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Abbreviations 
AI = Administering Institution 
eGMS = Electronic Grant Management System 
EO = Executive Officer 
DH = Department Head*  
FA = Fellowship Applicant 
FO = Finance Officer*  
PA = Principal Applicant 
RFS = Research Fund Secretariat 
RO = Research Officer* 

 
* AI user 
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1. Endorsement of Application 
Preview and Checking : Step 4 
Push Back: Step 6 
Endorsement: Step 7 

 

* EO(DH), EO(FO) and EO(RO) are not able to endorse the application. 
 

Subject:  eGMS : Submission of Grant Application(s) for the 20XX Open Call 
for Investigator-initiated Projects   
 
Dear (Title) (Last Name) (The contact person of RO/ FO/ DH as recorded in eGMS),  
 
This email is sent to inform you that grant application(s) has been submitted by Principal 
Applicant(s)/Fellowship Applicant(s) of your Administering Institution in the electronic Grant 
Management System (eGMS) of the Research Fund Secretariat, Health Bureau, HKSAR.  
 
Please login to the eGMS (eGMS URL) to access the application(s) for necessary action(s).  
 

Thank you. 

Step 1: 
Click on the eGMS 
URL to login to the 
eGMS and review 
the application. 

 
 

Step 2: 
- Enter login email. 
- Enter password and 

click ‘Login’. 

 
  

 
   

Method A 
Step 3: 
Go to Home Page > 
To Do List 
 
- Click the ‘Case 

Number / Subject’ of 
the project under type: 
‘Application 
Endorsement’ 

 
Go to Step 4 
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Or Method B 
Step 3: 
Go to Project >  
Application >  
View Application  
 
Go to Step 4 
 

 
 
 
 

 

 

Step 4a:  
To review the Application 
Form, select ‘Action List’. 

 
Step 4a: via internet 
- Click on the ‘Ref. no.’ 

to check the web-base 
application form . 

 
OR 
 
Step 4b: (via pdf) 

 
(i) Click on the ‘PDF icon’. 
 
(ii) Set a 6-character 

password to protect the 
downloaded 
Application form. 

 
(iii) Open the downloaded 

Application form. 
 
 

 

 

Step 5:  
To confirm Application form 
checked. (Optional) 
 
5.1Click the box under 

‘Check-in-order List’. 
 
5.2 Click the checkbox of 

the ‘Checked Date’. 
 
5.3 Fill in the details in 

‘Remarks’ (if any). 
 
5.4 Click ‘Confirm 

Checked’ to save the 
checked entry. 
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An acknowledgment 
message for ‘Saved 
Successfully’ will be 
shown at the top. 
 
 
 
 
 
 
 
 
Go to the ‘Action List’, ‘Y’ 
will be shown under 
‘Checked’. 
 

 

 

 

 

Step 6.  
To Push back application. 
(On a need basis) 
 
6.1 Select ‘Action List’. 
 
6.2 Click ‘Push back’. 
 
6.3 Fill in the ‘Reason(s)’ 

and click ‘Confirm’. 
 
An acknowledgment 
message for ‘pushed back 
successfully’ will be shown 
at the top. 
 
(Remark: Email 
notification will be sent to 
PA after his/her application 
has been pushed back by 
AI user(s).) 
 
6.4 Pushed back 

applications will 
appear on the ‘Pushed 
Back List’. 

 
6.5 Click on ‘Details’ to 

view the reason(s) of 
push back. 
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Step 7.  
To Endorse application.  
 

7.1 Select ‘Action List’. 
 

7.2 Click ‘Endorse’ for 
endorsement. 

 
7.3 Click ‘Yes’ for 

confirmation. 
 
 
 
 

An acknowledgment 
message for ‘endorsed 
successfully’ will be shown 
at the top. 
 
 

(Note: EO(DH), EO(FO) 
and EO(RO) cannot 
endorse the application.) 
 

8a (for DH/ FO/ RO) 

 
 
8b (for RO only) 

 

Step 8.  
To view the signing 
status of CoA(s) and AI 
users.(Optional) 
 
8a (for DH/ FO/ RO) 
Click ‘Master List’ to 
view the signing status. 
 
