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Directions for Co-applicants on a SSHRC Insight Grant
Fall 2016

This help sheet covers the following steps which are required for all co-applicants applying for an Insight
Grant with SSHRC:

STEP 1: Registering for the SSHRC web-based forms

STEP 2: Verifying a SSHRC CV

STEP 3: Accepting invitation(s) in the SSHRC web-based forms

Invitations are sent by email to each individual with a unique authorization code that will be required
to accept the invitation. Every Co-Applicant receives the following email:

You have been invited to participate on an application to be submitted to the Social Sciences and
Humanities Research Council (SSHRC) - Insight Grant.

Application Deadline: 2016-10-15 20:00:00.0
Applicant: Professor X
Authorization Number: A580612492AC3D53 (not case sensitive)

To accept the invitation, follow these steps:

1. Register/Logon to SSHRC's web-based forms system (https.//webapps.nserc.ca/SSHRC/logon _e.htm)
2. Onthe "My Portfolio" screen, select "Accepted Invitations" from the drop-down menu and click
"Accept an invitation".

Copy and paste the Authorization Number shown above and click "Accept”.

A SSHRC CV is required for co-applicants.

Follow the instructions to complete the form.

Return to the "My Portfolio" screen, click on the Verify button for the Accept Invitation form and
correct the data until the Verification Report indicates successful verification.

7. The status for that Accept Invitation form will change to "Verified".

o AW

NOTE: We recommend that you complete, verify and submit your Accept Invitation form as soon as
possible. Please take into consideration the application deadline and the time required to fulfill the
acceptance requirements. If you do not confirm your participation on this proposal, you will be removed
from the application.

For additional information, contact Professor X at mailto: professorx@uwo.ca.

Therefore, every co-applicant must complete the following steps:

1) Finish and verify their SSHRC CV (keep in mind that every page has to be verified one at a time);

2) Click “accept invitation” from the drop down menu in your portfolio;

3) Enter the authorization code from the email you received;

4) You will then be routed to a screen where you can only see “application” and “research
contributions” (please refer to the screen shot below)
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5) After uploading the research contributions attachment — ensure that you verify the application

from the main portfolio screen — this ensures that your contributions will be uploaded as part
of the main application

Please Note: if you have not completed your CV in the SSHRC system — you will not be able to accept an
invitation until this step is complete

STEP 1: Registering for the SSHRC web-based forms
(Please note: if you already have an account on the SSHRC web-based forms, you can skip STEP 1 and
move on to STEP 2: Verifying a SSHRC CV)

1. Go to the following url: https://webapps.nserc.ca/SSHRC/faces/logon.jsp?lang=en CA
2. Find the “New Users” paragraph and click on “register”

e

Social Sciences and Humanities Research Council

WWW.sshre rsh.ac

(Francais ———Home | ContactUs — [Help |

Canada Site

Web-based Forms: Registration and Logon

You can create, edit and save a SSHRC on-line CV, application and Final Research Report using an Internet browser
Presently, we support the following browser versions. Firefox 3.0 10 5.0 or Internet Explorer 7 or 8.

NEW! For users of Internet Explorer (IE) 9: Websiles that ware designed for earlier versions of Windows Intermnet Explorer
wil not display or function correctly in IES. Follow the Comoalibiiry View inslructions 1o correct the display/function 1ssues.

Browser Tabs/Multiple Browsers Unsupported: Our system does not suppart browsing simutaneousty with multipie
browsers or multiple tabs. Doing so wil result in loss of data

Browser Back Button Unsupported: You should avoid using your browser's back button Use our Web site navigabon
instead

Complete the registration informati@ o h SSHRC's an-line system

Click here to recenve your missing account activation E-mail

Registered users
Enter your primary E-mail address and password 10 access your portfolso. If you forget your password, do not re-
register. Instead, go to the Forgot your password? page

60 minutes after your kast interaction with our system (e.g., Save. Prewew, etc ), your session will be terminated
and you will have to log on again. We recommend you save your work every 10-15 minutes

3. Enter Registration Information required to make an account for the SSHRC web-based forms (make
sure you use an email that the principal applicant and SSHRC can send correspondence to). If you
have a spam filter the automated email(s) from the system could be caught and you will need to
check your junk folder(s).
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New User Registration

To register with SSHRC. complete the registration information below. Then click on "Save”. It is important to remember your
password and to keep it in 8 secure location because you will need it every time you jog on to the SSHRC on-ine system. If you
forget your password, do not re-register. Instead, click on the link “Forgot your password?” located on the Logon
screen.

The information you provide in your on-kne Curnculam Vitae {(CV) or application will be stored on a secure server and protected
In accordance with federal laws and polices I will be password protected and accessible only 1o you. This information will be
used for the purposes of revewing appications and administering awards.

