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Abbreviations

Al = Administering Institution
DR = Dissemination Report
eGMS = Electronic Grant Management System
EO = Executive Officer

FO = Finance Officer*

FR = Final Report

IR = Interim Report

PA = Principal Applicant

PR = Progress Report

RFS = Research Fund Secretariat
RO = Research Officer*

* Al users
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Endorsement of Interim Report (IR) (for RO only)

Applicaion Go to Project > On-
Home Pac 1ol
- _ going
o]
| Head of Departm
Completion
oﬂ-goin Step 2:
List”.

Project Title Principal Applicant

HKU 0917 P1

(On-going) Prof HKU Pa1

Click “IR” to view

Check-in-

- Checked Actions
. . der List H
SEEEE the Interim Report.
; Endorse
o | Repon 1 N
Push Back
=
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User Name

Check-in-order List

Ms Eoro HKU

Checked Date

Remarks

Confirm Checked

Push Back

(10f1)

P T — — T —

Step 3a (Optional):

Click “Check-in-order

List” to

- View “checked”
details, if any,
entered by EO(RO),
or

- Enter new entry for
“checked” details.

Step 3b:
Click “Checked Date”

after entering the
“checked” details in

“Remarks”.

Step 3c
Click “Confirm

Checked” to save new

entry.
Step 4a:

Interim IR1 s \ - Click “Endorse” to

HETE _ Push Back )
endorse the Interim

. Endorse
Interim 1
IR1 . N Report and submit the
Report _ ‘ Push Back P

IR to RFS.

OR

Step 4b:
Click “Push back” to

request PA to revise the
IR submission.
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Endorsement of Final Report (FR) (for RO only)

Applicaion
Home Pa%_

Step 1:

Go to Project >

Final Report & Dissemination Report

Project

Reference No. | 12140521 | :

Project Title | HKU 0817 P2 (Completion) |
Actual Start | 1 Sep 2009 Actual End Date 31 Aug 2011
Date

Report Status

| Pending Signature

Upload Final Report

FR(UAT) pdf

Upload Dissemination Report

DR(UAT). pdf

Completion
| Head of Depa
Completion
IR
i Step 2:
Completion
- Select “Action
Master List List”.
Change Check-in- Cth “FR” to
Request No. order List . .
view the Final
Final . S Report.
Report e " Push Back P
[~ | [CTipu |
Step 3:

Click and preview the
FR/DR.

Check-in-
order List

BITIE Actions

Request No.

Final R . Endorse
Report T Push Back
[~ [E e |

Step 4a (Optional):
Click “Check-in-order
List” to

- View “checked”

details, if any,
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User Name
Checked Date

Remarks

Check-in-order List

Ms Eoro HKU

0

Confirm Checked ‘ Back ‘

Ref No.

User Name

Push Back

{10f 1)
Authorised Role(s)

entered by EO(RO),
or

- Enter new entry for
“checked” details.

Step 4b:
Click “Checked Date”

after entering the
“checked” details in

“Remarks”.

Step 4c:
Click “Confirm

Checked” to save new
entry.

Change
Request No.

Check-in-
order List

Checked

Endorse
Push Back

Step 5a:
Click “Endorse” to

endorse the Final
Report and submit the
FR to RFS.

OR

Step 5b:
Click “Push back” to

request PA to revise the
FR submission.
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Endorsement of Change of Principal Applicant (for RO only)

Applicafion

Home Pac
Tt
| Head of Departm

Completion

Step 1:

Go to Project > On-
going

On-going

Master List Action List Outstanding List Pushed Ba

Type

Change Request No.

Step 2:

- Select “Action
List”.

00680000 | MM r] Click the link
Report o
under “Change
Request No.”
Change 13140531-CR-
LI L Request Temp-001 |:
£ - N I e I Ry | Step 3
10f1) ﬁ 20/v]
W Original PA New PA Submission Date Accepted Date - SeIeCt “PA”.
'1]3:40531-CR—TemF} ProfHKU Pal | DrHKU CoA1 | 16 Sep 2014 Pending Signatur | Click “Edit”.
10f1) ﬁ 20[+]

nature
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Step 4a:
Click “Endorse’’to

Cancel Push Back Endorse submit change request
to RFS.

