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1. Accessing eAwards
How to access eAwards:
Here is the link to get access to eAwards:

https://www.uottawa.ca/research-innovation/research-management-services/eawards

Sign in to eAwards to access and complete the RE form.

eAwards Portal

To access eAwards for the first time you must create your eAwards profile:

For Internal Users: Select 'Create Account', accept the terms and conditions,
select you have a uOttawa username and password and enter your username
(which is the same as your uoAccess information (e.g. John Smith = jsmith). If
you are unsure of your username you may log in to the uoZone (login required)
for employees and your username will be listed in the first paragraph of the
Password Management section. The password you will enter is the same as
your Outlook email password. Please note that if you have a uOttawa.ca email
address you must use it to create your account

IMPORTANT NOTE: Once the RE form is submitted you must print a copy and
obtain the required signatures. Instructions on how to print the form will
appear once the form is electronically submitted. Without the signed RE form,
RMS cannot approve your request.

For assistance with login or any other issues regarding the RE Form, please do
not hesitate to contact RMS by email. For all system issues, please contact

the Information Technology’s Service Desk by completing a Service Desk
Request or by telephone at extension 6555.

2. uoAccess Account and Sign in Options
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2.1 uoAccess Account

Please note the uoAccess Account applies to paid employees of the University of Ottawa. If the user
belongs to a uOttawa dffiliated institution, please consult section 3.2 Account Creation for External
Users.

To access the RE form portal, the user must sign in using their uoAccess Account information (formerly
known as Exchange Account). i.e. jsmith@uottawa.ca: username = jsmith; password = same password

used to access the uOttawa email account jsmith@uottawa.ca

2.2 Sign in Options
There are two sign in options:

e Signin as an Internal user
o Internal user signifies all employees holding a uottawa.ca email account.
e Signin as an External user
o External user signifies all employees from uOttawa affiliated institutions (OHRI, CHEO,
Heart Institute, etc...) or other. External email must be used and NOT uOttawa.ca email
address.

3. Account Creation

3.1 Internal Users

To access eAwards for the first time you must create your eAwards profile:

For Internal Users: Select 'Create Account’, accept the terms and conditions,
select you have a uOttawa username and password and enter your username
(which is the same as your uoAccess information (e.g. John Smith = jsmith). If
you are unsure of your username you may log in to the uoZone (login required)
for employees and your username will be listed in the first paragraph of the
Password Management section. The password you will enter is the same as
your Outlook email password. Please note that if you have a uOttawa.ca email
address you must use it to create your account

IMPORTANT NOTE: Once the RE form is submitted you must print a copy and
obtain the required signatures. Instructions on how to print the form will
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appear once the form is electronically submitted. Without the signed RE form,
RMS cannot approve your request.

For assistance with login or any other issues regarding the RE Form, please do
not hesitate to contact RMS by email. For all system issues, please contact
the Information Technology’s Service Desk by completing a Service Desk
Request or by telephone at extension 6555.

1. Select Create Account:

SignIn
Username uOttawa / or email eAwards l:l

Create account
Password forgotten?

List of Supported Browsers
Google Chrome
Firefox Mozilla
IE 9, IE10, IET1

2. Accept the Terms and Conditions:

TERMS AND CONDITIONS OF USE
The uQttawa eAwards system the system is an online tool that enables ir

certain authorized individuals to support, approve, monitor, administer an

When | select "l accept™ below, | confirm that | am in full acceptance of the system (A) Con
oyt acceptance is equivalent to my handwritten signature. | recognize :

3. Select the option ‘You have a uOttawa username/password’:
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Create an Account

O You have a uOttawa username/Password

O You dont have a uOttawa username/Password

4. Select the user’s status under ‘Account creation reason’:

Create an Account

® You have a uOttawa usemame/Password (i.e. @uottawa.ca)

O You don't have a uOttawa username/Password (i.e. @gmail.com)

Account creation reason Please choose ...
Administrator
Investigator

Student

5. Enter Exchange Username and Password (see section 2.1):

Validation Active Directory uOttawa

Username | |

Username/passwords may be retrieved either by looking at your uoPortal or by contacting x6555

Password | |

‘ Submit Cancel |
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6. Click submit; The user will be directed to eAwards Create Account to complete their profile:

]

eAwards Create Account

Create your eAwards Account

* Last name | | 50 characters { e.g. Doe

* First name | | 50 characters { e.g. John )
* Salutation
Middle initials [ | 5 chorscters

INSTITUTION
Seazch ...
* Institution O |
If "Other' institution, specify | | 100 cheracters
Department | | 50 characters
Current Position | | 40 characters

PHOMNE OFFICE

Add a Phone Number
ADDRESS OFFICE

Add an Address
KEYWORDS

List up to 10 keywords that best deseribe your proposed research/study.

L ] L 1

7 1

40 characters per keyword
DISCIPLINES

Add a Discipline
FIELDS OF APPLICATION

Add field of application
AREAS OF RESEARCH

Add an Area of Research

* E-mail [ 70 characters

( This e-msil address will become you: sccount. )
WARNING: If you have entered s HO ddress, we strongly suggest you use another e-msil address provider. We may experience difficulty fransmitting registrstion
confirmation notices to HOTMAIL e-mail addresses. If you forget your password, your question will be retumed to you by e-mai

( case sensitive and between 8 and 10 characters, alpha and including at least one numeric character }

¥ pPassword confirmation 10 charsclers
( ease sensitive and between 8 and 10 characters, alpha and including at least one numeric character )

* password reminder [ 250 characters
(A ststement to prompt you to remember your password )

7. Once all information is entered, click on Save.

NOTE: The user will not be able to access eAwards immediately. Before access is granted, the
account must first be approved by Research Management Services. The user will receive an email as
confirmation once the account is approved.

