit

Award finalization — Data capture and Submit

Financial report — Data capture and submit

Infrastructure Operating Fund — Data capture and submit
Institutional overview — Read-only

Institutional privilege management

Payment — Read-only

Project overview — Read-only

Project progress report — Data capture and submit
Proposal — Data capture and submit

Amendment — Read-only

Award finalization — Data capture and Submit
Financial report — Read-only

Infrastructure Operating Fund — Read-only
Institutional overview — Read-only

Payment — Read-only

Project overview — Read-only

Project progress report — Data capture and submit
Proposal — Data capture and submit

Amendment — Data capture and submit

Award finalization — Data capture and Submit
Financial report — Read-only

Infrastructure Operating Fund — Read-only
Institutional overview — Read-only

Institutional privilege management

Payment — Read-only

Project overview — Read-only

Project progress report — Data capture and submit
Proposal — Data capture and submit

Amendment — Read-only

Award finalization — Data capture and Submit

Financial report — Data capture and submit

Infrastructure Operating Fund — Data capture and submit
Institutional overview — Read-only

Institutional privilege management

Payment — Read-only

Project overview — Read-only

Project progress report — Read-only

Proposal — Read-only

Additional privileges that can be modified*
N/A

Amendment — Data capture

Amendment — Data capture and submit

Financial report — Data capture

Financial report — Data capture and submit

Infrastructure Operating Fund — Data capture
Infrastructure Operating Fund — Data capture and submit

Financial report — Data capture

Financial report — Data capture and submit

Infrastructure Operating Fund — Data capture
Infrastructure Operating Fund — Data capture and submit

Amendment — Data capture

Amendment — Data capture and submit

Project progress report — Data capture

Project progress report — Data capture and submit
Proposal — Data capture

Proposal — Data capture and submit

*Additional privileges can be selected by the institution in the institutional agreement. Alternatively, these can be managed in CAMS as needed.
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17 APPENDIX B — PRIVILEGES THAT CAN BE ASSIGNED BY EACH INSTITUTIONAL AGREEMENT ROLE

Institutional agreement role

Privileges that can be assigned to institutional administrators by

the institutional agreement role

Privileges that cannot be assigned

President
Authorised signatory

Liaison

Account administrator

The President can assign all privileges available to institutions in CAMS

The authorised signatory cannot assign any privilege

Amendment — Data capture

Amendment — Data capture and submit3
Amendment — Read-only

Award finalization — Read-only

Financial report — Read-only

Infrastructure Operating Fund — Read-only
Institutional overview — Read-only
Payment — Read-only

Project overview — Read-only

Project progress report — Data capture
Project progress report — Data capture and submit
Project progress report — Read-only
Proposal — Data capture

Proposal — Data capture and submit4
Proposal — Read-only

Amendment — Read-only

Award finalization — Read-only

Infrastructure Operating Fund — Data capture
Infrastructure Operating Fund — Data capture and submit
Infrastructure Operating Fund — Read-only
Institutional overview — Read-only

Financial report — Data capture

Financial report — Data capture and submit
Financial report — Read-only

Payment — Read-only

Project overview — Read-only

Project progress report — Read-only
Proposal — Read-only

N/A
N/A

Financial report — Data capture

Financial report — Data capture and submit

Infrastructure Operating Fund — Data capture
Infrastructure Operating Fund — Data capture and submit

Amendment — Data capture

Amendment — Data capture and submit

Project progress report — Data capture

Project progress report — Data capture and submit
Proposal — Data capture

Proposal — Data capture and submit

3 The “Amendment — Data capture and submit” privilege can only be assigned to individuals with an institutional agreement role.
4 The “Proposal — Data capture and submit” privilege can only be assigned to individuals with an institutional agreement role and ONE additional
individual (if necessary).
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For any questions about CAMS, feel
free to contact us at:

help.aide@innovation.ca

We will be happy to answer
you promptly.



mailto:help.aide@innovation.ca
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