Welcome to the 2" of 4 training modules for ROLA (Research On-
Line Administration). This module will guide you through submission
of a completed Proposal in ROLA for institutional approvals. We will
also review the status of your submitted Proposals within ROLA.

This module covers
Submit Proposal ,

Approval Status Review
Approval Process

Reset Proposal Status L\

Each of the following frames will provide text instructions, as well as
graphic views to demonstrate how easy it is to submit a completed
Proposal in ROLA.

Here we go!

Information can be found in modules 1, 3 and 4 for the following
ROLA Functions

Complete and Maintain Proposal
Profile Review/Extend Pl Access
Gain/Maintain Access to ROLA



http://www.uwo.ca/research/Procedures_RW/ROLA_Manuals

Submit Proposal

Choosing Submit Proposal in the Menu list will allow you to submit a
Proposal for Western’s Institutional Approval once the Proposal has
been completed in ROLA via Maintain Proposal.

You may access the Submit Proposal a number of ways:

Cilck Submit on the General Info Tab from within an active Proposal
Choose Submit Proposal on the left menu from within an active
Proposal

Choose Submit Proposal from outside of an active Proposal, and

search S for the Proposal to be submitted.

As with any search in ROLA the business unit must be chosen as
UWO (this is a system requirement). You may further refine your
search by any number of criteria available on the search screen.

You may receive an email if an individual completes a Proposal on
your behalf. Follow the URL in the email and log in to the system, you
will be brought to the Submit Proposal component within ROLA.

> My Favorites
- UWO Menu
- Grants (ROLAII)
[> Sponsored Research
= Proposals
— Maintain Proposal
— Print Proposal Surmmary
— ResetProposal Status
— Approval Status Review
[ Authorization & Access
[> Reporting Tools
[> PeopleTools

— My Personalizations

Submit Proposal
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Business Unit: | = luwo Q.
Proposal 1D: begins with |+ (0000000359 Q
Version ID: begins with |+ |[V1

PIID: begins with [+ Q

Sponsor ID: begins with |+ || Q

Type: = v | l"]
Status: = v | ["]
Department ID: begins with | s Q

Search | Clear | Basic Search Save Search Criteria

Search Results

View All First |Z| 1-20f2 |E| Last

Business Unit|Proposal ID |Version ID P1ID |Sponsor ID |Type Status |Department ID
370700

UWO 0000000359 V4 TRW000002 RES003003 New App Draft
UWO 0000000359 v1 FRW000002 RES003003 Mew App Draft 380202

Find an Existing Value \ Add a New Value



From the submit screen you can view the basic details of the
Proposal selected for submission or Return to Search to view a
complete list of your Proposals and their status.

You may review the complete Proposal by choosing View Proposal.

Choose Submit Proposal to complete the process. You will not be
able to make changes to a Proposal with a status of submitted,
however, your Chair, Dean or RD&S will be able to return the
Proposal to you, setting the status back to Draft via the Proposal
Approval function prior to Institutional Approval by RD&S.

Resubmission of the Proposal and collection of approvals will be
required following a Status reset.
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i My Favorkes
£ L0 U
* Grants (RELA I
© Sponscred Reseach

Submit Proposal for Authorization > \iew Repont | [View Proposal | | _Submit Proposa <
Proposal IO (000045548 Version: vt
Titka: Triss s my Proparsal
it ol Submmea
o Swan J52be83

Sponsordk  RES003000 CANADEAN ROLA TRAMMG FOUNDATION

Programifc 00002 EXTERNAL IONDUAL WITH 0
Compention I0: 0081001 2000 FALL COMPETITION

Bucgat Amoes: 138,020.00

CheckList
1. BIGNATURES
2. EIGHTDOUBLE SIDED COPIES
3. FIVE CDS IN PDF FORMAT, WORD FORMAT AND EMBOSSED

L2\ Fetam 10 Search 1 Moty L Retrash

B add | UpdaterDispiay |



The submit screen includes a checklist of some specific items
required for Institutional Approval as well as components indicated in
the Sponsor guidelines that are required to complete the Sponsor
Application process.

Note: This checklist is not intended to exhaustive. Applicants
should always consult the Sponsor guidelines and complete the
application submission process as indicated by the Sponsor’'s
instructions.

Note: Completion of a ROLA Proposal does not constitute a
completed Sponsor application. Users are required to review the
Sponsor guidelines and complete the Application for Funding as
indicated by the Sponsor’s instructions.
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> My Favorites
> UWO Menu
> Grants (ROLAIl)
[» Sponsored Research

= Proposals

[ Grant Support
[ Authorization & Access
I Relationship Management
[ Travel and Expenses
[ Project Costing
L Worklist
i Reporting Tools
> PeopleTools
|- My Personalizations
~ My System Profile

Submit Proposal for Authorization

View Report

{"Viiew Propesal | | SubmitProposal

Proposal ID: 0000045548

Program ID: 00002
‘Competition ID: 20081001

Budget Amount:

CheckList

Title: This is my Proposal
Status: Not Submitied

PI Swan Isabella
Sponsor ID: RES002000

VersionID: V1

CANADIAN ROLA TRAINING FOUNDATION
EXTERNAL INDIVIDUAL WITHIDC

2008 FALL COMPETITION

136,920.00

1. SIGNATURES
2. EIGHT DOUBLE SIDED COPIES
3. FIVE CDS IN PDF FORMAT, WORD FORMAT AND EMBOSSED

L& Return to Search | =l notity

b Refresh

Er add 7| Update/Display



As the Pl You will be asked to agree to a set of submission criteria to
complete the submission process.