3.2 External Users

For first time use:
1. Go to eAwards website and select Create Account:
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SignIn

Username uOttawa / or email eAwards |\ |

Password | |

Create account
Password forgotten?
List of Supported Browsers
Google Chrome

Firefox Mozilla
IE9, IE10, IE11

2. Read an accept the Terms and Conditions:

TERMS AND CONDITIONS OF USE

The uOttawa eAwards system the system is an online tool that enables ir
certain authorized individuals to support, approve, monitor, administer an

When | select "l accept"” below, | confirm that | am in full acceptance of the system (A) Con’

Ottawa. This electrg acceptance is equivalent to my handwritten signature. | recognize :
the system.

3. Select the option ‘You don’t have a uOttawa username/password’:

Create an Account

O You have a uOttawa username/Password

O Yoydont have a uOttawa username/Password

4, Select the user’s status under ‘Account creation reason’:
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Create an Account

® You have a uOttawa username/Password (i.e. @uottawa.ca)

O You don't have a uOttawa username/Password (i.e. @gmail.com)

Please choose ...
Administrator
Investigator
Student

Account creation reason

5. Click submit; The user will be directed to eAwards Create Account to complete their profile:

Create your eAwards Account

* Last name

* First name
Middle initials
* salutation

* Corr e L

| | 50 characters ( e.g. Doe )

[ | 50 characters (e g. John )

[ 5 characters

[Please chosse _. ~|

PRIMARY PLACE OF WORK
* primary place of work (&

If ‘Other” institution, specify

* U0 Faculty (Cross appointment)
* U0 Department (Cross appointment)
Current Position

* PHONE OFFICE
ADDRESS OFFICE
DISCIPLINES

FIELDS OF APPLICATION

AREAS OF RESEARCH

* E-mail

* password

* Password confirmation

* d remind

|search . ‘

[Please chosse .. ~|

100 characters

[Please choose ... ~|

[ | 40 characters

Add a Phone Number

Add an Address

Add a Discipline

Add field of application

Add an Area of Research

[ 70 characters

( This e-mail address will become your eAwards account. )
WARNING: If you have entered a HOTMAIL e-mail address, we strongly suggest you
notices to HOTMAIL e-mail addresses. If you forget your password, your question will

( case sensitive and between 6 and 10 characters, alpha and including at least one nu
10 characters
( case sensitive and between 6 and 10 characters, alpha and including at least one nu

[ 250 characters

6. Once all information is entered, click on Save.

( A statement to prompt you to remember your password )

NOTE: The user will not be able to access eAwards immediately. Before access is granted, the
account must first be approved by Research Management Services. The user will receive an email as

confirmation once the account is approved.

4. Activity Details

Once logged in, the user will see the following screen:
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Activity details

PAs Principal Investigator .
As Participant
cv

Your session will be disconnected after 30 minutes of inactivity.

Click here to create a New RE Form

In the left hand menu entitled ‘Activity Details’, different links are displayed based on data from the

researcher. A researcher may have activities such as:

e As Principal Investigator:
Programs and Forms (List of all programs and forms that can be completed and

submitted).

O

ome >  As Principal Investigator > Aclivity details >  Programs and Forms

Activity details
¥As Principal Investigator
Programs and Forms
My forms

As Principal Investigator

Funded Applications
Programs and Forms

As Participant
cv

Other actions

o My Forms (list of all RE forms a researcher has begun to fill out or has already

submitted).

Home > AsPrincipal Investigator 2 Activity details > My forms

Activity details

was Principal Investigator
Programs anddMrog VAT
My forms 3
Funded Applications Delete form
As Participant HE Project Title Submission Deadline Statu
number date ]

cv

Funded Applications (Once an application has been accepted, the researcher will see a
new link in the sub-section As Principal Investigator entitled Funded Applications. An
Access link will be available for each funded project. The researcher may click on this

link to view the updated RE form).

o
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Frangais
Activity details Home > Curentactiviies > AsPrincipal Ivestigator > Funded Applications
~As Principal Investigator
Programs and Forms ™,
My forms
Funded Applications:
As participant — - Agency Reference | Award | Project Start | Project End | Total Amount |{ PostAward | View RE | Documents attached by ”
v s SyeneEn Rkt Number Type Date Date Awarded Reports Form e i
140025 | Playing with Fire you Plastic Omnium Gestion Grant | 20140401 | 20150501 Access e View Reguest for 1
Playng with Fire you | Natural Sclences and Enginsering Ressarch . o o Request for
140049 Y e e aEae) RGPIN/123456-2014 | Grant | 20140401 | 20200331 |  $8,000.00 Access A View 1
Playing with Fire you | _ Natural Sciences and Engineering Research o gy Request for
140052 e ) 123456 Contract | 2014-04-01 | 2020-0331 | 15,000.00 Access A View 1

e As Participant (list of all programs where the researcher has been listed as co-investigator):

Activity details Home 2 Activity details > As Participant

wis Principal Investigator ..
Programs and Forms As Participant

My forms

Funded Applications _...#
As Participant é— I RE number | Project Title | Submission date | Deadline
Ccv

e CV (This section is not applicable at the moment. May be used for future developments).

Activity details Home > Activity details > CV

wAs Principal Investigator
Programs and Forms 8
My forms
Funded Applications

O Attachment of your CV in free format or other

As Partigjpant
v é O Attachment of your CV MyResearch (xml and pdf)
Electronic submission of your CV from the platform MyResearch

Not applicable
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5. Creation of RE Form

To create a new RE form click on ‘Here’ found on the home page:

Activity details

FASs Principal Investigator
As Participant
CcV

Home

Your seBign will be disconnected after 30 minutes of inactivity.

Click here to create a New RE Form

5.1 Application

Once in the RE portal, click on ‘Create an application’ to generate an RE number:

Activity details Home > Myforms > [Requestfor funds ][ Application ][ 2014 ]

H Application

W Co-Investigator(s)
M Collaborators

W Project Details

N Funding
H Project Summary

Application

M Projects Attachments

W Areas of Development in Research

B Compliance

M Additional Information Create an application
B Director and Dean

W Signature and Submission

) Legend . )
Technical suppert: Primary Investigator
recherche_sgr-research_rms@uottawa ca Last Name
Given Name
Employee vo [ ]

Correspondence Language |English

Faculty |Facu|ty of Arts |

Department |Department of Geography |

A green check mark with the words Saved successfully indicates the RE number was generated.

