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1 DEFINITIONS

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

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

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

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

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

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

2 REFERENCE MATERIAL

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

Institutional administrator: If you are an institutional administrator, please refer to Getting started with CAMS: An
overview document for institutional administrators.

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

3 WHAT IS CAMS?

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

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


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

4 ACCESS TO CAMS

4.1 Accounts and access privileges
If you already have a CFI PIN, you will need to update your account to use CAMS via a simple process outlined in

section 4.3.2 of this document. If you do not have a CFI PIN, you will need to create a CFl account by registering via
a process outlined in section 4.3.1 of this document. Users should have only one CAMS account.

4.2 CAMS sign-in page

You can access CAMS as follows:

¢ Navigate to Innovation.ca;
e Click “CFl online” from top of screen;
e Click “Sign in” in right-hand menu; and,
e The CAMS sign-in page will appear.
Help | Frangais
INNOVATION.CA _
s Getting started with CAMS
CANADA FOUNDATION | FONDATION CANADIENNE
FOR INNOVATION POUR LINNOVATION
Welcome to the CFl Award Management System
(CAMS)
Username (email)
Password
Remember me on this computer
Sign in
Eorgot password?
Create a new account
Important notices ® Canada Foundation for Innovation. 2011
On this page:

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


http://www.innovation.ca/

4.3 Account creation process

O Sign into CAMS

Click on
() activation link

Check your email for

activation message
°

Fill in registration form OR link
your existing PIN account

4.3.1 Creating a new account
From the sign in page, click “Create a new account” and follow the instructions.
4.3.2 Researchers with an existing PIN

CAMS uses your email address as your username. If you have an existing PIN from our legacy system, you can link it
to your CAMS username in order to use CAMS (see below for instructions). You will be given a one-time
opportunity to link your existing PIN to your new username in CAMS, which will ensure that the information you have
stored in the legacy system, such as your contact information, CV and previous proposals, are automatically carried
over to CAMS.

Instructions:

e Click “Create a new account” from the CAMS sign-in page;
e Accept terms of use;
e Select “Yes” if you have an existing CFI PIN account; and,

Do you have an existing CFI PIN account?

| Yes | | No |




e Complete the information requested in the “Link to existing account” section.

Link to existing account

For users with an existing CFl PIN and password, please enter them here to link to your existing account. Please note that you will be required to change
your password to finalize your registration.

PIN Password Forgot password?

| Submit | | Cancel |

If you have forgotten the password associated with your PIN, you may also retrieve it on this page. If you have
forgotten your PIN, please contact the CFI at help.aide@innovation.ca for assistance.

4.4 Resetting your password

INNOVATION.CA

CANADA FOUNDATION | FONDATION CANADIENNE
FOR INNOVATION POUR LINNOVATION

A= Getting started with CAMS

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) and the answer to the
security question in your profile. If you do not remember the answer to this question, please contact the CFI help desk
at help.aide@innovation.ca. Your temporary password will be emailed. Use this password to sign in to CAMS. Please
note that the temporary password will expire after 30 days.



mailto:help.aide@innovation.ca
mailto:help.aide@innovation.ca

4.5 Accessing user profile and preferences

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

Demo Account (fb1@innovation.ca) | My profie and preferences | Help | Francais | Sign out

I3 Home = My profie and preferences

My profile and preferences
yP P Click here to access your profile and preferences.

Update contact information Manage password View privacy notices

General information

PIMN - 134021

* Family name  Account 50 characters

* First name

Demo 50 characters



5 THE RESEARCHER DASHBOARD

5.1 Overview

Once signed in as a researcher in CAMS, you are automatically directed to your researcher dashboard. The
dashboard contains easy access to information related to your role(s) in a project (e.g. key participant, collaborator,
project leader, etc.).

5.2 Navigation

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

INNOVATION.CA

CANADA FOUNDATION | FONDATION CANADIENNE
FOR INNOVATION POUR LINNOVATION

5 Getting started with CAMS =

© [ Ressarcher dashboard O Researcher dashboard

©) @ Curriculum vitae Researcher dashboard
© [ Application N ) -
© [B Decision Through the researcher dashboard you can create and medify propesals, view competition results and complete

B Award finalizati post-award related tasks
(=] ward finalization

< B Amendments o
© [§g Financial reports © Application
@ [E Payment information

@ [E Project progress reports -
) Decision

© Award finalization

The left menu allows © Amendments
easy navigation
between modules. © Financial reports
A\ Fayment information Expand modules by clicking the arrows.

