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1 DEFINITIONS

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

Institutional administrator refers to individuals responsible for managing CFl projects on behalfofthe institution.
Theseindividuals 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. Thisalso includes managing the institution’s
Infrastructure Operating Fund (IOF) allocation and IOF annual reports.

Project leader refersto individuals mandated by the institutionto lead CFI-funded projects.

Reviewer refersto individuals who participatein the review process of proposals submitted to the CFI.

2 REFERENCE MATERIAL

This guideisintended for researchers. Other guides are available, depending onyour role and the type of activity you
performin CAMS.

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

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

3 WHATIS CAMS?

The CanadaFoundationfor Innovation Awards Management System (CAMS) is the secure online portal thatallows
universities, colleges, research hospitalsand non-profitresearch institutions to apply for CFlfunding and assists them
in managing thefull life cycle ofa CFI-funded project.

CAMS allows institutionaladministrators to manage pre-award and post-award activities related to CFlfunding. Italso
allows researchers to prepare proposals forinternal submissionto the institution, as well as have access to
information related to the projects they lead. Finally, CAMS gives reviewers access, in a singlelocation, to the
information and documentation necessary to assess the proposalsassigned 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
https://www.innovation.ca/en/cfi-online#suppdocs

4 ACCESSTO CAMS

4.1 CAMSsign-in page

You can access CAMS as follows:

e Navigate to Innovation.ca;
e Click“CFlonline”fromtop ofscreen;
e Click“Signin”inright-hand menu; and,
e The CAMS sign-inpagewill appear.
Help | Frangais
VATION.CA —
- Getling 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
Eorgot password?
Create a new account
Important notices ® Canada Foundation for Innovation. 2011
On this page:

e Registered users can signin;
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/

4.2 Account creation process

O Sign into CAMS

Click on
() activation link

Check your email for

activation message
°

Fill in registrationform

4.2.1 Creating anew account
Fromthe sign in page, click “Create a new account” and follow the instructions.

4.3 Two-step verification

INNOVATION.CA

CANADA FOUNDATION | FONDATION CANADIENNE
FOR INNOVATION POUR LINNOVATION

Getling started with CAMS

Welcome to the CFl Award Management System (CAMS)

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

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

If you have not already set up an alternative email or mobile device number, you
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 signingin using ausername and password, users who have an institution
role associated to their user accountmay be required to enter a security code to complete the authentication process.
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You have the option of receiving the security code by email to your username, to an alternative email or to your
mobile device number.

™ I
INNOVATION.CA

CANADAFOUNDATION | FONDATION CANADIENNE
FOR INNOVATION POUR LINNOVATION

Getting started with CAMS

Welcome to the CFl Award Management System (CAMS)

A security code has been senl to either your usameme (email). altermative email or
mobile devica number.

It may take several minutes to receive the soourity code. If the security code was.
sent to your altemative emal, you may need to check your spam folder.

Please anter tha security code recaived 1o completa the sign in process:

Are you using a rusled compulerdevice?
s @ No

Resand security coda

Sign in

When entering the security code, ifyou specify thatyour computer or device s trusted, you will nothaveto enter a
security code again when using thatdevice and browser. However, ifyouchange devices or browsers, or clear your
browser’s cache, youwill be required to use two-step verification when yousignin.

INNOVATION.CA

CANADAF Fi ON CA
FOR INNOVATION POUR LINNOVATION

Getting started with CAMS =

CFl 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 usemame (email) only @ Use usemame (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 altemnative email or mobile device

number.
Email (alternative)
Mobile device number

Country code  Area code Humber

New users or users with a newly assigned institution role will be prompted to setup a method of receiving security
codes, either when creating auser accountor when firstlogginginto CAMS. You can modify the method ofreceiving
security codes by navigatingto the “My profile and preferences” screen.



4.4 Resetting your password

Help | Francais

INNOVATION.CA

CANADA FOUNDATION | FONDATION CANADIENNE
FOR INNOVATION POUR LINNOVATION

= Getting started with CAMS

Reset your password

Username (email}

If you have forgotten your password, you can requestto have the password automatically reset by clicking “Forgot
password?” on the sign-inpage. Youwill be required to provide your username (email address). Youwill receive an
email with a unique password resetlink. Onceyouclickon thelink, youwill be required to create a new password. If
yourequire assistance, please contactthe CFl help desk at help.aide@innovation.ca.

4.5 Accessing user profile and preferences

Thesepages allowyouto manage your contactinformation, security settings and password, as well as view privacy
notices fromthe CFI.