Home > Myforms > [ Reguestfor funds ][ Application ][ 2014 ]

Application

J + Saved successfully

Application number (140045
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A yellow rhombus will appear beside the section. This means the section is in progress and must be
validated before moving on to the next:

Activ ty details
lication
gfinvestigator(s)

ollaborators
M Project Details
M Funding
M Project Summary
M Projects Attachments
M Areas of Development in Research
B Compliance
M Additional Information
M Director and Dean
M Signature and Submission

Once validated, the yellow rhombus will turn into a green circle, meaning the section is complete and
saved:

ianyus

Home > Myforms > [Request for funds ][ Application: 140046 ] 2014]

0-Investigator(s) Application
M Collaborators /
I Project Details
N Funding Q/ (
¢ Successful validation.

W Project Summary
W Projects Attachments N

B Areas of Development in Research Validate -Iml
Ppage
W Compliance

W Additional Information
B Director and Dean

W Signature and Submission ication number W‘
Q) Legend

Technical support:

racharche sor-rasearch rms@uottawa ra I

5.2 Co-Investigator(s)

This section allows the user to identify the members of his research team (if applicable). Please note Co-
Investigators must have an active an eAwards account in order to be entered into this section.
Note: Only internal uOttawa co-investigators should be entered in this section.

1. Click on ‘Add Team Member’:

Activity details Home 2 Myforms 2> [Requestfor funds ][ Application: 140078 ][ 2014 ]

. "
( M Co-Investigator(s) ) Co-Investigator(s)
ollaborators

M Project Details

W Funding

M Project Summary

M Projects Attachments

M Areas ?f Development in Research Please identify the other team members, if applicable.
M Compliance

M Additional Information Ottawa University Co-Investigator(s)

@ Director and Dean

M Signature and Submission The list is empty.

© Legend Add team member

Technical support:
recherche_sgr-research_rms@uottawa ca
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2. Enter co-investigator’s email address and click on validate:

# User account |a|alond@uottawa.ca X|

[ validate |[ cancel |

pplicant Portal of eAwards.

count email here in ordergfo add and validate the Team Member.

3. Ensure all information is correct and click ‘Save’ to keep the profile.

Team member name Lalonde, André

Role |Co-Investigator b
Institution Université d'Ottawa
Faculty |Faculty of Engineering A
Department | Civil Engineering v

| Save || Cancel

Result:

Home > Myforms > [ Requestfor funds ]| Application: 140046 ] 2014

@ Application
 Co-Investigator(s) Co-Investigator(s)
B Collaborators
B Project Detals
W Funding
B Project Summary + Saved successfully
W Projects
W Areas of Development in Research Validate
page -m
B Compliance
W Additional Information
B Director and Dean
W Signature and Subrmission Please identify the other team members, if applicable.
0 Legend Ottawa University Co-Investigator(s)
Technical support:
recherche_sg-fesearch ms@uoltawa.ca Co-Investigator Name Email Employee No Faculty/Department Delete
Lalonds, Andre alalond@uottawa.ca Facutty of Arts / Department of Geography X
External Co-Investigator(s)
The list is empty.
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4. ltis possible to view the co-investigator’s information by clicking on the link in the column ‘co-
investigator name’ or to delete a co-investigator by clicking on the X in the delete column:

Activity details Home > Myforms > [Request for funds ][ Application:140046 ][ 2014 ]

® Application
“c i )

M Collaborators.

i project Details
W Funding

roject Summary
M Projects

(s)

‘ J « Saved successfully

M Areas of Development in Research
i compliance
dditional Information
W Director and Dean
i Signature and Submission

Q Legend
Technical support:

recherche_sgr-research_ms@uotiawa ca

Please identify the other team members, if applicable.

Ottawa University Co-Investigator(s)

cme Email Employee No

Faculty/Department

Lalonde, Andre alalond@uottawa ca

External Co-Investiga
The list is empty.

Faculty of Arts / Department of Geography X

5. Once all co-investigators are entered, the user must validate the page before moving to the next

section:

Francais
‘Activity details Home > Myforms > [Requestfor funds ][ Application:140046 [ 2014]
Aigpication
o q i
Nariaborators
B Project Details
W Funding
B broject Summary « Saved successfully
M projects — ™
B Areas of Development in Research
page
B Compione
B Aditional Information
i Director and Dean
B signature and Submission Please identify the other team members, if applicable.
© Legend Ottawa University Co-Investigator(s)
Technical support:
recherche_sgr-research_ms@uottawa.ca Co-Investigator Name Email Employee No Faculty/Department Delete
Lalonde, André alalond@uotiawa.ca Faculty of Arts / Department of Geography x
External Co-Investigator(s)
The list is empty.
Frangai

Activity details
,b.g{p\icmon
B .

Home > Myforms > [Requestforfunds [ Application:140046 [ 2014]

liaborators
i Project Details

-~

‘J * Successful vahdztionk

reas of Development in Research
ompliance

dditional Information

i Director and Dean

i Signature and Submission

@ Legend
Technical support:
recherche_sgr-research_rms@uottawa.ca
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5.3 Collaborator(s)

This section permits the user to identify all collaborators on his research team (if applicable).

1. Click on ‘Add a Collaborator’:
Home > Myforms 2 [Requestfor funds ][ Application: 140046 ][ 2014 ]

@ Application

® Co-Investigator(s) collaborators
Ml Collaborators )

W Project Details

W Funding

M Project Summary

W Projects Attachments

W Areas of Development in Research

W Compliance

W Additional Information

A collaborator is a person who provides a specific expertise to the research Program.

B Director and Dean Collaborators list
M Signature and Submission The list is empty.
6 Legend Add a collaborator

Technical support:
recherche_sgr-research_rms@uottawa.ca

2. Enter First name, last name, and institution of affiliation of the collaborator:

A collaborator is a person who provides a specific expertise to the research Program.

