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1. Register for PA Account   

https://rfs.healthbureau.gov.hk/eGMS/ 

 

 

 

 

Step 1:  

- Go to the eGMS 

login page:  

 

- Click ‘Register for 

Principal Applicant 

Account’.  

 

 

 

 

 

 

 

- After reading the 

message on the  

pop-up window, click 

‘Continue’. 

  

https://rfs.healthbureau.gov.hk/eGMS/
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Step 2: 

- Complete all fields 

except ORCID ID 

and gender. 

- Click ‘Submit’.  

 

Notes: 

(1) The email must be 

listed in the AI’s 

domain / sub-

domain list. 

(2) If the AI is not 

listed in the drop-

down menu, please 

send an email to 

egmsenquiry@healt

hbureau.gov.hk . 

(3) The format of 

password: at least 

10 characters 

containing at least 

one digit 0-9 and 

one alphabet, e.g.  

eur2ireig1. 

(4) ‘Submit’ is only 

available when all 

the compulsory 

fields are 

completed. 

 

PA account is then sent 

to RO for endorsement. 

 

mailto:egmsenquiry@healthbureau.gov.hk
mailto:egmsenquiry@healthbureau.gov.hk
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Sample email for Account Registration  
Subject: eGMS – Successful Account Registration for Principal Applicant: (The Name of Principal 
Applicant) 

 

Dear (The Name of Account holder), 
 

Your registration as Principal Applicant in the electronic Grant Management System (eGMS) of the 

Research Fund Secretariat, Health Bureau, HKSAR is successful.  
 

You can now submit your grant application via the eGMS by logging in to the eGMS (eGMS URL). 

 

Please contact to the Research Fund Secretariat at egmsenquiry@healthbureau.gov.hk if you have more 

than one login account in the eGMS. 

 

Thank you. 

 

eGMS Administrator 

 

Step 3:  

Email notification for 

account registration will 

be received after RO’s 

endorsement. 

 

Click the eGMS URL to 

go to the eGMS login 

page. 
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2. Request for PA Role (For local CoA without PA’s role in his/her eGMS account) 

 

 

 

Step 1: 

Go to Administration > 

Setting >  

Request for PA role 

 

 

(Remark: If ‘Request for PA 

role’ is not found in the menu, 

please send an email to 

egmsenquiry@healthbureau.gov.hk)

. 

 

 

Step 2: 

Click ‘Request PA role’. 

 

 

 

 

 

 

 

 

 

Step 3: 

Click ‘Yes’ for confirmation. 

 

 

 

An acknowledgment message 

for the request sent will be 

shown at the top. 

 

 

(Remark: PA role will be 

actived after the endorsement 

of RO.) 

 

  

mailto:egmsenquiry@healthbureau.gov.hk
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Successful Registration:  

Sample email to PA for successful account registration 

Subject: eGMS – Successful Account Registration for Principal Applicant: (The 

Name of Principal Applicant) 

 
Dear (The Name of Principal Applicant),  

 

Your registration as Principal Applicant in the electronic Grant Management System (eGMS) of the 
Research Fund Secretariat, Health Bureau, HKSAR is successful.  

 

You can now submit your grant application via the eGMS by logging in to the eGMS (eGMS URL). 
 

Please contact to the Research Fund Secretariat at egmsenquiry@healthbureau.gov.hk if you have more 

than one login account in the eGMS. 
 

Thank you. 

 

Step 4: 

Email notification for account 

registration will be received 

after RO’s endorsement. 

 

Click on the eGMS URL to go 

to the eGMS login page. 

 

  

Step 5: 

- Go to the eGMS Login 

page. 

- Enter login email. 

- Enter password and click 

‘Login’. 
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3. eGMS - Home Page 

 

 

 

 

 

 

 

 

 

 

 

 

Available functions on 

Home Page:  

 

To Do List 

 

The list of items 

pending your action 

would be shown. 

 

Completed items would 

be removed from the To 

Do List. 