8b (for RO only) 
Click ‘Outstanding List’ 
(for viewing of signing 
status, completing 
‘Check-in-order’ List 
and ‘Endorse’/‘Push 
Back’ the applications). 
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2. Communicate with RFS through message icon 

 
 
 

 

 
 

Step 1: 
Go to Home Page  
 
 
 
Or 
 
 
Go to Project> 
Application> 
View application 
 
-Select ‘Master List’  
 
(Note: ‘Message icon’ 
will be available for the 
communication with RFS 
after the application has 
been submitted to 
Research Fund 
Secretariat.) 
 

 
 
 

 

Step 2: 
(1) Click on the 
‘Message icon’ to pop 
up ‘Message summary’. 

 
(2) Click ‘Create 

Message’ to send 
message to RFS or 
‘Close’ to close the  
pop-up browser.  
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(3) Please select type of 
message. 

 
(4) Fill-in the Subject and 

Message. 
 
(5) Click ‘Attach’ to 

upload attachment(s), if 
any. 

 (Attachment should in 
PDF format only and all 
files together should not 
exceed 2MB.) 
To remove the uploaded 
file, click on the ‘Trash’ 
icon. 

 
(6) Click ‘Preview’ to 

preview message or 
‘Cancel’ to close the 
browser without any 
action.  

 
(7) Click on ‘Back’ for 

further editing, ‘Send’ 
to send the message to 
RFS or ‘Cancel’ to 
close the browser 
without any action.  
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The message will be 
recorded at message 
summary after sent to 
RFS.  
 
 
 
 
(8)Click on ‘View Detail’ 

to review the message 
sent. 

 
After receiver read the 
message ‘Y’ will be 
shown under ‘Read?’. 

 
Example email for informing new inbox message. 
 
Subject: eGMS – New inbox message 
 
Dear (The Name of user),  
 
This email is sent to inform you that there is a new message in your inbox.  
Please login to the eGMS (eGMS URL) for your necessary action(s).  
 
Thank you.  

Email notification for 
informing new inbox 
message will be received 
if RFS sent you a 
message through 
message icon.   
 
Please click on the 
eGMS URL to go to the 
eGMS login page for 
necessary action(s). 

 

 

To review the unread 
message, click on the 
‘Message icon’ at ‘Home 
Page’. 

 

Click ‘View Details’ to 
review ‘Detail of 
Message’.  
Note:  
 
(Remark: Entry of the 
viewed message will be 
removed from ‘Inbox’ 
automatically after 
closed the ‘Detail of 
Message’.) 
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3. View Funding Decision 
 (The following functions are granted to RO only) 

  
 
 
 
 
 
 
 
 
 
 

Step 1: 
Go to Project > 
Application >  
Funding Decision 

 
 

Step 2: 
In the Funding Decision 
page, click ‘Master 
List’ to view all 
applications. 
 
Funding decision is 
shown under the 
‘Status’. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Step 3: 
In the Funding Decision 
page, click ‘Fundable 
Application’ to view 
fundable applications. 

 
3.1 (Optional) 
Click on the 
‘Report icon’ to view 
the GRB/AP/RFAP 
Report. 
 
3.2 (Optional) 
Check the columns of 
Funding Amount, and 
due dates. 
 

  

(3.1) (3.2) 
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4. Entering Project Commencement Date and End Date of Funded Projects 
 (The following functions are granted to RO only) 

 
 

 
 

 

 

Method A 
Step 1: 
Go to Home Page > 
To Do List 
 
- Click the ‘Case 

Number / Subject’ of 
the project under type: 
‘Outstanding 
Agreement’ 

 
The selected project will 
be shown for your action. 
 
Click ‘Update Project 
Period’. 
 
Go to Step 3 
 

 

Method B 
Step 1: 
Go to Project > 
Application >  
View Application 

 

 

 

Step 2: 
Go to Outstanding 
Agreement List to view 
all applications which 
are pending your action. 
 
Click ‘Update Project 
Period’. 