Collaborators list

The list is empty.

Add a collaborator

Collaborator's identification

*First name
30 characters.

*Last name
30 characters.

Institution of affiliation | pal

3. Click on ‘Save’ to keep the profile.

rranga

Aoty deals Hoe > yfoms [ Reguestforncs [ Agpleaton” 0245 20 ]
© Alcaton
© onuesiators) Collaborators
+ Gollsborators
W Project Detalls
Heundng Validate poge | print
W Project Summary
W Projects Atzcments
:‘“ea Dexlopment nRescarc ||y claboretar s a gerson who provides a specific expertise o the research Program.

plarce
Badiiicna Infomation Jaborators

Diretor2nd Dzan Collaborators list

at.re and Submsson
Qe Collaborator Insttution ofaflaton Delete
Technial support Doe Jom Caretn ey X
recherhs_sgraesesch ms@uotiaws cz

Adda cllaborator
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4. ltis possible to modify a collaborator by clicking on the link in the column ‘Collaborator’ or to

delete collaborator by clicking on the X in the delete column:

® Application

@ Co-Investigator(s)

# Collaborators

i Project Details

N Funding

N Project Summary

H Projects Attachments

B Areas of Development in Research
B Compliance

B Additional Information

B Director and Dean

M Signature and Submission

O Legend

Technical support:
recherche_sgr-research_rms@uottawa.ca

5. Validate the page to move on to the next section:

© Application
o-Investigator(s)
(oo

Home > Myforms 2 [Requestfor funds ]| Application: 140045 ][ 2014]

Collaborators

Frangais

A collaborator is a person who provides a specific expertise to the research Program.

Collaborators list

Doe, John

Add a collaborator

Institution of affiliation ﬂh\
X

Carleton University

i Director and Dean

i Signature and Submission

@ Legend
Technical support:

Francais
P r— Home > Myforms > [Request for funds ] Application:140045 ][ 2014 ]
Collaborators
‘ J + Saved successfully ‘
—~
lidate page
A collaborator is a person who provides a specific expertise to the research Program.
Collaborators list
herche_sgr- h Haw
recherche_sgrrescarch_ms@uotiava. ca Collaborator Institution of affiliation Delete
Dowe, John Heart Insiitute Foundation X
‘Add a collaborator
Frangars | -

Activity details

pplication
o-Investigator(s)

rojects Attachments
reas of Development in Research

Signature and Submission

© Legend
Technical support:
recherche_sgr-research_rms@uottawa.ca
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pd

Collaborators

‘J * Successful validation.

[Veidstepage] [Frint] -

A collaborator is a person who provides a specific expertise to the research Program.
Collaborators list

Collaborator

Institution of affiliation Delete

Dowe, John

Add a collaborator

Heart Institute Foundation X
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5.4 Project Details

It is mandatory to complete all fields in this section in order to submit the RE form. ‘Project Details’
allows the user to identify the project title, language of correspondence, international collaboration, as
well as key words identifying the project.

Actity detaits Home > Myfoms 3 [ Reausstfrfuncs [ Applceion 140045 1 2014
 2pplication
 Co-Investigator(s) Project Details
= o

B camplance *Projed Title
W ddtional Information

W Director and Dzan

W ignature and Subrmission

0 Legend
Tl suppor:

400 charadters.

#Keywords (1 per box) l:l l:l l:l
L 1 L1 L1

40 charactes.

racerthe_sg-fesearch_ ms@uotiawa ca

*Project Correspondence Language

*collaboration Outside of Canadaand thevs O O Yes @ Ko

If ‘Yes’ is selected for collaboration outside of Canada and the US, the user must enter the country and
click Add:

*Collaboration Outside of Canada and theus () ® Yes O No

Countries [CHINA| x5 -@

Result:

*Collaboration Outside of Canada and theus (0 @ ves O No
Countries [CHINA P

Country Delete

CHINA X

*A country can be removed by clicking on the X in the delete column and reselecting No for
collaboration outside of Canada and the US.

Once all information is entered, save and validate the section to move on to the next.
Home 2 My‘oms 2 [ Recuest forfuncs | Applization 143045 2014,

© apciication

& Co-nvestigatofs) Project Details
laboraors

ject Details

Unding /] ) K
W Project Summery w/ * Saved suczessfily ]]

I Prajects Atachments

W Arezs of Developmert in esezrch Sme [ Validaie
page

B Complace |:

W Adzitional Informaton

M Diector and Jean I

Frangaie

Aty detals Home > Myfoms [ Rectest o funds | Appicaon HOTT8 [ 2014]
& doriication
& Co-Investigator(s) Project Details

labarztors

Unding 4

J + validaton success

W Projact Summary of ° vaidaton sucesil 2
B projzcts Atachments
W reas o Development in Research Save  Validatepage [prin
B compliznc: E =

B dsitons| Informton
 Director and Dean I 1
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5.5 Funding

It is mandatory to complete all fields of the ‘Funding’ section in order to submit the RE form. Drop down
menus are provided to enter the information.

Home > Myfoms > [ Requestforfinds] Applcation 140045 ] 2014]

© Apglicaticn
@ Co-Investigator(s) Funding

Ml Areas of Develcpment in Research

B conplance #Funding Source

W Adcitional Information

i Director and Dean *Funding Type ~|Please choose v

M Signature and Submission
o sorantType Poecuoe v
@ Legend
Technical support: *urrency [CON v
recherche_sgrresearch_ms@uatiawa.ca

*Faculty that will manage the funding ~[Pleass choose ... v

Department that vill manage the funding ~[Pleass choose .. v

*Annual amounts requested
Start Date End date Amount requestad Options

Add year

1. When selecting Internal Funding Source, a field entitled Internal Source will appear. The user
may select the internal source from the drop down menu provided:

Activity details Home > Myforms > [Request for funds ][ Application:140045 ][ 2014]

& Application
& Co-Investigator(s) Funding
® Collaborators

& Project Details

H Funding

M Project Summary

M Projects Attachments

M Areas of Development in Research

Please choose ...