Your regsteation information will be kept on file indefinitely provided that you use the SSHRC on-line system. Should you
discontinus the use of this system, your information will rermain valid for six years from the time of your last interaction with the
system Once the sx-year period has elapsed, your registration information will be deleted

REGISTRATION INFORMATION
Family name (30 chars)
Given name | (30 chars)
Inihals Do not mciude ntials from gren o tanly names
Title v Regquired fof comespongdent e purposas
Correspondence
U -
anguage English v | Language selecied wil be usad by SSHRC for all correspondence
IMPORTANT: Enter 3 valki E-mall address it wil be used for E-mall notifitations andg correspondence witn
SSHRC
Primary E-mail (100 chars)
Password (5-10 chars)
Password confirmation Must be igentical 10 Ihe passwocd above
Date modified: 2014-07-23 @) Impertant notices

4. Your account will be created and you will be required to verify it from your email. Please note:
automated emails may be caught in a spam filter — so please check your junk folder(s).

Your account has been created but there's one last step...

To complete the registration process and activate your account, you must follow the
instructions contained in the automated E-mail. Until then, you will not be able to access your
account.

This E-mail should reach your mailbox within a few minutes. In rare cases it can take up to 24
hours possibly due to maintenance on our servers. If you never receive the E-mail, search
through your "junk mail" and "bulk mail" folders for our "Account Activation" E-mail, as it could
have been moved there by your spam filters. If your E-mail is never found, contact the
Helpdesk by telephone: 613-995-4273 or by E-mail: webgrant@sshrc-crsh.gc.ca
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5. Once you have verified your account — you will be able to log in on the SSHRC web-based forms:

https://webapps.nserc.ca/SSHRC/faces/logon.jsp?lang=en CA. You will also have to agree to the privacy
act the first time you login

WWWw sshire |

[Franais | [ ContactUs [ Help T T

Security/Privacy Act Statement

SECURITY INFORMATION

Users of the Web-based Forms: Registration and Logon will no loeger be required to penodically change ther passwords. However, for ther own
protection, wsers are encowraged to change ther passwords reguarty. Keep your passwoeds safe and confidential; do not divilge them to anvone
SSHRC will sot be beld liable 10 any loss of your data should you neglect to progect your password

System administrators morgtor SSHRC's electronic application system to protect it from unauthorized use and to ensure that & x functioning peoperdy
Thos= who access the system withont authorization, or who nesase ther authority to access penvate infoamaticn without fust cause, are Eable to legal
pursug

The mfcrmation you provide m your co-line Cuamnculam Vieae {CV) or spplication will be saved n an encrypted format, stored on a secure server and v
protected i accordance with federal laws and polices. The personal mformation you proside in your CV will be deleted once =x vears huve passed

| agroe and wish to continue
| disagree and do not wish to continue

Version 520 lnpartant nohees

STEP 2: Verifying your SSHRC CV
Please note: A SSHRC CV is automatically created when you register for the SSHRC web-based forms
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Laura Moxey
Siatus: Verified

|
|

1. All co-applicants will be required to fill in the sections of the SSHRC CV:

o

Social Sciences and Humanities Research Council
www.sshre-crsh gecn

matruchons | Exit

SSHENC=CNSH

Ihe Mame secton wil be made avalabis to salaction commitiee members and extemal assessors. Citizers
ation wil be used by SSHRC for adminstrative and statistical puposes only.

Foamily nama
Given name

It MOARy B Nk 0n Wy ALCourt page
tine RN moaty 1nk Seks on My Account page

2. After entering the information required for each module in the CV; you must verify each page in the
Cv.

SSHRC Insight Grant web-based
forms

Co-applicant Instructions V1
15Jul2016 Page 5 of 10



- Western
Research

City/Municpality | (23 chars)
Provinca/Stste v
Country List.
PostaiZip code | E:Is’lzagoao\;:ﬂea States valy NO spaces or gashes g K1PSGE or
Country code Area code Phone Extension

Tamporary phong numiser
Tamporary Tax number

Temporary E-mail (100 chars}

EX N G T | Verily Page Instructions  [Exit |
(A impartant natices

3. Once you have verified each page of the CV —the CV status on the portfolio page will say “verified”

| Status: Verified /
U GaeTaps

Y A

STEP 3: Accepting invitations for a SSHRC Insight Grant

1. Once you have registered in the system you will be required to “Accept an invitation” from your
portfolio screen.

v

Select one of the following forms from the drop-down menu: applications, accepted invitations, final research reports.

|Accepted Invitations  +{C Accept an Invitation ,b— “u

Important: If you have updated your SSHRC web CV after having accepted an invitation, you must click on the "Refresh

CV" button. Once an application is submitted, any updates made to your CV will not be reflected in the CVs presented for
adjudication.