) Project progress reports

Note: You may not see all the sections displayed above. The sections displayed on your
researcher dashboard will depend on the access privileges granted to you by your
institution.




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

Project leader

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

6 entry(ies) found displaying 5 enti

(7) Show all @ Show pages
1 This award has not been made public yvet; please keep it confidential

Faor award finalizations prior to . n 5
May 2014, the date displayed

corresponds to the date the
ltemized list & summary of

2 This project has been withdrawn. plwn

Project CFl board secured contributions was udge:jat Forms/
be Project title Fund decision submitted to the CFIL pavarc attachments
number date alization
conaions  I1ssuea i .

Infrastructure for

) Mew
goeeE\  [ransformative Initiatives | 2009-06-16  2011-05-04 2011-07-29 ltemized list  View
technology Fund 2009

transfer

INNOVATION.CA

CANADA FOUNDATION | FONDATION CANADIENNE
FOR INNOVATION POURLINNOVATION

I3 Researcher dashboard = Financial reports = Project #33333
Financial reports \

Project number 33333

@ [B¥ Researcher dashboard

u [E5] Curriculum vitas

© [ Application

d [E Decision

© [ Award finalization

d [Bw Amendments

é [B@ Financial reports.

d [B Payment information

Recipient institution My institution
Project title Proteomics research infrastruc

@ [Bg Project progress reports

Validation

Total project cost' is a required field

‘Amount requested from the CFI'is a required field

‘Primary discipline' is a required field

Notice of

intent 'Primary sub-discipline’ is a required field.
‘Primary area of application' is a requiré!
Title/position' is a required field.

4 3



6 THE APPLICATION PROCESS

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

1.

The project leader creates a new NOI or proposal and completes the forms online. Once the project leader has
marked the form as complete he or she will no longer have access to modify it. Institutional administrators with
appropriate access can also complete the forms online on behalf of the project leader.

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

An authorized institutional administrator then submits the NOI or proposal to the CFI.

Project leader Institution
PG Ry Complete Verify and edit
createsanew | _ | proposal > proposal or NOI

proposal or or NOI

NOI

’ \ < ~ d=--- -~ l

i S Return to Submit proposal
Add users Share with fproject |e<t':}der or NOI to the CFlI
or corrections
others if needed

Application process

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



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

6.1 Navigating within the proposal form

l_ Click “Home” to return to your dashboard. |

nt (fol@innovation.ca) | My profie and preferences | Help | Francaie | Signout

Researcher dashboard = Application = JELF #32481 = Project medule = Preject informaticn

© [ JELF #32481

© [ Project module Project information
[ Project information
[ Project summary
[ candidates

[ sssessment criteria - Display/Print -m
attachment =

D Financial resources for

Prior to submitting the proposal, please ensure that you complete all sections and fields.

operation and maintenance Project information
[ Past CFlinvestment (To be
completed by the institution) Type of project  John R. Evans Leaders Fund — Funding for research infrastructure

D Sustainabilty (To be completed
by the institution) i
& [ Finance module * Project title My project El 120 characters

(7) Suggested reviswers
T g ng:ﬂsal <haring * Language of proposal  English E|

6.2 Proposal sharing

Proposal sharing is a feature which allows two or more users to contribute to a proposal. A proposal can be shared
with anyone who has a CAMS account.

You may wish to share a proposal in order to:
¢ Allow one or more colleagues to contribute to the writing and preparation of a proposal or to specific modules of a

proposal; or,
e Allow one or more colleagues to view a proposal or specific modules of a proposal.



6.2.1 Overview of proposal sharing

G — § —

Researcher A
4
\\3 y

At any time, Researcher A can

Researcher A Researcher B

2\

Researcher A shares modify proposal sharing settings.
the proposal with Only Researcher A can mark a
Researcher B. proposal as “Completed.” )

Researcher B receives an email
notificationand is given access to
read and/or update all or specific

modules of the proposal.