 
Go to Step 3 
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(Example for Funded Investigator-initiated Projects) 

 

 
 
Note 1: The Project Start Date should be within 6 months from the Date 
of Approval Letter. 
 
Note 2: Make sure the Calculated Project Duration is the same as that 
approved in the Application. 
 

Step 3: 
(For Funded 
Investigator-initiated 
Projects) 
 
Enter the Project Start 
Date (= Commencement 
Date in the signed 
agreement) and Project 
End Date. 

 
(Example for Research Fellowship Awards) 

 

 
 
Note 1: The Project Start Date should be within 6 months from the Date 
of Approval Letter. 
 
Note 2: Make sure the Calculated Project Duration/ Fellowship Period/ 
Training Period is the same as that approved in the Application. 

 

(For Research 
Fellowship Awards) 
 
Enter the Project Start 
Date (= Commencement 
Date in the signed 
agreement),  
Project End Date, 
Fellowship Start Date, 
Fellowship End Date, 
Training Start Date and 
Training End Date. 
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5. Administrative Function – Create Account(s) 
 

 

Step 1: 
Go to Administration > 
Administration of 
User Account > 
Create User 

2a: (RO only) 

 
2b: (DH/FO) 

  

  

 

Step 2a: (RO only) 
(i) Select ‘Authorised 

Role(s)’. 
(ii) Fill in all compulsory 

User’s details.  
(iii) Click ‘Save’ to create 

user. 
(iv) Click ‘Yes’ for 

confirmation. 
 
 
 
 
 
 
Or 
Step 2b: (DH/FO) 
(i) Fill in all compulsory 

User’s details.  
(ii) Click ‘Save’ to create 

user. 
(iii) Click ‘Yes’ for 

confirmation. 
 
(Remark: 
Email notification with login 
email and password will be 
sent to the EO(DH)/EO(FO). 
 
Each AI could create more 
than one EO account.) 
 
 
 
 
 
 
 
An acknowledgment 
message for the creation of 
user’s account will be shown 
at the top. 
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6. Administrative Function – Maintain User’s Profile 
 (The following functions are granted to RO only ) 

 

Step 1: 
Go to Administration > 
Administration of User 
Account> 

Maintain User Account 

 

 

Step 2: 
RO can preview a 
summary of accounts of 
his/her AI. 

- Click ‘Last name’ to 
view / edit account 
details for a particular 
account. 

 
 

 
 

 
 

Step 3: 
Note: The update of 
‘Authorised Role(s)’ or 
‘Account Status’ of a user 
must be completed by 
RFS.  Please e-mail to:  
egmsenquiry@healthburea
u.gov.hk.  
 
 
 
 
 

 
3.1 Click ‘Save’ to update 

user details. 
 
3.2 Click ‘Yes’ for 

confirmation. 
 

An acknowledgment 
message for ‘User Profile 
is updated’ will be shown 
at the top.  

mailto:egmsenquiry@healthbureau.gov.hk
mailto:egmsenquiry@healthbureau.gov.hk
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Step 4:  
To view/update the 
Delegation of PA.  
(For users authorised with 
PA Role only) 

4.1 Select ‘Delegation of 
PA’. 

4.2 Fill in Assigned user’s 
email and delegate 
period. 

4.3 Click ‘Assign Delegate’. 
4.4 New record will show at 

‘Delegation List’. 
4.5Click ‘Save’ to save the 

‘Delegation List’. 
4.6 Click ‘Yes’ for 

confirmation. 
4.7 The update is recorded 

at ‘Delegation History’. 
 

An acknowledgment 
message for ‘Delegation list 
has been updated 
successfully’ will be shown 
at the top. 
 
(Remark: If the delegate 
does not exist in eGMS, 
please go to Step 7 to create 
delegate (PA).) 

 
 

  
 

 

Step 5:  
To edit delegate of 
PA/DH. 

5.1 Click ‘Edit’ at 
‘Delegation List’. 

5.2 Select the ‘Start Date’ 
and ‘End Date’. 

5.3 Click ‘Save’. 
5.4 The ‘Delegate Period’ is 

updated. 
5.5 Click ‘Save’. 
 
5.6 Click ‘Yes’ for 

conformation. 
 