Dermo Accounl (kg
3 Home =My profile and preferences 1
My profile and preferences Click here to access your profile and preferences
Update contact information Security settings | View privacy notices

General information

Salutation Please selact... W
* Family name  Account 50 characters
‘Firstname  Demo 50 cheraclers



5 THERESEARCHER DASHBOARD

5.1 Overview

Oncesigned in as a researcherin CAMS, you are automatically directed to your researcher dashboard. The
dashboard containseasy access to information related to your role(s) in aproject(e.g. key participant, collaborator,
projectleader, etc.).

5.2 Navigation

The researcher dashboard contains anumber 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 =

@ [E9 Researcher dashboard B Rescarmher dasboard
@[55 Curriculum vitae Researcher dashboard
© [ Application
@ [B Decision
@ B Award finalization
@ [B§ Amendments . .
< [Fg Financial reports 0 Appllcatlon
< [F@ Payment information
@ [F@ Project progress reports

Through the researcher dashboard you can create and medify proposals, view competition results and complete
post-award related tasks

0 Decision

© Award finalization

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

) Project progress reports

Note: You may notsee all the sections displayed above. The sectionsdisplayed on your
researcher dashboard will depend onthe access privileges granted to you by your
institution.




A number offeatures are availablein 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 ent

(T) Show all @ Show pages
1 This award has not been made public yet; please keep it confidential.

For award finalizations prior to
. . ; 2

Thig project has been withdrawn. May 2014, the date displayed 4 n
corresponds to the date the

ltemized list & summary of

LRI 2NN

Datq / udget at

Project CFl board secured contributions was award Forms/
be: Project title Fund decision submitted to the CFI. B attachments
number date alization
conaions  I1ssued i .

Infrastructure for

) Mew
ge6e6\ | [ransformative Initiatives  2009-06-16  2011-05-04 2011-07-29  ftemized 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
@ [Bg Decision

Recipient institution My institution
Project title Proteomics research infrastruc

Validation

Total project cost' is a required field

‘Amount requested from the CFI"is a required field

'Prmary discipline' is a required field

Notice of
intent ‘Primary sub-discipline’ is a required field.

‘Primary area of application’ is a require!

Title/position' is a required field .
4 3



6 THEAPPLICATION PROCESS

The process to submita Notice of Intent (NOI) or proposal to the CFl typically involves three steps:

1.

The projectleader creates a new NOI or proposaland completes the forms online. Oncethe projectleader has
marked the form as complete he or shewill no longer have access to modify it. Institutional administrators with
appropriate access can also completethe forms online on behalfofthe projectleader.

The institution may editthe formand/or release it back to the projectleader for revision. When the NOl or
proposalis deemed final, the institution indicates thatthe form has been verified. If applicable, the system will
generate thefinal PDF version ofthe NOlor proposal atthis point.

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

Project leader Institution

Project leader

Complete Verify and edit
creates a new

—»| proposal proposal or NOI

v

proposal or or NOI
NOI
P 3 - | |- - l
. : Retumn to Submit proposal
Add users Share with project leader or NOI to the CFlI
others for_corrections
if needed

Application process

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



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

6.1 Navigating within the proposal form

J_ Click “Home” to return to your dashboard.

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

3 Researcher d > Application > JELF #32481 = Project medule = Project information

@ [ JELF #32481

© (5 Project module Project information

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

Project summary
Candidates

Aﬁse;smetnt criteria - Display/Print
attachmen

Financial resources for . . .

operation and maintenance Project information

Past CFl investment (To be
completed by the institution) Type of project  John R. Evans Leaders Fund — Funding for research infrastructure
Sustainability (To be completed
by the institution) §
) [5 Finance module * Project title My project [E]l 120 characters

@ Suggested reviewers
I._| oo * Language of proposal  English E|
= [E Proposal sharing

6.2 Guidelines for attachments

6.2.1 Pagination
CAMS will automatically paginate notices ofintentand proposals when they are submitted. Documents should not be
individually paginated prior to being uploaded to the electronicsystem.

6.2.2 Page formatting
Sincereviewers will assess proposalselectronically, the applicantshould only use astandard, single-column on an
8.5" x 11" pagelayoutfordocuments. Avoid using atwo-column or landscape format since it may reduce legibility.

The notice ofintentand proposal mustbe clear and easily readable. Legibility is of paramountimportance and should
take precedencein the selection ofan appropriate fontfor usein the notice ofintentand proposal. The applicantis
strongly encouraged to use a 12-point, black-coloured fontand use singleline spacing (six lines perinch) with no
condensedtypeorspacing.