: External
M Compliance #Funding Source
M Additional Information
M Director and Dean *Internal Source ‘P\ease choose ... M

M Signature and Submission

O Legend
Technical support: *Grant Type

recherche_sgr-research_rms@uottawa.ca

#Currency |CDN W

2. When selecting External Funding Source, a field entitled External Source will appear as well as a
search field:

Home > Myforms > [Requestfor funds [ Application'140045 ]| 2014]

@ Application

® Co-Investigator(s) Funding
® Collaborators

® Project Details

B Funding

W Project Summary

M Projects Attachments

W Areas of Development in Research
M compliance *Funding Source

B Additional Information
B Director and Dean —ﬁeextemal Source

W Signature and Submission

@ Legend
Technical support: Unding Type
recherche_sgr-research_rms@uottawa.ca Search field -

A

Please chooseg, .

External

N

18| Page
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3. The user may select the External Source from the drop-down menu provided. If the agency does
not appear in the drop down menu, the user may enter the first four characters of the agency
name in the search field and the agency name should automatically appear:

Home > Myforms > [Requestforfunds ][ Application 140045 ][ 2014

® Application

@ Co-Investigator(s)
@ Collaborators

® Project Details

H Funding

M Project Summary

M Projects Attachments

Funding

W Areas of Development in Research
W Compliance *Funding Source
M Additional Information

M Director and Dean *External Source ‘P\aass choose ...
M Signature and Submission

ﬁ‘j Muscul x P ¥
@ Legend

- European Neuro Muscular Center
Technical support: ~
Families of Spinal Muscular Atrophy

recherche_sgr-research_rms@uottawa.ca R
Muscular Dystrophy Association

*Currers
< Spinal Muscular Atrophy Foundation

#*Faculty that will manage the funding

I
Department that will manage the funding v

4. If this is not the case, it is because the agency name is not included in the list. The user will need

to create the agency by clicking on the ‘Plus Sign’ located at the right of the search field and
enter the information:

#Funding Source |F_x'[ema| o Héi;t::dr:c:-lu;:lse:ui::rce does not appear in the search Click here
*External Source |P|ease choose ... Vi | .
of P
*Funding Type |F’Iease choose W |
*Grant Type |Please choose ... hd |
#Currency | CDN W |
#Funding Source | External hd
#External Source |Please choose ... h
@ | Vel

In this section you can add a new sponsor if this one does not appear in either the drop-down list or in the
search box

*Enter the Sponsor Name:

80 characters.

*sSponsor Info (Web address, civic address, etc) :

400 characters.

Add sponsor || Cancel
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5. Once all information is entered, click on ‘Add Sponsor’. The Agency name will then appear in the

search field:
#Funding Source |Exlemal 4
#External Source |Please choose ... b
Mational Arts Center ; )|
*Funding Type |Please choose ... V|
#Grant Type |Please choose ... A |
*Currency |CDN 4 |

6. To enter annual amounts requested the user must click on ‘Add Year’:

#Funding Source | External hd |
#External Source |P|ease choose ... v
@ |Nati0na| Arts Center j )
*Funding Type | Grant ~ |
*Grant Type | Operating Grant hd |
*Currency | CDN A |
*Faculty that will manage the funding | Faculty of Arts v |
Department that will manage the funding |Département de frangais V|

#=Annual amounts requested
Start Date End date

=P [Add year |

7. To enter the Start Date, the user must click on the ‘Calendar Widget’ and select a date:

#Annual amounts requested
Start Date End date Amou

*Start Date | |E<

*EndDate | @ [Jun v[2014  v] @

*Amount Su Mo Tu We Th Fr Sa

1 2 3, 4 =] 6 7
8 9 10 13 12( 13| 14

15|| 16| 17 18| 19 20 21

22| 23| 24 25 26 27 28
29| 30
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8. End date will automatically be inserted:

#Annual amounts requested
Amount requestad

Start Date End date

#Start Date [2014-06-04 i
*End Date [2015-06-03 e
Amunt [

8 characters.

*Please note dates cannot be manually entered nor changed.

9. Enter amountin dollars only:
Example: $10,000.00 must be entered as 10000 (no dollar signs, commas, periods, nor

cents).
#Annual amounts requested
Start Date End date
.‘(‘-
*Start Date |2014-06-04 | &
*End Date [2015-06-03 |=

*Amount |10000 $
8 characters.

|Savevear|| Canoel|

10. Click on ‘Save Year’. These steps must be repeated for each funding year.

Result:

*External Source |Please choose ...

0] National Arts Center b

#Funding Type |Grant

*Grant Type  |Operating Grant v

*Currency [CDN

*Faculty that will manage the funding |Facu|ty of Arts

Department that will manage the funding |Département de frangais

+Annual amounts requested
Start Date End date Amount requested QOptions

20140603 2015-06-03 $10,000.00 /X

Add year
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11. Annual Amounts and Start/End Dates may be modified by clicking on the pencil widget or
deleted by clicking on the red X:

Amount requested \Dpﬁon%

$10,000.00 Modiy S X Delete

12. Once all information is entered, save and validate the section to move on to the next.

Home > Myforms > [Requestforfunds ][ Application:140045 ][ 2014]

Funding

® Collaborators

glﬂlecl Details.
ning —
oject Summary ‘J + Saved successfully 1

W projects Attachments

M Areas of Development in Research =
[Save | page

B Compionce E==

M Additional Information

i Director and Dean |

*External Source  [Please choose ..

M Signature and Submission

v

© Legend
Te

@ [Muscular Dystrophy Canada A ¥

Frangai

Home > Myfoms » [Requestforfunds [ Applcalon 140078 ] 2014]

® Application
® Co-Investigator(s) Funding
® Collaberators

oject Details /
inding
: U :

roject Summary

B Projects Aftachments
a5 of Development in Research Validate page | Print |

B Compliance

B additional Information

@ Director and Dean

M Signature and Submission I *Funding Source [lntemal v/ ‘
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5.6 Project Summary

It is mandatory to complete the ‘Project Summary’ section to submit an RE form. This section allows the
user to draft a summary of the project (500 words maximum).

