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If you have any queries or encounter difficulties relating to eGMS, please send email to
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Al = 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*

* Al 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.

Login to eGMS Account Registration (FOR APPLICANTS ONLY!)

Step 2:
- Enter login email.

[
Number /

Description

Project Title Due Date

Email: o= —— ‘ Register for Principal Applicant Account ‘
U —— - Enter password and
Register for Co-Applicant Account : 13 o M
Pasavers: = — | | click ‘Login’.
==~y Forgol your password? Notes to Grant Review Board (GRB) Members/
External Reviewers
- Forgot your login?
= €GMS account has already been registered for GRE Members
@’ Login with iAM Smart and External Reviewers. Please contact the Research Fund
o retariat (Email: if you have any
questions
More Info =
Frequently Asked Questions
Home Project Meeting Administration Method A
Step 3:
Home Page Go to Home Page >
eoou | To Do List
Call Vear Scheme  [Fem—m—l] [Eemm
(1of2) [ 1 [ 20 v

- Click the ‘Case
Number / Subject’ of

the project under type:
‘Application
Number / Description Endorsement ’
- Subject
I —
] Go to Step 4
Application Application
Endorsement Endorsement
TM(App) Al (Updated: Nov 2025) Version 7.1 1




ation System Help

Application

Home Pac

View Application |

Or Method B
Step 3:

Go to Project >

Pushed Back List | Application Call

Master List

WL outstanding Signature List
Seheme  [Picase Seledt | = |

(1of1) [ 1] 20~

Call Year [ View Application
Go to Step 4
Application | Action List | Step 4a:

Application

PYSYERN| outstanding Signature List | Pushed Back List | Application Call
Scheme  [BigzsaSelect | v | @

Password

" Project | A Please create a password (6 characters) for downloaded PDF:

Year Ref. No.

Check- | Checked

in-order
List

Department

Password:
1 (4b-i) \
(4b-i) ' ey gl

Funding
Amount (HKS)

Note: Versitech (VXF) e-Form is no longer supported, you can view the application(s) through PDF version next to the Ref. No
Application

‘ Action List | Outstanding Signature List | Pushed Back List | Application Call
Scheme  [please Select - Search

(1of1) H

Principal
Applicant

_e.

Project Title Department

Funding
Amount (HKS)

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)
(1) Click on the ‘PDF icon’.
(i) Set a 6-character
password to protect the
downloaded

Application form.

(ii1) Open the downloaded
Application form.

henrf_eform_TMP__pdf  ~ -y (4b-iii)
Application
[ o1 QR cvrons s | s | s
Check-
in-order
List

Seheme  [Ploase Select | = |

Project Title

unding Time
Amount (HKS) (by PAto
A

Endorse | Push Back

Check-in-order List

Ref. No.

Project Title
Principal Applicant
Department

User Mame
Checked Date

® (5.2)

Step 5:
To confirm Application forn
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).

Remarks 54 Cllck ‘Conﬁrm

(5.4) — (53 Checked’ to save the
Confim Checked>) checked entry.
TM(App) Al (Updated: Nov 2025) Version 7.1 2



Check-in-order List

Saved Successfully.

Ref. No

Project Title

Principal Applicant

Depariment

User Name

Checked Date 0

(1of1) 1] [20v]

Authorised
Funding Amount | _User Name Role(s)
(HKS)

Project Title Applicant Department

Checked Date Remarks

Application

‘ JYSNERN oucstanding Signature List | Pushed BackList | Application Call
Sereme  [Please Select |+ |

Checked

(10f1) [ 1] 20w

Principal

Project Title R

Department Funding Check- | Checked

Amount (HKS) i"'L“i's‘:‘“

An acknowledgment
message for ‘Saved
Successfully’ will be
shown at the top.

Go to the ‘Action List’, ‘Y’
will be shown under
‘Checked’.

Applicatior(lﬁll) Action List

‘ Outstanding Signature List || Pushed Back List | Application Call
Seheme  [PloaseSelet |~ | | search

Principal

5 Department > Check
Applicant Funding £
Amount (HKs) | in-order

. toy - F  @m¥ | PushBack
ject

Submission

IApplication
‘ Action List ‘ Outstanding Signature List Pushed Back List | Application Call |

Confirmation

Scheme [ Saeat | | | sea A AreyousuretoPush Back the application with Ref. No

Reason(s): ]

Project
Year

Ref. No.