 
An acknowledgment 
message for the update will 
be shown at the top. 
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Step 6: 
To delete delegate of 
PA/DH. 

6.1 Click the ‘Trash’ icon.  
(*Record will be removed 
immediately on the screen 
after clicking ‘Trash’ icon.)  
6.2 Click ‘Save’.  
6.3 Click ‘Yes’ for 

conformation. 
 

An acknowledgment 
message for the update will 
be shown at the top. 

  

 

 

 

Step 7: 
To create delegate (PA). 
7.1 Select ‘Delegation of 

PA’. 
 
 
7.2Click ‘Create Delegate’. 
 
 
7.3 Complete & save 

delegate’s contact 
information: 

 
(i) Fill in all compulsory 

User’s details.  
(ii) Click ‘Save’ to create 

user. 
(iii) Click ‘Yes’ for 

confirmation. 
 

(Remark: Email notification 
with login email and 
password will be sent to the 
delegate.) 
 
 
 
 
 
 
An acknowledgment 
message for ‘User is 
created’ will be shown at 
the top. 
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Step 8:  

To view/update the 
delegation of DH of a user. 
(For users authorised with 
DH Role only)  
 
8.1 Select ‘Delegation of 

DH’. 
8.2 Fill in Assigned user’s 

email and delegate 
period. 

8.3 Click ‘Assign Delegate’. 
8.4 The delegation details 

will be shown at 
‘Delegation List’. 

8.5 Click ‘Save’ to save the 
‘Delegation List’. 

8.6 Click ‘Yes’ for 
confirmation. 

8.7 The update is recorded 
at ‘Delegation History’. 

 
 
 
An acknowledgment 
message for ‘Delegation list 
has been updated 
successfully’ will be shown 
at the top. 
  

(Remark: If the delegate 
does not exist in eGMS, 
please refer to Step 9 to 
create delegate (DH).) 
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Step 9: 
To create delegate (DH). 
 
9.1 Select ‘Delegation of 

DH’. 
 
 
 
9.2Click ‘Create Delegate’. 
 
 
 
 
9.3 Complete & save 

delegate’s contact 
information: 

 
(i) Fill in all compulsory 

User’s details.  
 
(ii) Click ‘Save’ to create 

user. 
 
(iii) Click ‘Yes’ for 

confirmation. 
 
 
 
 
(Remark: Email 
notification with login 
email and password will 
be sent to the delegate.) 
 
 
An acknowledgment 
message for ‘User is 
created’ will be shown at 
the top. 
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Step 10:  
To edit delegate of DH. 

10.1 Click ‘Edit’. 
10.2 Select the ‘start date’ 

and ‘end date’. 
10.3 Click ‘Save’. 
10.4 The ‘Delegate Period’ 

is updated. 
10.5 Click ‘Save’. 
 
10.6 Click ‘Yes’ for 

conformation. 
 
An acknowledgment 
message for ‘Delegation list 
has been updated 
successfully’ will be shown 
at the top. 

 

 
 

 

Step 11:  
To delete delegate. 
 
11.1 Click the ‘Trash’ icon.  
(*Record will be removed 
immediately on the screen 
after clicking ‘Trash’ icon.)  
11.2 Click ‘Save’.  
11.3 Click ‘Yes’ for 

conformation. 
 
An acknowledgment 
message for ‘Delegation 
list has been updated 
successfully’ will be 
shown at the top. 
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7. Administrative Function – Reset Password 
 (The following functions are granted to RO only) 

 

Step 1: 
Go to Administration > 
Administration of User 
Account >  
Maintain User Account 

 

 

Step 2: 
Click ‘Last name’ to 
view/ edit account 
details. 

 
 

 
 

Step 3: 
Click ‘Reset Password’ for 
the user. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
An acknowledgment 
message for ‘Password of 
User is reset’ will be 
shown at the top.  

Sample email for password reset: 
Subject: eGMS - Password Reset: (User’s Name)  
Please find the temporary password for accessing the electronic Grant Management System (eGMS): 
 
Password: (Insert temporary password) 
Login page: (eGMS URL) 
 
Please be reminded to set up a new password after logging in to the eGMS (eGMS URL). 
 