Frang
Home > Myforms > [Requestforfunds ]| Application:140045][2014]
pplication

© Co-Investigator(s) Project Summary
@ Collaborators

© Project Details

[Swve] [vaidateoone | [print

reas of Development in Research
Compliance *Project Summary
dditional Information
Director and Dean
Signature and Submission

Technical support:
recherche_sgr-research_rms@uottawa.ca

0 Word count
500 words maximum.

Once draft is complete, save and validate the section to move on to the next.

Home > Myforms > [Request forfunds [ Application:140045 ] 2014]

‘Application
® Co-Investigator(s)
® Collaborators
® Project Details

unding
ject Summary
rojects Attachments

i Areas of Development in Research
i compliance

M Additional Information

i Director and Dean

i Signature and Submission

Project Summary

—
‘ J « Saved successfully K 1

“Project Summary  [Reseazch 2o interesting

@ Legend
Technical support:
recherche_sgr-research_rms@uottawa ca

Frangais
Home > Myforms > [Requestfor funds ] Application:140078 ]| 2014]
pplication

® Co-Investigator(s) Project Summary
© Collaborators
® Project Details
nding (
@ oject Summary ‘ J « Validation successtul. 2

frojects

i Areas of Development in Research T
idate page
B Compiiance

M Additional Information
 Director and Dean I

i Signature and Submission
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5.7 Project Attachments

This section allows users to add documents to their RE form.
*Only PDF documents may be uploaded

Home > Myforms > [Requestfor funds [ Appiication: 140045 ][ 2014]
® Application

© Co-Investigator(s)
@ Collaborators

® Project Details

@ Funding

Projects Attachments

i Projects Attachments
WAEEs o T Research

Francais

B Compliance

M Additional Information

i Director and Dean

i Signature and Submission

Please attach supporting documents with your application.

Upload your attachment(s) here

© Legend
Technical support:
recherche_sgr-research_rms@uottawa.ca

*Description

srowse

256 character max filename, pdf format only

File name Document type

Date attached size (KB) Delete

1. To add a document the user must choose a description of the document from the drop down

menu:

Please attach supporting documents with your application.

Upload your attachment(s) here

*Description

File name

Certification

Faculty

General

Invoice
Notices-Agreements
Proposal
Docipeport

Transfer

2. Click on ‘Browse’, select the PDF document(s) to upload, then click on ‘Attach’ to add the

document to the list:

Please attach supporting documents with your application

upload your attachment(s) here

*Description | Proposal ~
256 character max filename, pd
File name Document type Date attached | |
\

24| Page



eAwards | 2023

Result:

Francai
‘Activity details Home > Myforms > [Requestfor funds J Application: 140045 [ 2014]
© Application
® Co-Investigator(s)
® Collaborators
© Project Details

© Funding
® Project Summary * Saved successfully

© Projects

Projects Attachments

B Areas of Development in Research
Bl Compliance

i Additional Information

i Director and Dean

i Signature and Submission

Validate page

Please attach supporting documents with your application.
© Legend
Technical support: Upload your attachment(s) here

recherche_sgr-research_mms@uottawa.ca

*Description v

siovse
256 character max filename, pdf format only

File name Document type Date attached

size (KB) Delete
id=new. pdf

Proposal 20140603 147

*A document can be deleted from the list by clicking on the red X.

3. Once completed, validate the section to move on to the next

*Please note, if this section does not apply, the user must still save and validate the page in order to
submit the RE form.

Frangais
“Activity details Home > Myforms > [Requestforfunds ]| Application 140045 [ 2014]

© Application

© Co-Investigator(s) Projects Attachments
@ Collaborators /
© Project Details

‘ J + Successful va\idalionK ‘
Areas of Development in Research

Validate page
R (o]

M additional nformation
i Director and Dean
W signature and Submission

I Please attach supporting documents with your application. ‘
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5.8 Areas of Development in Research

It is mandatory to complete all fields of this section in order to submit the RE form.

1. The user must identify at least one primary category along with one sub-category:

2.

® Application
© Co-Investigator(s)
® Collaborators

® Project Details

© Funding

© Project Summary
© Projects Attachy

Home > Myforms > [Requestfor funds ]l Appication:140045 | 2014 ]

Areas of Development in Research

nal Information
M Director and Dean

i Signature and Submission

@ Legend
Technical support:
recherche_sgr-research

® Application
® Co-Investigator(s)
® Collaborators

© Project Details

© Funding

© Project Summary

® Projects Attachments

M Areas of Development
Research

M Compliance
M Additional Information

@ Legend
Technical support:

recherche_sgr-research_rms@uottawa.ca

the Above’:

3. Once all information is entered, save and validate the section to move on to the next.

26| Page

® Co-Investigator(s)

© Co-Investigator(s)
olaborators
@ project Detls
©Funding
ject Summary
jects Atachments
s of Development in
rch

W Compiance

B Additonal Information

@ Director and Dean
isignature and submission

Legend
Technical support:

M Signature and Submission

In its Vision 2020, the University of Ottawa has identified strategic areas of research. From the strategic areas identified below, please select at least one (1) primary categc
categorie that apply to your research. For more details on the Strategic Area of Development, please consult the following link: http://www.recherche.uottawa.ca/excellence

Areas of Development in Research :

rms@uottawa.ca

Sodiety e Primary Catenory
2. |Molecular and Environmental Sciences

one of the above
~[Please choose .. 7

©

- [Please choose ... M

Ploaes choose - 7]

Home > Myforms > [Requestforfunds [ Application:140045 ][ 2014]

Areas of Development in Research

In its Vision 2020, the University of Ottawa has identified strategic areas of research. From the strategic areas identified below, please select at least one (1) primary categol
categorie that apply to your research. For more details on the Strategic Area of Development, please consult the following link: http://www.recherche.uottawa.ca/excellence

Areas of Development in Research :