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

e Header: Indicatethe administrative institution onthe top left, the title of the section in the middle and the
projectnumber on the top rightofeach page.

e Footer: Do notinclude any information in the footer as this area will be used for automatic page
numbering.

e Page margin:Inserta margin ofno lessthan 2.5 cm (1 inch) aroundthe page. The header may be within
the margin.

e Fileformat and size: Only PDF files may be uploaded. Documents in other formats should be converted
to PDF priorto being uploaded and should notbe encrypted or password protected. The file size must
notexceed 20 megabytes.

Adherenceto the page formatting guidelines noted aboveis necessary to ensure that the reviewers receive legible
proposals and thatno applicantwill have an unfair advantage by using smaller type, line spacing or margins to
provide moretextin the notice ofintentorin the proposal. Failure to adhere to these guidelines may resultin the CFI
returning aproposal for revision.



6.3 Notice of Intent structure

Notices of intentwill be used to assistthe CFl in planning the review process, identifying the requisite expertise for
the assessmentofeach proposal, recruiting committee members, and detecting potential eligibility issues with the
infrastructure items requested. Therefore, notices ofintentshould contain accurate information aboutthe
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 projectleader or administrative institution once anotice ofintent
iscompleted. Thatis because the CFl uses notices ofintentto assemble review committees and changesto the
projectleader or administrative institution may resultin a conflict ofinterest for areview committee member. If such a
change is deemed necessary, contact your Senior Programs Officer as soon as possible. The CFI will oversee the
change to be made in CAMS.

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

6.3.2 Collaborating institutions

Identify the institutionseligible for CFl funding collaboratingin this project. Enter the amount to be provided fromeach
collaboratinginstitution’s envelope for this competition. Do notincludein this listthe administrative institution
identified in the Projectinformation section.

6.3.3 Principal users/Team Members

List the principalusers oftheinfrastructure requested, includingthe projectleader. Principal users must have a
CAMS accountand sign in to acceptto participatein the projectbefore a notice ofintent can be submitted to the CFI.
Researchers listed as principal users automatically gain read access to the notice ofintentand proposal.

6.3.4 Project description (page limit varies by competition)

Provide a description ofthe major pieces ofinfrastructure requested, a shortoverview oftheresearch or technology
developmentactivities to be enabled by the infrastructure, and the anticipated outcomes fromthese activities,
including expected application(s).

Also use this section to clearly indicate ifthe proposal willinclude advanced research computing infrastructure.
Similarly, specify ifthe proposedlocation ofthe infrastructure projectwould be either a national or international
research facility. In both such cases, the institution must consultwith the hostfacility, comply with the facility’s
established planning and project approval processes, and obtain the approval ofthe hostfacility.

6.3.5 Suggestedreviewers
Identify a minimum of six reviewers who are well-qualified to review the proposal and who are notin a position of
conflictofinterest. Aconflictofinterest may be deemed to exist or perceived as such when reviewers:

e arearelativeorclosefriend, or have a personal relationship with the projectleader or one ofthe
principal users;

e areina position to gainorlosefinancially/materially fromthe funding ofthe proposal;

e have hadlong-standing scientificor personal differences with the projectleader or one ofthe principal
users;

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

e are closely professionally affiliated with the projectleader or one ofthe principal users, as a result of
having in the lastsix years:

o frequentand regularinteractions with the projectleader orone ofthe principal usersin the
course oftheir duties at their department, institution, organizationor company;

0 been a supervisororatrainee ofthe projectleader orone ofthe principalusers;
10



o collaborated, published or shared funding with the projectleader or one ofthe principal users,
or have plansto do so in theimmediate future;

O been employed by the administrative institution;
o feel for any reason unableto provide an impartial review ofthe proposal.
Note: The decisionwhether to contactthe suggestions remains with the CFI.

6.4 Proposal structure

The proposal should clearly presentthe merits and excellence ofthe proposed project. Sufficientinformation should
be provided to enable reviewers to evaluate the proposal in accordance with the assessment criteria established by
the CFI (pleaserefer to the Assessmentcriteriasection for the competition).

If the submission ofanotice ofintentwas required, CAMS automatically populates the proposal with information
providedin the notice ofintentincluding the following: projectinformation, collaborating institutions, principal users
and suggested reviewers. Applicants will not be able to change the name of the projectleader or administrative
institution oncethe notice ofintentis completed. This is because the CFl uses the notices ofintentto assemble
review committees and a changeto the projectleader or administrative institution may resultin a conflictofinterest
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.

Applicants are able to revise the details ofthe collaborating institutions, principalusers and suggested reviewers to
reflect changes fromthetime of the notice ofintent submission. However, we ask that youinformyour Senior
Programs Officer as soon as possibleifany changes are madeto the aforementioned lists.

