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Completing a ROLA Proposal 
Welcome to the first part of the training guides for ROLA (Research On-Line Administration). The following guide 
outlines instructions for completing a ROLA Proposal through the Funding Opportunities page. The Office of 
Research Services regularly updates this page with upcoming funding opportunities. If you are planning to apply for 
a specific opportunity that is not posted on this site, please contact the ROLA Helpdesk at rolahelp@uwo.ca. 

 

 
 

Enter a New ROLA Proposal 
Selecting any of the opportunities listed on the funding opportunities website opens the competition details page. 
Select the “ROLA” button on the opportunity of your interest. 

This takes you to the Western Financials Log-in page:  

Enter your Western User ID and Password. Select “Sign In”. 
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Indicate Proposal Type and select the ADD button. An appropriate proposal type must be selected. 

 

This takes you to the General Info tab of the ROLA Proposal, where the following information will be pre-
populated for you: 

1. Sponsor/Program/Competition information 
2. PI ID and Name 
3. Department (Please note:  if you have more than one eligible appointment, you will have to select your 

primary appointment for administering the project) 
4. Anticipated Start Date/End Date (unless the competition does not specify this).  Feel free to edit these 

dates. The project term cannot be more than seven years. 
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Please complete the following information based on the information in your application to the funding 
agency/sponsor: 

1. Enter the title of your project/application 
2. Enter the Lay Description/Abstract by selecting the Lay Description/Abstract button. This will open a large 

text field where you can copy and paste relevant information.  

Please note that currently, researchers from the Faculty of Engineering and the Faculty of Science must also use 
this field to provide faculty-specific information regarding their projects. Please consult your faculty research office 
for more information. 
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3. If you have more than one eligible appointment, you can select/change your department by clicking on the 
magnifying glass next to the PI Department field. Select your department from the list.  If it is not available, 
please contact ROLA Helpdesk at rolahelp@uwo.ca or x83136. 
 

 

4. Toggle your answer to the following questions: 

 

a. Will funds flow to another institution? 
 

b. Is Western the Lead Institution on this project?  If you toggle “YES”, move to the next question. 

If you toggle “NO”, a pop-up box will appear where you can select the Lead Institution. 

Click on the magnifying glass. 

Type in the name of the institution. 

Select “Search”.  

Choose from the Search Results presented.  

Click “OK.”  

 

mailto:rolahelp@uwo.ca
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c. If applicable, please check the box and provide detail on all additional contributions to this project 
(Matching/Partner, Internal/External Resources, etc.)? If yes, check the box, and a new window will 
open for you to provide cash and in-kind amounts. Please use the comments box for details 
regarding these contributions. Selecting “OK” will close the window. 

 

A hot link will appear that will take you back to the information: 
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Scroll back up to the top of the page and find the Details Tab.  

Click on the DETAILS TAB  

Toggle your answers to the following questions – hotlinks open in a new window to provide information: 

a) Is there a Time Release Request as part of this Proposal? 
b) Do you have any Conflict-of-Interest issues related to this Proposal? 
c) Will your project be subject to the Export and Import permit Act? 
d) Will your project be subject to the Controlled Goods Program? 
e) Will your project be subject to the Contract Security Program? 
f) Will your project be subject to the Controlled Drugs and Substances Act? 
g) Will your project be subject to the National Security Guidelines for Research Partnerships  

and/or the Policy on Sensitive Technology Research and Affiliations of Concern? 
h) Does your research include or have implications for Indigenous Peoples, Data, Lands, and/or 

Knowledges? 
i) The Consent to Disclosure toggle   

Please note: These toggles are only accessible by the PI. If you are entering information on behalf of the PI, these 
toggles will be greyed out, and the PI must still toggle each one before submitting the ROLA Proposal for approval.  
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Please note that the Time Release Request may default to NO. If NO is checked, there will be a reminder message 
when submitting the proposal. Click ok to close the window and proceed. 

Scroll back up to the top of the page and find the Resources Tab. 

Click on the RESOURCES TAB 

Skip to the next tab if you do NOT have any additional team members to add. 

To add new individuals, use the plus sign to add additional rows. 
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For eligible Western employees, you can look up the USER ID by selecting the magnifying glass. The Look up pop-
up will allow you to search by LAST NAME.  Role Type can be CO-PI or OTHER. Select the Department by using the 
magnifying glass look-up. Adjust % effort. 

