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1 Definitions

institution: CFl-eligible institution or an authorized representative acting on behalf of the institution.

institutional administrators: 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: 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: Encompasses 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: Individuals mandated by the institution to lead CFI-funded projects.

reviewer: Individuals who participate in the review process of proposals submitted to the CFI.

2 Reference material

This guide is intended for researchers. Other guides are available, depending on your role and the type
of activity you perform in CAMS.

Researchers: 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 Whatis 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
CFlIfunding. 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.
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4 Accessto 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 CFl will create or update your account in CAMS. This will be done by the CFl
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 CFl'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:

* Navigate to Innovation.ca
* Click the "CAMS" icon in the menu bar at the top right
* The CAMS sign-in page will appear.

INNOVATION

Canada Foundation  Fondation canadienne
for Innovation pour Pinnovation

Help | Frangais

# Gefting started with CAMS

Welcome to the CFl Award Management System
(CAMS)

Username (email)
Password

Remember me on this computer
(S|

Eorgot password?
Create a new account

Important notices @ Canada Foundstion for Innovation, 2011

On this page:
* Registered users can sign in
* Registered users who have forgotten their password can reset their password
* Researchers and institutional administrators can create a CAMS account.

Getting started with the CFI Awards Management System
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4.2 Two-step verification

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 amail or mobile device number, you
can provide them in the security settings tab on your user profile after your log in.

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

Country code Area code Number

Send security code

To enhance CAMS security, in addition to signing in using a username and password, you will 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.

Welcome to the CFl Award Management System (CAMS)

A security code has baen sent to either your usemame (email). altamative email or
mobile devica numbar.

It may take several minutes to receive the socurity code. If the security code was
5@nt to your altemative emal, you may nead to chack your spam folder.

Please anter tha security codé recaived 1o complela the sign in procass;

Ade You using @ rusled compulerdevice?
s Mo

Signin | | Resand security coda

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.

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
receive to either your username (email), to an alternative email, or to your mobile device number.

() Use username (email) only @ Use username (email) or other options

Enter an alternative 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 alternative email or mobile device
number.

Email (altemnative)

Mobile device number

Couniry code Area code Number

New users or users with a newly assigned institutional 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.

INNOGVATION

Getting started with the CFI Awards Management System
An overview document for institutional administrators



4.3 Resetting your password

Reset your password

Username (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@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
to view privacy notices from the CFI.

B Home »My profile and preferences

Update contact information

General information

My profile and preferences

Security settings | View privacy notices

Salutation Please slact
* Family name  Account

*Firstname  pemo

2 | Help | Eron

Click here to access your profile
and preferences.

50 characters

90 charecters

INNOGVATION
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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.

[ Researcher dashboard ‘ \
Getting started with CAMS

[=] Reviewer dashboard Canada Fol ¥ WY i icati
for Innovation pour Pinnovation Subscribe to our communications

2 [B9 Institutional dashboard
O institutional dashboard
) [B% Overview information 3 )
' . Institutional dashboard
nstitutional overview
Project overview

() Overview information
Research security

Report repository
JELF allocation () Proposal management
Proposal management

© [g Decisions
View deislon(s) () Decisions
The left menu allows
easy navigation (" Fward finalization Expand modules by
between modules clicking the arrows.
FInanciar report

) Amendments
Project progress reports

(PPR)

& [B¥ Infrastructure operating fund

) P; t information

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.
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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

@ Export search results to Excel

175 entry(ies) found displaying 20 entry(ies)

Project

number  Project leader

Project title

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

SSBEE

Click column header to

sort table. Click again to
reverse sort order.

Toggle

tables and search results.

page display for

|—> () Show all @ Show pages

For award finalizations priorto 2 3 4 » w u
May 2014, the date displayed
corresponds to the date the
Date temized list & summary of Budget at
CFlboard =" sacured contributions was aw?ard Forms/
Fund dedc:t.leon by th Submitted to the CF. inalization attachments

Innovation I'\\’ 1
Fund over  1999-06-22 1988-12-13 J20OEL 242 teaei G

$350,000

Access additional
information by hovering

i

on “i"icons.

@ [ Researcher dashboard
(+] Reviewer dashboard

@ [B Institutional dashboard

@ [E Overview information

[ Institutional overview
Report repository
| Project overvisw

]
© [ Infrastructure projects
[ Proposal management
& [B¥ Decisions
[ View decision(s)

»_Payment information > Project #11111

Return to search page |
Project payment details
Project number 11111

Project leader Leader, Project

Click on the

breadcrumbs to navigate
and return to modules.

Granted amount  $192.000

College-Industry Innovation Fund — Funding for
Fund
research infrastructure

Date of award agreement 2014-01-01

Approved project end date  2016-08-31

INNOGVATION

MNotice of
intent

Validation

Total project cost’ is a required field.
‘Amount requested from the CFI' is a required field.
‘Primary discipline' is a required field.

'Primary sub-discipline’ is a required field.

‘Primary area of application’ is airegunea Tield

Title/position’ is a required field.

Click onerror linkin a
validation window to navigate
to the relevant section.

[ Print | [ Close |
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6 The application process

The process to submit a notice of intent or proposal to the CFl typically involves three steps:

1. The project leader creates a new notice of intent or proposal and completes the forms online.
Once the project leader has marked the form as complete, they 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.

2. Theinstitution may edit the form and/or return it to the project leader for revision. When the notice
of intent or proposal is deemed final, the institution indicates that the form has been verified. The
system will then generate the final PDF version of the notice of intent or the proposal.

3. Aninstitutional administrator with submission privileges then submits the notice of intent or

proposal to the CFl.

Project leader

Project leader
creates a L 5
new proposal or
notice of intent

Complete
proposal or
notice of intent

________________

' Share with
1 others

9
1

Return to
project leader
for corrections
if needed

Application process

instructions for each fund available through the “Funding opportunities” page

Pj Note: For more information on the application process, refer to the specific

of the CFl website.

INNGVATION
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6.1

Managing proposals

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

3 _institutional gashboard > Proposal management

Proposal management

Status list | EERCAIElS Efoigetaciinng

Notice of intent

In progress(1)
Completed by researcher(0)
Verified by institution(0)

Collaboration requests

Click links to see the list of

Submitted to the CFI(0) ¥

Previously submitted - available to institution for corrections(0)

notices of intent or proposals in
each status.

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

In progress(1) <
Completed by researcher(0)
Verified by institution(0)
Submitted to the CFI(0)

Previously submitted - available to institution for corrections(0)

notices of intent or proposals in
that status.

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)

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

INNOGVATION
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6.1.1 Searching

CAMS provides a search functionality to help institutional administrators locate specific notices of intent
or proposals. You can use this search functionality by providing a project number or other search criteria.

IO _instnutional gashboarg > Froposal management

Proposal management

You can search:

- by project number; or,

Search

Project number

Status list search Project archiving Collaboration requests

Use the search tool below to find notices of intent or proposals in which Test institution 1 EN UPDATE 1 s the applicant institution.

« by any combination of the search criteria Indicated. Results will be projects matching all criteria.
Note: Keyword searches are enabled in the project titie and project leader name search flelds (8.g. a search for "smith” will match "Smith”, "Nalemith®, "Smithers", atc.).

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. submita
propasal to the CFI), click on the link to the notice of Intent or propesal, as appropriate, within the Component calumn.

or

Status
Fund
Notice of intent or proposal?

Projct lile

a

Click to perform your search |

Fleacs select.

Fleacs select.

Please select... v

Click to display a list of all of

based on all selected criteria

—[Ezei@ylEateliseEn ] > your institution’s projects.

and display the results.

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

Proposal management

O _institutional dashboard > Proposal management

Retum to search page <

2 entry(ies) found

Project i 3
number.. Project title
29307 ™M1 Test project -

Kemptville

29150 Test project ML2

2 entry(ies) found

Notice of intent - Submitted to the CFI

Project
leader

Lagacé,
Mark1

Testor, ES

Click here to return to the
search page or status list.

 Show all & Show pages

Comments from & 3 Submission
Fund the CEl Display/print ke
CIIF - )
eni N/A S 2011-07-22
CIIF - ;
e N/A B 2011-07-08

t

Click "Display/print” to view the il @ Show pages
notice of intent or proposal.

INNOGVATION
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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 ¥

. R P Show pages
Run the validation to make g

llontylies)inmd sure all required data has
been entered into the form.

Project s 4 Project a2
el Project title losdor Fund S— Completed?
Project
34028 Infrastructure for Account, cif  Finance A (Run | Yes
research Demo L L
Suggested 1
reviewers

Indicate on behalf of
the project leader that
the form is complete.