The proposal consists ofthree separate CAMS modules:

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

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

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

The forms in CAMS will dictate the maximum number of characters thatcan be included in each sectionand/orthe
page limits for uploaded documents.

6.5 Project module

6.5.1 Projectinformation
This section captures basic information aboutthe projectsuch as thetitle, administrative institution and keywords.
The informationin this section is automatically populated with informationifitwas provided in anotice ofintent.

6.5.2 Plain language summary

Provide a shortsummary in plain language ofthe proposed project: whatis being researched, howitis being done
and why it isimportant. Focus on the expected impacts and benefits to Canada, beyond academic accomplishments.
This summary will notbe used in the review process. Should the projectbe funded, itmay be used in the CFl's
communicationsproducts and website.

6.5.3 Project summary

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

11



6.5.4 Principal and other users/Team members

The listof principal users/team members is prepopulated ifanotice ofintentwas required. Newly-added principal
users must have a CAMS accountand acceptto participatein this project before a proposal can be submitted to the
CFI. The CVs of the principal users will be appended to the proposal. Researchers listed as principal users
automatically gain read access to the proposal.

6.5.5 Collaborating institutions

Identify the institutionseligible for CFl funding collaboratingin this project. Thelist of collaborating institutions should
be filled outprior to completing the Finance module. The choice of infrastructure location in the Costofindividual
items section ofthe Finance module will be populated based on this list. Do notinclude in this listthe administrative
institution identified in the Projectinformation section.

6.5.6 Financial resourcesfor operation and maintenance
This section ofthe Project module captures the annual costs and sources of committed supportto ensurethe
effective operation and maintenance ofthe infrastructure for the firstfive years after implementation.

In cases where the useful life! of some ofthe infrastructure items requested are longer or shorter than five years, the
Assessmentcriteriasection ofthe proposal should provide complementary information regarding the operating and
maintenance needs for these items over their useful life.

Do notinclude costsrelated to research and/or technology development. If funding sources include the CFI
Infrastructure Operating Fund (IOF), listthesein the “institutional contribution” category.

6.5.7 Assessment criteria
Upload aPDF documentthatcontains key information on how the proposal meets the objectives and assessment
criteriaforthe competition. Ensure thatthe documentfollows the guidelines for attachments (Section 6.2).

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

The documentallows the applicant maximum flexibility to address each criterion, including the use offigures or
diagrams, where appropriate. The distribution of pages among criteriais atthe applicant’s discretion, up to the total
page limits.

6.6 Finance Module

The Finance module consistsofthe following sections:

e Costofindividual items

e Constructionorrenovationplans (ifapplicable)

e Contributionsfromeligible partners

e Infrastructure utilization

e Overview of infrastructure project funding (generated automatically)

! 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.

12



The tables in the Overview of infrastructure projectfunding sectionin CAMS will be automatically populated with
information taken fromthe other sections ofthe Finance module. Note thatthe amount requested from the CFl is
calculated based on the difference between the total contributions from eligible partnersand the total eligible costs.

6.6.1 Costofindividualitems

When completingthe Costofindividual items section, the CFl recommends thatthe applicantbundle items into
functional groupings. However, details and justification for each item within agroup should be providedin addressing
the infrastructure criterion in the Assessment criteriadocument. The CFI's Policy and program guide outlines the
eligible costs for infrastructure projects.

List only theeligible infrastructure acquisition and development costs. Listthe full cost of each item. Retain
documentation (pricelists, quotes, etc.) so thatyou can provideitto the CFl upon request.

Please note:

o Iftheinfrastructure will be used for purposes otherthan research or technology development, listonly
pro-rated research or technologydevelopment costs.

e Thetotal eligible costs mustinclude taxes (netof credits received), shipping and installation. However,
taxes must notbe calculated on thein-kind portion.

e When preparing budget estimates, the applicant mustfollow their existing institutional policies and
procedures. Costsincluded in this budget mustbe close estimates of fair market value. Refer to the
Policy and program guide forinformation onhowin-kind contributions mustbe assessed.

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

e A detailed breakdown ofthe overall costofthe construction or renovation project, categorized by cost
component(i.e. direct, softand contingency costs);

e Atimelineidentifying key dates for the various stages ofthe proposed construction or renovation;

e Floorplansofthe proposed area(s), showingthelocation ofthe infrastructure and the scale of the plans
for projectsinvolving multiplerooms. 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 fromeligible partners. Do notinclude the amountrequested fromthe CFIl. Providethe partner
name and type, as well as a breakdown of contributions (cash and in-kind) for each eligible partner. The applicantis
encouraged to bundle all expected in-kind contributionsfromvendorsintoasingleline. If partner contributions are
expected but have notyet been confirmed, outline the plans for securing these funds.