OR

Step 4b:
Click “Push Back” to

reject the change
request from PA.
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Endorsement of Change of Administering Institution (for RO only)

Step 1:

Go to Project > On-
going

Application
Home Pac
e
| Head of Departm
Completion
On-going
Master List Action List Outstanding List Pushed Ba
Type Change Request No.
e
996,800.00 | poson IR} E
Change 13140531-CR-
el Ll Request Temp-001 E

Step 2:

- Select “Action
List”.

- Click the link
under “Change
Request No.”

(10f1)

Submission Date

20]v]

New PA Accepted Date

Change Request No.

Original PA

13140531-CR-Temp-

001 Prof HKU Pa1

Dr HKU CoAd 16 Sep 2014

Pending Signatur

(1 0f1)

[ 1] 20v]

nature

|
— Step 3:
Project Period n Study Design Budget Virement ‘ Al l Submission Date of Repol

Select “Al”.
Click “Edit”.
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Step 4a:
Click “Endorse” to

Cancel Push Back Endorse submit change request
to RFS.

OR

Step 4b:
Click “Push Back” to

reject the change
request from PA .

TM_AI(Project Monitoring) (Updated: Jul 2022) Version 2.1 P.8



Preview the Change Request

Home Pac

| Head of Departm

Applicafion

On-going \

Completion

Step 1:

Go to Project > On-
going

On-going

ding Amount

Master List Action List Outstanding List Pushed Back List

Change Request ‘
|

No. of request

HKS) Start Date End Date submitted
In
996,800.00 progress 1 Sep 2015 31 Dec 2017 2
In
80,000.00 progress 1 Sep 2015 31 Aug 2016 1

Step 2:

- Select “Change

Request”.

Click the number
under “No. of
request
submitted”.
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Update Submission Date of Financial Statement (for FO only)

Application Go to Project > On-
Home Pag i
~ : going
| Head of Departm
Completion
Step 2:
On-going “Einanci
- Select “Financial
‘ Financial Statement/ Audited Account |I Statement /
Audited Account”.
(or1) 1] =[] - Click “Update” Of
=1 e the respective
13140541/ g:r?:vgz:éap Prof CUHK Pa1 Department of 1 can80000 s i
ke e project.
T S?{Lﬁ,‘;ﬂfg. Prof CUHK Pat Department of 1 996,300.00 ’—‘upﬂm
13140571~ 75 (<650.000) | ProTCUMKPat Department oft o
(oit) [ 1] =[]

Statemen t Due
Daty

996.800.00

Step 3:
Update Financial Statement Submission Date (Ref. No. 13140551) P

Financial Statement Submission Date | 26 Oct 2016 | 9
- Update the

Save I| Cancel submission date of
the hard copy of
Financial
Statement to RFS.
Click “Save” to
save the
submission date.
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Update Submission Date of Audited Account (for FO only)

Applicaion
Home Pa%_

Step 1:

Go to Project >

Completion
| Head of Depa
Completion
I
= Step 2:
Completion
Master List ‘ Financial Statement/ Audited Account ‘I i Select “Financial
Statement /
wan @ Audited Account”.
1 Nov 2010 29 Feb 2012 i CliCk “Update,, Of
13140561/ ::(?omp\elmn) Prof CUHK Pat Department of 1 . _ 996,800.00 ’m‘ the respective
project.
Funding Amount _ . _
(HK$) Financial Audited
Statement Due Account Due
B he
1 Mov 2016 1 Feb 2018
425 000.00 Update Update
. - Step 3:
Update Audited Account Submission Date (Ref. No. 13140561)
Audited Account Submission Date]| 24 Apr 2012 5
l;U Update the
Save Cancel submission date of
the hard copy of
audited account to
RFS.
Click “Save” to
save the

submission date.
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Submission of Claim Form (for FO only)