1 entry(ies) found

6.1.4 Navigating within the form

Click "Home" to return to your dashboard.

|

Hide:menu | Home L sation.ca) | My paofi and preferences | Helo | Erancais | Sonout

B 2023 MISI (max. 409%) ma2671

il Mobioa of ment Return to search page
[ Project module ae s "
Preject Infarmalian Project information
Piain language summary Prior to submitting the proposal, please ensure that you complete all sections and fields,

Management team

Assessment critena and Display/Print || Save
bucigel justéication

Prscaomens €] Use the left-hand menu to
5 Cotooorating sttuons navigate across proposa| Sections. fmpsition - Renewal of funding for faciies funded in the 2017

rcent from the GFI)

‘Project tite  Test 120 charscters

5l Finance moduéa

& Suggestod ravewers

‘Language of proposal  English ~

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 notice of intent
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 funding program, additional validation rules might apply
at this stage. Run the validation to check if all required data has been entered in the form.

Getting started with the CFI Awards Management System
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For notices of intent 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 CFl
prior to having the merged PDF available.

O _Institutional dashboard > Proposal management
Proposal management

Return to search page

Proposal - Completed by researcher

Fund = Show all Funds v

Click to return the notice of intent or
proposal to the project leader, who

i i . hov
will regain access to edit the form. ["*"P#9%

1 entry(ies) found
Project  p o ecttile  Fr28C!  Fund  Module  Display/Print Validation ReW™M0  yerified?
number.. leader reseafcher?
Project \
g | presneure foom 0t Feae | [R] | [Rewm] | [Conm
Suggested
reviewers T
1 entry(ies) found t . L.
L Click to indicate that the forms
Click a module name to access have been verified and are ready
the forms for editing. to be submitted.

6.1.6 Reopening or submitting to the CFI

Verified notices of intent 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

Click to reopen the notice of intent or
proposal. The institution will regain access

Submit to the CFI to edit the form.

O Show all ® Show pages

Notice of intent - Verified by institution

1 entry(ies) found

Project number. Project title Project leader Fund Display/Print  Edits required?
O 29439 MNIF test project  Lagaceé. Mark1 MIF2012 oy
1 ntry(ie:\ found
Click here to select the projects © Show all @ Show pages
you wish to submit to the CFI.
Submit to the CFI

In some cases, the CFl may return a notice of intent or proposal to your institution so that corrections
can be made. These can be found in the status list (see section 6.1).

INNQVATION Getting started with the CFI Awards Management System 1 5
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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 > 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 Please select.... 4

Project title

Project leader’s first name

Search for a project either by
project number or other criteria.

Project leader's last name

Archived Please select... |V

Archive type Please select... b
y

\ Search ‘ Clear H Show all projects

[ Archive ” Un-archive ]

Select: AllNone | Use these buttons to archive or (© show all @ Show pages
§ e s un-archive the selected projects.
nf.’lrr::ltfecrt T;:{jeec: Fund Archived Archive type Module Display/print
Project
: Leading Edge Institutional | Finance e
[ 22222 Smith, John | o0 5 Yes i Finance Jio8

T— Select one or more projects Suggested

reviewers
from the search results.

1 entry(ies) found
e Access a read.-only version | R Shim A e pagns
I of the archived form.

[ Archive ” Un-archive

Note: Once a competition is closed by the CFl, all notices of intent and proposals that
were never submitted will be automatically and permanently archived.
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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.

I3 _institutional dashboard > Proposal management
Proposal management
Status list Search Project archiving Collaboration requests

‘ Save ‘

Your institution has been identified as a collaborating institution for the proposals that a Drop down W||| ||St a" statuses

"Yes' will confirm your participation in the proposal and, if applicable, will confirm the al

to the proposal. the institution can filter.

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

t

_ Drop down list will display all
:l:‘:r";‘:r Projecttitls  funding programs the institution :I';:)‘: Stage  Status  Display/Print pa:‘i‘;i‘::t‘ion

has collaborated on.
32240 | ClIF-2 TTSTUTOTT ooV auoTT T unMa =GO $0 Proposal

Filter table by fund Al v Acceptance statuses Al v

7 entry(ies) found ;

=
@
=

trente un EN - Test IE Progress -
Test College-Industry
TESTPROD | Cook, Darlene .. . z :
38273 RELEASE 11 | Three institution 3 Innovation Fund — CCI- $0 Proposal Progress View
EN - Test IE
TEsting of Test
38759 | new ggﬁl;nagmm' institution 3 ﬁ?}’gi%%iﬂd;j;g $0  Proposal Bro nress No
competition EN - Test 9

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 font and use single
line spacing (six lines per 2.5 cm (1 inch)) with no condensed type or spacing.

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

* 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.

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

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

* 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 CFl returning a proposal for revision.
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6.3 Notice of intent structure

Notices of intent will be used to assist the CFlin 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 CFl 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 CFl will oversee the change to be made in CAMS.

6.3.1 Projectinformation

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

You may need to submit other documents as well, depending on the answer given to the research
security questions (see sections 6.3.3 and 6.3.4).

6.3.2 Collaborating institutions

Identify the institutions eligible for CFl 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.

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 CFIl. Researchers listed as principal users automatically gain read access to the notice
of intent and proposal.

If the project aims to advance a sensitive technology research area (according to the answer given

in the project information section), all team members must complete a CFl attestation form for
Sensitive Technology Research and Affiliations of Concern (STRAC) in CAMS before they can accept to
participate in the project (see section 6.3.4).
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6.3.4 Research security
Project leaders can access the research security module for the project through their researcher dashboard.

Institutional administrators can access the research security module through the menu on the left.

[ Researcher dashboard

[ Reviewer dashboard

© [B# Institutional dashboard

© [E# Overview information
Institutional overview

Project overview

I N N OVAT l ON Getting started with CAMS

Canada

for Innovation

IO _institutional dashboard >_Overview information > Research security

Research security

oL s

pour 'innovation

Subscribe to our communications

Research security |
Report repository
JELF allocation

Click here to access the
research security module.

badtadabalaw to search for a project

Proposal management
© [ Decisions
View decision(s)
Compefition document(s)
Award Finalization
Amendments
Payment information
Financial report

Project progress reports
(PPR)

Project number

Project leader family name
Project leader first name

Board decision date range  From = To =

Fund  Please select... ot

The top portion of the research security module displays, in read-only mode, the answers to the two
research security questions as entered by the project leader in the project information section of the

notice of intent.

) [ Institutional dashboard

> [ Overview information

Institutional overview.

Research security
Report reposiiory
JELF allocation

Proposal management

Project progiess reporls
(PPR)

e INNGVATION

[ Reviewer dashboard Canada Foundation Fondation canadienne
for Innovation

pour Finnovation

O _insitutional dashboard >_Overview information > Research security
Research security
Project overview Retum to search page

If you answer *yes® to any of the questions below, you will have to provide the necessary documents in the research security module. For more details, please consult our website.

* Docs the project have a private-scctor partner that mects any of the following criteria?

. « Has an active role in the research activities described in the funding proposal e Pk
(e.9., sharing of IP, providing expertise, actively participating in researc}
View decision(s) activiies, contributing financially to the research activiies); or
- Houses part or all of the research infrastructure; or
Compettion ocument(s)
% o + Contributes more than $500,000 to the infrastructure through a cash or in-kind

Avard Finalzation contribution to any single item.
Amendments
Payment information * I3 the proposal in support of rescarch that aims to advance any of the arcas of
Al research included in the sub-categories of the Policy on Sensitive Technology Yes ) No

Research and Affiliations of Concern's Sensitive Technology Research Areas List?

S

If the answer to the first research security question is "yes,” institutional users must upload a Risk
Assessment Form (RAF) and one or more private-sector partner identification forms using the middle
portion of the research security module. You can complete these forms at any time, but you don't have
to submit them until the proposal stage.

0 eniry(ies) found

This section refates to the National Securtty Guidelines for Research Partnerships. You must submit a Risk Assessment Form as well as a Private sector partner identiication form f there is one of more private:
sector partner involved in the research project that satisfies at least one of the requirements at proposal submission. You should also update the CFI if there is any change to the national security risk associated
with this project until the submission of the final financial report by uploading all applicable forms.

* Attachment type ~ Sclectattachment type ~ Partner name
Pre-award
0 entry(ics) found

Filename Attachment type

Project number : 45165

60 characters | Choose File | No file chosen [ Upload

O Showall © Show pages
Partner name Uploaded date PDF Delete.

O Show ll ® Show pages

INNOGVATION
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If the answer to the second research security question is “yes,” the bottom portion of the research
security module allows institutional users to monitor whether all team members have completed the
attestation forms.

and Affiations of Concern. In this section, you have access o the status of each attestation form completed by the team leader and all team
@ attestation form. In such cases, the team member wil need to complete the form again and re accept to participate in the project

2024-09-08 7 Avaiting reply [Reset

or
esta, Test feam member ot done Awaiting reply
o eam leader 2024.08-29 I Yes
ELF alocation |

The attestation status column Resetting attestation will remove the
helps you follow the completion user's attestation and allow the user
of all team members. to complete the attestation again.