(6.3)

=

|
| Action List ‘ Outstanding Signature List | Pushed BackList | Application Call
‘Application[ 1is pushed back success'uD

Scheme  [Pocse select | = |

(1of1) [20v]

e Principal
Project Title Applicant | Department Funding in-order
Amount (Hks) | inord

No records found.

Check- | Checked

Submission

- ime
Actions (by PAto
Al

Application

Master List | Action List
scheme  [Piease Select

Principal
Applicant

Department Funding Amount
{HKS)

Details

Submission

Time
(by PA to Al)

A Pushed back by

Reason(s)

Close

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
Al 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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Application Action List
(7.1)
Cm ¢ e
seheme -
(111 @ S

ject P
et Principal

Ye Ref. No. Project Titl :

ear ef. No. - roject Title Applicant

Department Funding _Che«;k— Checked
in-order
Amount (HKS) | ™7

Actions

Push Back

Submission
Time
(by PAto

Al

Step 7.
To Endorse application.

7.1 Select “Action List’.

7.2 Click ‘Endorse’ for
endorsement.

8b (for RO only)
Application (8b)
e (Signing starus 't 0

—
(o) 1] @] (Endorse/Push Back)

co- Weador | Fnanee | oy
Appicantis) | Depariment | Oficer | e
Signed Signed* = order
T |

FIE ™ v v | () Push Back

sl @ hal | o
7.3 Click ‘Yes’ for
confirmation.
A Are you sure to endorse the application with Ref. No. (Ref no) »
7.3)
[ Y|
Ce
b Application[ | is endorsed successfully An acknowlecdgment
WL message for ‘endorsed

successfully’ will be shown
at the top.
(Note: EO(DH), EO(FO)
and EO(RO) cannot
endorse the application.)

Sa (for DH/ FO/ RO) Step 8.

Application (8a) To view the signing

‘ AN status of CoA(s) and Al

o N I users.(Optional)
Project Title rincipel, | Department | Funging _ Ap_p.f;.,.(s, “‘.::’E;’:L"’:"‘ T | T
Amount (HKS) Signed Signed
S— - -
i 8a (for DH/ FO/ RO)

Submission

Time.
(by PAto
an

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

m S w

Home Page

Call Year |

Scheme HMRF

(10f12)

Project Title

a0 Search

B2 03] 400 e ] e a5 (] (2w

Principal Applicant Department

Funding Amount
(HKS)

AR

Closed

&~

In progress

Home

Home Paq

Application

EEm

Master List

e | [ | [
p
Femm |-

Application

System Help

]

(1of2)

I'I.I'iew Application |

0 =] m

Finance | Research
Officer

Officer
Signed | Signed

Submission
Time.
(by PRto

']

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

— a ¥ ¥ ¥ Y
been submitted to
Research Fund
Secretariat.)
Application | " Step 2:
Scheme P— Submitted to (1) CliCk On the

Research Fund
Secretariat

Message Summary

Ref. No.

Date of Creation

Subject Type

(10f1)

Subject

No record

2)

(1of1)

Create Message Close
w Create Message ‘ ‘ Close |

‘Message icon’ to pop
up ‘Message summary’.

(2) Click ‘Create
Message’ to send
message to RFS or
‘Close’ to close the
pop-up browser.

TM(App)_ Al (Updated: Nov 2025) Version 7.1




Message
To: Assigned Secretariat Executive's email
cc: Assigned Scientific Reviewer's email 3)
Type: HMRF I Please Select \;

Subject: Please Select :

Progress Report

Message:
I~ 1 Interim Report
Final Report
Financial Statement
“4)

Audited Accounts
Request for change of principal applicant
Request for change of co-applicant

Request for change of administering institution

]

Attachment (if any, in PDF format only and all files together should not exceed 2MB):

(1 of 1) 120 v
Filename

No record

Remove

(10f1) 120 v
O]
| r
‘@ Attachment

& Please atiach the supporting documents

—

Filename Remove

_ pdf .

