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Approval Form Function

Why does the Approval Form exist?

A cuResearch Approval Form captures critical elements of a
research project, ensuring your Chair/Director and Associate Dean
of Research are aware of the application/activities and approve of
institutional commitments described therein. The form
submission trlg%er_s the creation of a unique file in cuResearch_
from which the Office of the Vice-President (Research, Innovation
and International) and Research Financial Services (RFS) can
support the administration ot your project.

For example, once an agreement/contract is signed, and any
required compliances are obtained, a message is issued from this
file to alert RFS to open a research fund for a grant/contract.
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When to complete an Approval Form?

Complete an approval form when you are:

Applying to an external organization for funding, i.e., your application contains a budget
Applying for an internal research funding program administered by OVPRI

Submitting a nomination to an external agency for an honour or distinction

Requiring institutional signatures on letters of support or applications to an external
sponsor

Responding to a request for a proposal

Entering into contractual arrangements with another party, including:
» Research contracts

Research grant agreements (for leverage in industry-government projects)

Service agreements

Memorandums of Understanding (MOU)

Purchase orders (for funds coming into Carleton)

Intellectual Property agreements

Licensing agreements

Supervising a student or postdoctoral fellow who has been awarded fundin%from an external
agency, such as Mitacs (excluding scholarships); the student’s project must be submitted (and an
account will be opened) under the supervisor’'s name



Approval Form: Create and Submit

Login to CUResearch (using MC1 credentials)

'ﬁq " . - -- :



https://ovpri.research.carleton.ca/Romeo.Researcher.Admin/(S(lareubwsmvgn1qdkemmxxwy5))/Login.aspx?ReturnUrl=%2fRomeo.Researcher.Admin%2f

Step 1: Create New Approval Form

Select “Apply New”

Wil Research

BACH TO HMIE

> APPLY HEW | Hews | Usaful Links |

Reodiz: Primscipad live estigator

Filde: Project Team Member



Click “Approval Form”

hyperlink

New Application Forms

A. Research Funding

il T :Dasca'ipt'mn

This application replaces the old POF "checklist”. Careton requires Authonization for all res=arch funding administ=red through CORTS.

A

B. Animal Care

Application Name Description
Aporgval "in pringipke” recgiest o the Aninal Care Comimitaes

This apglication i used to submil & reguest for & releass of funds prior to submitting a full application o the ADC,
¢ Wikdlfe Pratacgl Ciom pikete thie Ward pratoool form Found at hitp: ) fcadeton.caforoyethics-and-compkanceanimal-careyaneal-researdh-resourcesy, and amach and submit
through cuRes=arch. PLEASE NOTE that Safari Internet broweser is not supparted,

TIP! SAVE OFTE

- Step 2: Create New Approval Form

|Status
Op=n

.Etatus
.‘DI."-."’l

Open



Step 3: Project Data Entry in Tabs
TAB 1 - “Project Info”

Application Ref No: 41027 Project Title:
Project Work Flow State: Pre-Submission

| Save | | Close | | Print | | Export to Word | | Export to PDF | | Submit | | Withdraw, |

Title: Project Title

* Project Info [ Project Team Info T Project Sponsor Info T * Approval Form T Attachments I Approvals T Logs I Errors ]

Title *:
p

e End Date: anticipated project end
Keywords: E] Add d ate

Clear all

Start Date: anticipated project
start date

Keywords: words best describing
project

Related Certifications

* Click Search to attach an existing certification

- Cick Add Newo atisch s crtfcton ot vt submita t 3 raview commi Related Certifications:
) —_ — — Link an existing CUREB, ACC &BIO
\\; certifications by clicking “Search”
—0OR
Submit one for review by clicking
“Add New”

*= Mandatory Fields (i.e.)



[A “Team Info”
|
B 2: “Team Info
Th e P ri n Ci pa I - [ Project o I Project Tearr Info T Project Sponsor Info l * bpproval Foem T Attachmients I Spprovals I Logs T Emars ]
- - Principal Investigator
I nveStI g ato ri nfo Tnstructions ; Do rot hand type dats for this saction, The Principa Fwestipator (PT) section defaul popilates with tha resazrcher pmfie da for the project team memisr wh creates tha fle, T wou ae nok the P1, cick the Changs PT
iS a u to m ati Ca I Iy — button to search for and sebect 2n ak=mate researcher profie. ¥ you load an akernzbe ressercher profile to the Pl s=chon, be sre bo reload your ressarcher profis to the Other Projact Team Info section below.
filled out with Cwmgert | Refoah
th e U Se r’S Prafix: E' Last Hama": Soknlosk Firsd lame”: Richard
information. _
lCanztnn Office for Research and Inifistives Services -
Cross-appointed
researchers Rank: (o d
must select = e
relevant | |
affiliation —
Oither Project Member Info:

