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1) Links til tutorials for administratorer og forskere


Tutorials for administratorer:

Accepting an Administrator Invitation
https://www.youtube.com/watch?v=LLvED-Nfwis&list=PLdHIODRLeCdN5dZ14BIzMrKQ5O-6PgST0&index=2&t=2s

Inviting Other Administrators
https://www.youtube.com/watch?v=BqZKbIbdb5s&list=PLdHIODRLeCdN5dZ14BIzMrKQ5O-6PgST0&index=7&t=0s

Creating Projects for Your Centre
https://www.youtube.com/watch?v=Xk1SetgmZWw&list=PLdHIODRLeCdN5dZ14BIzMrKQ5O-6PgST0&index=4&t=0s

Centre Submissions
https://www.youtube.com/watch?v=-0fdK7HWJpI&list=PLdHIODRLeCdN5dZ14BIzMrKQ5O-6PgST0&index=6&t=0s

Associating Researchers with a Centre
https://www.youtube.com/watch?v=XGlXlu_772g&list=PLdHIODRLeCdN5dZ14BIzMrKQ5O-6PgST0&index=3&t=0s

Overseeing Projects and Funding Awards at Your Centre
https://www.youtube.com/watch?v=rCP99gdbUgQ&list=PLdHIODRLeCdN5dZ14BIzMrKQ5O-6PgST0&index=5&t=0s


Tutorials for forskere:
Delegates and Research Teams
https://www.youtube.com/watch?v=p9ZbpIlIhRQ&list=PLdHIODRLeCdPMl5J7YKBtAd6RzFNC9sEY&index=2&t=15s

Creating and Attributing Outcomes
https://www.youtube.com/watch?v=BtlPh5XPR8k&list=PLdHIODRLeCdPMl5J7YKBtAd6RzFNC9sEY&index=3&t=0s

Award Submission
https://www.youtube.com/watch?v=5tQs7EbmA5Y&list=PLdHIODRLeCdPMl5J7YKBtAd6RzFNC9sEY&index=4&t=0s

Researchfish PI Interface Overview
https://www.youtube.com/watch?v=KNNdXicpVyc&list=PLdHIODRLeCdPMl5J7YKBtAd6RzFNC9sEY&index=5&t=5s


2) 
Links til manual for administratorer og forskere

Manual for administratorer:





Manual for forskere:
https://userguide.researchfish.com/ 
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Centre Administrator User Guide

This guide provides guidance and detailed instruction on navigating the Administrator Level
Access for your Centre.

If you would like information on planning and preparation of a submission period, please
see our ‘Submission Period Plan & Prep’ Document.
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Creating an Account

In order to become an administrator for your Centre on Researchfish, you will need to
accept an administrator invitation e-mail. If your Centre has just recently joined
Researchfish, and you are the first administrator to be set up, this invitation will be sent to
you by the Support Team at Researchfish. Subsequent invitations can be sent by an existing
administrator. Invitation e-mails will contain a link that you can click on to begin the process
of creating an account (or adding the relevant permissions to an existing account).

Researchfish Administration Inbox

Researchfish <no-reply@mailerresearchfish.coms=

to me [+

Dear John Smith |

You have been given access to administrate Researchfish on behalf of Test Centre. Please use the following link to activate your account:
https://beta researchfish.com/if230dc43712adc850958578fb28687878812faabb

Regards,
Researchfish

230dc43712adc850958578fb28667878812faabb

You were sent this message through the Researchfish system. If you feel this is not correct send an email to support@researchfish.com.

Upon accepting the invitation and creating an account/logging into an existing one, you will
then be able to access e-Val. This provides you with the necessary administrator tools for
your Centre.

Associating Researchers with a Centre

Researchers can report information to a centre through a variety of different ways, but they
need to be associated with the Centre in order to report. Centre administrators can send an
invitation to researchers, and if they accept they will be able to associate any existing
Researchfish awards with the Centre (but only if the funder has enabled data sharing with
research organisations/centres) and will be available to report on any projects set up by the
Centre directly.