Home Pac

Completion

Step 1:

Go to Project > On-
going

or

Go to Project >
Completion

On-going

Master List Change Request I

(tof1) 1] |

Financial
Statement

1Feb
2016

Due Date
Project Principal | Department | Fynd —
Rel.No_ Title Applicant Runding | Stats | Agreement | Start - Tl e
- Date Date Date | Interim | Progress | Final bt
(HKS) Report | Report | Report | pot@elt
R 1Nov 2016
(for PIOTCUHK | Department in 1Sep | 31Dec | 1Nov 28Feb e
1314051~ | screencap | Pat oft 996.800.00 | progress | £SeP2014 | 5015 | 2017 | 2016 019 | SSubmission ore
purposes) 2016)
CUHK 0918
r PrOfCUHK | Depariment in 15ep | 31Aug | 1Nov | 1Dec [ 28Feb | 1Nov20ts
13140551/ ;:i!f‘;’)" Pat oi 1 996.800.00 | |yogress | BSeP20M | 5505 2017 2016 | 2015 2018 ol
CUHK 0918 m—
PIOTCUHK | Department in 1Sep | 31Aug | 1Nov | 1Dec [ 30Nov | 30Nov2017
LS e of 1 8000000 | progress | 8SeP2014 | 5015 | 2017 | 2016 | 2015 2017 More,
(of1) [ 1] 20v]
ExporttoCSV. |

Actions

More

Step 2:

- Select “Master
List”.
- Click “More”.
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A Flease select

More (Ref. No. 03140076)

| Claim

for Reimbursement

Change Request |

| Financial $tatement |

Step 3:

Click “Claim for
Reimbursement”

Project Reference No.
Project Title

Start Date

Principal Applicant (PA)
Administering Institution

(A1)
Funding Amount (HKD)

Available Amount (HKD)

Approved Amount

Claim

Sequence

No records found.

Submission
Date to RFS

Claim for Reimbursement of Expenditure

| 03140076

| UAT 0730 P6 (Rating 4) + CoA

[TDec2014 | EndDate [3oNov2016 |
Prof PA UniC [
The University C \
42500000 @ﬁg::;"(“}‘f&eoﬂ 0.00
[ 42500000
Staff (HKS) Other Expenses (HK$) Equipment (HKS)
il 360,000,90‘ ) 65000.070‘ [ O.Dq;
(10f1) 207v]

? Other
Subbmmed Exponsss
Y (HKS)

Staff
(HKS)

Equipment
(HKS$) (

Total

HKS$)

Accumulated Claim (HKD)

Available Amount

(10f1) [20]v]
Staff (HKS) Other Expenses (HKS) Equipment (HKS)
0.00 0.00, | 0.00|
360,000.00 | 65,000.00 | | 0.00|

I Create new claim form I | Exporttocsv ‘

Step 4:

Click “Create a new
claim form”.

Category

Staff Cost (Research
Staf)

k 360,000.00

Approved Amount Accumulative

Available Amount
(HKS) (A) Claim (HKS) (B) HK!

©)=(A)-(B)

| |
Peried of Claim (MMM ’—l
YYYY) From To I
Category 8 © [Mar v[2015 M N Accumulative . \vailable Aj
Claim (HK$) (B HK
S50« Mo Tu We Th Fr Sa (HKS) (8) ) i [A?]
Staff Cost (Research | RA| L R
Staff) g 9 10 11 12 13 14
Subtotal 5 16 17 18 19 20 2
22 23 24 2 2% 21 2B
29 a 31

Amount(HK$) Remarks

360,000.00 |

I Details I

Other Expenses OF item 1 20,000.00 20,000.00
Other Exfenses OF item 2 20,000.00 20,000.00 ‘I| my |
Other Exfenses Conference 20,000.00 20,000.00 ‘I| ‘ ‘ ‘
Other Exffenses ‘Audit Fee 5,000.00 5,000.00 ‘I| e |
Sublotal ‘I, -

\4

Step 5a:
- Input claim
period .