Researcher A creates a
proposal and enters
required proposal
information.

Researchers listed as principal users or candidates automatically gain read access to the entire proposal. However, if
you would like one or more of the principal users identified on a proposal to complete or edit any part of your
proposal, you must share the proposal with them to allow them to access and update it.

6.2.2 How to share your proposal

Step 1: Create a proposal

In the researcher dashboard click “Create a new proposal” and follow the steps.

Step 2: Enter the required proposal information

Enter the required proposal information and other related information. You can complete the entire proposal yourself,
or collaborate with one or more colleagues to complete it.

Step 3: Go to the proposal sharing screen
Click “Proposal sharing” on the left-hand navigation bar and on the proposal sharing screen, click “Share this
proposal with another person.” Note that the proposal sharing screen is only accessible from within an application

form. To reach the proposal sharing screen from your researcher dashboard, click on any module of the proposal you
wish to share.

10



Step 4: Invite a colleague to read or update your proposal

Enter your colleague’s username (email address) and select the level of access (read, update or none) you would like
him or her to have for various proposal modules. In the example below, the project leader has given read access to
the project and finance modules, and update access to the suggested reviewers section. You can also add comments
that will be sent to your colleague. When you have completed this section, click “Save.”

edit delegation

* Usermarme (email) 70 characters

Module Access level

_ Please selert 1

* Access level  Project module Read [v]
Finance maodule Read [w]

Suggested reviewers Update [

Shared on 2011-03-21

Save Cancel

Your colleague will receive an email notification that he or she has been invited to view (read) or edit (update) your
proposal.

6.2.3 Updating or removing proposal sharing
At any time, you can update or remove proposal sharing by selecting “Modify access level” on the proposal sharing

page.

6.3 CV sharing

CV sharing is a feature of CAMS similar to proposal sharing. It allows you to give a colleague read or update access
to your CV.

Step 1: Open your CV

On your researcher dashboard, click “Curriculum vitae” (left-hand navigation bar) and open your CV from within the
“My CV” table.

Step 2: Invite your colleague to view or update your CV

On the left-hand navigation bar, click “CV sharing” to access the CV sharing screen. Enter your colleague’s username
(email address) and click “Validate username.”

Step 3: Send sharing invitation

Before you send the invitation to share your CV, specify the type of access — read or update — you wish your
colleague to receive. You can also add comments that will be sent to your colleague. When you have completed this
section, click “Save.”

11



7 DECISIONS

CAMS allows you to view the funding decision related to the projects you lead. This section will only appear in your

dashboard if you have proposals for which a funding decision has been made.

° Decision
Project leader

The table below lists the proposals for which a funding decision has been made.
£

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

1 entry(ies) found

Project

number Project title Fund Display/Pfint
. Infrastructure for breakthrough Innovation 5
44063 research Fund },

1 entry(ies) found

() Show all ® Show pages

Funding Decision
decision date
Full funding 2014-10-14

() Show all (® Show pages

12



8 AWARD FINALIZATION

As a project leader, your institution may have given you access to the award finalization module. This module will

only appear in your dashboard if you lead projects that have been funded by the CFI.

The award finalization section allows you to view award finalization status information related to the project(s), such

as the date the award finalization form was received by the CFl, the date the award agreement was issued by the CFI
(if applicable) 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.

Finally, you will be able to view the forms and attachments related to the 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 the “View”
link. If applicable, you will also be able to view all revised award agreements issued for the project.

) Award finalization

Award finalization form (AFF }"

Project leader

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

portal.

4 entry(ies) found

. CFl board Date AFF Award agreement
Project ottt Fund decisi received
number roject title un e:l.';.:aon by the CFI  Special Date
& conditions issued
Research Init':t:es
12345 | infrastructure for Fund 2009-06-16  2010-07-16 View 2010-08-13
Biology 2009
Large I i
54321 visualization ””FDVE‘ d'°” 2014-09-01 View | 2014-09-03
equipment un

(") Show all (8 Show pages

Budget at

Forms/
award
finalization 21aC hments
ltemized
View
list e
Proposal View

4 entry(ies) found . )
Download documentation related to the project

-

(") Show all () Show pages

1 The use of the itemized list form has been discontinued by the CFl in December 2014.

13



9 AMENDMENTS

As a project leader, your institution may have given you access to the amendment module. This module will only

appear in your dashboard if you lead projects for which an amendment request has been created.