You can watch a step by step guide at https://youtu.be/5188EmH-blU?t=111

To generate a Centre invitation to a researcher, go to e-Val, select “Researchers”, and then
click on "Add a new Researcher".
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My Awards Centre Projects Personal Portfolil ﬂ Jur Members Documentation My Account My Downloads ® Help and Support

You Are Here Home> eVal> Researchers

Pls

Dashboard Activity Reports Export Awards | Researchers &~

SEARCH RESEARCHERS

Search

Search I Add a new Researcher

On the following page, enter the title (e.g. Mr, Mrs, Ms, Dr) , initial (or first name), surname,
and e-mail address of the relevant researcher, and then click “Save”. Repeat this process for
each researcher who will either report on projects set up by the Centre or who may hold
other funding awards relevant for the Centre.

My Awards Centre Projects Personal Portfolio e-val Our Members Documentation My Account My Downloads ® Help and Support

You Are Here Home: eVal> Researchers:

RESEARCHER DETAILS

Title

Initials *

Surname *

Email *

Save

Upon adding a researcher, that person will be sent an e-mail invitation. Upon accepting that
invitation, they will be asked if they already have a Researchfish account or not. If they do
not, they will be taken through the steps of creating one. If they do, they can log in using
their existing username and password and any existing information will be available for
them to use in reporting to the Centre. Upon doing either, their account will be linked to
your Centre. From that point on, any new projects you create for them will appear in their
Researchfish account. For more information on creating projects, please see the section "3
- Creating Projects” in this document.

The “Researchers” page also allows you to view/edit the details of any researchers you have
already created records for, confirm if they have accepted their invitation, and resend them
one if necessary.

When accepting an invitation, if the researcher already has a Researchfish account and has
any awards from a funding organisation on it, they will be asked if they wish to associate any
of their awards with your Centre. If they choose to do so, then these awards will then be
visible to you in e-Val (see section “4 — Overseeing Projects and Funding Awards” for more
details). At any point, the researcher can return to this page to associate awards by clicking
3
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on “Change associated awards” at the bottom of their “My Awards” page (the first page
they will see upon logging in). Researchers can only associate awards if the funder has
enabled data sharing with research organisations and centres. If the funder has not enabled
data sharing the researcher will see a message to indicate this and may choose to contact
the funder if they wish to do so.

My Awards Personal Portfolio Our Members Documentation My Account My Downloads @ Help and Support

You Are Here MyAwards

@ Help using this page

My Awards

AWARDS I AM RESPONSIBLE FOR

St Frances Trust: Submission due by 27 Jun 2018 A Begin submission process
TBUsS AWARDREF123 Example of an Award Submission required 2 weeks 2 days J smith

Don't see an award for which you are responsible?

AWARDS WHERE I AM A RESEARCH TEAM MEMBER

There are no awards that you collaborate on

Your account is linked to one or more centres. You can manage your research at those centres below.

« Associate awards with Test Cerle Change associated awards.

Version 1.0
June 2018





Creating Projects

Centre administrators can create projects at the Centre for researchers to report on. These

projects may be part of a bigger “block grant” given to a Centre by its funder, for example

the funder of a Centre may give a large sum of money and the centre may use this to
support several research projects, in which case each could be set up and given the ability
to report separately. These projects may also be external funding not currently recorded in

Researchfish but that form an important part of the Centre activity and would be included in

reports to the funder of the Centre.

In order to create a project, go to e-Val, and then select “Awards”, and click on “Add a new

Project”.