6.3.5 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.

6.3.6 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 a relative or close friend, or have a personal relationship with the project leader or one of the
principal users
* Arein a position to gain or lose financially/materially from the funding of the proposal

* Have had long-standing scientific or personal differences with the project leader or one of the
principal users

* Are currently affiliated with the project leaders’ or the principal users' institutions, organizations or
companies — including research hospitals and research institutes

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

+ 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

+ Been a supervisor or a trainee of the project leader or one of the principal users

+ 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

+ Been employed by the administrative institution

* Feel for any reason unable to provide an impartial review of the proposal. Note: The decision whether
to contact the suggested reviewers remains with the CFl.
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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 CFl (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 CFl 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.

Applicants are able to revise the details of the collaborating institutions, principal users, research
security questions 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 four separate CAMS modules:
* Project module: Information about the proposed project, how it meets the objectives and criteria of
the competition
* Finance module: Information about the budgetary details of the proposal
* Suggested reviewers module: List of potential reviewers of the proposal
* Research security module: Information about research security requirements

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 Projectinformation

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

You might need to submit other documents as well, depending on the answers to the research security
questions (see sections 6.5.4 and 6.8).

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.
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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 CFl. The CVs of the principal users will be appended to the proposal.
Researchers listed as principal users automatically gain read access to the proposal.

If the project aims to advance a sensitive technology research area (according to the answer given in the
project information section), all team members must complete a CFl STRAC attestation form in CAMS
before they can accept to participate in the project.

6.5.5 Collaborating institutions

Identify the institutions eligible for CFl 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 notinclude 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.

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 notinclude costs related to research and/or technology development. If funding sources include the
CFl 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

* Construction or renovation plans (if applicable)

* Contributions from eligible partners

¢ Infrastructure utilization

* Overview of infrastructure project funding (generated automatically)

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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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 CFlis 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 CFl 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 CFlI'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:
¢ If the infrastructure will be used for purposes other than research or technology development, list
only pro-rated research or technology development costs.

* 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.

* 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:
* A detailed breakdown of the overall cost of the construction or renovation project, categorized by
cost component (i.e. direct, soft and contingency costs);
* Atimeline identifying key dates for the various stages of the proposed construction or renovation;

* 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 CFl. 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.
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6.7 Suggested reviewers module

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 remain

s with the CFlI.

6.8 Research security module

Project leaders can access the research security module for the project through their researcher dashboard.

Institutional administrators can access the research security module through the menu on the left.

[ Researcher dashboard

[ Reviewer dashboard

& [B¥ Institutional dashboard

© [E# Overview information
Institutional overview
Project overview
Research security
Report repository
JELF allocation

Proposal management
& [5 Decisions

View decision(s)

Award Finalization
Amendments
Payment information
Financial report

Project progress reports
(PPR)

Competition document(s)

INNOVATION

Canada F

for Innovation

IO _institutional dashboard >_Overview information > Research security

Research security

oL £

pour Pinnovation

Subscribe to our communications

b asitaria hal

<

Click here to access the
research security module.

to search for a project

Project number

Project leader first name

Board decision date range  From = To =

Project leader family name

Fund  Please select... v

The top portion of the research security module displays, in read-only mode, the answers to the two
research security questions, as it was entered in the project information section of the proposal.

54 Reviewer dashboard

9 Institutional dashboard

B Overview information
Instiutional overview
Project overview
Research security
Report repostory
JELF allocation
Proposal management
) 5 Decisions
View decision(s)
Gompettion document(s)
Avard Finaization
Amendments
Payment information
Financial report
Project progiess repurls
#PR)

e INNGVATION

Canada Foundation Fondation canadienne
for Innovation pour Finnovation

O _institutional dashboard >_Overview information > Research security
Research security

Retum to search page

If you answer *yes® to any of the questions below, you will have to provide the necessary documents in the research security module. For more details, please consult our website.

* Docs the project have a privatc-scctor partner that meets any of the following criteria?

+ Has an active role in the research acivities described in the funding proposal
(e.9., sharing of IP, providing expertise, actively participating in research
activiies, contributing financially to the research activiies); or

- Houses part or all of the research infrastructure; or

+ Contributes more than $500,000 to the infrastructure through a cash or in-kind

contribution to any single item.

*1s the proposal in support of rescarch that aims to advance any of the arcas of
research included in the sub-categories of the Policy on Sensitive Technology Yes ' No
Research and Affiiations of Concern's Sensitive Technology Research Areas List?

Yes  No

If the answer to the first research security question is “yes," institutional users must upload a Risk
Assessment Form (RAF) and one or more private-sector partner identification forms using the middle

portion of the research secu

rity module.

This section refates to the National Securtty Guidelines for Research Partnerships. You must submit a Risk Assessment Form as well as a Private sector partner identiication form f there is one of more private:
sector partner involved in the research project that satisfies at least one of the requirements at proposal submission. You should also update the CFI if there is any change to the national security risk associated
with this project until the submission of the final financial report by uploading all applicable forms.

* Attachment type ~ Sclectattachment type ~ Partner name
Pre-award
0 entry(ics) found
Filename Attachment type
0 eniry(ies) found

Project number : 45165

60 characters | Choose File | No file chosen [ Upload

O Showall © Show pages

Partner name Uploaded date PDF Delete.

O Show ll ® Show pages

INNOGVATION

Getting started with the CFI Awards Management System 2 4
An overview document for institutional administrators



If the answer to the second research security question is "yes,” the bottom portion of the research security
module allows an institutional user to monitor whether all team members have completed the forms.

JELF alocation

Policy on Sensitive Technoloay Research and Affilations of Concern requirements

This section relates to the Policy on Sensitive Technology Research and Affiiations of Concern. In this section, you h: o the status of each at
members through therr Individual account.Ifrequired, you can reset the attestation form. In such cases, the team member will need to complete the form again and re accept to participate in the project

Team member name Role
Testb, Test Team member Complete
Testa, Test Team member Notdone
Test, Test Team leader Complete

- The attestation status column
helps you follow the completion

il

Reset attestation

2024-09-03 » Awaiting reply [Reset

Avaiting reply
2024.08.29 > Yes

the team leader and all team

Resetting attestation will remove the

of all team members.

INNOGVATION

user's attestation and allow the user
to complete the attestation again.
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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 CFl Board.
Alternatively, you may click on "View all decisions” to list all decisions for your institution.

3 _institutional dashboard =_Decisions > View decisions

Decision

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

View all decisions ~—— . . . A . q
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 o =

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

] Export search results to Excel () Show all @ Show pages
1 entry(ies) found .
As (] e t Click to export search results to Excel.
Project Project 3 . CFl Board Funding CFI Board
# leader Ejectitie = decision amount decision date~

John R. Evans

Leaders Fund -

Funding for Full funding $180.000 2016-03-01
research

infrastructure

My research

TR0 |omit Jos infrastructure project

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 CFlin relation to competitions, such as
review material.

I3 Institutional dashbeard = Decisions = Competition documents

Competition documents

Click en "View" to open the document.

Document title Published date View document
Review matenal 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:
* 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)

* 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).
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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.

u 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

Award finalization status

or

Please select... ~

Search ‘ Clear ‘

8.3 Searchresults

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

ﬁi—‘_] Export search results to Excel

1 entry(ies) found

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

" This award has not yet been made public. Please keep it confidential.

Click to view a PDF version of the award
finalization form, the award agreement and
the budget at award finalization.

1 entry(ies) found

2 This project I . .
Click to access the project's
main award finalization page. wardfi:naiizallcn Award agreement gy aaet at
Prpject : - CFIboard I g Fors/
Project/Team  Project i award
number ] Fund decision attachments
leader(s) title e Date Date  Special  finalization
Statu=gi Sunmitied issued conditions
A\
ES
Water In
1 _05- e
40400 1 Leblanc, Alex | Sl :{;fis;e 20210513 | [orecs View
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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.

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.

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

Click to access the award

finalization form. Total eligible costs $5,000,000
Préject/Team leader(s) Lebianc, Alex Maximum CFI contribution $2,000,000
Fund TEST Release 14 AFF
Click to verify if the award Click to view a PDF version of
finalization form has been the award finalization form.

filled in properly.