The amendment module allows you to view amendment status information related to the project(s), such as the

number of amendment requests created and the status of the latest amendment requests created. It also allows you

to input data in the amendment form.

& Amendments

Project leader

The table below displays projects for which an amendment has been created. Clicking on the project number will

enable you to view the amendment details, including status information.

Click a project number to access this project’s
main amendment page

) Show all (®) Show pages

2 entry(ies) found

Number of Status of
Project title Fund  amendments latest
created amendment

Submission date of
latest amendment

Project
number

MNew Returned to
Research Initiati et
12345 | infrastructure for | oo oo 4 projec 2013-07-31
Biclogy Fund leader after
2009 corrections
Large Innovation
321 | visualization Fund 2 In-progress 2014-09-03
equipment
2 entry(ies) found

Date of  Approved
award project
agreement end date

2010-08-13 | 2014-09-30

2014-09-03 | 2014-09-04

(C) Show all (&) Show pages

14



9.1 Project’s main amendment page

Each project has a main amendment page where you can view the status of previous amendment requests submitted
to the CFI for the project (if any), and input data in amendment requests created by your institution.

I3 Researcher dashboard > Project amendmentis): Project # 54321 =

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 reguests will be reflected in future financial reperts once they have been
approved by the CFL.

Click “Run” to perform a validation of the information entered in
Project amendment(s) the form

1 22

Project number 54321
Click “Confirm” to perform a validation of the information

Recipient Py . .
institﬂﬁon My instityftion entered in the form and mark it as complete
Project title Large Wfsualization equipment Rpproved prqect;r;c; 2014-09-04
Webform Completed? | Submission Approval/Rejection CFI
Status p : PP 1 Display/Print
Display Validatio date date comments

1 NA NIA Approved 2014-09-03 2014-08-03 View View
2 Open Run In-progress Confirm N."A\ View

-'\_ Click “Open” to access the amendment request form

Click “View” to access the PDF version of the amendment request form
or to read CFl comments related to the amendment request (if any)

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

Once you have marked an amendment request as completed, your institution will verify it and submit it to the CFl, if

no changes are required. If changes are required, your institution may make corrections itself, but can also return the
amendment request to you in order to allow you to make the appropriate corrections.

15



9.2 Amendment request form

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

I— Use tabs to navigate through the sections Append files in the “Attachments” tab
Overview Change fo end date Changeis) to infrastructure Eligible costs Contributions Attachments ¢
Overview

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

Display/Print Save

Amendment number 2 r
Institution My institution Fund Innovation Fund L us o
) Date of Click “Display/Print” to access the PDF
Project ¢ 301 d 2014-09-03 i
number awari 09 version of the amendment request form
agreement
. Project
Project Account, Demo end 2014-09-04
leader
date
Project et ialioat .
title Large visualization equipment
* Prepared by 60 characters
* Please indicate the nature of your change (select all that apply)
| Change in the end date of the project Save changes before navigating to other
¥| Change to the infrastructure, including new items sections (tabs)

Selecting nature of change will enable relevant sections (tabs) | Display/Print | | Save |

16



10 PAYMENT

As a project leader, your institution may have given you access to the payment module. This module will only appear

in your dashboard if you lead projects that have been funded by the CFI and for which an award agreement has been
issued.

The payment module allows you to view payment information related to the project(s), such as amounts paid to date
and remaining balance to be paid by the CFI.

) Payment information

Project leader

Payment details can be viewed by clicking on the project number in the table below.

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 award
conditions.