(6)
F Preview Cancel >

Preview Message

To: Assigned SE's email
CC: Assigned SR's email
Type: HMRF

Subject:

Message:

Attachment (if any, in PDF format only and all files together should not exceed 2MB):

(1 of 1) ﬁ 20 v

Filename Remove

(1 of 1) [ 1] f20v

Q) /I Back ‘ | Send | ‘ Cancel |
e

(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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Message Summary

Ref Mo

[10f1) [1]

20w
B

O

View
Detail

Message Summary

Ref. No.

1 0f 1) 1]

20w
L B e |

Detail of Message

Type: HMRF-
Subject

Message:

(1of1) 20w

‘ Na record |

(10f1) 20 v

Close

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).

eGMS

electronic Grant Management System

“W

CallYear [~ Scheme [FuRF Search

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

Inbox

Period From T Ref. No.

Subject Type .. Subject

Read M -

Submit

(1of1) [ 1] 2]

v
Ref. No. 5 ) ) _
Date of Creafion Subject Type Receiver cc Sender Read? Detail

N

Detail of Message

N

View Detail

Type

N

View Detail

) ] S5 Sublect

Message
Exportto CSV

(1 of 1) 0y

Mo record

(1of1) PR

Click ‘View Detalils’ 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

Home m Administration System Help
L]

Application View Application

Home Pa

i
| To Do List
Completion Report for Open Call

Step 1:

Go to Project >
Application >
Funding Decision

Home Project Administmton  System telp Buser 0

Funding Decision

[

Step 2:
In the Funding Decision

page, click ‘Master
List’ to view all

applications.

Funding decision is
shown under the
‘Status’.

Funding Decision

@3.1) 3.2)

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.
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4. Entering Project Commencement Date and End Date of Funded Projects

Home Project Meeting Administration
To Do List ‘m
| Scheme  [Please Select ol ‘ Search
(o) [ 1] 5]
Da Di D
o C Update
Sreeman: { giumpagd] Foe
. A
Application \

Master List | ActionList | Outstanding Signature List ‘ Outstanding Agreement List | Pushed Back List | Application Call

Note: Only the selected project is shown for your action

Scheme  [Piaass Select |-

(10f1) [1] [20v]

Principal

Project Year Rel. No. Appiicant Department

Status for
Agreement

Funding Amount
{HKS)

Action

Pending
Signature
08 Jan 2025

Project

Update
Period

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’.

Application

Master List Action List Outstanding Signature List Outstanding Agreement List I Pushed Back List Application Call

Seheme  [ioace Select |~

(10f1) [ 1] 20w
Principa Z

Pending Update
U= & Signature Project
08 Jan 2025 Period
- Pending Update
M E Signature Project
08 Jan 2025 Period
Pending Update
IS @) Signature Project
08 Jan 2025 Period

(10f1) [ 1] 20w

Go to Step 3
Home Administration System Help Metho d B
— Step 1:
Application * ||| View Application
Home Pa Go to Project >
Funding Decision 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

TM(App)_ Al (Updated: Nov 2025) Version 7.1




(Example for Funded Investigator-initiated Projects)

Update Project Dates (I

Update Project Dates

Approved Project Start Date 08 Jan 2026 Approved Project End Date 07 Jan 2028 Project Duration 24 months
Project Start Date —101 Mar 2025 | & Project End Date —128 Feb 2027 | &

Date of Approval Letter 03 Jan 2025 |

Calculated Project Duration | 24 months I

Update | | Cancel

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.

Update Project Dates (D
Update Project Dates
Approved Project Start Date 09 Apr 2026 Approved Project End Date 08 Jan 2028 Project Duration 21 months
Project Start Date 01 Jun 2025 o Project End Date 28 Feb 2027 0
Approved Fellowship Start Date 09 Jan 2026 Approved Fellowship End Date 08 Jan 2028 Project Duration 24 months
Fellowship Start Date ﬁﬂ Mar 2025 | & Fellowship End Date 28Feb2027 | &
1.Approved Training Start Date 10 Jan 2026 Approved Training End Date 08 Apr 2026 Project Duration 2 months 30 Days
Training Start Date 01 Mar 2025 | ® Training End Date 30 May 2025 | &
Date of Approval Letter 03 Jan 2025
Calculated Project Duration 21 months
Calculated Fellowship period 24 months
1. Calculated Training period 2 months 30 Days
Update Cancel

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.