 

(i) Search projects by 

call year and/or 

scheme 

(ii) Sort the applications 

by “Ref. No.”, 

“Project Title”, 

“Type” or 

“Description” 

(iii) To export the 

records into an Excel 

file, click “Export to 

CSV” 

Note:  

- User should set a 6-

character password to 

protect the downloaded 

Excel file for security 

reasons. 

 

  

(i) 

(ii) 

(iii) 
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Home 

 

Provides an overview of 

all your projects 

 

(i) Search projects by 

call year and/or 

scheme 

(ii) Sort the applications 

by “Ref. No.” or 

“Project Title” 

(iii) To export the 

records into an Excel 

file, click “Export to 

CSV” 

Note:  

- User should set a 6-

character password to 

protect the downloaded 

Excel file for security 

reasons. 

 

 

  

(i) 

(ii) 

(iii) 
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4. Submit Application 

 

 

Note:  

Application function is 

only available during the 

application period. 

 

Step 1: 

Go to Project > 

Application >   

View Application 

 

 
 

Note:  

PA user can view the 

signing status of CoA(s) 

and AI users of an 

application on the 

‘Master List’. 

 

Step 2:  

- To view submitted/ 

temp saved 

application(s), click 

‘Master List’. 

 

 

  



 

TM_PA(App)_ (Updated: Dec 2024) Version 11.1        P. 9 

(Remark: Pay attention to AI’s internal deadline, if there is any. You  

cannot submit the “Temp Save” application to AI if you have passed the 

AI’s internal deadline.)  

 

Step 3:  

View the available 

schemes under 

‘Application Call’.  

Application form is 

located under ‘Actions’. 

 

  

 

- Click ‘Complete Web-

based Online  

e-Form’. 

 

 
 

- Read all ‘Terms and 

Conditions'. 

 

 

 

 

 

 

 

- Click all check boxes 

and ‘Continue’. 

 

  



 

TM_PA(App)_ (Updated: Dec 2024) Version 11.1        P. 10 

 

  

 

 

 

 
 

(Attention: The eGMS 

will time out if the screen 

has been idled for 20 

minutes.  Please use the 

“Save” function to save 

your work regularly.) 

- Click the button to go 

to relevant Section 

directly. 

- Click ‘Save’ to save 

the Web-based Online 

e-Form and ‘Yes’ for 

confirmation. 

 

An acknowledgment 

message for ‘Web Form is 

saved’ with a temporary 

Ref. No. will be shown at 

the top.  
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Points to Note - complete web-based online e-Form 

Example for the tooltips from the information icon: 

 
 

To facilitate users to 

complete the Online  

e-Form. 

 

- Applicants could 

hover the mouse over 

the ‘Information’ icon 

to review the details 

concerned. 

 

 

 

 

 

 

 

 

(For 2024 Open Call 

onwards) 

Any incomplete sections 

will be marked with . 

Click the button to go to 

the relevant section.  

Incomplete items will be 

listed at the top of the 

page. 

 

Completed sections will 

be marked with  for 

reference. 

 

Section 1: Submission 

 

 

Section 1:  

For re-submission, please 

provide relevant 

information and 

documents. 
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Section 3: Thematic Priorities 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section 3: 

Select the most relevant 

thematic priority from the 

selection menu by 

clicking ‘Select’. 

 

 

(i) Select the thematic 

priority from the drop-

down menu. 

 

(ii) Search for the relevant 

description. 

 

(iii) Select the most 

relevant item. 

 

(iv) Click “Save” 

Section 7: Applicants (Project Team) 

 

 

Section 7: 

 

(i) ORCID ID is now 

available for both PA and 

Co-A(s). 

Please provide a valid 

ORCID ID to facilitate 

the identification of 

researchers. 

 

 

 

 

 

(ii) Select the number of 

CoAs to be added to the 

application using the 

drop-down menu. 

 

 

(i) 

(ii) 

(i) 

(iv) 
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A notification will pop up 

if the PA’s profile in 

eGMS (Section 9) is 

different from PA's 

information in eGMS.  

The difference(s) will be 

highlighted in red. 

- (i) Click ‘Update’ to 

update the Online    

e-Form. 

- (ii) Click ‘Submit’ to 

adopt the changes made 

to the PA profile and 

submit the Online    

e-Form. 