") Show all @ Show pages
4 entry(ies) found displaudag.d-antolios)

Hover on “i” icons for additional information CHEIEER ' (BRI

Remaining balance

- Granted Amount P ts Approved
EJ?r:EZtr Fund amount paidto Scheduled  Held :::nyeer: project
a date payments payments Holdback scheduled end date
(net) (net)
(gross)

1M111 MIF 2009 3,400,900 2,571,813 0 0 0 829,087 2014-09-30
22222 JELF 179,278 169.250 0 0 10,028 0 2014-03-31
33333 LOF $1M-52M 800,000 623,443 96,556 0 80,001 0 2016-12-31
44444 LEF 2012 320,000 288,000 0 0 32,000 0 2014-08-31
4 entl(ies}fuund displaying 4 entry(ies) H # A n 2 » B M
Click a project number to access this project’s payment details page ©) Show all @ Show pages

17



11 FINANCIAL REPORTS

As a project leader, your institution may have given you access to the financial report module. This module will only

appear in your dashboard if you lead projects for which a financial report has been created.

The financial report module allows you to view financial report status information related to the project(s).

&) Financial reports

Project leader

The table below displays projects for which a financial report has been created. Clicking on the preject number

will enable you to view financial report details, including POFs and status information.

Show all () Show pages

2 entry(ies) found
Latest financial report created .

Project . . Reporti Final Aplpraved
number Projecttitte  Fund eporting Submission epert project end
- period end  Status date created? date

date
Research | 1\lelw
12345 | infrastructure oY% 9014-03-31 Approved | 2014-06-11 No 2014-09-30
in Biology 2009
John R.
Large Evans
98765 | visualization Leaders 2014-03-31 Approved  2014-06-11 Yes 2014-02-25
equipment Fund

2 enfry(ies) found

Reporting
frequency

Annual

Annual

Fhow pages

Click a project number to access this project’s financial reports page

18



11.1 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). You can also view CFI comments related to the financial report for a specific reporting

year (if any) and have access to the PDF version of all the financial reports.

Researcher dashboard = Financial reports = Project #99999

) ) Access the PDF version of the financial report
Financial reports W
. New Initiativgs
Project number 99999 Fund Fund 2009

Recipient institution My institution Approved project end date 2014-09-30
Project title Equipment for transformative research Reporting frequency Annual

Reporting period end Final Submission CFl approval CFI : :
date report? Slates date date comments Dlspla‘ 'prlnt

2011-03-31 No Approved 2011-06-26 2011-06-26 View
2012-03-31 No Approved 2012-07-13 2012-07-13 View
2013-03-31 No Approved 2013-07-02 2013-07-02 View

2014-03-31 No Approved 2014-06-11 2014-06-11

View

comments for a particular report

19



12 PROJECT PROGRESS REPORT

As a project leader, you have access to the Project progress report (PPR) module which allows you to view and
manage the infrastructure operational status as well as fill out and complete the PPR form.

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 CFI typically involves three steps:

1. You, as a project leader, indicate infrastructure operational status online (if applicable). Institutional
administrators with appropriate access can also indicate operational status online on your behalf.

2. You fill out, validates, and completes the PPR.

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

submits the PPR to the CFI.

Although completion of the PPR is under your responsibility, a delegation tool allows you 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 you as a project leaders.

Researcher

dashboard

Project progress reports:
Summary list

* View all projects for which the project
leader is required to complete PPR in
current or future years

o Select each project number to manage
operational statuses and PPRs

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

\ 4

Project progress report details

» View the historical and current infrastructure
operational statuses and PPR(s) of selected
project

e Change the infrastructure operational status (if
applicable) ***

e Select project to go to PPR form (if reporting
schedule has been started)

o Display or print out PPR content

» Validate PPR content ***

e Confirm PPR is completed ***

Project progress report form

¢ Go to each section of PPR to fill out form and
validate content of Project progress report ***

e Give access to another individual to enter PPR
data (only when institution activates this
function) ***
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12.1 Summary of operational and PPR statuses

The summary table indicates all of the projects for which you are required to take actions related to infrastructure

operational statuses and PPRs in current or upcoming years. From this list, you will be able to drill down to the page
in the selected project to manage operational status and the PPR. Institutional administrators with appropriate access

can also complete these actions on your behalf.

Four different statuses can be displayed under the “Infrastructure operational status” column:

e  Status must be provided: Infrastructure operational status needs to be reported.
e Operational (FFR submitted): PPR will be required in the next reporting period following final financial

report (FFR) being submitted.

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

Not yet operational: PPR is not required this year unless the status is changed to operational. You may

change the status to operational any time before the institutional deadline indicated.