TM(App)_ Al (Updated: Nov 2025) Version 7.1
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5. Administrative Function — Create Account(s)

Home Project

Home Page

e

Administration of User
Account

Call Year I:I SEitn'] Search Appl

Create User
»

Maintain User Account

View Administering
Institution

Step 1:

Go to Administration >
Administration of
User Account >

Create User

2a: (RO only)
Create User Account

Authorised Role(s)

Email

Title

Please Select

Executive Officer (Research Office)

Head of Department

(2a-i)

‘ RS

Last Name ‘

First Name ‘

Location of Administering Institution

Please enter the English name before the English translation

China - Hong Kong

Current Post ‘

Unit/ Department ‘

Al

Room / Floor ‘

Building ‘

Street I

Please enter number and name of street.

City | Area ‘

Country / Region

China - Hong Kong

Contact No. I

Fax ‘

G2 (2adiii)
2b: (DH/FO)

Create Executive Officer Account

Omale OFemale

Information collected will be used for statistical purposes only

of your Chinese name (e.g. David Tai-man).

(2a-ii)

Email [

Check email availability

Title

Please provide institutional email account

Please Select| v

Last Name [

\

First Name [

\

Location of Administering Institution

Please enter the English name before the English translation
China - Hong Kong

Curent Post [

Unit / Department [

Al

Room / Floor I

Building I

Streat [

Please enter number and name of sireet

City / Area I

Country / Region

China - Hong Kong

Contact Mo, I

Fax I

Gender*

(2b-ii)

£ Are you sure to create this user?

___(2a-iv) /(2b-ili)

ﬂ User with email [

OMale O Female

Information collected will be used for statistical purposes only.

| is created

(2b-1)

of your Chinese name (e.g. David Tai-man).

Step 2a: (RO only)

(i) Select ‘Authorised
Role(s)’.

(i1) Fill in all compulsory
User’s details.

(iii) Click ‘Save’ to create
user.

(iv) Click “Yes’ for
confirmation.

Or

Step 2b: (DH/FO)

(1) Fill in all compulsory
User’s details.

(i1) 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 Al could create more
than one EO account.)

/An acknowledgment
message for the creation of
user’s account will be shown
at the top.

TM(App)_ Al (Updated: Nov 2025) Version 7.1
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6. Administrative Function — Maintain User’s Profile

m“ e

Maintain User Account ‘

View Administering
Institution

Administration of User
Account »

Call Year I:' EeiE] Search Application

Home Page

Step I:
Go to Administration >
Administration of User

Account>

Maintain User Account

Maintain User Account
(of3)

Bzl (n] B

Tile

Last Name First Name B Depariment Affation

| ast Naug)

~ |Change User Details

‘ User Details ‘ Delegation of PA ‘ Delegation of DH

Email

Room ! Fleor ‘

Tile

|-

Buiding ‘

Las: Name

Strest ‘

Step 2:
RO can preview a

summary of accounts of
his/her Al

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

account.

Change User Details

‘ User Details | Delegation of PA ‘ Delegation of DH

Email Room / Floor ‘
Title :lj Building ‘
Last Name ‘ | sueet ‘
First Name ‘ Gity / Area ‘

Location of Administering Institution China - Hong Kong Country / Region  China - Hong Kong

Contact No ‘

Current Post ‘ ‘

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

Unit / Department ‘ ‘ Fax ‘

Al uthorised Role(s) Co-Applicant, Head of Department , Principal Applican
Affiliation ccount Status Active
Gender® OMale O Female Create Date
PAIn Cc List of CoA Email l:lz‘
| H H H
iAM Smart
Account linked
Linked Date
Justification ‘ ‘
3.1
Coared lugancn | |
@» Cancel Reset Password
A Are you sure to update the user profile?
@
O User Profile is updated

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.

TM(App)_ Al (Updated: Nov 2025) Version 7.1
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Change User Details
(4.1

User Details Delegation of PA Delegation of DH

Assign Delegate

Email [

Start Date [ l (4,2)

End Date I l

[ o
o> (4.9

If your delegate is not an existing user in eGMS, pleaze create an user.
Create Delegate

Delegation List (44)

Assigned Time

Delegate Period

Confirm

(4.6)

Ceed [

& Are you sure to update delegation list?

