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Introduction to Grants

The grants module is displayed within the My Summary page.

Welcome, Miss Melissa Thorneycroft

Administration
melissa@wlv.ac.uk

Go to your profile

My Actions (2) ||

1of2

Record evidence of the impact of your work

My Summary
1i% 27 publications *add ® 1 grant +ade
20 (@ Claimed geants:
15
10 1 grant
o Pending grants:
= e 28 ‘You have no pending grants.
& Claimed publications: + oo
§ artefacts w7 6 records of impact a
1 authored book 6 records of impact
2 chapter in books
1 compaosition ] . P
E3 2 professional activities +add
3 conference contributions
1 confidential report 1 committee membership
e
1 edited book 1 event participation
6 journal articles
A performance 1 0 teaching activities | +add

1 research report

Lol

‘You have no teaching activities yet.

We have a daily feed for grants coming from Agresso PCB, which will populate your
Elements profile, with successful grants from the 31% July 2017. Alternatively you can
manually add a grant into your Elements profile if your grant was awarded before this date or
was awarded outside of the institution. If you are unsure, please contact
elementssupport@wlv.ac.uk for further advice.



mailto:elementssupport@wlv.ac.uk

Adding Manual Grants

If you are missing a grant and it is outside of the July 2017 threshold for PCB, you can
manually add a grant to your profile. Click on the + add button next to the Grants module on
your My Summary screen.

Home > Menu > Research Admin > Module Admin =~ > System Admin

Welcome, Miss Melissa Thorneycroft

Administration
melissa@wiv.ac.uk

Go to your prafile

My Actions (2) |

Record evidence of the impact of your work

Add impact

My Summary
il 28 publications +add 81 grant + acd
20 & Claimed grants:
lg 1 grant
5
Pending grants:
2017 2018 20119

You have no pending grants.

You will then be presented with a pop up screen, please click on the grant button.




A form will now appear for you to complete. All fields marked with a red asterisks must be
complete as these are mandatory fields and without them being complete, you will be unable
to save the record. If you hover over the blue question marks this will provide you with
guidance on what should be included in each field. Once the fields are complete, then click
save.

se'What iz your relationship with thiz Funded by ¥ Primary imvestigator of
grant? Secondary investigator of Primary imvestigaror (sub-praject)
of
Secandary investigator {sub- Serior'key parsannel of
project) af

Essential Information

o Title:

This is a test Grant o | ’

Funter reference: | 11345 o | ]

[}
% Funder mame: | Wizllcome Trust o | ?

| |
% Funder Type: | Uk-bagad charities (cpancamp ¥ ?

| |

Funding type: Fellowship o | ?
[ |

Diescription: Fellowship far University for test o | ’
-

- : "
n

* End date: tadazizz Q) g o
| |

* Amount: 627 Poundsie ¥ |-am a| ]
[ |

Status: Ongoing o | ’

URL: ’

Reszarchers: 4 & Machold, Silke st "‘| °

Add anather parson:

Last nam (ragquired) First namais)

e [



You will then be presented with the grant record you have just created.

This is a test Grant [ T ——

Grant added.

0 Mark as Favourite

Labels
There are no labels on this grant. sda labas Q Add to Workspace

Start date= 011 Jul 2019

& Manual End date: 03 Jul 2022
I0: 30C4ADBO-DANT-A65F-8303-5A1TO3EI15AE Mors serca nfs

4 Edit record
Title This is a test Grant m
Funder reference 11345 ";:'";il-‘;,;;‘;:;::"“:
Funder name Wellcome Trust R.“"m?a:::sl:fﬁﬁ'ﬁ
Funder Type Uk-based chanties {open competitive process)
Funding type Fallowship eas=s
Description Fellowship for University for test
Start date 0 Jul 2019
End date 03 Jul 2022
Amourt GEP 1,800
Status Ongoing P
Researchers Machald, Silke

i

Users
Imvestigated by (primary) THORNEYCROFT, Melisza # Edit

Users with unclaimed links

Funder of MACHOLD, Silke o0

Link Symplectic Elements wsers to this grant

Add auser by typing their name in the textbox below (type their surmame first and then their
farst name]L

Then, s=lect the relationship type and dick on the add bution () to associate a wser with
this gramt.

To return to your profile, please click the HOME button.




Missing Grants

If there is a grant missing from your homepage and it is a successful grant that was in
progress after July 2017, you can search the system to find it.

Click Menu and then System Search.

> ResearchAdmin  » Module Admin  } System Admin

I CTE R L

Publications CV and Reports stem Search Profile

Import Recent Publications View prafile

S swedseoches || Ereel
Grants Workspace
Professional Activities Account Settings
Teaching Activities Manage delegates
Records of Impact Impersonate
Create Links Privacy

Help

Select advanced and a form will load.

System search

System Search

Search: | |

® Sinfiple W Advanced

Enter the grant title, uncheck all items from the search list but grants and then click search.



System search

Search criteria
Mode: Simple ® Advanced
Search for: Test Grant
Add keywords or names, or enter & wildcard (*) to use only the restrictions below.
Date from: P
Restrict the search with a date in dd/mm/'yyyy format, or leave blank.
Date to: ey
Restrict the search with a date in dd/mmy/yyyy format, or leave blank.
Sem Publications
W Grants
Frofessional activities
Organisational structures
Projects
Fizces of equipment
Teaching activities
Journals
Deposit advice
Verification status: [no filter] r
Return:

# The items above

The users related to the items above
1. Restrict search 1o users
Restrict the search to individual users, or leave blank.