Awand finalization [form

Webform

Status Submit to the CFI Submission date CFl comments Display/Print
Display Vali 'ate
View/edit Run | In progress Submit | ,zs

2 The use of the itemized list form has been discontinued by the CFlin December 2014.
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8.5 Award finalization form

The award finalization form consists of four tabs. When an award finalization form is first opened, the
"Overview" tab is selected by default. You will always have access to the “Certification” and "Research
security” tabs, but the eligible costs tab will only be available for projects requesting more than

$1 million from the CFI.

O Institutional dashboard > Award finalization > Project #45190 > Award finalization form > Overview

Return to award finalization page

Use tabs to navigate
Overview Eligible costs Certification Research security through the SeCtiOI‘lS

Please fill out the information requested in each tab. You may return to madify infofmemormmmamyormesemos ryoomeson ™

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

Display/Print | Save
Award finalization form T
Institution Test Save changes before navigating
Frojectrumberp o i to other sections (tabs).
Project/Team leader(s) Test, Test
jocpamdposctendeany | Save changes before navigating to
DD other sections (tabs).

You can use the "Research security” tab to inform the CFl of any changes to the project related to the
research security requirements that pertain to the Government of Canada's National Security Guidelines
for Research Partnerships. Answering "yes” to the question will give you access to the research security
module. For this reason, you should upload relevant documents (updated Risk Assessment Form and
private-sector partner identification form(s)) to the system.

Use the “"Research security” tab |
to inform the CFI of any changes
- related to research security
requirements.

GFI Dashiboard > Project #45311 > Aviard finalization form > Research security

Return to award finalization page

Qverview Eligible costs Certification Research security

Research security

This research security tab should be used to inform the CFI of any changes to the project related to the CF research security requirements until the submission of the final financial
repart. It will provide you with easy access o the research security module to share any applicable additional information. Contact you Senior Programs Officer if you need to submit
new attestations, as this cannot be done in CAMS. For more information, please consult our website

Display/Print | [ Save

For more information, please consult our website.

“Is there any change to the project related to the security requirements that o
pertain to the Government of Canada’s National Security Guidelines for ® Yes O No Research security module
Research Partnerships (2.g., change to or new private-sector partner)?

* Indicates a required field

If the project was not aiming to advance a sensitive technology research area when you submitted

the proposal, remain aware of any change in the nature of the project that would mean it now does. In
such an instance, each project/team leader and team member is required to immediately submit an
attestation form. Contact your Senior Programs Officer for detailed instructions on how to submit those
forms. (In this instance, you cannot submit the attestation forms in CAMS))
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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. Cnly
users that have roles designated in the institutional agreement can submit the award finalization form

IT 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 40400 Total eligible costs  $5,000,000
Project/Team leader(s) Leblanc, Alex Maximum CFI contribution %2 000,000
Fund TEST Release 14 AFF

Project title Water chemistry

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

Award finalization form

Webform
Status Submit tofthe CFI Submission date CFl comments Display/Print
Display Validate
View/edit | Run In progress F
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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 CFl 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”).

O institutional dashboard = Amendment module

Amendments

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

View all projects
View all projects with amendments

Search

Project number 8]

or

Project leader's family name

Project leader’s first name

or

Fund Flease sslect... v
Status of latest amendment  Please sslect... v
Status of project  Please select... v
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9.2 Searchresults

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

2 Thig project has been withdrawn.

1 entnI ies) found

research

1 This award has not yet been made public. Please keep it confidential.

Submission
Project  Project " . Number of Status of Aok Date of Appr_oved

number  |ead Project title Fund amendments latest latest award project
- cader: created amendment g agreement  end date

amendment

Infrastructure
1 | Account, | for Innovation "
. Demo | breakthrough | Fund L W

Show all '® Show pages

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 CFl for this project (if any) and create new amendment requests.

I3 _nstitutional dashboard » Amendment module> Project amendment(s): Project # 12345

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

Click this button to create
an amendment request.
12345

Projecl

Projgct number

Project leader Account, Demo

roject title In-situ visualization lab

Fund Innovation Fund

Date of award 5444 9.03

a Click to view a PDF version of
the amendment request.

Create amendment request

Click to view CFl comments
on amendment request.

Webform feei tacti
Status  Action Sub‘;mlssmn Approvzlf?elecﬂon N is Display/Rrint Delete
Display Validation e DLz Comiren
A
1 MNIA N/A Approved 2014-09-03 2014-09-03 View View

Note that only amendment requests that relate to ¢

hanges 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.
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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.

O nstitutional dashboard = Amendment module = Project amendment(s): Project # 24063

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

Projectamendn]  Click "Run” to perform a
validation of the information

Project numb

q Fund Innovation Fund
entered in the form.
Project lea Date of award
' EqLEETICH Click to delete the
Project title |Infrastructure for breakthrough research Apprcvet;rréc:i:f; amendment request.
You cannot create fnother amendmen Select a value to nt one has either been approved or rejected
the CFL.
perform an action.
Webform N Submission Approval/Rejection CFI : .
Display Validdtion Status 1 Action ot date e Display/Print Delete

Y
1| Open | Run In-progress  Flease select... ¥ N/A View i

Click "Open" to access the
amendment request form
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9.4 Amendmentrequests: statuses and actions

Create amendment request

[ In progress

Set to complete
Return to by project leader
project leader

Completed by project leader ]

] Set to verified
Reopen for edits by institution
after verification

Verified by institution ]

Submit to
the CFI
[ Submitted to the CFI* ]
Approve Reject

* In some cases, the CFI 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 CFL."

The CFlwill 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 Amendmentrequest form

The amendment request form has seven 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
"Attachments” tab allows you to attach up to three documents (PDF format) to further explain changes
made to the project.

Use tabs to navigate Append files in the
through the sections. "Attachments” tab.
Overview Change to end date Change(s) to budget Eligible costs Contributions Attachments Research security

Overview

Amendment requests should be used by institutions to request changes requiring prior CFl approval

Click “Display/Print” to access the PDF | 5 min | r5ae |
version of the amendment request form.

Amendment number 1

Institution  Dalhousie University (69) Fund Innovation Fund 2025 Stream 2 (SSH)
Project number 45190 Date of award agreement
Project/Team leader(s) Test, Test Project end date

Project titte pP UAT - RS testing - checking how to submit new RAF in post if RAF answer at proposal = No

* Prepared by o0 characters Save changes before navigating

* Please indicate the nature of your change (select all that apply) to Other sections (tabS)
Change to end date 1

Change to the infrastructure, including new items

A

Selecting nature of change will enable
relevant sections (tabs).

\ Display/Print \ \ Save |

You can use the "Research security” tab to inform the CFl of any changes to the project related to the
research security requirements that pertain to the Government of Canada's National Security Guidelines
for Research Partnerships. Answering "yes" to the question will give you access to the research security
module. For this reason, you should upload relevant documents (updated Risk Assessment Form and
private-sector partner identification form(s)) to the system.

Use the “Research security” tab to
inform the CFI of any changes related
IO CFI Dashboard > Project management = Project details: Project ¥ 45311 = Amendment request #3 = Research security to research Security requirements_

Return to project page |
Overview Aftachments Research security

Research security

This research security tab should be used to inform the CFl of any changes to the project related to the CFI research security requirements until the submission of the final
financial report. It will provide you with easy access to the research security medule to share any applicable additional information. Centact you Senior Programs Officer if
you need to submit new attestations, as this cannot be done in CAMS. For mere information, please consult our website.

| Display/Print | | Save |
*Is there any change to the project related to the security requirements
that pertain to the Government of Canada’s National Security Guidelines. ® Yes () No Research security module
for Research Partnerships (e.g.. change to or new private-sector 1 -

partner)?
For more information, please consult our website f

* Indicates a required field

If the project was not aiming to advance a sensitive technology research area when you submitted

the proposal, remain aware of any change in the nature of the project that would mean it now does. In
such an instance, each project/team leader and team member is required to immediately submit an
attestation form. Contact your Senior Programs Officer for detailed instructions on how to submit those
forms. (In this instance, you cannot submit the attestation forms in CAMS.)
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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.

I3 Institutional 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

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 criteria. 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 IOF payments

Transaction date

from =

to =
Paymenttype  Please select... v
Payment status ~ Pleass select... 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).

Search

O _institutional dashbeard = 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.

| Detais | Summary

You can search for payment information relating to infrastructure projects by entering one of the following in
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

or
Project leader's family name

Project leader's first name

or

Status of project

Please select... ¥

Search | [ Clear |

10.2 Searchresults

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.

@ Export results to Excel <

Search results

Click to generate an Excel
file from search results.