- (iii) Click ‘Cancel’ to 

close the notification 

window without any 

action.  

 

(i-a) An acknowledgment 

message for the updated 

PA profile will be shown 

at the top, after clicking 

‘Update’.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(i-a) 
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(iii) The order of the 

listed CoAs could 

rearrange. 

- Click ‘Remove’ to 

delete the CoA’s details. 

- Click ‘Move Down’ 

/ ‘Move Up’ to rearrange 

the order of the CoAs. 

 

Section 10: Project Proposal 

 

(Note: Please be reminded to use the correct proposal template and 

used the appropriate framework(s)/model(s)) 

 

  
 

 

 

 

 

 
 

Section 10: 

 

For Area of project:  

Public health, human 

health and health 

services; or 

Prevention, treatment and 

control of infectious 

diseases; or 

Advanced medical 

research: 

 

10. (a)-(h): 

(i) Read and click the 

check-box to pop up 

‘Browse’ button. 

(ii) Click ‘Browse’ to 

attach the proposal. 

(iii) Fill in the ‘Word 

count’ for Section  

10 (a)-(d) accordingly. 

(iii) 

(i) 

(ii) 
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For Area of project:  

Health promotion 

 

10 (a)-(h) 

(i) Read and click the 

check-boxes to pop up 

‘Browse’ button. 

(ii) Click ‘Browse’ to 

attach the proposal. 

(iii) Fill in the word count 

for Section 10 (a)-(d). 

 

 

 

 

For proposals addressing 

the thematic priority of 

Implementation Science, 

there is an additional 

statement. 

 

(i) Read and click the 

check-boxes to pop up 

‘Browse’ button. 

(ii) Click ‘Browse’ to 

attach the proposal. 

(iii) Fill in the word count 

for Section 10 (a)-(d). 

 

 

 

 

Section 10 (i) 

(i) Select the type and fill 

in the description of 

the additional 

material(s). 

(ii) Click ‘Attach’  

(iii) ‘Browse’ and upload 

additional material(s). 

 

 

(i) 

(ii) 

(i) 

(ii) 

(i) 

(ii) 

(iii) 
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Section 10 (j) 

(i) Select the type and fill 

in the description of 

the additional 

material(s). 

(ii) Click ‘Attach’  

(iii) ‘Browse’ and upload 

additional material(s). 

Section 13: Summary of Financial Support Requested 

  
Section 14a-d: Details of Financial Support Requested 

 

 

Section 13:  

The summary of financial 

support requested will be 

automatically filled after 

the cost details at Section 

14 has been completed. 

 

Section 14a: 

Fill in the staff details.    

(The total cost of the 

item(s) will be calculated 

automatically by the 

system.) 

 

 

 

 

 

 

Section 14b: 

Fill in the staff costs by 

the financial year.    

(The total cost of the 

item(s) will be calculated 

automatically by the 

system.) 

 

 

(i) 

(ii) 

(iii) 
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Section 14c: 

Fill in the other expenses 

by the financial year.   

(The total cost of the 

item(s) will be calculated 

automatically by the 

system.) 

 

 

 

 

 

Section 14d: 

Fill in the equipment in 

detail by the financial 

year.   

(The total cost of the 

item(s) will be calculated 

automatically by the 

system.) 

 

Section 16: CV 

 

Section 16: 

Project team members 

(PA and CoAs) should 

provide their ORCID ID 

in Section 7.  The 

ORCID ID in Section 16 

will then be auto-filled.  
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Section 17-18: (Optional) 

 

Enter in the e-Form 

directly; or 

 

 

 

 

 

 

 

 

 

 

 

 

upload the completed 

offline template: 

-  (i) Under “Application 

Call”, click the relevant 

Excel Template for the 

section(s) to download 

and complete the form. 

 

-  (ii) Click ‘Upload’. 

 

-  (iii) Click ‘Browse’ and 

select the completed 

form. 

 

-  (iv) Click ‘Upload’, the 

table will be auto-filled. 