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

6.7 Suggested reviewers

The listofsuggested reviewers is prepopulated usingthelistifone was provided in anotice ofintent. You may
identify additional reviewers who are well-qualified to review the proposal. Refer to Section 6.3.5 ofthis documentfor
conflictofinterestguidelines. The decisionwhether or notto contactthe suggested reviewers remains with the CFI.
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6.8 Proposal sharing

Proposal sharing is afeature which allows two or more users to contributeto a proposal. Aproposal can be shared
with anyonewho has a CAMS account.

You may wish to sharea proposalinorderto:
e Allowoneormore colleagues to contribute to the writing and preparation ofaproposal orto specific modules ofa

proposal; or,
e Allowoneormore colleaguesto view a proposal or specificmodules ofaproposal.

6.8.1 Overview of proposal sharing

Researcher A
&

\\3 y

Q

Researcher A Researcher B

2\

1 At any time, Researcher A can
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
youwould likeoneormore ofthe principal users identified onaproposal to complete or editany part of your
proposal,youmustsharethe proposalwith themto allowthem to access and update it.

6.8.2 Howto share your proposal
Step 1: Create a proposal

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

Step 2: Enter the required proposal information

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

Step 3: Goto the proposal sharing screen

Click “Proposal sharing” onthe left-hand navigation bar and on the proposal sharing screen, click“Share this
proposal with another person.” Notethatthe proposal sharingscreen is only accessible fromwithin an application
form. To reach the proposal sharing screen fromyour researcher dashboard, click on any module ofthe proposal you
wish to share.
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Step 4: Invite a colleague toread or update your proposal

Enter your colleague’s username (email address) and selectthe level ofaccess (read, update or none) youwould like
himorher to have for various proposal modules. In the example below, the projectleader has given read access to
the projectand 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

* Username (email) 70 characters

Module Access level

_ ™

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

Suggested reviewers Update [

Shared on 2071-03-21

Save Cancel

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

6.8.3 Updating orremoving proposal sharing

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

6.9 CV sharing

CV sharing is afeature of CAMS similar to proposal sharing. Itallows youto give a colleagueread or update access
to your CV.

Step 1: Open your CV

On your researcher dashboard, click“Curriculumvitae” (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 theinvitationto share your CV, specify thetype of access — read or update — youwish your
colleagueto receive. You can also add comments thatwill be sentto your colleague. When you have completed this
section, click “Save.”
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7 DECISIONS

CAMS allows youto view the funding decision related to the projects youlead. This section will onlyappearin your
dashboard ifyouhave proposals for which afunding 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.

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

Project . . . A Funding Decision

number Project title Fund Display/Pfint decision date

34063* Infrastructure for breakthrough Innovation }m Full funding 2014-10-14
research Fund

1 entry{ies) found

() Show all (® Show pages
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8 AWARD FINALIZATION

As a projectleader, yourinstitution may have given you access to the award finalization module. This module will
only appearin yourdashboardifyoulead projects thathave 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
(ifapplicable) and which budget was used at award finalization (itemized list?, amendmentor proposal). Youwill also
be able to view special conditions included in the award agreementand whether these have been met or not.

You will be able to view the forms and attachments related to the projectsuch as the award finalization form, the
award agreement and the budget at award finalization (in both PDF and Excel format) by clickingon the “View” link. If
applicable, youwill also be able to view all revised award agreements issued for the project.

The award finalization module allows youto fill in award finalization forms. However, only individuals identified in the
institutionalagreement can submit an award finalization formin CAMS (i.e. president, director general, authorized
signatories, liaison and accountadministrator).

) Award finalization

To complete the award finalization process, an award finalization form must be completed for each CFI-funded project. Institutions must
submit the award finalization form electronically through the CFI Awards Management System (CAMS). If a revised budget is required at
award finalization, an amendment module must be submitted in CAMS.

Project leader

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

8 entry(ies) found displaying 5 entry(ies) Click to access the project’s main award

(O Show all ® Show pages

‘ng,vb

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

Date AFF Award agreement Budget at

Prdject CFI board received by the award Forms/
. . L i attachments
nunber- Project title Fund de;:::;on CFI Date Special finalization

issued conditions

TEST

40400 1 Water chemistry ~Release 14 2021-05-13 2021-05-13 _/ View
AFF

Download documentation related to the project

8.1 Project’s main award finalization page

Each projecthas amain award finalization page where you can view the status ofthe award finalization form, access
it for modification or mark itas complete.

2The use ofthe itemized listform has been discontinued by the CFI in December 2014.
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Return to search page

Project leaders can fill in the award finalization form. However, only users that have roles designated in the
institutional agreement can submit the award finalization form.