 

For non-Western members, you can simply enter the Last Name, First Name in the Name Field. Select ROLE Type 
as OTH or CO-PI EXT.  Leave the USER ID and Department fields blank. 
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Scroll back to the top of the page and find the Location Tab 

Click on the LOCATION TAB. 

 

Skip to the next tab if you will NOT be conducting research at one of the following: 

ICFAR 
Lawson Health Research Institute 
London Regional Cancer Program 

Robarts Research Institute 
 

 

To change or add a Location of Research, click on the magnifying glass next to the Location field. 

Select your location from the pop-up. This is required for members of ICFAR and Robarts researchers. 
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Scroll back up to the top and find the Certifications Tab. 

Click on the CERTIFICATIONS TAB 

Skip to the next tab if you will NOT need to obtain any Certification approvals. 

If you will need to obtain certification approvals, please check the appropriate box. 

Please ensure the certification requirements on the Sponsor Application match the ROLA proposal. 
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A new window will open.  

If you already know the approved protocol number, please enter it in the text box provided.  

If not, please leave this field BLANK.  

 

Simply click “OK” to close the window and return to the Certifications Tab. 

Scroll back up to the top of the page and find the Key Words Tab. 

Click on the KEY WORDS TAB 

You will be asked to select the research category that best describes your research. You may also choose from our 
keyword database with more than 10,000 keywords.  
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To find a keyword, select the magnifying glass. 

A look up box will appear: 

a. Type in your key word in the Description field 
b. Select the “Search” button. 
c. Select your key word from the search results. 
d. To add additional keywords for your project, select the + sign and repeat. 
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Once you have selected your keyword, click on the SAVE button (bottom left of the page). This leads to the 
generation of the Proposal ID, which can be found at the top left corner of each tab. 

Scroll back up to the top of the page and find the Project/Budget tab. 

Click on the “PROJECT/BUDGET” TAB. 

Any budget information or detail can be entered under the Description hot link.  This is a free-form (optional) text 
field.  

 

Click on the “Budget” button. 

This page confirms the budget periods. Any changes can only be made by going back to the General Info tab and 
adjusting the Start Date and/or End Dates. 

Click on the “Proposal Budget Page” button. 
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Enter your budget information.  

If Indirect Costs need to be adjusted, please contact the ROLA Helpdesk at rolahelp@uwo.ca or x83136. 

When complete, select Save. 

Then Return to Proposal. 

The Proposal is now complete.  

You can either leave it in draft or proceed to Submit the Proposal for electronic approvals.  

The draft proposals can later be searched by using the Maintain Proposal menu by entering the Proposal ID or 
User ID.  

You may further refine your search by any number of criteria available on the search screen. 

mailto:rolahelp@uwo.ca
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To Submit the Proposal, select the “General Info” tab and click the button “Go to Submit”. 

 

Once you click the submit button, a summary page will be displayed with the competition details and an application 
checklist. 

 

 



ROLA MANUAL | MODULE I 
 

18 
 

 

 

Review the information to ensure this is the correct Sponsor/Program/Competition, and when ready, click the  
Submit Proposal button.  

You may review the complete Proposal by choosing View Proposal. 

You will then be asked to agree to our Signature Policy. You can review the meaning of signatures.  

*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.  

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

If you are submitting a Proposal on behalf of a PI other than yourself, you will follow the same process but will see 
the following message. The PI will receive an email notification that will direct the PI back to this area for review 
and final submission of any Proposal completed in their name. 

 

 

https://www.uwo.ca/research/_docs/resources/Meaning_Signatures.pdf


ROLA MANUAL | MODULE I 
 

19 
 

 

 

If you are submitting a Proposal that 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. 
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By clicking I Agree the proposal will be submitted for approval. It will be automatically routed to the signing 
authorities in your department and faculty. 

 

 

You will not be able to make changes to a Proposal with a status of submitted; however, your Chair, Dean, or 
Western Research will be able to return the Proposal to you, setting the status back to Draft via the Proposal 
Approval function before Institutional Approval by Western Research. Resubmission of the Proposal and collection of 
approvals will be required following this Status reset. 

 

 

 