 

 

 

 

 

 

 

(iii) (ii) 

(iv) 



 

TM_PA(App)_ (Updated: Dec 2024) Version 11.1        P. 19 

 

 

 

 

 

- For Section 18a (i) & 

(ii), if ‘HMRF 

application’ has been 

selected, and the grant is 

undertaken by the 

applicant in a ‘PA’ 

capacity:  

 

 

 

 

 

 

Please be reminded to 

complete ‘Publications/ 

Scientific papers directly 

resulting from this grant’. 
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Section 19: Nomination of Non-local Reviewers 

  

Note:  

This section is optional.  

The information provided 

is confidential and for 

Internal Reference of the 

Research Fund Secretariat 

Only.  

The final selection of 

non-local reviewers for 

any grant application is at 

the discretion of the 

Research Fund 

Secretariat. 

 

Section 19 (Optional): 

 

(i) Nominate up to three 

non-local reviewers from 

the drop-down menu. 

 

(ii) Fill in the details of 

the nominated 

reviewer(s).  

 

 
 

To submit the Online e-

Form to AI users for 

endorsement.  

- Click ‘Submit’ to submit 

the Online e-Form. 

- Click ‘Yes’ for 

confirmation. 
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Note:  

A temporary Ref. No. will 

be issued after 

save/submission. 

 

Incomplete Web-based 

Online e-Form will 

generate an error message 

with a list of incomplete 

items. Click ‘Resume’ to 

continue filling in the 

Online e-Form. 

 

 

Note: 

Only error free Web-

based Online e-Form can 

be submitted successfully 

to AI users. 

 

A pop-up message with 

temporary Ref. No. will 

be issued after successful 

submission of Web-based 

Online e-Form to AI 

users. 

 

Note:  

The official reference 

number will be issued 

after the application has 

been submitted to RFS by 

RO, AI.  

 

  



 

TM_PA(App)_ (Updated: Dec 2024) Version 11.1        P. 22 

5. Resend Invitation Email to CoA for Outstanding Endorsement (Optional) 

 
 

Step 1: 

Go to Project >  

Application > 

View Application 

 

 

 

Step 2: 

- Go to Application > 

Master List 

 

- Click ‘N’ to view CoA(s) 

with outstanding 

signature(s). 

 

 

 

 

Step 3: 

- Click ‘Re-Send’ and 

‘Yes’ for confirmation A 

reminder will be sent to 

the CoA concerned to 

sign on the Web-based 

Online e-Form. 

 

An acknowledgment 

message for ‘Email sent 

Successfully’ will be 

shown at the top. 

 

- Click ‘Close’ to return to 

the Master List. 
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6. Process ‘Pushed Back’ Application 

Subject: eGMS –(temporary reference number) : “PUSH BACK” Application 

Dear (The Name of Principal Applicant),  

The captioned application titled (Project Title)has been pushed back by your Administering Institution for 

your rectification.  

Please login to the eGMS (eGMS URL) for your necessary action(s).  

Thank you. 

Step 1: 

Email notification 

for ‘Push Back’ 

Application. 

 

Click on the eGMS URL 

to eGMS login page. 

 

 

Step 2: 

- Go to the eGMS Login 

page. 

- Enter login email. 

- Enter password and 

click ‘Login’. 

 

 

  

Method A 

Step 3: 

Go to Home 

 

 
  

Step 4: 

Go to To Do List 

 

(i) Click the ‘Case 

Number / Subject’ of 

the project under type: 

‘Push Back 

Application’  

 

Go to Step 5 
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Or Method B 

Step 3: 

Go to Project > 

Application >  

View application 

  
 

Step 4: 

- Select ‘Master List’ 

(i) Click ‘Details’ under 

Status to view the 

reason(s) for pushing 

back the application. 

(ii) Click ‘Ref. No.’ to 

revise the Web-based 

Online e-Form. 

 

Go to Step 5 

 

 

Step 5: 

After the revised 

application has been 

submitted to AI users, 

the status will be 

changed to ‘Revised 

Pending Signature’. 
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OR 

 

 
 

 

Step 6: 

To delete pushed back 

Application, go to Home 

Page > To Do List OR 

Application > Master 

List. 

Click ‘Trash’ icon and 

‘Yes’ for confirmation. 