The submission of the award finalization form is required before an award agreement can be issued.

Award finalization form
Click to access the award finalization form

40400 Total eligible costs $5,000,000

Project number

Project/Team leader( Leblanc, Alex Maximum CFI contribution $2,000,000

TEST Release 14 AFF Click to verify if the award finalization form has
been filled in properly

Water chemistry

Click “Confirm” to perform a validation of the information

Award finaliza entered in the award finalization form and markit as complete

Webfgrm

Status Completefd? Submission date CFl comments Display/Print
Display ¢ Validate

View/edit Returned to institution for corrections

8.2 Award finalization form

The award finalization form consists of three tabs. When an award finalization formis firstopened, the “Overview” tab
is selected by default. You will always have access to the certification tab, but the eligible costs tab will only be
available for projects requesting more than $1 million fromthe CFI.
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u Researcher dashboard = Award finalization > Project #40154 > Award finalization form = Overview

Return to award finalization page Use tabs to navigate through the sections

o

Overview Eligible costs Certification

Please fill out the information requested in each tab. You may return to modify information in any of these tabs if you need to.
The Eligible cost tab is only active if the CFI contribution to the project is superior to $1M.
Display/Print ‘ Save |

r N
Award finalization form ’

Institution Test inst (300) Click “Display/print” to access the PDF
version of the amendment request form

Project number 40400

Project/Team leader(s) = Leblanc, Alex

* Anticipated project end date :J
Save changes before navigating to other

YYYY-MM-DD . [
sections (tabs)

Budget and forecasts

Onceyouhave marked the award finalization formas completed, your institution willhave the opportunity to make
changes and then submitit to the CFI.
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9 AMENDMENTS

As a projectleader, yourinstitution may have given you access to the amendment module. This module will only
appearin yourdashboard ifyoulead projects for which an amendmentrequesthas been created.

The amendmentmodule allows youto view amendment status informationrelated to the project(s), such as the

number of amendmentrequests created and the status of the latest amendment requests created. It also allows you
to inputdatain the amendmentform.

& 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.

2 entry(ies) found

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

) Show all (8) Show pages

. Number of Status of -
Project . . Submission date of
fimber Project title Fund amendments latest lstestamendment
created amendment
New Returned to
Research Initiati act
12345  infrastructure for | o o 4 projee 2013-07-31
Biclogy Fund leader after
2009 corrections
Large Innovation
54321 | 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

() Show all
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9.1 Project’s main amendment page

Each projecthas amain amendmentpage where you can view the status of previous amendmentrequests submitted
to the CFI for the project (ifany), and input datain amendmentrequests created by your institution.

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

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

1 21

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

i,?:;tlmgr: My instityftion entered in the form and mark it as complete
Project title Large Jsualization equipment Appm;r;g 2014-09-04
Webform izai iacti
ey | Status Completed? Sub[rjr:tseswn Approv{ajgiejectlon w© n.liinl;lmts Display/Print
1 NA NIA Approved 2014-09-03 2014-09-03 View View
2| Open | Run | In-progress Confirm MNIA \ \ﬁ?ei

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

Click “View” to access the PDF version of the amendment request form
or to read CFl commentsrelated to the amendment request (ifany)

Note that only amendmentrequests relating to changes to the infrastructure will include an Excel version ofthe
amendment request, in addition to the PDF version. Ifthe amendment request pertained only to achangein the
projectend date, only the PDF version ofthe amendmentrequest will be available.

Onceyouhave marked an amendment requestas completed, your institution will verify itand submititto the CFl, if

no changes arerequired. If changes arerequired, your institution may make corrections itself, but can also return the
amendment requestto youin orderto allowyouto make the appropriate corrections.
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9.2 Amendment request form

The amendmentrequest form consists of six tabs. When an amendment requestis firstopened, the defaulttab is the
“Overview” and the other tabs are notaccessible. Youwill firstneed to indicate the nature of your change (i.e. change
to theend date of the projector changeto theinfrastructure, including new items, or both). This will determine which
tabs will become available and need to be filled out. The lasttab allows youto attach up to three documents (PDF
format) to further explain changes madeto the project.

