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Welcome to the 2nd of 4 training modules for ROLA (Research On-
Line Administration).  This module will guide you through submission 
of a completed Proposal in ROLA for institutional approvals.  We will 
also review the status of your submitted Proposals within ROLA. 
 
This module covers 
 
Submit Proposal 
Approval Status Review 
Approval Process 
Reset Proposal Status 
 
Each of the following frames will provide text instructions, as well as 
graphic views to demonstrate how easy it is to submit a completed 
Proposal in ROLA. 
 
Here we go! 
 
Information can be found in modules 1, 3 and 4 for the following 
ROLA Functions  
 

Complete and Maintain Proposal 
Profile Review/Extend PI Access 
Gain/Maintain Access to ROLA 

 
 

http://www.uwo.ca/research/Procedures_RW/ROLA_Manuals
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Submit Proposal 
 
Choosing Submit Proposal in the Menu list will allow you to submit a 
Proposal for Western’s Institutional Approval once the Proposal has 
been completed in ROLA via Maintain Proposal.   
 
You may access the Submit Proposal a number of ways: 
Cilck Submit on the General Info Tab from within an active Proposal 
Choose Submit Proposal on the left menu from within an active 
Proposal 
Choose Submit Proposal from outside of an active Proposal, and 
search for the Proposal to be submitted. 
As with any search in ROLA the business unit must be chosen as 
UWO (this is a system requirement).  You may further refine your 
search by any number of criteria available on the search screen.   
You may receive an email if an individual completes a Proposal on 
your behalf.  Follow the URL in the email and log in to the system, you 
will be brought to the Submit Proposal component within ROLA. 
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From the submit screen you can view the basic details of the 
Proposal selected for submission or Return to Search to view a 
complete list of your Proposals and their status.  
 
You may review the complete Proposal by choosing View Proposal.   
 
Choose Submit Proposal to complete the process.  You will not be 
able to make changes to a Proposal with a status of submitted, 
however, your Chair, Dean or RD&S will be able to return the 
Proposal to you, setting the status back to Draft via the Proposal 
Approval function prior to Institutional Approval by RD&S. 
 
Resubmission of the Proposal and collection of approvals will be 
required following a Status reset. 
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The submit screen includes a checklist of some specific items 
required for Institutional Approval as well as components indicated in 
the Sponsor guidelines that are required to complete the Sponsor 
Application process.    
 
 
 
 
 
 

 
 
 

Note: This checklist is not intended to exhaustive.  Applicants 
should always consult the Sponsor guidelines and complete the 
application submission process as indicated by the Sponsor’s 
instructions. 

Note: Completion of a ROLA Proposal does not constitute a 
completed Sponsor application.  Users are required to review the 
Sponsor guidelines and complete the Application for Funding as 
indicated by the Sponsor’s instructions. 
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As the PI You will be asked to agree to a set of submission criteria to 
complete the submission process. 
 
This criteria is reflected in Western’s Meaning of Signatures policy.  
You may view the Meaning of Signatures on the RD&S web site at: 
http://www.uwo.ca/research/docs/Meaning_Signatures.pdf 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 

http://www.uwo.ca/research/docs/Meaning_Signatures.pdf
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If you are submitting a Proposal on behalf of a PI other than yourself, 
you will follow the same process and but will see a message reading 
“The proposal cannot be submitted at this time. The PI has been 
notified.”   
 
At this stage the Proposal has been entered into the process and the 
system notifies the PI directly by email that you have submitted this 
Proposal on their behalf.  The email will direct the PI back to this area 
for review and final submission of any Proposal completed in their 
name. 
 
This process is required as the submission of a Proposal constitutes 
the PI’s signature and maintains all the accountability associated with 
that signature. 
 
Note that only those individuals who have been extended access by 
the PI will be able to view and maintain (but still not submit) 
Proposals, Awards and/or Projects for anyone other than 
themselves.  See Training Module 3 – Extend PI Access for details. 
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If you are submitting a Proposal which contains a $0 budget, you will 
receive a warning asking if you want to Proceed or Cancel. 
 
You may Cancel and return to Maintain Proposal to complete the 
budget at this time.  
 
If your Proposal is meant to have a 0$ budget, you may Proceed and 
the submit process will be completed. 
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 Approval Status Review 
 
 
You may review the Approval Status of a Proposal at any time by 
selecting Approval Status Review in ROLA, and choosing the 
appropriate Proposal from the search results. 
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Approval Status Review will show you the list of individuals involved in 
the Authorization process for the chosen Proposal.  You will be able 
to see the Activity/Role, to whom it has been assigned, the status of 
their action and any comments made. 
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Email notifications are sent automatically through ROLA to the next 
person in the Approval process (viewable on the Approval Status 
Review table). 
 
The email includes identifying details and instructs the recipient:  

 
To ensure the proposal moves through the approval process in a timely manner, 
please Approve the document via the following URL. 

 
Following the URL the recipient will log into ROLA and be able to use 
the following functionality. 
 
View Report – View a PDF summary of the ROLA Proposal in PDF 
View Proposal – Review complete ROLA Proposal submitted by PI 
Application – Review a PDF copy of the Sponsor Application if 
supplied to RD&S by the PI  
Return to PI – Return the Proposal to the PI and reset to “Draft” 
status with comments 
Approve/Review – Apply your electronic Approval/Review 
(equivalent to your legal signature), and move the Proposal to the 
next person in the Approval process.  
 
Click here to continue on to view the Profile Review/Extend PI Access 
Training Documentation. 

http://www.uwo.ca/research/docs/ROLA/Module3-SponsorResearch.pdf