Project progress reports
Privacy policy

Project leader

The following list provides a summary of all projects for which you are required to complete a Project progress
report (PPR). By clicking on the project number, you can view a more detailed screen where you can set
operational status of a project, view your reporting schedule when it has been generated, and take other actions
related to the PPR. Refer to the Instruction manual for completing project progress reports for further guidance.

Mote: Canada Research Chairs (CRC) are respensible for submitting a CRC annual report through the CRC
portal at http:/fwww.chairs-chaires.gc.ca'program-programme/admin_guide-eng.aspx#reporting_chairs. Reporting
timelines and requirements may differ from those of the CFL

4 entry(ies) found

Click to access to details of operational
status and PPR of the selected project

Project

number Fund

John R. Evans Leaders Fund — Funding for

12345 research infrastructure

UERT John R. Evans Leaders Fund — Funding for
research infrastructure

56789 Innovation Fund

John R. Evans Leaders Fund — Funding for
90123 ;
research infrastructure

4 entry(ies) found

Operational status

Operational (FFR
submitted)

Status must be
provided

Operational

Mot yet operational

® Show all Show pages
Deadlines
Operational PPR
status
2016-06-30 | 2016-06-30
2016-06-30 | 2016-06-30
2016-06-30  2016-06-30
2016-06-30 | 2016-06-30
#® Show all Show pages
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12.2 Managing required operational statuses

When the operational status column indicates “Status must be provided,” you will be required to select the latest

infrastructure operational status. This will trigger the PPR reporting schedule as specified in section 12.1, “Summary

of operational and PPR statuses”.

0 Researcher dashboard = Project progress report details: #34557

Project progress report details

Project number 34567

Award finalization date  2014-11-21 - - -
Not yet operational” can be changed

CFI contribution  $577.714 to “Operational” any time before

institutional deadline

Once it is set as operational,

Operational status itis irreversible

low if the CFI-funded infrastructure jg#®perational to the extent that you have been

activities described in the CFl proj

Please indicate in the tabl
able to initiate the rese

Year Operational status Deadline Date submitted

2016 Operational Not yet operational 2016-06-30

Reporting schedule

Your reporting schedule is generated once your CFl-funded infrastructure is operational (as described in
‘'operational status’ box above). Once the schedule is generated. you can fill out the PPR by clicking on the
current year, validating its contents, and confirming to your institution that you have completed all sections of
the PPR questionnaire. You can also generate a PDF of reports from current er previous years

Year Deadline Status Display/Print Validated? Completed?
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12.3 Filling out, validating and completing a PPR

Once the PPR reporting schedule has been triggered, the statuses of all newly created PPRs in CAMS are shown as
“in progress.” Clicking on the project number will take you to the PPR form. As a project leader, you 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 your behalf.

Reporting schedule Click to access PPR form

Your reporting sch
‘operational stat

ule is generated once your CFl-funded infrastructure is operational (as described in
box above). Once the schedule is generated, you can fill out the PPR by clicking on the

current year, vafidating its contents, and confirming to your institution that you have completed all sections of
the PPR quegficnnaire. You can also generate a PDF of reports from current or previous years

Year
2014
2015
2016
2017
2018

Status
Submitted to CFI

2015-06-15
2016-06-30
2017-06-30
2018-06-30

Submitted to CFI
In progress
Mot yet available

Mot yvet available

Display/Print

Validated? Completed?
P Yes No
P Yes No
Validate | Confirm |
A A 1 m‘
A A A

ick to preview / prin
out the PPR content

Run the validation to ensure all
required information has been
entered into the form

Click to confirm that the forms have been validated
and are ready to be submitted (completed)

Once the form has been completed, you will no longer be able to modify the PPR. The institution retains access to edit
the forms and can return the PPR to you for corrections as needed. Once the institution ensures that the PPR is
completed and ready for submission, an authorized institutional administrator may submit the PPR to the CFI.
Once the PPR has been submitted to the CFl, the institution will no longer be able to edit the forms.
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12.4 Navigating within the PPR form
To navigate between Project progress report sections, use the left-hand side menu. For additional reference, you can

find a page-by-page view of each screen of the PPR in the PPR template document.