Assigned Time

Delegation History

Delega

(10f3) H:z:z] |20 ~
d e Name a

.7)

w Delegation list has been updated successfully.

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).)
et Do e | Step 5:
To edit delegate of
-, PA/DH.
( Y Export to C5V t. .1 . .
(51 5.1 Click ‘Edit’ at
) Senbae ‘Delegation List’.

End Dale (DD MM YYYY)
@ o °
J-—. Su Mo Tu We Th Fr 3a

(5.3) | e
a5 s 7 3 w

"o12 13 14 15 16 17
1@ 18 20 21 22 23 M
] 25 26 21 28

£ Are you sure fo update delegation list?
¥ o
(5.6)

L1 Delegation list has been updated successfully.

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.

TM(App)_ Al (Updated: Nov 2025) Version 7.1
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Delegation List

Delegate Period

Actions

(6.2)

A Are you sure to update delegation list?
" o
(63)

O Delegation list has been updated successfully.

(6.1)

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.

Change User Details

7.0
User Details Delegation of PA | Delegation of DH

Assign Delegate

Email I

Start Date I ‘

End Date I ‘

Assign Delegate

If your delegate is not an existing user in eGMS, please create an user.

- ———
o 12

Create Delegate

Authorised Role(s) |P|eage Select

Check email availability

Email | ‘ [
Please provide institutional email account

Ttile Please Selac‘t

Last Name | ‘

First Name | ‘

Please enter the English name befere the English translation

Location of Administering Institution China - Hong Kong

Current Post | ‘

Unit / Department | ‘

Al

Room / Floor | ‘

Building | ‘

Street | ‘

Please enter number and name of street.
City / Area | ‘

Country / Region China - Hong Kong

Contact No. | ‘

Fax | ‘

of your Chinese name (e.g. David Tai-man)

(7.3-D)

Gender®

(] (7.3

A Are you sure to create this user?

(7.3-iii)

“ User with email [

OMale O Female

Information collected will be used for statistical purposes only.

| is created

Step 7:

To create delegate (PA).

7.1 Select ‘Delegation of
PA’.

7.2Click ‘Create Delegate’.

7.3 Complete & save
delegate’s contact
information:

(1) Fill in all compulsory
User’s details.

(i1) Click ‘Save’ to create
user.

(ii1) 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.

TM(App)_ Al (Updated: Nov 2025) Version 7.1
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Change User Details (8.1)

User Details Delegation of PA ‘ Delegation of DH

Assign Delegate

Email | |

(8.2)

Start Date | |

End Date | |

ol —

. Aszsign Delegate (83}

If your delegate is nof an existing user in eGMS, please create an user.
Create Delegate

Delegation List (8.4)

A Are you sure to update delegation list?
Delegation List (86)

Yes No
Delegate

(8.5)

"‘

Delegation History

(1of1) [ 1] (20 v

(8.7

w Delegation list has been updated successfully.

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).)

TM(App)_ Al (Updated: Nov 2025) Version 7.1
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Change User Details (9 1)

User Details DB RS N Delegation of DH

Assign Delegate
Email [ l

Start Date [ l

End Date [ l

Assign Delegate
IT your delegatie is not an existing user in eGMS, please create an user.
i )

Create Delegate
b (92)

Create Delegate

Authorised Role(s) {Flease Select

Email [ ]

Check email availability

Please provide institutional email account

Last Name [ ]
First Name [ ]

Please enter the English name before the English translation

Location of Administering Institution China - Hong Kong

Current Post [ ]

Unit / Department { ]

Al The University A

Room / Floor { ]

Building { ]

Street [ ]
Please enter number and name of street.

City [ Area [ ]

Country { Region China - Hong Kong

Contact No. { ]

Fax [ ]

Gender*

Omale O Female

Information collected will be used for statistical purposes only

CGaved | Bk [ (9.3-i)

A Are you sure to create this user?
[ | Ty
(9.3-iii)

i User with email isc
U ' '

of your Chinese name (e.g. David Tai-man)

(9.3-i)

reated

Step 9:
To create delegate (DH).