 

 

 

 

 

 

 

An acknowledgment 

message for successful 

removal of the 

application will be 

shown at the top. 
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7. Acknowledgement of Application Endorsed by AI 
Subject: eGMS – (Ref. No) : Successful Submission of Grant 

Application 

Dear (The Name of Principal Applicant), 

This email is to acknowledge receipt of your grant application titled (Project Title) (temporary reference 
number) which has been successfully submitted to the Research Fund Secretariat, Health Bureau, 

HKSAR.   

 
An official number (official reference number) has been assigned to this application. Please quote this 

number for enquiry in future. 

 
Please note all future correspondence about this application, including announcement of funding result, 

will be sent to your email address entered in this application. 

 
The results of this application round will be announced in (Month and Year of result announcement) 

(tentative). 

Thank you. 

 

After RO has submitted 

the application to RFS, 

an email notification will 

be sent to PA with an 

official reference number. 

 

Note:  

PA has to quote the 

official reference number 

for future enquiry. 
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8. Communicate with RFS through Message Icon 

 

Step 1: 

Go to Project> 

Application> 

View Application 

 
 

 

 

 

(Note: ‘Message icon’ 

will be available for the 

communication with RFS 

after the application has 

been submitted to 

Research Fund 

Secretariat.) 

 

Step2:  

(1) Click ‘Message icon’ 

to access ‘Message 

Summary’. 

(2) Click ‘Create 

Message’ to send 

message to RFS or 

‘Close’ to close the  

pop-up window.  

(3) 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.  
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(7) Click ‘Back’ for 

further editing, ‘Send’ 

to send the message to 

RFS or ‘Cancel’ to 

close the window 

without any action.  

 

 

 

 

 

 

 

 

The message will be 

saved in message 

summary after it has 

been sent to RFS.  

 

 

(8)Click ‘View Detail’ to 

review the message 

sent. 

 

After receiver has 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 will be 

sent to your email 

account if RFS sent you a 

message through 

message icon.   

Click the eGMS URL to 

go to the eGMS login 

page for necessary 

action. 
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9. Search Application 
 

 

Step 1: 

Go to Administration > 

Search Application 

  

Step 2:  

- Input keyword(s) and 

search criteria to 

search application(s). 

- Click ‘Submit’. 

 

 

 

Step 3:  

- Applications that 

match with the 

keyword(s) and search 

criteria will be listed. 

 

- Click ‘Export to CSV’ 

to export search results 

to an Excel file. 

 

Note:  

PA user should set a 6-

character password to 

protect the downloaded 

Excel file for security 

reason. 

 

 

  



 

TM_PA(App)_ (Updated: Dec 2024) Version 11.1        P. 30 

10. Maintain Personal Profile  

 

 

Step 1:  

Go to Administration > 

Setting>  

Maintain Personal 

Profile 

 

 

Step 2: 

Select ‘User Details’ and 

edit the User profile. 

 

Note:  

User can enter their 

ORCID ID starting from 

2022 Open Call. 

 

 

 
 

 

Step 3: 

- Click ‘Save’ and ‘Yes’ 

for confirmation. 

 

 

 

 

An acknowledgment 

message for ‘Saved 

Successfully.’ will be 

shown at the top. 
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11. Delegation of PA 

 

Step 1:  

Go to Administration > 

Setting>  

Maintain Personal 

Profile 

 

Step 2:  

Select ‘Delegation of 

PA’. 

 

 

 

Step 3: 

To view/update the 

delegation of PA. 

 

 

 

 

Step 3a: 

View the ‘Delegation 

List’ and ‘Delegation 

History’ of his/her 

delegate on ‘Delegation 

of PA’. 
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(Remark:  

- PA can assign more 

than one delegate. 

- If the delegate does 

not exist in eGMS, 

please refer to Step 

3c to create delegate 

(PA).) 

 

Step 3b: 

To assign delegate. 

 

3b-1 Fill in Assigned 

user’s email and 

delegate period. 

 

3b -2 Click ‘Assign 

Delegate’. 

 

3b-3 New record will 

show at ‘Delegation 

List’. 