- Input claim
amount for the
budget item(s).

- For staff cost, click
“Details” and input
claim amount for
the budget item(s)
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Staff Detail

I S T

| Mo records found

(1of1) 10]~]

Attach

Cancel Temp Save Submit

0. S/ on 0. of s justment of $) -
w o lfrf«%m . ch'}:;”-';?um o (Remarks: Adjustment
Ei“a“" i | 1 | 15,000.00 | 100.0 | | + (COIUmn E) al IOWS +/-
$1 adjustment for staff
Save Close Cost.)
e — S Attach
Subtotal Supplementary
Equipment Computer 20,000.00 20,000.00 ; ; )
S information (if
Supplementary Information / Financial Statement (in PDF format only): any) "
{1of1) 0/v]

Click “Submit” to
submit the claim
form to RFS.

OR

Step 5b:
Click “Temp Save” to

save the claim form in
the eGMS for
submission later.

OR

Step 5c¢:
Click “Cancel” to

cancel the submission
action.

TM_Al(Project Monitoring) (Updated: Jul 2022) Version 2.1

P.14




N | SteP 6

A

- Click “Yes” to

+ Reimbursed amount must be within the approved ceiling of each budget item, and no previous payment has been made. Confl m the

+ Spending should be in accordance with the approved budget and grant conditions. Prior approval is required for any changes, includ

change in siaff mix and new budgef items. . .

+ Spending must be contained within the approved budget ceiling for these earmarked items: Audit Fee, Travel and Subsistence, Publ Subm 1SSION the
+ Flexibility will be allowed for:

= overspending on one or more budget items provided that the accumulated overspending is within 10% of the approved budg: .

= increase in monthly salary which is within 10% of the approved budget C|a| m form to

+ And on condition that the total expenditure for the respective category is kept within the approved budget ceiling

ol RFS..

In submitting the claim form, please note the following

Step 7

Send the hard copy of
the claim form signed
by PA and FO to RFS.
Please refer to print
function on P.15.

Print the Claim Form (for FO only)

Step 1:

Go to Project > On-
going

Home Pac

or

Go to Project >
Completion

TM_AI(Project Monitoring) (Updated: Jul 2022) Version 2.1 P.15




On-going

Master List Change Request Financial Statement/ Audited Account | Claim for Reimbursement

(or1) [ 1] 2]

Ref. No. ProjectTitle | principal Applicant Department

CUHK 0918

F"““"'I",gs;""”““‘ Status Start Date End Date No. of claim submitted

13140541~ (for screencap | Prof CUHK Pa1 Department of 1 096,800.00 | Inprogress | 1Sep 2015 31 Dec 2017
— purposes)

(or1) [1] 2]
Export to CSV.

No. of Claim

End Date Submitted

22015 31 Aug 2017

Step 2:

- Select “Claim for
Reimbursement”
tab.

- Click the number
under “No. of
Claim Submitted”.

Received :
Date from Pag;'::“t Actions
RFS
@
17 Sep 2014 | 2 Nov 2015 View
e

Step 3:

Click the PDF icon to
download the claim
form.

TEBHHFTRE 10.75.74.54 5 13140541-CF-00L.pdf (6.96 K3)? EHE(O) H B=© |v ‘ BEO | x

Step 4:

Click “Open” or
“Save”.

Atin Secretariat Executive
Research Fund Secretariat
Research Office, Health Bureau
9/F, Rumsey Street Multi-storey Carpark Building
2 Rumsey Street, Sheung Wan
Hong Kong

Health and Medical Research Fund
Claim for Reimbursement of Expenditure

Project Reference No. 01170022

Project Title MS Word — testing by Macy on 7 Nov 2017 revised app
Project Commencement Date 10 Jan 2018
Project End Date 16 Jan 2018

Administering Institution (Al)

The University A
(Payee Name)

Period of Claim © From  Jan2018 To Jan2018

Step 5:

- Print pdf file for

signature by FO
and PA.

- Send the signed

copy to RFS.
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