Thank you. 

Step 4: 
Email notification for the 
new login password will be 
sent to user. 
 
Please click on the eGMS 
URL to go to the eGMS 
login page. 
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8. Administrative Function – Maintain AI Profile - (email domains) 
 (The following functions are granted to RO only) 

 

 

Step 1: 
Go to Administration > 
Administration of User 
Account >  

View Administering 
Institution 

 

 

Step 2: 
RO can preview 
information of his/her own 
AI. 

 

 

 
 
 

 

Step 3: (Optional) 
To Add email domains. 
 
3.1 Enter the new domain. 
 
3.2 Click ‘Add Domain’. 
 
3.3 Click ‘Save’. 

 
3.4 The new domain is 
shown at the ‘Email 
Domain list’. 
 
3.5 Click ‘Save’.  
 
3.6 Click ‘Yes’ for 
confirmation. 

An acknowledgment 
message for ‘Domain List 
is updated’ will be shown 
at the top. 
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Step 4:  
To delete email domain. 
 
4.1 Click the ‘Trash’ icon. 
(*Record will be removed 
immediately on the screen 
after clicking ‘Trash’ 
icon.)  
 
4.2 Click ‘Save’.  
 
4.3 Click ‘Yes’ for 
confirmation. 
 

 
An acknowledgment 
message for ‘Domain List 
is updated’ will be shown 
at the top. 
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9. Administrative Function – Maintain AI Profile - (Department List) 
 (The following functions are granted to RO only) 

 

Step 1: 
To maintain the list of 
departments and department 
heads. 

 
Go to Administration > 
Administration of User 
Account >  
View Administering 
Institution  

 

 
 

 
 

 
 

Step2:  
To add department. 
 
2.1 Click ‘Add Department’ 

under ‘Department List’. 
 
 
2.2 Fill in the name of 

department, email of DH, 
and effective date (if 
necessary). 

 
 
2.3 If ‘Effective Date’ is not 

entered, the role of ‘Head 
of Department’ will be 
assigned immediately. 

 
 
2.4 Click ‘Save’. 
 
 
 
 
2.5 Click ‘Yes’ for 

confirmation. 
 
 
An acknowledgment message 
for ‘The department is created 
successfully’ will be shown at 
the top. 
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Step 3:  
To edit Department List. 
 
3.1 Click ‘Edit’. 
 
3.2 Update the Department 
details and enter email of 
new DH and effective date  
(if necessary).  
If ‘Effective Date’ is not 
entered, the role of ‘Head of 
Department’ will be assigned 
immediately. 
 
3.3 Click ‘Save’. 
 
3.4Click ‘Yes’ for 
confirmation. 
 
An acknowledgment 
message for ‘The 
department is updated 
successfully’ will be shown 
at the top.  
 

 

 
 

 
 

 
 

Step 4:  
To delete department. 
 
4.1Click the ‘Trash’ icon. 
(*Record will be removed 
immediately on the screen 
after clicking ‘Trash’ icon.)  
 
4.2 Click ‘Save’.  
 
4.3 Click ‘Yes’ for 
confirmation. 
 
An acknowledgment 
message for ‘The 
department list is updated’ 
will be shown at the top. 
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10. Administrative Function - Endorsement of Principal Applicant (PA) Account 
(The following functions are granted to RO only) 
Subject: eGMS - Account Endorsement for Principal Applicant 
 
Dear (Title) (Last Name) (The contact person of RO as recorded in eGMS),  
 
Principal Applicant (PA) of your Administering Institution has registered to open a PA account in the 
electronic Grant Management System (eGMS) of the Research Fund Secretariat, Health Bureau, 
HKSAR. Please login to the eGMS (eGMS URL) to endorse it. 
  
Thank you.  

Step 1: 
Email notification will 
be sent to RO for 
endorsement of a PA 
account. 
 
Please click on the 
eGMS URL to go to the 
eGMS login page. 