Awards

Dashboard ~ Activity  Reports  Export] Awards [ Researchers

Awards and Projects @

muliple values. Once you have done that, click Show Awards.
Saved Searches

Fellow® 2%
SEARCH TYPE

@ Centre Projects
O Funding Awards

Choose if you would like to search for funding at your location, or projects

Award(s) / Project(s)

Search for awards and perform operations on them. First, identify the awards of interest, using the boxes below. You can fype into the boxes to display matching options, and also choose:

Funder

or Primary I

[

Add search term

Last Updated: 02:42:11 PM

Show Awards Download Award Details (RHT)

Add a new Project

The following screen will provide three different options.

My Awards | Centre Projects | Personal Portfolio | e-Val | OurMembers | Documentation | My Account

You Are Here Home: Wizard

Wizard

Add Centre Activity

Add Researcher

Add Project

?

a
Centres overview

My Downloads

‘@ Help and Support

The first is “Add Researcher”. In order to create a project on Researchfish, it must be

assigned to a pre-existing researcher, so if a record for that researcher has not already been

Version 1.0
June 2018

5





created (see section “2 — Entering Researchers” for more details), they can be added
manually here. The second option is “Add Project”, which must be selected to begin
entering the details of the project. The third option is “Centres overview", which provides
some guidance/clarification. Upon clicking “Add Project”, you will be prompted to enter
the details of a project.

My Awards Centre Projects Personal Portfolio eval | OurMembers Documentation My Account My Downloads @ Help and Support

You Are Here Home: Create Award

Create Award

1 - Project Details

PROJECT DETAILS

Block Grant/Award *

TestCentreAward - Test Award for 2 Centre -

Reference *

Title *

Discipline *

Select an Option -

Award Type *

Select an Option -

Other Locations

The first thing you will be required to enter is the “Block Grant/Award”. If the project you
are creating is a direct result of a block grant that your Centre has received, then select the
relevant block grant. If instead the project represents a funding award by a funding
organisation whom does not use Researchfish, select “Other”.

You will also be asked to enter both a Reference and a Title for the project. The Title will be
the “user friendly” name of the project, whereas the Reference is typically a code of some
kind that acts as a unique identifier (no two projects can have the same reference) e.g.
CENOO1. Your organisation may have its own internal IDs for projects, in which case you can
simply use these. We strongly discourage entering the same name for both the Reference
and Title of a project, as this can later cause confusion/technical issues. Please also note
that once a project is created, its reference cannot be changed.

You can then input all other details for the project. Please note that any questions with a red
asterisk are mandatory. One of the questions asks you to stipulate a “Submission Period”.
This allows you to stipulate when researchers can submit their projects to you for review
(before you then in turn submit everything to the funding organisation). For more
information on submission periods please refer to section “5 - Submission.” \When creating
a new project you do not have to assign a submission period and you can leave it on the
default value of “none”.

As part of creating the project, you will be prompted to choose the “PI”. In this context, the
Pl is the researcher whom you wish to assign the project to. This is why it is necessary that a
record has already been created for that researcher.

Upon creating the project, it will automatically appear in that researcher’s Researchfish
account, provided they have accepted their researcher invitation. If they have not yet done
so, then it will automatically appear as soon as they do.
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Overseeing Projects and Funding Awards

In order to view projects and funding awards at your Centre, go to e-Val, and then select
“Awards”. You can choose the Search Type; either “Centre Projects” or “Funding Awards”.

Awards

Dashboard Activity Reports Expnesearchers &+~

Awards and Projects @

Search for awards and perform operations on them. First, identify the awards of interest, using the boxes below. You can type into the boxes to display matching options, and also choose
multiple values. Once you have done that, click Show Awards.

Saved Searches

X X

SEARCH TYPE
@ Centre Projects
(O Funding Awards

Choose if you would like to search for funding at your location, or projects

Award(s) / Project(s)

Funder

Researcher or Primary Investigator:

Add search term

Last Updated: 02:42:11 PM

Show Awards Download Award Details (RHT) Add a new Project

Projects are what you as an administrator can create for researchers, whereas Funding
Awards are created by external funding organisations. In order for them to become visible
to you, the relevant PI must have accepted a researcher invitation from your Centre, and
then selected any relevant awards on their Researchfish account to associate with the
Centre.