& entry(ies) found

il
12345 Regular 2016-10-15
12345 Regular 2015-10-15
12345 Regular 2014-10-15
12345 Regular 2013-10-15
12345 Regular 2012-10-15

5 entry(ies) found

Show all (® Show pages

Net Gross Payment

amount AL amount status [raneats
32,819 3,647 36,466  Scheduled
32,183 3,576 35,759  Scheduled Miew

31,554 3,506 35,060 | Scheduled
475,314 52,813 528,127  Paid by CFI
148,129 16,459 164,588 | Paid by CFI

Show all ® Show pages

INNOGVATION

Getting started with the CFI Awards Management System 3 9
An overview document for institutional administrators



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

87 Export results to Excel <—— Click to generate an Excel
file from search results.

1 entry(ies) found

Remaining balance

Project Granted Amount
number Project leader Fund amount paidto Scheduled Held
& date / Ppayments Ppayments Holdback
(net) (net)
1245 Account Demo | Fb o 800000 623443 96556 0 80001

1 en$(ies) found

Click a project number to access transaction

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 compliance with CFI policies and the award conditions.

Show all '® Show pages

Payments Approved
not yet project
scheduled end date

(gross)

0|2016-12-31

Show all '® Show pages

level information for that project.
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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 CFl 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”).

IO nstitutional dashboard = 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 drill down to financial report project level details, including PDFs and status

information 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 dnll
down to the financial report project level details, including PDFs and status information by clicking on the
related project number link.

Note that only projects that have received a payment from the CFl will be displayed in the search results.

View reports to be submitted

View all projects <—| Use these links to quickly retrieve relevant project lists.

Search
Project number
or
Project leader's family name
Project leader's first name
Status of latest report created  Please select... v
Financial report type Al v
Search J | Clear
INNOVATION Getting started with the CFI Awards Management System
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11.2 Searchresults

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
link within the search results table.

information can be viewed by clicking on the related project number

@ Export search results to Excel <—

Click to generate an Excel
file from search results.

Show all ® Show pages

2 entry(ies) found

A
2 entfy(ies) found

Latest financial report created oz 3 3
Project Project G s : na PProved  ponorting
Project title Fund Reporting G report project
number  leader period end  Status Sub[rjr:tseswn created? end date | Treduency
date
Account Leading Onh:l%ﬂ'ng
12345 D $ egde ik 2000-03-31  Approved | 2000-11-07 Yes | 2000-03-31  Annual
€M | infrastructure | - PPCTUNMES
Fund
: - CRC
g7egn S InterEctve | ngaciructure 20100331 Approved  2010-1-30 | Yes 20100331 Annual
Fund

Show all '® Show pages

Click a project number to access transaction
level information for that project.

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

number link within the search results table.

@ Export search results to Excel

24 entry(ies) found displaying 20 entry(ies)

Project
nun!ber Project leader Project title
-

24680 Doe, Jane Sound quality lab

Financial repert details, including PDFs and status information can be viewed by clicking on the related project

Fund 2009

Notice the difference
in columns when
clicking “View reports
to be submitted".

!

Next report due

Show all '® Show pages

Mo« « KR 2 » » A

Approved !
2 Dat L Reporting
Fund Reporting project end
period end [Eport date Trempency
s created
New
Initiatives | 2015-03-31 2013-12- Annual
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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.

O institutional dashboard > Financial report module = Project # 54321

Return to search page

Quick search

To view financial report details for another project, enter the project number in the below box. Note that only projects that
have received a payment from the CFI 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
Fund infrastructure associated with a Canada Research  Maximum CFl contribution  $93 400
Chair

Project title  Structured database Current reporting frequency Every two years

Financial reports

| Create a financial report | «——  Click to create a financial report for this project.

Webform CFI !

Reporting

i Final Submit Submission . ;

period end Status approval Display/print Delete
date feporis Display Validation tolCHl cate date fomments

2014-03-31 No N/A N/A Approved  N/A | 2014-06-09  2014-06-09 View View

A \
1

Click to view comments from the CFl.

Click to view a PDF version
of the financial report.
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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.

3 institutional dashboard = Financial 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 . S
L associated with a Canada Research Chair NaamemE et s

Project title  Structured database Current reporting frequency Every two years

Click to change the reporting date.

A fiqancial report is in progress, therefore you cannot create another financial report at this time

reporing ;. | Click to access the financial report form. .
perigd end STas approval Display/print Delete
te Zeport Djsplay Validation L dafe date Commens
2014.03-31 No N/A N/A Approved /A 2014-06-09 | 2014-06-09 View View
2014-10-08  Yes  Viewledit | Run | Inprogress | Submit | View X
A
1

| Click to delete the financial report.

11.4 Financial report statuses

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

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

* Returned to institution for corrections: the financial report has been reviewed by the CFl,
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 CFl.

* Issue pending: the financial report has been reviewed by the CFl but there is an issue pending that

requires follow-up by your institution. You will need to view the CFl comments for this report and
address the issue described.

* 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 CFl will not review
the financial report and will indicate that no CFl 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 reportis 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 six 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.

I _CFI Dashboard » Project defails: Projgct # 45236 = Interim financial reporl 2025-03-31 » Research security

Return to project page * USG tabS to navigate
R e | e —— through the sections.

Research security

This research security tab sheuld be used to inform the CFI of any changes to the project related to the CFI research security requirements until the submission of the final
financial report. 1t will provide you with easy access to the research security medule to share any applicable additional information. Contact you Senior Programs Officer if
you need to submit new attestations, as this cannot be done in CAMS. For more information, please consult our website

—
*Is there any changs to th project related to the securit requirements Click “Display/Pri nt" to
gn‘pf?ﬁp‘“nehp"zg‘ o e = 01 3ccess the PDF version of
T T the financial report form.
* Indicates a required field Save changes before
navigating to other
sections (tabs).

You can use the "Research security” tab to inform the CFl of any changes to the project related to the
research security requirements that pertain to the Government of Canada’s National Security Guidelines
for Research Partnerships. Answering "yes" to the question will give you access to the research security
module. For this reason, you should upload relevant documents (updated Risk Assessment Form and
private-sector partner identification form(s)) to the system.

Use the "Research security” tab to inform
the CFl of any changes related to research

3 intiutiona dashoard » Fnancil eport Prfect 45236 Infri nancial eport 20250331 » Research sy security requirements.
Return to project page |
Overview Eligible costs Contributions Confirmation Summary Research security

Research security
This research security tab should be used ta inform the CFI of any changes to the project related to the CFI research security requirements until the submission of the final
financial report. It will provide you with easy access to the research security module to share any applicable additional information. Contact you Senior Programs Officer if

you need to submit new attestations, as this cannot be done in CAMS. For more information, please consult our website
Display/Print | [ Save

“Is there any change to the project related to the security requirements

that pertain to the Government of Canada's National Security Guidelines. @ Yes O) No S et b iy
for Research Partnerships (e.g., change to or new private-sector - ¥
partner)?

For more information, please consult our website *

* Indicates a required field
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If the project was not aiming to advance a sensitive technology research area when you submitted

the proposal, remain aware of any change in the nature of the project that would mean it now does. In
such an instance, each project/team leader and team member is required to immediately submit an
attestation form. Contact your Senior Programs Officer for detailed instructions on how to submit those
forms. (In this instance, you cannot submit the attestation forms in CAMS.)

The final financial report form consists of five tabs. When a final financial report is first opened, the
default tab is the "Overview.” You will need to indicate whether 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 Contributions Changes Certification

Overview

Plaase 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
tabs, if required

| Display/Print | | Save |
Final financial report

Leaders Opportunity Fund - Funding for

Institution My institution Fund infrastructure associated with 2 Canada Research
Chair
Project number 99999 Date of award agreement 2013-03-28
Project leader Smith, John Actual project end date  2014-10-15

Project title  Leading-edge biology equipment

Maximum CFl contribution per award agreement $93,400

CFl payments to date (net of holdback) $33.400

Is this a multi-institutional project?  Please select... ¥

Display/Print | Save |
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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 CFl 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.

Project progress reports: Institutional agreement
reporting deadlines and access
* View the historical and current * Enable project leaders to delegate
submission status of PPR entry to another individual

infrastructure operational I
statuses and PPRs

* Change institutional deadline of

operational statuses and PPRs * Go to each section of PPR to fill
« Select project numbers to dril out form and validate content of

down details list for operational Project progress report *
statuses and PPRs * Give access to another individual
to enter PPR data

(only when institution activates
this function) *

Project progress report form

Operational status: Project progress reports:
selected year selected year
» Search and select » Search and select project to view
projects to view their the status of PPR reporting
infrastructure « Export the search results to Excel file

operational statuses

» Export the search
results to Excel file

» Select project to go to PPR form
* Display or print out PPR content
G e J Valid.ate PPR f:ontent *
iR e * Confirm PPR is completed *
operational status * * Return PPR to researcher
* Submit PPR to CFI

* Indicates tasks for which the project leader has primary responsibility.
Institutional administrators with appropriate access can also complete
these tasks on behalf of project leaders.
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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

manual for completing pr

The table below displays the CFl 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 [nstruction

Change the default deadlines to
an earlier date (if desired).

