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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 triggers 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 of 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.

https://research.carleton.ca/about-us/ovpri/
https://research.carleton.ca/about-us/ovpri/
https://research.carleton.ca/about-us/ovpri/
https://research.carleton.ca/about-us/ovpri/
https://carleton.ca/financialservices/research-financial-services/


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 funding 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)

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”



Step 2: Create New Approval Form
Click “Approval Form” 

hyperlink

TIP! SAVE OFTEN !!!!!



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

*= Mandatory Fields (i.e.)

Title: Project Title

Start Date: anticipated project 
      start date

End Date: anticipated project end  
   date

Keywords: words best describing 
    project

Related Certifications:
Link an existing CUREB, ACC &BIO 
certifications by clicking “Search”
OR
Submit one for review by clicking 
“Add New”



TAB 2: “Team Info”
The Principal 
Investigator info 
is automatically 
filled out with 
the user’s 
information.

Cross-appointed 
researchers 
must select 

relevant 
affiliation

Carleton Faculty Team 
Members must be added

Click “Add New” to add
Click “Search Profiles”

Select individual
Indicate “Role in Project”



TAB 3: “Project Sponsor Info” 
Click “Add New” to 
add funder or 
“Party” to 
Agreement + 
Program and per 
fiscal year budget

• Click “Agency” 
Pop UP Window Appears
• Search funder or “Party” to 

Agreement by 
name/abbreviation 

• Click “Select”
Agency is not there? Select 
“None” and enter agency 
name in “Comments”

Select “CAD” -all 
Amounts must be 
in CAD

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

Pop Up Window Appears

• Select “Program” in drop down
Program not there?
Select one and correct in 
“Comments” box





TAB 4- APPROVAL FORM

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



Tab 5- Attachments
Click “Add Attachment” to upload 

relevant document(s) (e.g., Research 
Proposal/nomination, Agreement 

(Subcontract, NDA, Material Transfer, 
etc.)

Note: Maximum per file size is 10MB. 
File type: Most types supported (i.e. 

pdf, docx, XLS,JPEG, etc.)

Pop Up Window Appears

Briefly describe attachment, e.g. NDA (CU-
Shopify), SSHRG PEG Proposal, RSC College 

Nomination 
Click 

Browse 
to select 

fileInclude version date (if relevant)

Select from drop downtype that best 
describes your document (if relevant)

TO SAVE and ATTACH CLIK “ADD ATTACHMENT”



TAB 6- Log

I am working with IPS on finalization of NSERC Alliance Road 
Runner

Road Runner

Application Workflow actions are time stamped.
View as Application workflow 

Or
 Application Log



Tab 7- ERRORS

Indicates missing mandatory 
information by field.

Review to add information



NEED HELP?

CONTACT 

curesearch@carleton.ca
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