This criteria is reflected in Western’s Meaning of Signatures policy.
You may view the Meaning of Signatures on the RD&S web site at:
http://www.uwo.ca/research/docs/Meaning_Signatures.pdf

By submitting this request, | agree to the following:

1

The information in the application is complete and accurate to the best of my knowledge
as the Principal Investigator/Applicant.

. As the Principal Investigator/Applicant | have sufficient space, time and/or resources to

do the research. If additional space, time and/or resources are required | will seek
approval from the Chair/Department Head/Scientific Director (Robarts Research
Institute in the Schulich School of Medicine & Dentistry), as appropriate.

. As the Principal Investigator/Applicant | will take responsibility for resolving any

over-expenditures as per the Manual of Administrative Policies and Procedures (MAPP)
Policy #7_.11 Over-Expenditure of Research Accounts.

. Ifan award is made, as the Principal Investigator/Applicant, | agree to abide by the

award regulations of the granting agency/sponsaor.

. If an award is made, as the Principal Investigator/Applicant, | will use the award only for

the purposes of which the award was made.

. If an award is made, as the Principal Investigator/Applicant, | agree to abide by The

University of Western Ontario's Research Policies, including the requirement of
meeting all regulations regarding the use of animal subjects, human subjects and
bio-hazardous materials and other Administrative Policies and Procedures (MAPP) as
appropriate.

. As the Principal Investigator/Applicant | will promptly notify Research Development &

Services of any change in my employment status for the duration of the award.

| Agree |



http://www.uwo.ca/research/docs/Meaning_Signatures.pdf

If you are submitting a Proposal on behalf of a Pl other than yourself,
you will follow the same process and but will see a message reading
“The proposal cannot be submitted at this time. The PI has been
notified.”

At this stage the Proposal has been entered into the process and the
system notifies the PI directly by email that you have submitted this
Proposal on their behalf. The email will direct the Pl back to this area
for review and final submission of any Proposal completed in their
name.

This process is required as the submission of a Proposal constitutes
the PI's signature and maintains all the accountability associated with
that signature.

Note that only those individuals who have been extended access by
the P1 will be able to view and maintain (but still not submit)
Proposals, Awards and/or Projects for anyone other than
themselves. See Training Module 3 — Extend Pl Access for details.
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- UWO Menu
= Grants (ROLA Il)
[ Sponsored Research
* Proposals
- Maintain P

~ Appro
 Awards
U Grant Support
I Authorization & Access
b Relationship Management
[ Travel and Expenses
b Project Costing
- Worklist
I Reporting Tools
[ PeopleTools
|~ My Personalizations

|~ My System Profile

Submit Proposal for Authorization ViewReport | [ ViewProposal ;| SubmitProposal

Proposal ID: 0000045548 VersionID: V1

Title: This is my Proposal
Status: Mot Submitted
PL Swan Isabella

Sponsor ID: RES003000 CANADIAN ROLA TRAINING FOUNDATION

Program ID: 00002 EXTERNAL INDIVIDUAL WITH IDC

Competition ID: 20081001 2008 FALL COMPETITION

Budget Amount: 136,920.00
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2. EIGHT DOUBLE SIDED COPIES
3. FIVE CDS IN PDF FORMAT, WORD FORMAT AND EMBOSSED

£ Return to Search | Notity U Relresh
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If you are submitting a Proposal which contains a $0 budget, you will
receive a warning asking if you want to Proceed or Cancel.

You may Cancel and return to Maintain Proposal to complete the
budget at this time.

If your Proposal is meant to have a 0$ budget, you may Proceed and
the submit process will be completed.

Research
WESTERN

Search:
()

[* My Favorites

[ Employee Self-Service
[* Manager Self-Service
[ UWO Menu

[ Accounts Payable

[* Accounts Receivable

© Biling

I Customers

= Grants (ROLA Il

[ Sponsored Research
= Proposals

- Maintain Proposal

= Submit Propo=al
= Print Pronnaal Summans

This Propo=al has a budget reguest of zero. If this is valid, select the Proceed button, If the Proposal
reguires a budget amount, =elect the Cancel button and then go to the Proposal Budget page.

o

£ Return to Search | El  hotity | Y Refresh B add | Fl updateDisplay




Approval Status Review

You may review the Approval Status of a Proposal at any time by
selecting Approval Status Review in ROLA, and choosing the
appropriate Proposal from the search results.