Show all = Show pages

19 entry(ies) found
| Save institution deadlines |

Click to access detailed annual listings of
operational status/PPRs expected (submitted).

Institution deadlines

) Operational status Proje:::;;rotgress degglli“e

2016 2016-06-30 2016-06-30 2016-06-30
2015 2015-04-30 2015-06-01 2015-06-30
2014 2014-06-30 2014-06-30 2014-06-30
2013 2013-06-30 2013-06-30 2013-06-30

Operatiorjal status

48 (5 submitted)
32 (32 submitted)

Project progress
reports

75 (0 submitted)
108 (106 submitted)

37 (37 submitted)

132 (131 submitted)

35 (35 submitted)

182 (180 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:

 Status not submitted yet: Infrastructure operational status needs to be reported.
* Operational (FFR submitted): PPR will be required in the next reporting period following final

financial report (FFR) being submitted.

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

* 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.

Operational status: 2016

3 _institutional dashboard =_Project progress reports = 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 CFl-funded infrastructure is
operaticnal to the extent that they have been able to initiate the research activities described in the CFI proposal.

Through th

Operaticnal

project lead Filter the listing based |erational” through the submission of a positive response to the
generated 4 ON Operational status.

also able to respend in the “Operational status” column on behalf of

submitted final financial report, a reperting schedule will be
required annually until completion.

Operational status Show all statuses

V.

2016-06-30
2016-06-30

Institutional deadline
CFI deadline

E Export search results to Excel <€

Click to generate an Excel file. Show all @ Show pages

48 entry(ies) founddisplaying 20 entry(ies) W« « EB2 3 v/ » 0 n
z Date
:Jﬁ_{g: Fund  Project leadera Project title Operational status  submitted
12345 5[?1';_ Tester, Montreal | Project test 1 SEEEIIE, N/A
Not yet operational
23456 | JELF | Repors Onceitis setasoperational, L, i 20160211
i itis irreversible.
By | My [SEeeoes Project test 3 il 2016-02-11
0y ® ANot yet operational
45678 JELF | Runner, Laval Project test 4 Operaticnal 2016-02-11

"Operational” any time before institutional deadline.

“Not yet operational” can be changed to
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12.3 Filling out, validating and completing project
progress reports

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.

O _institutionsl dsshboard = Project progress reports = Project progress reports: 2016
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 validatien prior to submitting to the CFI. Only reports with a status of 'Completed’ can be
submitted to the CFI.

Fund  showall funds ad Filter the listing based on
Status | Showall statuses + «— | existing PPR reporting status.

&E@cﬂheﬁ(ﬂi E Export search results to Excel - -
Run the validation to ensure
Select: All Nore | Click project number to all required information has | " P
58 entry(fies) founddis access PPR form. been entered into the form. » wln
Ploject Fund Project = . . Reportin g Return to
nl.n;lber abbreviation Ieafier Display/Print L 9 Status  Malidated? Completed? reEearthas
A .
76543 JELF %igitém & 20f4 | Completed | Yes Yes [ Yes |
Requires
gy | gEE | FREEh » of4 | VAIEUON | [Vaidate ]| Yes [es |
institution
g5432 | JELF | feacher I& dof4 In [ Validate | | Confim | IA
anoi progress | ESSeSedl | ESesie
4
Click to preview/print out Click to confirm that the forms
the PPR content. have been validated and are ready
to be submitted (completed).

12.4 Navigating within the project progress
report 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.

O Researcher dashboard = Project proaress report details: #5678 > Year: 2016 > Refention of researchers

@ [ PPR#56789

£ [+ 7ofex bpeogress epoc Retention of researchers
™ Project overview
Achigvements One of the CFI's key objectives is to promote the attraction and retention of high-calibre researchers.

" Challenges

) Retention of researchers
[™ Highly qualified persennel Validate | Display/Print I Save J
7 Technical personnel
Training Between April 2015 and March 2016, how important was the availability of the infrastructure funded through this
Infrastructure quality award in your decision to stay at the institution?
) Useful Ife of infrastructure

Not applicable v
Utilization of infrastructure

3| Funding Please explain
Operation and maintenance of
the infrastructure test

% Research advancement
Research outputs

" Ressarch collboration Validation can also be performed Save before leaving
iy all at once in PPR main page. each page.

Technology transfer

B Spin-of companies 120 characters
[ Benefis for Ganadians

New job creation
™ Contact informtion Indicates a required fiskd | Validate || Display/Print || Save |
[ Comments

& [ PPR delegation
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12.5 Returning project progress reports to project
leaders or submitting them to the CFI

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.

I _institutionsl dashboard =_Project progress reports = Project progress reports: 2016
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. Mote that if you make changes te a report after it has been
completed, you will need to run validation prier to submitting to the CFI. Only reports with a status of '‘Completed’ can be
submitted to the CFL.

Fund | Show all funds v

US| Glick here to submit selected PPRs. Click to return the PPR to the

project leader, who will regain
access to edit PPR form.

| Submit to the CFI | 8] Export search results to Excel

Select: All None Show all ® Show pdges
58 entry(ies) founddisplaying 20 entry(ies) W[4 |a][1][2 b H
Project Fund Project b .. Reporting . 5 - Returp to
nurp\ber abliraviation iocdar Display/Print feur Status  Validated? Completed? i ot
e Scientist, 3
76543 JELF A siariar i 20fd Completed Yes Yes | Yes |
Requires
gsy|  gElE | el PN 3ota | VAN | [vaidate || ves [ Ves |
institution
65432 | JELF | Teacher, PN dofa In [Valdate | | Confim | NIA
Hanoi progress | L= | e ]

Select one or more projects
to submit their PPR.

12.6 Enabling project leaders to delegate project
progress report 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.

12.7 Delegating completion of the project
progress reports

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.
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@ [ PPR #123456

© (5§ Project progress report
[ Project overview

" Retention of researchers
ighly qualified personnel
echnical personnel
raining

nfrastructure quality

seful life of infrastructure
Hilization of infrastruc ture
[ Funding

[ Operation and maintenance of
— the infrastruc

IO Institutional dashboard > Project proaress reports = Project proaress reports: 2016 = Project: #123456 > Proposal sharing

Retumn to search page

Project progress report delegation
This feature enables you to give access to someone to enter data in your project progress repert. The project
leader continues to have responsibility for ensuring the data is accurate and complete. You may only delegate

data entry to one persen at a time. This persen must have a CAMS account

Note: 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 authorized memberof the inctititional o i

Delegate data entrv 1o someone —————  Click to enter the username (email)
of delegate.

Research ad

[ Technology t

Delegate data entry to someone

* Username (email) T 70 characters | Validate username |
Enter the CAMS username (email)
of delegate, and validate.

| Cancel |

* Username (email) 70 characters

Message for Tom Testing

Mote: An e-mail notific ation will be sent to Tom Testing s

Delegate data entry to someone

Tom Testing, CF1 University

The message entered here
<«—— willbe included in the email
sent to the delegate.

# 500 characters

By clicking "Save,” an email » [ Save | Cancel
notification will be automatically

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

sent to the delegate.

© [ PPR#123456

© [ Project progress report
!‘j Project overview
[™ Achievements

[ Challenges

[™ Retention of researchers
ighly qualfied personnel
echnical personnel

| Training

nfrastructure quality
seful life of infrastructure
":‘ Utilization of infrastructure
[ Funding

peration and maintenance of
he infrastructure
[ Research advancement
[ Research outputs
[ Research collaboration
esearch agreements
schnology transfer
pin-off companics
eneits for Canadians
lew job ¢ reation
) Gontatt information

[ Comments
& [ PPR delegation

[+] i > Project progress reports = Project progress reports: 2016 > Project: #123456 > Proposal sharing

Retum to search page

Project progress report delegation
This feature enables you to give access to somecne te enter data in your project progress report. The project
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

Note: 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 authorized member of the institutional research office.

Delegated to Action

Tom, Testing Remove access

Click to disable delegation for this PPR.

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.”
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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 IOF 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 CFI 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.

I3 institutional dashboard > IOF module

Infrastructure operating fund Click to view IOF allocation
details in Excel format.

IOF allocation summary 1

View Obtain description of allocation

Overall allocation $13764 871
Available allocation $12 551782

View IOF adjustment details
Less CFl payments (37.273,434)  View

T View IOF award agreement

Unused available allocation $5278 348 - - -
Click to view details of

CFI IOF payments.

IOF annual report(s)

| Create an |OF annual report | 4—| Click to create a new report.