Ca rI eto n Fa C u Ity Te a m wstructiors @ Do not hand type dats for this section, To add more piolect team members o this apolcation fie, ok the Add New button b search for and sekect from other researdien profies,
Members must be added Proect Team Member Info

Do receleta dicaliny. ; v daa Ter this sation. Ta add mors prokct tean membes to th appksten ik, dok tha Seanch Proflks Sutton 10 search for and slkact fom mesaner profis.
Click “Add New” to add 1

Click “Search Profiles” B = Lt e —
Select individual r— | -

Indicate “Role in Project” -
[Acvaseat = Cowmriey: | |

Reni: | =

FslmmnT | -l




TAB 3: “Project Sponsor Info”

Cllck ”Add NeW" to * Approval Fermn T Attachrments T Approvals 1 Logs T Errprs ]

add funder or
“Party”
Agreement +
Program and per
fiscal year budget

* Project Info T Project Team |nfo Praoject Sponsor Info r

\lclid-c Add New to add funder and pear fismal year budget detais for this project.

Add M

Irmvestigator Pregram

Agency

?Ncu records to display,

J Pop Up Window Appears

Click "Agency"

Complete all fields and click generate to add per fiscal year budget request for this funder.

Natural Sciences and Engineering Research Council

Search funder or “Party” to

Agreement by
name/abbreviation
Click “Select” e

Currency Type: CAD

Idea to Innovation (121} Pt ~

B

Competition Date:

Select “CAD" -all
Amounts must be
4 in CAD

4
To generate disbursement table, enter Start and End Dates above and click GENERATE. To add or delete fiscal year rows after first generate, edit Start Date and End Date above, and click GENERATE to refresh the per fiscal year dishursement table.

GENERATE 1
| |

P

Start Date

End Date

Requested Cash

Requested In-Kind

Requested Overhead

Awarded Cash

Awarded In-Kind

Awarded Overhead

2026/04/01

2027/03/31

Click “Generate”; Enter cash, in-kind, overhead amounts.
IF THERE ARE NO VALUES, ENTER $0

125,000.00

0.00
0.00

0.00

o0

0.00

0.00

000

0.00




TAB 4- APPROVAL FORM

Project Info ] Project Team Info ] Project Sponsor Info ] Approval Form I Attachments T Approvals T Logs ]

Regulatory Compliance [ Space and Budget T Research Security

3 SUB-TABS
Click on hyperlinks for
more information, i.e.

Regulatory Compliance r Space and Budget T Research Security ]

Please read the questions below, and answer them accordingly.

@ 14 i this project s d with 3 Carlaton Research Canirs, please select it from the drop-down m

Please select the relevant research centre from the drop down menu provided.

[N v] /
0 1.2) * Couild this project require security clearance?

u. If not, plgase selact MA

For more information, please see: hitps:ifwww tpsgc-pwgsc.go.calesc-srointroduction-eng. hitml

Oves

®no

Animal Care Committee protocols are only required for vertebrates. For more information about animal care

research ethics, please see: hitps:/ imal-ethics!

Oves
@

[L] 1.5} * Could your project invoive biohazardous materials

Biohazardous materials are idered to be any or its toxic metabolites believed fo be p i
harmful fo humans, animals or plants (e.g., viruses, bacteria, fungi. and parasites). For more information on
the subject, please see: hipscarieton calanimalethics/bichazards!

O'ves

®no

” 1.8) = Couwld this project require the use of lasers, X-Rays, radicisotopes or devices with radi ive sources?

Carleton University's are and licensed by the Canadian Nuclear Safety
Commission (CHSC). The CNSC requires radicisotope workers have training in basic radiation safety and the
regulatory conditions. Please see: hitps:/icarleton.ca’ehs/prog ing-labiradiati fety

Oves

® o

For more information about environmental requlations, please see: hip: 1
CREMG/policies-politiquesienviroassess-enviroeval_eng.asp ANDIOR hitpilaws-iois justice. go.calenglacts/C-15. 2indesc himl

O Yas

@ o

Regulatory Compliznce I Space and Budget P Rezearch Security

Please answer the following questions.