0.1 Select ‘Delegation of
DH’.

0.2Click ‘Create Delegate’.

0.3 Complete & save
delegate’s contact
information:

(1) Fill in all compulsory
User’s details.

(i1) Click ‘Save’ to create
user.

(ii1) 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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Delegation List

Delegate Name

(10.5)

Sfart Date

End Date

4

12

| 25

5
12
18
26

&
13
20
27

(DD MM YYYY)
(DD MM YYYY)
E P o

Ww Mo Tu We Th Fr Sa

7
14
21
28

12 3
sl
15 18 17
2 B M

(10.6)

B Are you sure to update delegation lisi?

O Delegation list has been updated successfully.

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.

Delegation List

Ged [(Ewenimcsy [ (11.2)

£ Are you sure to update delegation list?

G % ](11.3)

O Delegation list has been updated successfully.

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.

TM(App)_ Al (Updated: Nov 2025) Version 7.1
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7. Administrative Function — Reset Password

Home Project System Help
Administration of User Create User
Home Page Account »

Call Year I:' EISiE'] Search Application

View Administering
Institution

Step 1.

Go to Administration >
Administration of User
Account >

Maintain User Account

Maintain User Account

Step 2:

First Name | ‘

Location of Administering Institution Country / Region China - Hong Kong

Current Post | ‘ Contact No. |

Unit / Department | ‘ Fax |

Al
Affiliation

Authorised Role(s)
Account Status

Executive Officer (Head of Depariment)
Active

Gender” Create Date

OMale O Female

Security Question | Answer |

PAin Cc List of CoA Email

ORCID ID [

I 1

iAM Smart

Account linked

Linked Date
| Reset Password |
Justification P |
Save Cancel EE&;ElPasswnrd i
is reset

U Password of User

(10f3) [ 1] (o] (20%] .
Ty ey e aaaay o apasae | Click ‘Last name’ to
. .
o = view/ edit account
details.

Change User Details Step 3:
o e | '| Click ‘Reset Password’ for
Title I:IZ‘ Building | | the User.
Last Name | ‘ Street | |

City / Area | |

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)
ILogin page: (eGMS URL)

Step 4:

IEmail notification for the
new login password will be
sent to user.

IPlease be reminded to set up a new password after logging in to the eGMS (eGMS URL). Please click on the eGMS
URL to go to the eGMS
Thank you. login page.
TM(App) Al (Updated: Nov 2025) Version 7.1 18




8. Administrative Function — Maintain Al Profile - (email domains)

m et
Go to Administration >

Administration of User Create User
Account Administration of User

Call Year EIMIEhi] Search Application View Admini i . .. .
] _ |Inlse:vitutior?1lm e | View Administering

Home Page

Endorse Principal Applicant Institution
Project Account
. - T 2:
View Administering Institution Step
Type Address Room | Floor 1
e o RO can preview
Name Street . . :
o ent Oes . information of his/her own
Officer-in-charge ([Title][First Name][Last Name]) Country | Region CHINA - HONG KONG AI
Email Business Registration Certificate _pdf
Contact No.
Fax Status Active

Email Domain list:

Enter New Domain : 1 ‘ Add Domain ‘

Step 3: (Optional)

Email Domain list: To Add email domains.
Enter New Domain : |C_ (3 l) #

3.1 Enter the new domain.

_ Belete . .
3.2 Click ‘Add Domain’.
3 3)

(
=) ick ¢ >
— 3.3 Click ‘Save’.
Email Domain list: 3.4 The new domain is
Enter New Domain | | | Adg poman shown at the ‘Email
w Domain list’.
A Are you sure to update domain list of this Administering Institution?
C (34) )36) 35 Clle ‘SaVC,.
G5) 3.6 Click ‘Yes’ for
confirmation.
An acknowledgment
- message for ‘Domain List
§p Domain Listis updated is updated’ will be shown
at the top.
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Email Domain list:

Enter New Domain :

| ‘ Add Domain ‘

(4.2)

Exportto CSV

A Are you sure to update domain list of this Administering Institution?

Qe | e | (43)

0 Domain List is updated

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.