E:rﬁfdné%% . Webforrln i Status st(ljl btlr:]e“ L bg:iits es ion ap:):rgval St mL it Display/print Delete
date Display Validation CFI date
2013-03-:1 NiA NIA Approved | NIA 2013-06-20 | 2013-09-23 View
2012-03-31 NIA N/A Approved N/A 2012-06-29 | 2012-07-09 View
2011-03-11 NIA MNIA Approved  NIA 2011-06-30 | 2011-07-26 View View
2010-03-31 MNIA MNIA Approved  NIA 2010-06-21 | 2010-08-24 View
2009-03-31 A MNIA Approved /A 2009-06-18 | 2009-07-08 View
2008-03-31 NIA N/A Approved N/A 2008-06-16 | 2008-07-11 View
2007-03-31 NIA NIA Approved  NIA 2007-06-15 | 2007-07-30 View
2006-03-31 MNIA MNIA Approved  NIA 2007-06-11 | 2006-10-05 View
2005-03-31 NiA MNIA Approved | NIA 2005-03-31 | 2005-03-:1 View View
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O Institutional dashboard = 1OF module
Infrastructure operating fund

|OF allocation summary

Overall allocation $13,764,871

View Obtain description of allocation
Available allocation 512 551732

View |OF adjustment details
Less CFl payments . (57,273434) View
View |OF award agreement

Unused available allocation 35278 348

10F | renortis)

ate another report at this time

Reporti Webform 3 s g CFI
3 Submit to  Submission CH . ;
period efd Status approval Display/print Delete
date Display Validation theCEl daie date Cominents
2015-03-31 | Miew In progress View X
2013-03-31 N/A NIA Approved MIA 2013-06-20 | 2013-09-23 View
2012-03-31 NIA NIA Approved MIA 2012-06-29 | 2012-07-09 View
2011-03-31 N/A NIA Approved NIA 2011-06-30  2011-07-26 View View
2010-03-31 . N/A 2010-4 Click to delete the IOF annual report.
Click to access the IOF P
2009-03-31 MIA 2009-06-18 | 2009-07-08 View
annual report form.
2008-03-31 NIA 2008-06-16 | 2008-07-11 View
2007-03-31 N/A NIA Approved NIA 2007-06-15 | 2007-07-30 View
2008-03-31 N/A NIA Approved NIA 2007-06-11 | 2006-10-05 View
2005-03-31 N/A NIA Approved MIA 2005-03-31 | 2005-03-31 View View
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13.1

INNOGVATION

Infrastructure Operating Fund annual
report form

I _institutional dashboard > Infrastructure Operating Fund (IOF) > 10F module > IOF annusl report 2015-03-31

Return to IOF module

Click "Display/Print” to access the
In the upper table, enter the actual expenditures incurred during the pericd PDF verSion Of the IOF annual report' incur

in the period following the "period ending” of this report. IOF payments for the current year will be based on forecasted expenditures preseited m inis report and
the cumulative CFl excess payment or shortfall. Please refer to the CFI Policy and pragram guide for more information on how the IOF payment schedule will be
established. Please note that the institution should only report the operating and maintenance expenditures for which it is reguesting fundinyg from the CFI.

Infrastructure Operating Fund annual report

IOF annual report Period ending  2015-03-31
Actual expendi and CFl pay
D inti Cumulative as of Actual expenditures for the period Cumulative as of % of total
ESCEpteh March 31, 2014 April 1, 2014 to March 31, 2015 March 31, 2015 cumulative
Persennel, technical and other operational 5,161,293 5161293 8392%
Supplies (maximum 10%) 401,655 401,655 6.53%
Maintenance and repairs 349 681 349 681 569%
Services 233,475 233475 3.80%
Cther (specify) 4073 4073 0.07%

100 characters

Total $6,150,177 $0 $6,150,177 100%
Lass CFl payments to date (7.273,434) 0y (7.273,434)
Shortfalli{excess payment) (81,123,257) s0 ($1,123,257)
Forecasted expenditures
Description C’:mulative as of Forecas_ted expenditures for the period Cumulative as of % of tot_al
larch 31, 2015 April 1, 2015 to March 31, 2016 March 31, 2016 cumulative
Personnel, technical and other operational 5,161,293 5,161,293 83.92%
Supplies (maximum 10%) 401,655 401655  653%
Maintenance and repairs 349 681 349,681 5.69%
Services 233 475 233,475 3.80%
Other (specify)
4073 4073 0.07%
100 characters
Total $6,150,177 $0 $6,150,177 100%
Certification
We certify that:

The information provided in the IOF annual report is accurate.

Expenditures included have not been claimed fer reimbursement from another source
Actual expenditures reported have all been incurred in the peried April 1, 2014 to March 31, 2015. Qutstanding commitments included in actual
expenditures consists only of expenditures that were incurred in this peried, but for which the invoice was paid subsequently.

Actual and forecasted expenditures reported are eligible costs as per the CFI Policy and program guide.

Actual and forecasted expenditures reported are related to infrastructure projects which are admissible under the I0F, 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 policies and procedures

All confirmations have been obtained from project leaders to attest that the infrastructure for which 10F 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 10F is requested is expected to be used for research purposes in the upcoming vear.

The administration of the funding received/requested hasfwill be in accordance with the Institutional

|IOF award agreement regarding the use of Infrastructure Operating Funds. SaVe Changes before
submitting the report.

[] I have read, understood and agree with the above l

Display/Print
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14 Overview information

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

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;
* 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,

* Your institution's strategic research plan.

14.2 Reportrepository

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:

* Approved budget and amendment requests;

* Award finalization form;

* Award agreement and special conditions (if any);

* Summary payment and expenditure information; and

* Summary reporting information (e.g., latest financial report, Project progress reports).

14.4 Research security

The research security module allows you to access a project's research security module using
search options.

INNGVATION S
 mdMion & o e T Subserive 1o our communications

Research security

Th tatle below displays projects for which research sacurity s raquired. Clicking on the roject numiber will enatle you 10 visw the resarch security medule.

Search for project
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In this module, you can manage the requirements related to research security for each project. You can
upload Risk Assessment Forms (RAFs) and private-sector partner identification forms and monitor
whether all team members have completed attestation forms.

Project number : 45165

National v

to the Natonal S Guidelines for ipS. You must submit a Risk Assessment Form s well as a Prvate sector partner identfication form if there i< one or more private
sector partner involved in the research project that satisfies at least one of the requirements at proposal submission. You should also update the CFI if there is any change to the national security risk associated
with this project until the submission of the final financial report by uploading all applicable forms.

* Attachment type  Sclect attachment type « Partner name 60 characters | Choose File | No file chosen Upload
Preaward
O Showall ® Show pages
0 cntry(ics) found
Filename Attachment type Partner name Uploaded date POF Delete
0 enlry(ies) found

O Show ll ® Show pages

5 Researcher dashboard Policy on Sensitive Technoloay Research and Affilations of Concern requirements

This section relates to the Policy on Sensitive Technology Research and Affiiations of Concern. In this section, you h: o the status of each attestati the team leader and all team
members through their individual account. If required, you can reset the attestation form. In such cases, the team member will need to complete the form again and e accept to participate in the project.

Team member name Role

Reset attestation

Tosto, Test Team member Complete 2024-00.02 » Avaiting reply [Reset]
Testa, Test Team member Not done Awaiting reply
S roce The attestation status column || Resetting attestation will remove the
helps you follow the completion user's attestation and allow the user to
of all team members. complete the attestation again.

If the risks related to national security change during the life of the project, institutional users can also use
this functionality to complete RAFs and private-sector partner identification forms after funding is awarded.

If the answer pertaining to the National Security Guidelines for Research Partnerships was “No” when the
proposal was submitted and you need to inform the CFI of any change. You can inform the CFI by clicking on
the Update to post-award tab and it will enable the research security module of the project.

D _rsmtigony sasrbom » Oarnvpe ramgton > Restarcn scumh

Research security

H you answer yes” 1o any of Ihe questions below, you will Rave 10 Provide The RecesSan dOCUMEnts In the research secunty module. For more detads, please CONIUR our webste

* Does 1o propect have 3 privale-secior Darne: Tl meats any of e following aritena?

» Has an actve role 1 he research actvibes describad n Ine funding (roposal (¢ § . Sharng of IP. proviang experise, actively Pampatng e @ o | ——
in resaarch achvibes. contnibuting financially to ihe research achvites ), of

+ Houses part or all of the ressarch infrastuciure, or

» Contribules more han $500,000 1o the infrastructure Mrough @ cash of In-kind ContbUBON 10 any Single flem

* Is he Proposal I SUPPOT of research that Ams 10 advance any of the aTeas of research Included in Me sub-Calegones of he Folkcy on
Senstwve Technology Research and Aflisatons of Concem's Sensitive Tedhnoiogy Research Areas List?