For more information on Research Security please click Here.

” 3.2} * Are any of the fagon members inwohied in the proposal sffiliated with, or receiving funding or in-kind support from & wniversity, research institution or laboratory on the Mamed Research Organizations List?

For more informaticn on the Mamed Research Organization identified by the Govermment of Canada for their connection to miitary,
national defence, or state security entities that could pose a risk to Canada's national s=curity, click HERE.

O es
® o

i Regulatory Compliance I Space and Budgst I Research Security

Please fill in the quesfions below regarding your project space requirements and budget details. In addifion, you will need to attach your funding lication to the

its” tab.

0 2.1) * Does your project require newly constructed space commitments or renovations? i yes, please ensure you have confirmation of approval from your Associate Dean, Research.
O e
L

0 2.2} * Have you, or any faculty member(s) on this project team requested release time for this project?
O Yes
L

0 2.3) * Are you, or any other faculty member(s) on this project team, receiving principal investigator fees from this project?®
O Yes
® o

0 2.4) * Is Carleton University expected to provide any other financial commitment for this project?

Other financial commitment refers to any cash or in kind contributions that have NOT been reperted in your budget. Other financial
.commitment does NOT refer to your Careton University annusl salary.

O e

® o




Tab b- Attachments

Click “Add Attachment” to upload
relevant document( ) (e.g., Research
Proposal/nomination, Agreement
(Subcontract, NDA, Material Transfer,
etc.)

* Project Info T Broject Team Info I Project Sponsor Info l * Approval Form ] Attachments [ Approvals T Logs I Errors ]

Plaage attach any of the fallowing information you find ralevant to your application (g.9., your most recent application, budget, andior CV) for Chair/Associate Dean (Ragsearch) approval.

dividial attachment see 5 10MB. Al attachments Groer than LOMB wil stall the system, and your data may be lost,
However, vou may uplad multple atkachments, provided that each = no langer than 10MB.

Note: Maximum per file size is TOMB.

File type: Most types supported (i.e. [ =) Add Artachment x
pdf, docx, XLS,JPEG, etc.)
Pop Up Window Appears
Demrription:
Briefly describe attachment, e.g. NDA (CU- //
Shopify), SSHRG PEG Proposal, RSC College Click
Nomination i @ Browse
i RN |l 1O SClCct
Select from drop downtype that best Doc Agreement | -Select One-- z)
describes your document (if relevant)
A'I | mmmum._.l cancel |
. A 2 0 A A A . . A A



TAB 6_ LO g Application Workflow actions are time stamped.

View as Application workflow

Or
Application Log

Project Info ]' Sroject Team Info ] Project 5

Attachments T Approvals ] Logs

® application Workflow Log " Application Log

Timestamp v Activity Log Warkflow State Workflow Message User Role/Group

New File Submitted By Ressarcher -
2025/12/18 Praject Wark Flow State has been changed fram Faculty Signing Autharity Review to | Faculty Signing Authority Review = ORS Review | [Action: Approvs] / ey ml;yizmmg

i ORS Review

2025/1218 Project Work Flow State has been changed from Dy Signing i D Signing ity Review -> Faculty [Action: ] Departmant Signing
13:01 Review to Faculty Signing Authority Review Signing Authority Review n: Approve Autharity
2025/12/18 Praject Work Flow Stabe has been changsd from P ission to D P - D Signing, i Ao S :
o Signing Authority Review e ¥ | am workir~ .vith IPS on finalization of NSERC Alliance

Project Info ] Oroject Team Info ] Project Sponsor Infa Aporoval Form Attachments I Aporovals ] Logs

O Application Workflow Log ® Application Log

Timestamp v Log Activity
2025/13/18 14:46
2025/12/18 13:01

Usar.

Project Work Flow State has been changed from Faculty Signing Authority Review to ORS Review Audrey Girouard
Project Work Flow State has been changed from Department Signing Authority Review to Faculty Signing Authority Review Yassar H.A, Hassan
Project Wark Flow State has been changed from P

to Depa Si

ity Review




Tab 7- ERRORS

* Project Info ] Project T=am Info l Project Sponsor Info ] * Approval Form l Attachments l Approvals ] Logs ] Errors |_

Project Info -=FPrajact Trle s required.

approval Form -3 Regubtory Complance Checklst1.1 If ths projedt 5 assacated with 3 Carleton Unwersty Research Centre, please select £ from the dro




NEED HELP?

CONTACT

curesearch @carleton.ca
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