Type the surname of & user at your institution and a drop-down kst will appear.
Choose the comrect person then click on the plus button to complate the process. Add more than one user if you wish.

Mame [surname first):
Users
‘You have not selected any users
2. Restrict search to groups
Restrict the search by selecting certain groups, or leave blank.

* University of Wolverhampton

=
&
[:1

[=]

Scroll down to see your results and click the magnified glass to see the full details of the
record.

The search returned 1 result. Save this search.
11 of 1
TEST GRANT

Funder reference: TESTG001; Funder name: Test Grant Inc.; Title: TEST GRAMT; Description: [not enters

; URL: [not entered]

Grant



Then type your name (Surname first) in the links section, choose the relationship and click
the green +. The grant will then appear on your profile.

Links (1) ) create links -
Users
Inwestigated by [primary) THORMEY CROFT, Melissa " Edit
Link Symplectic Elements users to this grant
Add a user by typing their name in the textbox below (type their sumname first and then their
first name)
Then, select the relationship type and click on the add button (O to associate a user with
this grant.
test
MName Relationship
TEST {Administration)} b Funded by hd

Secondery investigator {sub-project) of
Senior/key personnal of

If your grant cannot be found through the search and you think it should be displayed in
Elements (i.e. after 31 July 2017), please contact elementssupport@wlv.ac.uk and we can
investigate further. If the grant missing was awarded before this date, then follow the “add a

manual grant” to your profile steps.

Viewing Grant Information

In order to view the details of your grants, click on the grants heading as shown below.

1 grant

You will then be presented with a list of grants you are associated with.

My grants

1 reguh

Select all on page c.) Export Detailed view

TEST GRANT

Please switch to Detaibed view for mare information

x Q| vy | &

Grant

1 result

The above grants are being showed in a compact view. To see more detailed information,
change the view by selecting the “detailed view” button.


mailto:elementssupport@wlv.ac.uk

My grants

I b

Reset filters
1 result

Select all on page @ Export Filters

Relationship type:

TEST GRANT Click to switch all items to the detailed view
Please switch to Detailed view for more information Title:
Grant x Q v ¥
Grant type:

Grant v

1 result
Reporting date from:

From the detailed view you can see some more tabs — summary, links and data sources.
The summary gives a brief description of the record, links details the user relationships to
the grant and data sources shows where the information is coming from, which for Grants
will always be Agresso.

TEST GRANT
Summary | Links (1) | Data sources {1}

Funder reference: TESTG00T

Funder name: Test Grant Inc.

Title: TEST GRANT

Reporting dates: 01 Jan 2019 to 31 Dec 2019 Edit

Grant x Q v o

1 result

Linking Users

If another Elements user is part of your grant, you can add them to your record. The grant
will then appear on their profile too.

To link a user, select the links tab and click add a new user relationship



TEST GRANT

Surmmary | Links (1) | Data souwrces (1)

Investigated by {primary) THORMEYCROFT, Melizsa " Edit

n Create links -

Add a new user relationship

Xx || v | & | %

1 result

You will then be redirected to view the full record. Scroll down to the links section and type
the users name (surname first), then select the relationship the user has to the grant and
then click the green plus to add the user.

Home > Menu > Research Admin > Module Admin > System Admin

TEST GRANT

< Retum to the grants page

I TR

o Mark as Favourite

Labels
There are no lzbels on this grant. Add abals

0 Add to Workspace

Data sources
Start date: 01 Jan 2019
i Institutional Grants System End date: 31 Dec 2019
1D: C99999
Funder name Test Grant Inc.
There are no history itema
Title TEST GRANT to display.
Start date 01 Jan 2019 .
Add a note:
End date 31 Dec 2019
Amount GEP 9,000,000.00

Links (1) O Create links -
A
Users
Investigated by (primary) THORNEYCROFT. Melissa FEdit

Link Symplectic Elements users to this grant

Add a user by typing their name in the textbox below (type their sumame first and then their

first name)
Then, select the relationship type and click on the add button (&) to associate a user with
this grant.
25
Mame Relationship

TEST {Administration) T Funded by v 0

Once you have finished linking users, click ‘return to the grants page’.



RANT

< Retumn to the grants page

Action Bar

The Action bar within Elements, allows you to select different actions for your records. You
will see the action bar in most of the modules across Elements.

Select all on page @ Export Detailed view

TEST GRANT

Please switch to Detailed view for more information

Grant x Q v o

1 result

e If you see a grant on your profile which doesn’t belong to you then you can
disassociate yourself by clicking on the Red Cross. This will remove the grant from
your profile.

e From this bar, you are also able to mark the grant as a ‘favourite’ by selecting the red
heart, this will then move the grant to the top of the grants list as displayed in your
profile.

¢ If you do not want the grant to be viewable on your profile, you can mark it as
invisible by selecting the grey eye icon. The grant will still be displayed in your My
Summary page but will not viewable on your profile to others.

o If there are two records that are the same, you may wish to join them into one record,
you can do this by clicking the green ‘add to workspace to join them together.

e To view the full details of the grant, then you can click on the title of the grant or you
can click on the magnified glass as shown on the action bar above.

Feedback on Training Materials

Many thanks for taking the time to review the training materials for Elements. If you have any
comments on what you would like to see in the future or any feedback on the materials or
system please email elementsupport@wlv.ac.uk.

You can view other self-help guides for Elements by visiting; www.wlv.ac.uk/elements
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