If the project was not aiming to advance a sensitive technology research area when you submitted

the proposal, remain aware of any change in the nature of the project that would mean it now does. In
such an instance, each project/team leader and team member is required to immediately submit an
attestation form. Contact your Senior Programs Officer for detailed instructions on how to submit those
forms. (In this instance, you cannot submit the attestation forms in CAMS))

Please consult our website for more information on CFl's research security requirements.

INNOGVATION
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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

CFl by your institution. It 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. 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 CFl website.

-
15.1 Institutional agreement

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.

D _instiusonsl casniears > Instiutons!sqresmant and scoess prieges
Institutional agreement and access privileges
The insiituional agreement”tab alows you fo view the insiituional agreements submitied fo the CF1 by your nsttuton, and the lst of individuals that have designated insiituional agreement roles.
“The institution can also manage the CAMS access privileges for institutional administratrs and project leaders by clicking on the appropriate tab below.

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

Institutional agreement | Privieges | 4ward agreements signedby | Project leader access

Signed institutional agreements
The following institutional agreement(s) iere received and processed by the CFI. The instiution must inform the CF as soon as possible of any changes to the president, designated authorized signatories, account administrator andJor fiaison by
submitting a revised insiitutional agreement.

Upon receiving a signed institutional agreement, the CF1 will update or create respective accounts in CAMS. Privileges will be assigned according to the responsibiliies and privileges indicated in the institutional agreement. At minimum, read-only
access to all modules will be granted automatically fo the account administrator, izison, and autnorized signatories.
© Show all ® Show pages

7 entry(ies) found displaying 5 entry(es} 2

Receire iy View electronic copies of institutional Bepmpan

2019-05-07 em—

agreements submitted to the CFI. s

O Show all @ Shaw pages

7 entry(ies) found displaying 5 entry(ies)

Click to add or remove

a0 . Click on “Manage” to view or modify the priy additional rivile es.
reve vemstns sgeens nomeen] PIIVIIEGES ASSOCIALEA | s prrcsere o o P 9

View minimum privieges for each role < to each r0|e. J‘

Insttutional agreement roles View minimum

The following individuals have been assigned the

Role kername Account status.
President Tester, One abc@test ca Pending actvation Manage
Tester, Two def@test ca Actve Manage

Liaison
Tester. Three tester@test.ca Active Manage
Authorized signatory Tester, Four camstesi@test ca Active Wanage
Account administrator Tester, Thiee tester@test.ca Active Wanage
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Upon receiving a signed institutional agreement from the institution, the CFl 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 CFI
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 CFl 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 CFl senior programs officer
responsible for your institution.

156.2 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.

I _institutional dashboard = Institudional agreement and access 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 institufional agreement roles.

The insfitution 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 adminizstrators andfor the lisison can manage or modify privileges assigned to the other institutional administrators
and project leaders.

Instifutional 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 institution. You will then be able to manage the access
privileges for this individual by dicking on the *Manage” link in the search results table
Ii 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 capture 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 institutional 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 institutional 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 working at your institution, please do not forget to remove hisfher privileges in CAMS.

View privileges that can be assigned by each role

First name
Click to access the oty mane
account creation page. Username (email)  abc@tast.ca
f :-rea:r; ne;wilf__m:z ?m?md e Click to export a list of all
R T T institutional administrators
1 entry(ies) found with privileges.
Name. Usemame Account status Privileges History
Test, Account abc@test.ca Active Manage View

1 entry(ies) found
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* For amendments, data capture and submit can only be assigned to individuals with
an institutional agreement role.

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

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

All other privileges can be assigned to an unlimited number of individuals.

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 CFl 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 tomi@myinstitution.ca Active IManage View

| Click to view a detailed history of privileges for this user. }—f
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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:

* Read only

* Data capture (no submission capabilities)*

* 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”

Manage privileges for the selected individual

First name: Tom
Family name: Davis
CAMS username: tom@myinstitution.ca
CAMS account status: Active _
o L Click to revoke
Institutional agreement role: Account administrator

a privilege from

Select privilege to assign: A
il ? this account.

Assign

Amandment — Data capturs

Amendment — Data capture and submit

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

Infrastructurs operating fund — Read-only Click to aSSign the

Project progress report — Data capture oA

Project progress report — Data capture and submit seIeCted perIlege.

Proposal — Data capturs
Proposal — 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-cnly

X R X X X X X X X

Proposal — Read-only

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.
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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 cperations performed on the selected individual's privileges.

First name: Tom
Family name: Davis
CAMS usermame: tom@myinstitution.ca
Date Author Action Privilege ~

2016-04-22 17:02 | paul@myinstitution.ca | Revoke | Project progress report — Data capture and submit
2016-04-22 17:02  paul@myinstitution.ca = Revoke Proposal — Data capture

2016-04-22 17:02 | paul@myinstitution.ca | Revoke | Proposal — Data capture and submit

2016-D04-22 16:59  paul@myinstitution.ca |~ Assign  Proposal — Data capture and submit

2016-04-22 16:57 | paul@myinstitution.ca | Assign | Proposal — Data capture

2016-04-22 16:46  paul@myinstitution.ca  Assign  Project progress report — Data capture and submit

2016-04-22 16:32 | CFI Aszsign  Amendment — Read-cnly

2016-04-22 16:32 | CFI Assign | Institutional overview — Read-only

2016-04-22 16:32 | CFI Assign | Proposal — Read-cnly

2016-04-22 16:32 | CFI Assign | Award finalization — Submit A

Close

156.3 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 CF 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 andlor 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

m
=

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 CF1 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 Souith 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, CFl
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;

Delegate data entry for the research security module;

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

View payment information and associated CFl comments; and,
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 Award agreements signed by 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.

Note: These permission levels will be applied to all project leaders at your institution.

Module Access level Access to project leaders
Award finalization Data capture ® Yes O No
Amendments Data capture @ Yes O No
Payment information No access O Yes ® No
Financial reports Data capture O Yes @ No
Research security No 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 sefting for
future years unless you tumn 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 O Yes ® No
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Appendix A - Minimum privileges

Institutional
agreement role

Minimum access privileges
(cannot be revoked)

Additional privileges that
can be modified*

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

Research security — Data capture

President 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 Amendment — Data capture Amendment —
Award finalization — Data capture and Submit | Data capture and submit Financial report
Financial report — Read-only — Data capture
Infrastructure Operating Fund — Read- Financial report — Data capture and submit
Authorized only Institutional overview — Read-only Infrastructure Operating Fund — Data capture
signatory Payment — Read-only Infrastructure Operating Fund — Data capture
Project overview — Read-only and submit
Project progress report — Data capture Research security - Data capture
and submit
Proposal — Data capture and submit
Amendment — Data capture and submit Award | Financial report — Data capture
finalization — Data capture and Submit Financial | Financial report — Data capture and submit
report —Read-only Infrastructure Operating Fund — Data capture
Infrastructure Operating Fund —Read-only Infrastructure Operating Fund — Data capture
. Institutional overview — Read-only Institutional | 3nq submit
Liaison privilege management Payment — Read-only
Project overview — Read-only
Project progress report — Data capture and
submit Proposal — Data capture and submit
Research security — Data capture
Amendment — Read-only Amendment — Data capture Amendment —
Award finalization — Data capture and Submit | Data capture and submit Project progress
Financial report — Data capture and submit report - Data capture
Infrastructure Operating Fund — Data capture | Project progress report - Data capture and
Account submit Proposal — Data capture

administrator

and submit Institutional overview — Read-only
Institutional privilege management

Payment — Read-only

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

Proposal — Data capture and submit
Research security — Data capture

* Additional privileges can be selected by the institution in the institutional agreement, or they can be
managed in CAMS as needed.
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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

Authorized The authorized signatory cannot assign any N/A

signatory privilege
Amendment — Data capture Financial report — Data capture
Amendment - Data capture and submit® Financial report — Data capture and submit
Amendment —Read-only Infrastructure Operating Fund — Data capture
Award finalization - Read-only Infrastructure Operating Fund — Data capture
Financial report — Read-only and submit
Infrastructure Operating Fund — Read-
only Institutional overview — Read-only
Payment — Read-only

Liaison 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 submit*
Proposal — Read-only
Research security — Data capture
Amendment — Read-only Award Amendment — Data capture Amendment —
finalization — Read-only Data capture and submit Project progress
Infrastructure Operating Fund — Data capture | 'ePort—Data capture
Infrastructure Operating Fund — Data Project progress report — Data capture and
capture and submit Infrastructure Operating submit Proposal — Data capture
Fund - Read-only Proposal — Data capture and submit
Institutional overview —Read-only Financial

Account

administrator

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

Research security — Data capture

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@innovation.ca
We will be happy to answer you promptly.
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