[ PPR #55788 O _Researcher dashboard > Project progress report details: #56789 = Year: 2016 = Retention of researchers
e

@ [Bg Project progress report
D Project overview
[ Achisvements One of the CFI's key cbjectives is to promote the attraction and retention of high-calibre researchers.
D Challenges
D Retention of researchers
[ Highly qualified personnel | Validate || Display/Print H Save |
D Technic al personnel
[ Training * Between April 2015 and March 2016, how impoertant was the availability of the infrastructure funded through this
[ Infrastructure quality award in your decision to stay at the institution?
[ Useful life of infrastruc ture

Retention of researchers

Mot applicable v
[ Utilization of infrastructure
[ Funding * Please explain
Operation and maintenance of
the infrastructure test

[ Research advancement

D Research outputs

[ Research collaboration

D Research agreements

D Technelogy transfer

[ Spin-off companies

[ Benefits for Canadians

D Mew job creaticn

[ Contact information * Indic ates a regquired field Validate H Display/Print || Save |

Comments

@ [E§ PFR delegation

120 characters

all at once in PPR main page

Save before leaving each page
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12.5 Delegate filling out the PPR to another individual

This feature enables you to give access to someone to enter data in your Project progress report. Institutional
administrators with appropriate access can also delegate entry on your behalf.

O Researcher dashbosrd = Project progress report details: #56789 = Year: 2016 = Proposal sharing

@ (B PPR #56789

(=) Pi t rt - .
° I'_:ﬁ; p”’f'm repe Project progress report delegation
Toject overview

[ Achievements This feature enables you to give access to someone to enter data in your project progress report. The project
[ Challenges leader continues to have responsibility for ensuring the data is accurate and complete. You may only delegate
[ Retention of researchers data entry te cne person at a time. This perscn must have a CAMS account.

D Highly gualified personnel
[ Technical personnel

D Training

[ Infrastructure quality Delegate data entry to someone

[ Useful ife of infrastructure ‘V Click to enter the username

Utilization of infrastructure .
% Funding (email) of delegate

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

Operation and maintenance of
the infrastructure

[ Research advancement

Research outputs .
E Research collasoration Enter the CAMS username (email)

[ Research agresments of delegate, and validate.
[ Technology transfer

D Spin-cff companies
[ Benefits for Canadians
D MNew job ¢ reation
[ Contact information
[ Comments

= [ PPR delegation

Delegate data entry to sgffiecne

* Username (email) 70 characters | Validate username

Delegate data entry to someone

* Usemame (email) 70 characters

Tom Testing, CFI University

-

The message entered here
will be included in the email

Message for Tom Testing sent to the delegate.

# 500 characters

Mote: An e-mail notific ation will be sent to Tom Testing summarizing the above information.

Cancel

automatically sent to the delegate.

Note: You and your institution will still be responsible for the PPR “complete” and “submit”
functions through your CAMS dashboards, and for ensuring the completeness and
accuracy of the data entered in your PPRs. The delegate will NOT have the ability to set
the PPR as “complete.”
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In order to deactivate delegate function, click “Remove access.”

© [B PPR #123456

e

e

Project progress report

[ Project overview

[ Achievements

- [ chalenges

* [ Retention of researchers

[™ Highty qualfied persenne!

- D Technical perzonnel

- D Training

[ Infrastructure quality
[ Useful life of infrastructure
- [ Uiization of infrastructure
- D Funding

Cperation and maintenanc e of
the infrastructure

[ Research advancement

[ Research cutputs

[ Research collaboration
- D Research agreements
[ Technolegy transfer

- D Spin-off companies
[ Benefits for Canadians
- D New job creation

[ Centact information

- [ Comments

PPR delegation

I3 nstitutional dashboard = Project progress reports = Project progress reports: 2016 = Project: #123456 = Proposal sharing
Retumn to search page
Project progress report delegation
This feature enables you to give access to somecne to enter data in your project progress report. The project

leader ti 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 repert as “Complete”. This action must be carmed out by the
project leader or an authorized member of the institutional research office.

Delegated to Action

Tom, Testing Remove access
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For any questions about CAMS, feel
free to contact us at:

help.aide@innovation.ca

We will be happy to answer
you promptly.



mailto:help.aide@innovation.ca
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