Choose the Search Type, and then enter any search criteria in the fields provided. Then
click on “Show Awards”. Alternatively, if you click on “Show Awards” without entering any
search criteria, then all Projects or Funding Awards will be returned depending on which
Search Type you selected.
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SEARCH TYPE
O Centre Projects
@® Funding Awards

Choose if you would like to search for funding at your location, or projects

Award(s) / Project(s)

Funder

Researcher or Primary Investigator:

Add search term

Last Updated: 02:42:11 PM

Show Awards Download Award Details (RHT) Add a new Project

Change columns

entries
Award Title Value & Funding Start Funding End Last Accepted # of
Reference Y| pate Date Submitted Invitation? Invites
Ipsum Mathers, V\ew
RC/500/Ipsum 3 GBP 14 Nov 2017 15 Nov 2018 Never
Translation Tiffany, Mrs
0O | TestRef1 Test Title 3GBP | 120ct 2017 12 Oct 2018 Test, RF Never Yes 0
Showing 1 to 2 of 2 entries 4 Previous Next b

Upon searching for Projects or Funding Awards, any relevant results will be displayed. You
can change which type of information is visible via the “Change columns” button above the
results, and below this button you can change how many results are displayed per page. If
you click on an award reference of a Project or Funding Award, you can view any common
outcomes that the Pl/researcher has created and attributed to it.

If you have searched for Projects, then to the right of each is an “Edit” button. These allow

you to amend the details of that Project, with the exception of its Reference; this cannot be
changed. If you are viewing Funding Awards, there is a “View” button in place of the “Edit"
button. It is not possible to edit Funding Awards, as your Centre did not create these. Only
the relevant funding organisation can make any changes.

To the left of the results are checkboxes. You can tick any awards that you wish to perform
any actions against, and then select “Choose Action” at the bottom of the page. If you
have selected any projects, then you can assign a custom made category that allows you to
group awards however you wish, alter the submission period to which awards are assigned
(more information can be found in section “5 - Submission”), change the response code
(these allow you to stipulate if a submission is mandatory or not), or resend an invitation if
the researcher has not yet accepted a previous one. If you have selected any Funding
Awards, then you only have the option of assigning any categories.
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Submission

As a Centre administrator you can submit all of the information reported to the Centre to
the funder of the Centre as part of an External Centre Submission Period created by that
funder. Submitting in the External Centre Submission Period confirms that the report to the
Centre funder is complete, but a Centre administrator cannot “sign off” on any data in
individual projects/awards as only the award holder can do this. The Centre administrator
“signs off” on the most recently submitted version of the individual awards at the Centre,
and the submission periods for those awards are managed by either the funder of the
award, or the centre itself if it created the project. Information that is not submitted or is
added after submission will not be included in the External Centre Submission.

After researchers have accepted their invitations and you have created projects for them,
the researchers will be able to access their projects and attribute outcomes to them.
However, just doing these two things is not sufficient; they will also need to submit their
projects to your Centre. In order for them to be able to submit a project, it must be
assigned to a Centre Internal Submission Period, and that submission period must be
currently open. To create a submission period, go to e-Val and click on the cog icon on the
right. Next select “Submission Periods Management”, and then “Active Submission
Periods”.

Awards

Dashboard Activity Reports Export = Awards Researchers &~

.z Categories
i @
Awards and Projects (2 Data Sharing

Search for awards and perform operations on them First, identify the awards of interest, using the boxes below You can type into the boxes t =2l Templates

multiple values. Once you have done that, click Show Awards. Section Management
Saved Searches
Active Submission Periods 4 Submissicn Periods Management
Fellow * 2

SEARCH TYPE
(O Centre Projects
® Funding Awards

Extend Submission Period by Award

Choose if you would like to search for funding at your location, or projects

On the following page, click on “Add a new Submission Period”. You can give the
submission period a name, and stipulate the start and end dates.