- Click ‘Save’ and ‘Yes’ 

for confirmation. 

 

 

An acknowledgment 

message for the 

‘Delegation list has been 

updated successfully’ 

will be shown at the top. 
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Step 3c: 

To create delegate. 

- Click ‘Create 

Delegate’. 

 

 

- Complete delegate’s 

contact information. 

 

(Email notification with 

login email and 

password will be sent to 

the delegate.) 

 

 

 

 

 

- Click ‘Save’ and ‘Yes’ 

for confirmation. 

 

 

 

 

 

 

 

 

An acknowledgment 

message for the update 

will be at the top. 
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Step 3d: 

To edit Delegation List 

3d-1 Click ‘Edit’ at 

‘Delegation List’. 

3d-2 Select the ‘Start 

Date’ and ‘End 

Date’. 

3d-3 Click ‘Save’. 

3d-4 The ‘Delegate 

Period’ is updated. 

3d-5 Click ‘Save’. 

3d-6 Click ‘Yes’ for 

conformation. 

 

An acknowledgment 

message for the update 

will be shown at the top. 

 

 

 
 

 

 

 

 

Step 3e: 

To delete delegate. 

3e-1 Click the ‘Trash’ 

icon.  

(*Record will be 

removed immediately on 

the screen after clicking 

‘Trash’ icon.)  

 

3e-2 Click ‘Save’.  

3e-3 Click ‘Yes’ for 

conformation. 

 

An acknowledgment 

message for the update 

will be shown at the top. 
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12. Submit Revised Application 

 

Subject: Funding results of the [Year] Open Call for Investigator-initiated Projects 
under the Health and Medical Research Fund (HMRF) 
 
Dear (The Name of PA),  

  
Thank you very much for your submission to the 20XX Open Call for the Investigator-initiated Projects 

under the HMRF. 

  
I am pleased to inform you that the Research Council considered your application titled “Project Name 

(Ref. no.)" as recommended for support. The Research Council’s decision is final.  

  
Please login to the electronic Grant Management System (eGMS) https://rfs.healthbureau.gov.hk/eGMS/) 

to view the funding result and comments made by the Grant Review Board (GRB) and Reviewer(s) on 

your grant application. Please note that the comments are those of GRB as a whole and do not reflect the 
personal opinions of any individual member. 

  

You are required to provide a detailed response to each of GRB's and Reviewer(s)' comments in a 

structured and consistent manner. The GRB's comments should take precedence. Budget revision other 

than as specified in the GRB report will not be considered. Please refer to the checklist and step-by-step 

guide at (URL of the step-by-step guide) for details in preparing and submitting your response. 
 

Please ensure that your response to GRB's and Reviewer(s)' comments is submitted via the eGMS on or 

before [Due date].  Further revision, unless requested by the Secretariat, after the deadline is not 
accepted. Incomplete or late reply will not be considered.  

 

In addition, copies of all relevant licences, permits, certificates, regulatory/ethics approval(s) and consent 
for assessing third-party data shall be submitted via the eGMS on or before [Due date].  The 

Government may also require further information to complete the processing of this grant application. If 

you are unable to provide such documentary evidence or information by the deadline stated, or the 
information is found to be incomplete or inaccurate, the processing of the application may be delayed or 

the application may be rejected. 

 
Please note that this is not a funding approval letter. Approval letter and agreement will be issued after 

your response to GRB's and Reviewer(s)' comments has been accepted and clarification of all outstanding 

issues (e.g. budget clarification, regulatory/ethics approval(s), consent for assessing third-party data, etc.) 
have been resolved.  

 

Should you wish to submit application in the 20XX HMRF Open Call, please pay attention to the details 

of the 20XX HMRF Open Call, including the funding scope and the thematic priorities, to be announced 
in (Date).  

 

Should you have any queries, please contact (Name of responsible SR) at (Phone no. of responsible SR) or 
email to (email of responsible SR).  

 
 

Step 1:  

Email notification for 

Funding Decision 

announced to PA (cc 

RO). 

 

 

 

 

 

 

  

Step 2: 

- Go to the eGMS Login 

page. 