I— Use tabs to navigate through the sections Append filesin the “Attachments” tab
Overview Change to end date Changeis) to infrastructure Eligible costs Contributions Attachments <_I
Overview

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

Display/Print Save

Amendment number 2 r
Institution Wy institution Fund Innovation Fund : : )
) Date of Click “Display/Print” to access the PDF
Project ¢354 award 2014-09-03 ;
number version of the amendment request form
agreement
. Project
PerJQCt Account, Demao end 2014-09-04
eader
date
Project r A~
title Large visualization equipment
* Prepared by 60 characters
* Please indicate the nature of your change (select all that apply)
#I Change in the end date of the project Save changes before navigating to other
¥/ Change to the infrastructure, including new items sections (tabs) l

Selecting nature of change will enable relevant sections (tabs) Bisnlavnly (=)
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10 PAYMENT

As a projectleader, yourinstitution may have given you access to the payment module. This module will only appear

in your dashboard ifyoulead projects thathave been funded by the CFl and for which an award agreement has been
issued.

The paymentmodule allows youto view paymentinformation related to the project(s), such as amounts paid to date
and remaining balanceto 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 displ padigel-aniodias

“win

Hover on “i” icons for additional information Wi 2 »»

Remaining balance

: Granted Amount P ts Approved
Project Fund amount  paidto Scheduled  Held et | project
- date payments payments Holdback scheduled ©nd date
(net) (net)
(gross)

11111 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 emrt(ies}found displaying 4 entry(ies) M 4 4 n 2 0 B M
Click a project number to access this project’s payment details page () Show all @ Show pages
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11 FINANCIAL REPORTS

As a projectleader, yourinstitution may have given you access to the financial report module. This module will only
appearin yourdashboard ifyoulead projects for which afinancial reporthas been created.

The financial reportmodule allows youto 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 project number
will enable you te view financial report details, including PDFs and status information.

Show all () Show pages

2 entry(ies) found
Latest financial report created
f Final Approved .
Project . pp Reporting
Projecttitte  Fund Reperting feat report project end
nurﬂber period end  Status SUbS:tS:'OH created? date frequency
date
Research | Pelw
12345 | infrastructure o2 0V€% 1 9014-03-31  Approved | 2014-06-11 No 2014-09-30 Annual
in Biology 2009
John R.
Large Evans
98765 | visualization Leaders 2014-03-31 Approved  2014-06-11 Yes 2014-02-25 Annual
equipment Fund
2 enfry(ies) found
= & Fhow pages

Click a project number to access this project’s financial reports page
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11.1 Project’s main financial report page

Each projecthas amain financial report page whereyoucan view the status of previous financial reports submitted to
the CFI for the project (ifany). You can also view CFl comments related to the financial reportfor aspecific reporting

year (if any) and have access to the PDF version ofall thefinancial reports.

I3 Researcher dashboard = Financial reports = Project #99999

) ) Access the PDF version of the financial report
Financial reports T
. New Initiativgs
Project number 99999 Fund Fund 2009
Recipient institution My institution Approved project end date 2014-09-30
Project title Egquipment for transformative research Reporting frequency Annual
Reporting period end Final Submission CFl approval CFI : :
date report? Slats date date comments Dlspla‘ tprmt

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

View CFI comments for a particular report
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12 PROJECT PROGRESS REPORT

As a projectleader,youhave access to the Project progress report (PPR) module which allows youto view and
manage the infrastructure operational status as well as fill outand complete the PPR form.

This section provides additional information on the PPR module within CAMS. You should consultthe Policy and
program guide forinformation onrequirements and guidelines related to completing the PPR.

The process to submita PPR to the CFl typically involves three steps:

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

2. Youfill out, validates, and completes the PPR.

3. Theinstitutionmay editthe PPR and/or return itto youforrevision. An authorized institutional ad ministrator

submits the PPR to the CFI.

Although completion ofthe PPR is under yourresponsibility, adelegationtool allows youto share access to the
onlineformwith another individual with a CAMS accountto supportdataentry.

The graphic below depicts the overview of CAMS PPR modules and associated tasks foryou as a projectleaders.

Researcher

dashboard

Project progress reports:
Summary list

* View all projects forwhich the project o

leaderis required to complete PPRin v

current or future years
e Selecteach project numberto manage
operational statuses and PPRs

Project progress report details

e Viewthe historicaland current infrastructure
operational statuses and PPR(s) of selected
project

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

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

o Display orprintout PPR content

* Validate PPR content ***

e Confirm PPRis completed ***

*** |ndicates tasks for which project

A

leader has primary responsibility.
Institutional administrators with
appropriate access can also complete
these tasks on behalf of project

leaders.

Project progress report form

e Goto each section of PPR to fill out formand
validate content of Project progress report ***

e Give accessto anotherindividualto 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 ofthe projects for whichyou arerequired to take actions related to infrastructure

operational statuses and PPRs in currentorupcoming years. Fromthis list, youwill be able to drilldown to the page
in the selected projectto manage operational status and the PPR. Institutional administrators with appropriate access

can also completethese 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 (FFRsubmitted): PPR will be required in the nextreporting period following final financial

report (FFR) being submitted.

e Operational: PPR isduein the currentreporting period.