1. |e-Society

Please choose
[Enabling technologies
2 e-transactions b

Ple2q pigital media and icati g

|safety and security
Technology and society

3. [piease choose |

[please choose ... V]

1.
Canada and the World /

Health
e-Society
2 on fces
None of the above
T
- 2 ~
3- [please choose ... ]
- [please choose ... V|

Home > Myforms > [Requestfor funds | Applcaion 140045 [ 2014

Areas of Development in Research

In s Vision 2020, the University of Ottawa has Identfied strategic areas of research. From the strategic areas identified below, please

lect a
categorie that apply to your research. For more details on the Strategic Area of Development, please consult the following fink

st one (1) primary categorie along with a sub-categorle within the selected primar
rche. uottawa.ca/excellence-adr.html

i/ /v

Frangare
Home > Myfoms > [Requestfor funds | Appcation 140078 2014 ]

Arcas of Development in Ruardn/

ccessful

2

Inits Vision 2020, the Uriversiy of Ottawa has identified trategic areas of research. From the strategic areas identified below, please select at st one (1) primary category along with a sub-category within the selected primary
category that apply to your research. For more details on the Strategic Area of Development, please consult the following link: htp://win.recherche.uottana.ca/excellence-adr htm

If none of the categories apply to the specific project, the user has the option to select ‘None of
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5.9 Compliance

It is mandatory to complete this section in order to submit an RE form. The user must provide an answer
to each question in order to validate the page.

1. Answer each question with a Yes or No:
Home > Myforms > [Requestfor funds [ Application:140045 ][ 2014

® Application

® Co-Investigator(s) Compliance
© Collaborators

® Project Details

® Funding

 Project Summary

® Projects
® Areas of Development in Research

CB Compliance You must indicate whether or not your proposal involves the following items. If you answer 'Yes' to any item indicated below, you must submit the required
omp tance . certificate is issued, you must forward a copy to Research Management Services (RMS) at recherche_sgr-research_rms@uottawa.ca.
‘Additional Tnformation
M Director and Dean
i Signature and Submission Research involves oo
© Legend
Technical support: Disposal of hazardous waste
recherche_sgr-research_rms@uotiawa.ca Human stem cells

Human subjects
Negative impacts on the environment| O
Research with Radiation Hazards

Use of animals test subjects

Upload your attachment(s) here

Description v

Browse... Attach
256 character max filename, pdf format only

File name Document type Date attached

2. The user has an option to attach a copy of their certificate(s) if already obtained.
Choose a description for the document(s), click on ‘Browse’, select the document(s), and click
on ‘Attach’. (This action is not mandatory)

Upload your attachment(s) here

Description

Research with human subjects
Human stem calls

Biohazards

Radiation Hazards

Use of animals for experimentation

A negative impact on the environment

(LTS Doqpisposal of hazardous waste size (KB) Delete

Result:

Upload your attachment(s) here

Description v

Browse...

256 character max filename, pdf format only

File name Document type Date attached Size (KB) Delete
id=new pdf Research with human subjects 2014-06-04 147 X

*A document can be deleted from the list by clicking on the red X:
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3. Once complete, save and validate the section to move on to the next:

Home > Myforms > [Requestforfunds ][ Application:140045 | 2014]

lAnphcauun

© Co-Investigator(s) Compliance
© Collaborators /

® Project Details

o
© Project Summary J + Saved successfully

gre2s of Development in Research

Additional Information

Validate page

i Signature and Submission You must indicate whether or not your proposal involves the followi If you answer 'Yes' to any it below, you must sub
° certificate is issued, you must forward a copy to Research Management Sarvices (RMS) at recherche_sgr- Tesearch. rms@uotiana.ca.
Legend

Technical support:
recherche_sgrresearch_ms@uottawa.ca

it the required

Research involves  pioazards O Yes © No

Ainmnnl o hamned o wnete A @ e

Home > Myforms > [Requestfor funds ][ Application:140078 ][ 2014]

Compliance /

Activity det
® Application

® Co-Investigator(s)
® Collaborators

® Project Details

to the appropri

University

on

© Funding
® Project Summary
Projects

Q/ « Vaiidation suc(e{

2

e
&axs of Development in Research
i

Validate

oge

@ Director and Dean

i Signature and Submission

You must indicate whether or not your proposal involves the following items. If you answer 'Yes' to any item indicated below, you must submit the req
certificate is issued, you must forward a copy to Research Management Services (RMS) at recherche_sgr-research_rms@uottawa.ca,

© Legend
Technical support:
recherche_sgr-research_ms@uottawa.ca

Research involves oo o ® ves O No

28| Page
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5.10 Additional Information
This section allows the user to provide any additional information concerning their project.

1. Select the statement(s) that applies to the specific project by clicking in the box on the right:

Frangais
Home > Myforms > [Request for funds || Application:140045 ] 2014]
© Application
© Co-Investigator(s) Additional Information
® Collaborators
® Project Details
© Funding Validate page
@ Project Summary
@ Projects -,

® areas of Development in Research
S = 1 the grant or contract is awarded
(| M Additional Information

i Signature and Submission

The project will require additional space, resources or expenditures from the University and you have informed your Dean of that fact.
@ Legend

Technical support:
recherche_sqrresearch_ms@uottavia.ca This funding will entail a potential conflict of interest for one of the investigators.

The above agency will have policies or procedures, concerning the administration of funding, which may differ from those of the University of Ottawa.

2. Once complete, save and validate the section to move on to the next:
*Please note, if this section does not apply, the user must still save and validate the page in order to
submit the RE form.

Frangaic

© Co-Investigator(s)
© Collaborators

® Project Details

© Funding

® Project Summary
® Projects

Home > Myforms > [Requestforfunds ]| Application'140045 ][ 2014]

_

Additional Information

1

® Areas of Development in Research

ompliance
nal Information
ctor and Dean

i Signature and Submission

plication
® Co-Investigator(s)
© Collaborators

| If the grant or contract is awarded

Home > Myforms > [Requestforfunds [ Application'140078 ][ 2014]

Additional Information /

® Areas of Development in Research

® Project Details k

© Funding

@ Project Summary ‘ J « Validation successful. 2 ‘
© Projects

i Signature and Submission

29| Page
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5.11 Director and Dean

This section does not apply and therefore is already saved and validated. No need to enter any

information.