- Enter login email. 

- Enter password and 

click ‘Login’. 

 

 

 

 

  

https://rfs.healthbureau.gov.hk/eGMS/
https://rfs.healthbureau.gov.hk/eGMS/
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Step 3: 

Go to Home 

 

  

   

Method A 

Step 4: 

Go to To Do List 

 

(i) Click the ‘Case 

Number / Subject’ of 

the project under type: 

‘Result Announcement’ 

 

Go to Step 5 

 

 

 

 

 

 
 
 
 
 
 
 

 

 

Or Method B 

Step 4: 

Go to ‘Home’ tab 

 

(i) Click ‘Revision 

Required’ for projects 

with status 

‘Recommended for 

support’. 

 

For commissioned studies, 

click ‘Revision Required’ 

for projects with status 

‘Request for revised 

application’. 

 

Go to Step 5 
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Step 5: 

(i) Click ‘Report’ icon to 

review the GRB 

Assessment Report. 

 

(ii) Click ‘Edit’ to update 

the revised application 

form/ ethics approval 

form. 

 

 

 
 
 
 

 

 
 

To complete the revised 

application according to 

the comments from GRB: 

(1) Click the button to go 

to relevant Section(s) 

directly. 

1 a) Reply the Point-by-

point response to GRB 

Report 

1 b) To upload the 

response to Reviewer(s)' 

comments, click 

‘Browse’. 

 

(2) 

- Click ‘Save’ and ‘Yes’ 

for confirmation.  

 

 

 

 

 

 

 

An acknowledgment 

message with Ref. No. 

will be shown at the top 

after saving the form. 

(Report) 

(2) 

(1) 

(1a) 

(1b) 



 

TM_PA(App)_ (Updated: Dec 2024) Version 11.1        P. 38 

 
 

 
 

 

 
 

Sample of acknowledgement email to PA for successful submission of 

revised application 

Subject: Acknowledgement: Successful submission of revised application for HMRF (Ref. no.) 

Dear (The Name of PA) 

This email is to acknowledge that your revised application titled (Project Name.) (Ref. no.) has been 

successfully submitted to the Research Fund Secretariat.  

Thank you.  

 

 

 

- Click ‘Submit’ and ‘Yes’ 

for confirmation.  

 

 

An acknowledgment 

message will pop up after 

submission of revised 

form. Click ‘Close’ to 

close the pop-up window. 

 

 

The Status will be 

updated as ‘Submitted to 

RFS’ and an 

acknowledgement email 

of successful submission 

will be sent to PA. 

 
 
 

 
 
 
 
 

 
 

 

To provide personal 

contact information: 

(1) 

Click the link at ‘here’ in 

the Revised Application 

Form to access the 

personal profile. 

 

 

OR 

Go to Administration > 

Setting > Maintain 

Personal Profile 
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(2) 

- Enter your personal 

email address and mobile 

phone number 

 

- Click ‘Save’ 

 
 

 

To update the Ethics 

Approval according to 

the comments from 

GRB. 

(1) Click the radio button 

to update the status of 

approval/consent. 

 

(2) Click ‘Browse’ to 

upload relevant 

document(s). 

 

(3)  

- Click ‘Save’ and ‘Yes’ 

for confirmation.  

An acknowledgment 

message for the form 

saved with Ref. No. will 

be shown at the top. 

 

 

 

- Click ‘Submit’ and 

‘Yes’ for confirmation. 

An acknowledgment 

message will pop up for 

the submission of 

revised form. Click 

‘Close’ to close the pop-

up window. 

 

(3) 

(2) 

(1) 
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Sample acknowledgement email to PA for Successful submission of 

ethics approval 

  
Subject: Acknowledgement: Successful submission of ethics approval for HMRF (Ref. no.) 
 
Dear (The Name of PA) 
 
This email is to acknowledge that your ethics approval for application titled (Project Name.) (Ref. no.) 
has been successfully submitted to the Research Fund Secretariat.   
 
Thank you. 

The Status will be 

updated as ‘Submitted to 

RFS’ and an 

acknowledgement email 

of successful submission 

will be sent to PA. 

 

 