TM(App)_ Al (Updated: Nov 2025) Version 7.1

20




9. Administrative Function — Maintain Al Profile - (Department List)

Create User

Home Page

Call Year |:| Schem

Administration of User
Account

»

Search Application

Maintain User Account

nistering

View Adm
Institution

Project

Account

Endorse Principal Applicant

Step 1:
To maintain the list of

departments and department
heads.

Go to Administration >
Administration of User
Account >

View Administering
Institution

Type

Code

Name

Department/ Office

Officer-in-charge ([Title][First Name][Last Name])
Email

Contact No.

Fax

Email Domain list:

View Administering Institution

Address

Room / Floor

Building
Street
City [ Area

Country / Region

Business Registration Certificate

Status

Enter New Domain - |

] ‘ Add Domain ‘

Domain
Delete

Active

CHINA - HONG KONG

Actions

Cadd Department? | Export to CSV

G e 3

Create New Department

Administering Institution  The University A

Unit / Department Name ofDBpa:m]lmt
Head of Department FEmail of DH

Effective Date (2_3)

2.2)

A Are you sure to create this department?

“ The department is created successfully

Department List
10f1) 20w
Unit / Department User Name Email Status
No records found Add Department | (2,1)
(10f1) (20|

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.

IAn acknowledgment message
for ‘The department is created
successfully’ will be shown at
the top.
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Department List
(10f1) [ 1]

User Name

Unit / Department

(1 0f1) [ 1]

| Save ‘ | Add Department | ‘ Export to CSV ‘ N
Edit Department

Administering Institution

Unit / Department

Status

e iz
Head of Department

New Head of Department

[

3.2)

Email |

Effective Date |

O Change current Head of Department immediately

:
3.3)

A Are you sure to save this department?

@ EAED

T The department is updated successfully

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.

Department List —
(10f1)

User Name

Unit / Department

a2
€D

S

(10f1) [ 1]

‘ Add Department ‘ | Export to CSV |

Confirm

A Are you sure to update department list?

4.3)

L1 The department list is updated

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.

TM(App)_ Al (Updated: Nov 2025) Version 7.1
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10. Administrative Function - Endorsement of Principal Applicant (PA) Account

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.

Step 1:

Email notification will
be sent to RO for
endorsement of a PA
account.

Call Year Scheme  [pigase Select -4 Search

(1o12)

bz =] @

Deseription Department

Project Titie

PAIFA
Name

Endorse PA
ccccc Account

Thank you. .
Please click on the
eGMS URL to go to the
eGMS login page.
i TR
Step 2:
Home Page Go to Home Page >
S .. | To Do List

- Click the ‘Case
Number / Subject’ of

Maintain User Account

View Administering
Institution

Endorse Principal Applicant
Account

Call Year l:l ] Search Application

Project Title

ki the project under type:
. . .
Case Number / Description Appllcatlon
Subject Endorsement’

Endorse PA Endorse PA Go to Step 4

Account Account

Application Application
Home Project System Help Or Method B

— Step 2:
Administration of User Create User

Home Page Account ’ _ Go to Administration >

Administration of User

Account >

Endorse Principal

Applicant Account

Endorse Principal Applicant Account
(1of1) [1] |20v]

Select v.

(Last Name)

Last Name

Step 3:

- Click ‘Last name’ to
review PA’s details.

Go to Step 4

TM(App)_ Al (Updated: Nov 2025) Version 7.1
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Endorse Principal Applicant Account

Email

Step 4:

To endorse. (Optional)
(1) Click ‘Endorse’ and
‘Yes’ for

Last Name

confirmation.

First Name

I
I
Current Post [
I

Unit / Department

Or

Al

Room / Floor

To reject. (Optional)

Building

(i1) Click ‘Reject’ and

‘Yes’ for

confirmation.

