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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. On the "My Portfolio" screen, select "Accepted Invitations" from the drop-down menu and click 

"Accept an invitation". 
3. Copy and paste the Authorization Number shown above and click "Accept". 
4. A SSHRC CV is required for co-applicants. 
5. Follow the instructions to complete the form. 
6. 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". 
 
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) 
 

mailto:professorx@uwo.ca
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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” 

 

 
 
 
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). 

https://webapps.nserc.ca/SSHRC/faces/logon.jsp?lang=en_CA
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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). 
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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 
 

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

https://webapps.nserc.ca/SSHRC/faces/logon.jsp?lang=en_CA
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1. All co-applicants will be required to fill in the sections of the SSHRC CV: 

 
 
 

2. After entering the information required for each module in the CV; you must verify each page in the 
CV.  
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3. Once you have verified each page of the CV – the CV status on the portfolio page will say “verified” 

 
 
 
 
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. 

 
 
 
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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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* 

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

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

 
 
 
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 



   

SSHRC Insight Grant web-based 
forms  
  
Co-applicant Instructions V1 

15Jul2016  Page 9 of 10 

 

 

 
 
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. 
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