2. The next screen will prompt you to enter the authorization code which was sent in the invitation
email from the SSHRC web-based forms:
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Social Sciences and Humanities Research Council
www. sshrc-crsh.gc.ca

Contact Us

__G:Z___P.—

Help Canada Site

Accept an Invitation

Invitations to partaipate on an apphcation are recewed by e-mad. To accept an invitation, follow these steps

1 Copy and paste tha Authorzation Number from the e-mail in the field below and cick on “Accept”
Read "New - Cansant to Disciosure of Personal Information”™ and click on I agree and wish to
continue” This will create your Accept an Invitaton form

Compiate the form

To ensure that your form = complete and comrect, retum (o your Pontfolic and dick the Verdy button of
your Accept an Invitaton form

4 Correct the data until the Venfication Report indicates successful venificatan

wN

I you are a co-appiicant or a collaboratar, 3 copy of your CV will be attached to the imvetabon form. If you
modify your CV after accepng the invitation, click on *Refresh CV™ on the Portfodo screen to attach the
updated version

Authorization Number \

BT Recoived by email from SSHRC

3. Once the code is entered, the system will automatically route the user to the application summary
and research contributions attachment. *PLEASE NOTE: the research contributions attachment is
mandatory for all co-applicants*

T3 Only/2'sections’iffinvited|
Accept invitation - Research Contributions
CHex on the Welructons” DUthon < e meny above 100 INfamation culinng the
- Eh = Attsch conten! reguirements 1o your decument

The fie cantanmg your atachmeanls morsd

Your efectronic fife attachment must meet the following specihcations:

POF format ( pdf extension), unprobecied
Mxamum tie sge of 500 Kb

&% 1 11" (216 mm x 276 mm

Maomum 4 page(s)

General Presentation

« Body et n a minkmom 12 ot Times New Roman fond
« Sinple-spaced. Wil o more than 6 ines of type parinch
o Al margins set ot a mremum of 347 (1 87 om)

Fise name [Chossa Fie | Mo Ha chosan

[ attach

*PLEASE NOTE: the CV will have to be refreshed if filled out prior to receiving an invitation.
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SSHRC Web CV

If a team member (i.e. co-applicant or collaborator) has updated his/her SSHRC web CV after having
accepted an invitation, s/he must click on the "Refresh CV" button in the Accepted Invitations section

of their Portfolio. Once an application is submitted, any updates made to the CV will not be reflected in
the CVs presented for adjudication.

4. After verifying all the pages in the CV, system will prompt the user to return to the “portfolio”
screen in order to verify the invitation.

Social Sciences and Humanities Research Council

[Frangais | [ContactUs _|Help |Sowch | CanadaSite

Clese | 1 days 4 hr 57 min
to deadline date
simmary Passed verification, all business rules and mandatory fields are completed. However, you must aiso
chick on the "Verify" button on the Portfolio before your form can be considered verified.

YWhan requergd. identity the mformaton requestied usimng the "List button I the mfamMmatian 1S not isted select “Othar”
from the st and lype the informabion in the box provided

Fonic Attachiment

5. Select “Portfolio” from the top menu row in order to verify the entire invitation

e

Social Sciences and Himnanities Research Council

Comtact Lls

Frangais

RBC=CHEH <1 days & b 53 min

WK Sum Accept Invitaton « Collaborator o live date
anon m,

csanhostace \Accept Invitation - Collaborator Information

IWhen required. antfy the infoamation requestad using the “LISt * button 1f the mfonmation IS not isted. sekact Omed hom the kst and type the
INTOMMELoNn in Me Dox provoed

= Elsctroric Attacbmen

Family name Ackbar Admiral T
Grvan name Gl X3 emary
W] 20 PRI NOTe Gt Of Tamdy Pavves
TIEe |Professcr v Requrel e [OMspae0mt ¢ pupose:
Postion Associate Profescor v

6. You will be required to select “verify” next to the PDF link for the invitation in order to complete the
final step of “verifying” the invitation
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Select one of the following forms from the drop-down menu: applications, accepted invitations, final research reports.

| Accepted Invitations v | Acceptan Invitation

Important: If you have updated your SSHRC web CV after having accepted an invitation, you must click on the
"Refresh CV" button. Once an application is submitted, any updates made to your CV will not be reflected in the CVs
presented for adjudication.

Accept Invitation - Collaborator
Insight Grant Test Application

Status: In Progress ‘ Verify .

End Date (ET): N/A
Updated: 2015/07/16 - 15:01:32 Preview |da TG

(MyAccount [ | |Messages [ |BEat

Version 5.4.5 D) Important notices

7. The status of the invitation will change from “in progress” to “verified”. Once “verified” appears in
the status then the invitation is complete and the main applicant will be able to submit their
application.

Select one of the following forms from the drop-down menu: applications, accepted invitations, final research reports.

| Accepted Invitations v | Acceptan Invitation

Important: If you have updated your SSHRC web CV after having accepted an invitation, you must click on the
"Refresh CV" button. Once an application is submitted, any updates made to your CV will not be reflected in the CVs
presented for adjudication.

Accept Invitation - Collaborator
insight Grant Test Application cirngss o “variisd”
mmoiatus: Verified 3
End Date i @
Preview
My Account | | [Messages | JExit

Updated: 2015/07/16-15:09:18
Version 5.4.5 @ Important notices
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