I
I
Street [
I

City [ Area

Country / Region CHINA - HONG KONG

Contact No. [

Fax [

ORCID ID [ H H

Gender* . B Male
(i

Female

£ Endorse this user account ? A Reject this user account ?
(1) (i1)

/ N\
= Qeesd | v

or

Endorse Principal Applicant Account

“ Endorsement is completed. Email notification will be sent to

‘ Endorse Principal Applicant List ‘

or
Endorse Principal Applicant Account

L1 Registration for PA role was rejected. Email notification will be sent to

‘ Endorse Principal Applicant List ‘

An acknowledgment
message for the
endorsement/reject will
be shown at the top.
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11. Administrative Function — Maintain Internal Deadline for Open Call

Home Administration System Help Step 1:
Go to Project >

Home Pa Application b || view Application Applicaﬁon >
Application o Step 2:

L0 update Internal

P——— eadline.
Year | Scheme A"""“"‘:’“e'“ CIEE:\Q Internal Deadline . . . . ,
Daiz 2.1 Click ‘Application Call
2.2 to view current open
: = © [ v [(TYYY) v
i e ﬁ IE Su Mo Tu We Th Fr Sa Call-
(2.3) 3 4 5 6 7 :3 S

A Are you sure to update the internal deadline?

(2.4)

“ Internal deadline has been updated successfully.

24 25 26 27 228 29 30

Time 00:00:00
Hour

Minute |
Second

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

s Fm}eﬂ sysm“ Mp
Administraction of User
Home Page e

Setting ¥ |} Maintain Personal Profile

| Head of Department | Principal Ap

Step 1:
Go to Administration>

Setting >
Maintain Personal Profile

Maintain Personal Profile

I R v 1)

Assign Delegate

Email I

|
Start Date [:] (2.2)
End Date [:]
(2.3)

If your delegate is not an existing user in eGMS, please create an user.
Create Delegate

Delegation List (2.4)
[ Delegate Name |

Delegation List

a0

A Are you sure to update delegation list?

Cres) (2-6)

Delegation History
dorn @ @w

Action Time Action Performed Delegate Name

2.7

“ Delegation list has been updated successfully.

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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Delegation List

[ Delegate Name | i ' Step 3:
) To edit delegate of DH.
3.1
G0 3.1 Click ‘Edit’.
(35) Start Date 3 2) 3.2 Select the ‘start date’
End Date . and ‘epd date’.
G o 0 o 3.3 Click ‘Save’.
Su Mo Tu We Th FroSa 3.4 The ‘Delegate Period’
A . m is updated.
f 1 12 13 14 15 168 3.5 Click ‘Save’.
3.6 Click ‘Yes’ for

conformation.

A Are you sure to update delegation list?
An acknowledgment

(3.6) message for ‘Delegation
list has been updated
oWy Delegation list has been updated successfully. successﬁllly’ will be
shown at the top.

Step 4:
Delegation List To delete delegate.
@ 4.1 Click the ‘Trash’
42 “.1)  |icon.
(*Record will be

removed immediately on
_ the screen after clicking
Confirm .
‘Trash’ icon.)

£ Are you sure to update delegation list?

— 4.2 Click ‘Save’.
4.3)
4.3 Click ‘Yes’ for
conformation.

L1 Delegation list has been updated successfully. An acknowle dgment
message for ‘Delegation
list has been updated
successfully’ will be
shown at the top. will be

shown at the top.
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Maintain Personal Profile

User Details DT BN RV N Delegation of DH

Assign Delegate

(GRY

Email [

Start Date [

End Date [

Assign Delegate

If your delegate is not an existing user in eGMS, please create an user.
i —
Create Delegate ‘b (5_2)

Create Delegate
Authorised Role(s)

Email

Title
Last Name

First Name

Location of Administering Institution

Current Post
Unit / Department

Al

Room / Flaor
Building

Street

City / Area

Country / Region
Contact No.

Fax

Gender*

< (5.3-ii)

‘Flease Select ‘ b2 |

Please provide institutional email account

s S
| |

Check email availability

Please enter the English name before the English translation |of your Chinese name (e.g. David Tai-man)

China - Hong Kong

The University A

Please enter number and name of street.

China - Hong Kong

Omale O Female

(5.3-0)

Information collected will be used for statistical purposes only

A Are you sure to create this user?

(5.3-iii)

o User with email [

| is created

Step 5:
To create delegate (DH).

5.1 Select ‘Delegation of
DH’.

5.2Click ‘Create
Delegate’.

5.3 Complete & Save
delegate’s contact
information:

(1) Fill in all compulsory
User’s details.

(11) Click ‘Save’ to create
user.

(i11) 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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