Activity details

@& Application

& Co-Investigator(s)

@ Collaborators

@& Project Details

® Funding

& Projoct Summary

@ Projects Attachments

@ Areas of Development in Research
& Compliance

dditional Information
' @ lJirector and Dean
gnature and Submission

30| Page
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5.12 Signature and Submission

This section allows the user to submit their RE form.

1. Select Yes in order to accept the statement

tAnp\ ation

X fancais

Home > Myforms > [Requestforfunds [ Application:140045 ] 2014]

. CaHabnratnrs
® Project Details
® Funding

® Project Summary

Validate

page

® projects
® Areas of Development in Research
® Compliance

® Additional Information

®Dire

Q Legend
Technical support:
recherche_sgr-research_rms@uottawa.ca

1 declare and agree to the following

That to the best of my knowledge all information contained in this application and all the information provided (electronically or otherwise) in relation to the pending application are complete, accurate and consistent with host institution
policies and Competition Requirements. I further agree to inform the organism immediately of any material changes to this information once submitted

I agree to be wholly responsible for completing, attaching, editing and submitting the required documents and that it is my respor
deadline date and/or other deadlines as identified in the Competition Requirements document.

to ensure that all required documents or approvals are completed and submitted by the competition

I confirm that I have declared all known real and perceived conflicts of interest related to this application and will comply with the ethical and research policies outlined by my host institution, and the organism.

If the application is successful, I agree to:

~ respect and abide by the abligations described or to be described, i the program requirements, and other conditions and requirements that may be imposed by the organism and the host institution's palicies and procedures;
- ensure that the use of grant funds is only for the purposes intended; to inform the organism and the host ofa changes including eligibility status; and to ensure all reporting requirements of the
organism are met in a timely fashion
- ensure compliance with the ethical and research policies outlined by the host institution(s), and the organism; and
- authorize the institution(s), if requested, to release to the organism all information, including personal information, that is relevant to the operation of the grant.

I agree that the organism is not responsible for any incomplete, ineligible, inaccurate or late registrations or applications.

1 agree that by selecting "I ACCEPT" below and submitting my registration or application, T am in full acceptance of the organism terms and conditions and that this electronic acceptance is equivalent to my handwritten signature.

Identification _[Provost Enjolie

*T accept

© Yes
No

Instructions  step 1: Use the validate button to ensure all necessary sections of the application have been completed

Step 2: Print the RE and obtain the necessary faculty signatures

Step 3: Submit your application and your signed RE Form to the University.

Submit

Validate Submission ||

2. Click on ‘Validate Submission’ in order to ensure that all required information is properly

completed. If a section is not complete the user will receive an error message:

Activity de

@ Application

© Co-Investigator(s)
® Collaborators

M Project Details

B Funding

© Project Summary
® Projects Attachments

il Areas of Development in Research

© Compliance
© additional Information
@ Director and Dean

@ signature and Submission

© Legend
Technical support:

recherche_sgr-research_ms@uotiawa.ca

Home > Myforms > [Requestfor funds [ Application:140045 ][ 2014]

signature and Submission

Flanyars

Project Details :
0 BT
* 1 Keyword is required.

Funding :
¢ Funding Source s a required field
Funding Type is a required field
Grant Type is a required field
Annual amounts requested must have a minimum of 1 element(s)
Currency is a required field
Faculty that will manage the funding is a required field

X

Areas of Development in Research :
« Atleast 1 area of development must be selected

Validate page

3. Click on ‘Submit’ in order to electronically submit the RE form.

Identification  [Provost Enjolie |

#1 accept

® Yes
O Ne

Instructions

Step 2: Print the RE and obtain the necessary faculty signatures.
Step 3: Submit your application and your signed RE Form to the University.

validate Submission || Submit

Step 1: Use the validate button to ensure all necessary sections of the application have been completed

31| Page
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4. A dialogue box will open asking the user to confirm submission of the form. You may select No
to cancel the submission and return to the form or Yes to continue submission:
Confirm submission CE'

No changes can be made to your application after submission.

Do you wish to continue?

5. After confirming the submission, a dialogue box will appear to confirm that the RE form was
successfully submitted:

Confirm submission ==y

Submission Successful

User account E-mail |eprovost@uottawa.ca

Application number|140045

\
Name |Enju\|e, Provest \
|
\

Reference numher|140045

Program |Request for funds |

Date and t'.'"e.;:|2014706—11 14:53 |

Close window
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5.13 Printing the form
After submitting the RE form, the user will need to print the form to obtain all required signatures.

1. After receiving the confirmation of submission, click on ‘Close Window’.
Confirm submission Eﬂ

Submission Successful

User account E-mail |eprovost@u0ttawa.ca

Name |Enj0|ie, Provost

Application number |140045

Reference number [140045

Program |Request for funds |

Date and time of
submission

[2014-06-11 14:53 |

| Print || Close wi ‘ow‘

2. This will bring the user to the section My Forms on the main page
3. Find the RE number that was just submitted, and double check that the Status is Submitted. To
print the form, click on the PDF icon in the RE Form Signature Pages column.

o g My forms
My forms
RE mlrﬂ:mm-ulm: | -Amr\d Mmmrm Last .F:rFm- HE Form
ke Title | date |Pesdine| Status | Faculty | Sponsor start Status | Update| Long skgnaturs
date Ve Pages

Yoar 2014/15

[Agency for

2007-03-09 | 2034-120 | o
13:43 | 01 ooupdl (VUG

143636 | fest

Print the PDF, sign, and submit to the research office of the appropriate Faculty to obtain required
signatures. The research office will then forward the signed form to the Research Management Services.

For any questions, or if the user is experiencing technical difficulties, please contact Research
Management Services at 613-562-5841 or at info-sgr-rms@uottawa.ca.
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