Research
WESTERN
Sear ——
®
> My Favartes
b UWO Menu
= Grants (ROLAI
I Sponsored Research
- Proposals

- Waintain Proposal

- Submt Proposal

~ Print Proposal Summary.
-~ Proposal Approval

b Awards

& Grant Support
¥ Authorization & Access
© Relationship Management
[ Project Costing
© Reporting Tools.

© PeopleTools
~ by Persona

A . 0 .|

Approval Status Review
Enter any information you have and click Search. Leave fieids blank for a list of all values.

Find an Existing Value | Adda New Value

Business Unit: |~ [ uwo a
Proposal I0: | begis with [ Q
VersionID: | pegins with [

UseriD: begins with Q
SponsoriD: | pegins with (1] Q
Fund Source ID: begns wih (1] a
status: - [Draft

Department ID: | pegins wrm_ﬁj\ Q
ShortTitle: | begns wih (1]

[case sensitive

Search Clear Basic Search =] Save Search Criteria

Search Results

0000000007 V1 Cullen.Edward Council of Research Western il of Research Western

EXTERNAL INST

JUwo 0000000013 V1 Cullen.Edward Council of Research Western Council of Research Western EXTERNAL DEP.
JUWO 0000000049 V1 Cullen.Edward Council of Research Weslern Council of Research Western EXTERNAL INDI
JUWO 0000000102 V1 Cullen.Edward MCMASTER UNIVERSITY MCMASTER UNNERSITY SUB GRANTS

luwo  DODE000T0S W1 Cullen Edwarg CANADIAN ROLA TRAINING FOUNDATION CANADIAN ROLA TRAINING FOUNDATION EXTERNAL FAC
luwo  DODODOD107 W1 Cullen Edward CANADIAN ROLA TRAINING FOUNDATION CANADIAN ROLA TRAINING FOUNDATION EXTERNAL DEP

0000000111 V1 Cullen Fgward NATURAL SCIENCES & ENGINEERING RESEARCH MATURAL SCIENCES & ENGINEERING RESEARCH DISCOVERY GE
0000000152 W1 Cullen Edward NATURAL SCIENCES & ENGINEERING RESEARCH NATURAL SCIENCES & ENGINEERING RESEARCH DISCOVERY GE




Approval Status Review will show you the list of individuals involved in
the Authorization process for the chosen Proposal. You will be able

to see the Activity/Role, to whom it has been assigned, the status of
their action and any comments made.
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R(_J:'mr(h
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Approval Status Review

Title: testing esg

Pl

Proposal ID: 0000000234

VersionID: w1 Business Unit: Uwo

Proposal Approval
Cullen Edward

Submit Cullen,Edward

2y Complete 05/12/08 10:51AM Approved
Project Manager Chair Review Floryan,Jerzy W By 280800 Open
Project Manager Dean Review El Naggar,Hesham M 250000 Open
ROS Approval Sinai,Dan =

Detail |Department &sﬁ‘? Date/Time Approval Status

Open 09/12/09 3:55PM
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Email notifications are sent automatically through ROLA to the next
person in the Approval process (viewable on the Approval Status
Review table).

The email includes identifying details and instructs the recipient:

To ensure the proposal moves through the approval process in a timely manner,
please Approve the document via the following URL.

Following the URL the recipient will log into ROLA and be able to use
the following functionality.

View Report — View a PDF summary of the ROLA Proposal in PDF
View Proposal — Review complete ROLA Proposal submitted by Pl
Application — Review a PDF copy of the Sponsor Application if
supplied to RD&S by the PI

Return to Pl — Return the Proposal to the Pl and reset to “Draft”
status with comments

Approve/Review — Apply your electronic Approval/Review
(equivalent to your legal signature), and move the Proposal to the
next person in the Approval process.

Click here to continue on to view the Profile Review/Extend Pl Access

Training Documentation.
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Proposal Approval
Proposal Approval

Proposal ID: 0000045548 Version ID: /1 Business Unit: Linio

Title: This is my Propasal

Pl Hamne: Swansabel
Sponsor ID:  RES003000 CANADIAN ROLA TRAINNG FOUNDATION
ProgramID: 00002 EXTERMAL INDIYIDUAL ITH IDC
Competition ID:20081001

Fund Source  RES003000
n:

Has this Application heen peer reviewed? O ves @ wo

CANADIAN ROLA TRAINING FOUNDATION

Approval Hotes
Hame: Swan lsabella Submit Date Time: 05/17/2009 10:194M  Status:  Complets

Comments: This Proposal was submitied by Swan |sabella

Hame: Floryan,Jerzy M Project Manager Chair Review  Date Time: Status:  Open
Comments:
Approver Pl Respansihiity Review
Responsibilities: ST Authorizstion Responsiiity Review
Dean Authorization Responsibiity Review
“igwy Report Approved | Return to P| Application “iew Proposal

& save | & Returnto Search NestinUst | 10 Previous in List ¥ Retresh \



http://www.uwo.ca/research/docs/ROLA/Module3-SponsorResearch.pdf