 
  

    

Method A 
Step 2: 
Go to Home Page > 
To Do List 
 
- Click the ‘Case 

Number / Subject’ of 
the project under type: 
‘Application 
Endorsement’ 

 
Go to Step 4 
 
 

 

 

Or Method B 
Step 2: 
Go to Administration > 
Administration of User 
Account >  

Endorse Principal 
Applicant Account 

 
 

Step 3: 
 
- Click ‘Last name’ to 

review PA’s details. 
 
Go to Step 4 
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 or  

 
or 

 
 

Step 4: 
 
To endorse. (Optional) 
(i) Click ‘Endorse’ and 

‘Yes’ for 
confirmation. 

 
 
Or  
 
To reject. (Optional) 
(ii) Click ‘Reject’ and 

‘Yes’ for 
confirmation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
An acknowledgment 
message for the 
endorsement/reject will 
be shown at the top. 

(i) 

(i) 

(ii) 

(ii) 
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11. Administrative Function – Maintain Internal Deadline for Open Call 
(The following functions are granted to RO only) 

 

 

Step 1: 
Go to Project > 
Application >  
View Application 

 

 

 
 

Step 2:  
To update Internal 
Deadline. 
 
2.1 Click ‘Application Call’ 

to view current open 
call. 

 
2.2 Fill in the internal 

deadline.  
 
2.3 Click ‘Save’. 
 
2.4 Click ‘Yes’ for 

confirmation. 
 
An acknowledgment 
message for ‘Internal 
deadline has been 
updated successfully’ will 
be shown at the top. 
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12. Administrative Function – Delegation of DH 
 (The following function is granted to DH only) 

 

Step 1: 
Go to Administration> 
Setting >  
Maintain Personal Profile 

 

 
 
 

 
 

 
 

 

Step 2:  
To view/update the 
delegation of DH of a 
user.  
(For users authorised 
with DH Role only)  
2.1 Click ‘Delegation of 

DH’. 
2.2 Fill in Assigned 

user’s email and 
delegate period. 

2.3 Click ‘Assign 
Delegate’. 

2.4 The delegation details 
will be shown at 
‘Delegation List’. 
(DH can assign more 
than one delegate.) 

2.5 Click ‘Save’ to save 
the ‘Delegation List’.  

2.6 Click ‘Yes’ for 
confirmation. 

2.7 The update is 
recorded at 
‘Delegation History’.  

An acknowledgment 
message for ‘Delegation 
list has been updated 
successfully’ will be 
shown at the top. 
(Remark: If the delegate 
does not exist in eGMS, 
please go to Step 5 to 
create delegate (DH).) 
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Step 3:  
To edit delegate of DH. 

3.1 Click ‘Edit’. 
3.2 Select the ‘start date’ 
and ‘end date’. 
3.3 Click ‘Save’. 
3.4 The ‘Delegate Period’ 
is updated. 
3.5 Click ‘Save’.  
 
3.6 Click ‘Yes’ for 
conformation. 

 
 
An acknowledgment 
message for ‘Delegation 
list has been updated 
successfully’ will be 
shown at the top.  

 

 
 
 

 
 
 

 

Step 4:  
To delete delegate. 
 
4.1 Click the ‘Trash’ 
icon.  
(*Record will be 
removed immediately on 
the screen after clicking 
‘Trash’ icon.)  
 
4.2 Click ‘Save’.  
 
4.3 Click ‘Yes’ for 
conformation. 
 
An acknowledgment 
message for ‘Delegation 
list has been updated 
successfully’ will be 
shown at the top. will be 
shown at the top.  
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Step 5: 
To create delegate (DH). 
 
5.1 Select ‘Delegation of 
DH’. 
 
 
 
5.2Click ‘Create 
Delegate’. 
 
 
5.3 Complete & Save 
delegate’s contact 
information: 
 
 
 
(i) Fill in all compulsory 
User’s details.  
 
 
 
 
 
 
 

 
(ii) Click ‘Save’ to create 
user. 
 
 
(iii) Click ‘Yes’ for 
confirmation. 
 
(Remark: Email 
notification with login 
email and password will 
be sent to the delegate.) 
 
An acknowledgment 
message for ‘User is 
created’ will be shown at 
the top. 
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