After creating and saving a submission period, it can then be assigned to projects. This can
be done when creating a new project or editing an existing one, or by using the “Choose
Action” tool on the e-Val > “Awards” page (see section “4 — Overseeing Projects and
Funding Awards” for more information).

If you have assigned a project to a submission period, then when the project enters the
dates you have stipulated for that submission period, the researcher will see a large red
“Begin Submission Process” button on their “My Awards” page (the first page they see
upon logging into Researchfish). If they click on this, they then begin the process of
submitting any projects you have created for them to your Centre.
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My Awards

AWARDS I AM RESPONSIBLE FOR

Test Cenire: Submission due by 08 Jun 2018

«d Begin submission process

Test Centre TEIK3952 Exploring Social and Economic Policies Submission required 1 week 2 days Ben Cariledge

Awards not currently due for submission

ExtraSectionSubmissionTest ExtraSectionSubmissionTest Not set yet Not set yet Ben Cartledge

Don't see an award for which you are responsible?

AWARDS WHERE I AM A RESEARCH TEAM MEMBER

There are no awards that you collaborate on

Your account is linked to one or more centres. You can manage your research at those centres below.

« Associate awards with Test Cenire e EUREEREREELENEE

Please note that only you/your Centre will receive these submitted projects at this stage.
You or another administrator at your Centre will in turn need to submit all of these projects
to the funding organisation as part of an External Centre Submission Period. You can only
submit if the funding organisation has created an external submission period for your
Centre, and you are within the external submission period dates they have stipulated. Your
funding organisation will communicate this timeframe to you.

You can click on “Centre Projects” at the top of any page on Researchfish to view a list of
all of the projects (and funding awards) at your Centre. You can see if the Pl's/researchers
have submitted or not. If your Centre is within the timeframe of an external submission
period, you will also be able to externally submit to the funding organisation, which will
send all internally submitted data to them.

My Awards Centre Projects Personal Portfolio Our Members Documentation My Account My Downloads

You Are Here Home:> Cenire Projects

Centre Projects .

Medical Research Council - Submission due by 05 Jan 2019

CENTRE SUBMISSION

Pl Submission Last
Project Ref Project Titl
rnjen - m SmelttEd

10

test invite test invite TestCentreAward  Not Submitted

My reference 2 My test award 2 TestCentreAward Mot Submitted

test reference test title Mot Submitted

test test Mot Submitted

RC/500/psum Ipsum Translation Not Submitted

test ref2 test title TestCentreAward Mot Submitted
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We strongly encourage that when setting an internal submission period, you set the end
date at least a week prior to the end of the external submission period set by the funding
organisation. This ensures that there is plenty of time for you to submit externally after
collecting all internal submissions (and if you wish, even issue an internal extension if any
researchers are late or provide insufficient data in their internal submissions).

Inviting Other Administrators

If you wish to invite somebody else at your Centre to become an administrator with e-Val
access, go to e-Val, and then click on the cog icon on the right side of the page. Then
select “User Accounts”.

My Awards Centre Projects Personal Portfolio e-Val Our Members Documentation My Account My Downloads ® Help and Support

You Are Here Home: eVal» Dashboard

Dashboard

Dashboard Activity Reports Export Awards Researchers &~ I

. Categories
Projects At My Organisation (2

Data Sharing
Email Templates

2 groups 45 projecis 2 Organisation Details

User Accounts

Awards Held By My Organisation &

2 funders 1 location 51 awards 33 PIs 10f8 (12.5%) 1 0f 51 (1.9%)

On the following page, click on “Add a new Administrator”, and you can then enter the
name and e-mail address of the desired recipient, as well as select which permissions to
grant them.

When the invitation is sent, the recipient will receive an e-mail, which they can then use to
create their own Researchfish account, or add the relevant permissions to an existing one
(see section “1 — Creating an Account” for more details).
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