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

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

Project progress reports
Privacy policy

Project leader

The follewing 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 responsible 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

12349 research infrastructure

4567 John R. Evans Leaders Fund — Funding for
research infrastructure

56789 Innevation Fund

90123 John R. Evans Leaders Fund — Funding for

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

of operational and PPR statuses”.
Researcher dashboard = Project progress report details: #34567

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 itisirreversible

Please indicate in the tabl low if the CFI-funded infrastructure j@@perational to the extent that you have been
able to initiate the rese;

Deadline Date submitted

Year Operational status

2016 Operational Mot yet operational 2016-06-30

Reporting schedule

Your reporting schedule is generated once your CFI-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?




12.3 Filling out, validating and completing a PPR

Oncethe PPR reporting schedule has been triggered, the statuses ofall newly created PPRs in CAMS are shown as
“in progress.” Clicking on the project number will take youto the PPR form. As a projectleader, you have full access
to the PPR formto enter, validate dataand complete the PPR. Institutional ad ministrators with appropriate access
can also enter, validate and complete the forms on your behalf.

Reporting schedule Click to access PPR form

Your reporting schgflule is generated once your CFl-funded infrastructure is operational (as described in
‘operational statyf” 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 alsc generate a PDF of reports from current or previcus years

Year Status Display/Print Validated? Completed?
2014 Submitted to CFl i Yes Mo
2015 2015-06-15 Submitted to CFI H Yes Mo
2016 2016-06-30 In progress Validate

2017 2017-06-30 Mot yet available
2018 2018-06-30 Mot yet available

Confirm |
b
A

A

o preview / prin
out the PPR content

Run the validation to ensure all
required information has been
enteredinto the form

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

Oncethe formhas been completed, youwill no longer be able to modify the PPR. Theinstitution retains access to edit
the forms and can return the PPR to youfor corrections as needed. Oncetheinstitutionensures thatthe PPR is
completed and ready for submission, an authorized institutional administrator may submitthe PPR to the CFI.
Oncethe PPR has been submitted to the CFI, the institution will no longer be able to editthe forms.
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12.4 Navigating within the PPR form

To navigate between Projectprogress reportsections, usethe left-hand side menu. For additional reference, you can
find a page-by-page view of each screen ofthe PPR in the PPR template document.

© [ FFR #56789 I3 Researcher dashboard = Project proaress report details: #56789 = ear: 2016 = Retention of researchers
e

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

[ Useful life of infrastruc ture
[ Utiization of infrastruc ture

[ Funding " Please explain

Operaticn and maintenanc e of
the infrastructure test

[ Research advancement

D Research outputs

[ Research collaboration

D Research agreements

D Technology transfer

D Spin-off companies

[ Benefits for Canadians

D Mew job creation

[™ Contact information * Indicates a required field | Validate || Display/Print || Save |

[ Comments
@ [ PPR delegation

Retention of researchers

Mot applicable v

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 youto give access to someoneto enter data in your Project progress report. Institutional
administrators with appropriate access can also delegate entry on your behalf.

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

@ [ PPR #56789

(=} P t rt - .
: SJ? F”’f'm repo Project progress report delegation
TolECt 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 persen must have a CAMS account

B Highly gualified personnel
D Technical personnel

D Training

[ Infrastructure quality Delegate data entry to someone
D Useful life of infrastructure V Cllck to enter the username
D Utilization of infrastructure .
[ Funding (email) of delegate

Operation and maintenance of
the infrastructure

[ Research advancement

Research outputs .
% Research colaboration Enter the CAMS username (email)

[ Ressarch sgresments of delegate, and validate.
[ Technology transfer

B Spin-off companies
[ Benefits for Canadians
D Mew job creation
[ Contact information
[ Comments

(=} PPR delegation

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.

Delegate data entry to sgfficone

* Username (email) 70 characters | Validate userame

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 willstill 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.”




In orderto deactivate delegate function, click “Remove access.”

=) PPR #123456
ﬁ [E9 Project progress report
D Project overview

[ Achievements
~ [ Chalenges
[ Retention of researchers
[ Highly qualified personnel
- D Technical perzonnel

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

‘Operation and maintsnance of
the infrastructure

[ Research advancement
D Research outputs
[ Research collaboration
- D Research agreements
[ Technolegy transfer
- D Spin-off companies
[ Benefits for Canadians
- D New job creation
[ Contact information
[ Comments
= [E PPR delegation

I3 nstitutional dashbogrd = 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 to enter data in your project progress report. The project

leader conti 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
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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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