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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 
 

https://www.uottawa.ca/research-innovation/research-management-services/eawards
https://uottawa.evision.ca/uOttawa_eAwardsPortal/faces/jsp/login/login.jsp
https://uozone2.uottawa.ca/?language=en
mailto:info-sgr-rms@uottawa.ca
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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 affiliated 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: 
 

• Sign in as an Internal user  
o Internal user signifies all employees holding a uottawa.ca email account. 

• Sign in 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 

mailto:jsmith@uottawa.ca
mailto:jsmith@uottawa.ca
https://uozone2.uottawa.ca/?language=en
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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: 

 
 

2. Accept the Terms and Conditions: 

 

 
 

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

mailto:info-sgr-rms@uottawa.ca
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4. Select the user’s status under ‘Account creation reason’: 

 

 
 
 

5. Enter Exchange Username and Password (see section 2.1): 
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6. Click submit; The user will be directed to eAwards Create Account to complete their profile:

 
 

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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2. Read an accept the Terms and Conditions: 

 

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

 
 

4. Select the user’s status under ‘Account creation reason’: 
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5. Click submit; The user will be directed to eAwards Create Account to complete their profile: 
 

 
 

6. 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.  

 
 
 

4. Activity Details  
 
Once logged in, the user will see the following screen: 
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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: 
 

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

submitted). 

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

submitted). 

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

 

• CV (This section is not applicable at the moment. May be used for future developments). 
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5. Creation of RE Form 
 
To create a new RE form click on ‘Here’ found on the home page: 

 
5.1 Application 

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

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

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

 
 

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’: 
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2. Enter co-investigator’s email address and click on validate: 

 

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

 

Result: 
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4. It is 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: 

 

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

 
 

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

 
 

3. Click on ‘Save’ to keep the profile. 
Result: 
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4. It is 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: 

 
 

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

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

 
Result: 

 
 
*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. 
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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. 
 

 
 

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: 

 
 

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

 
 

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: 
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5. Once all information is entered, click on ‘Add Sponsor’. The Agency name will then appear in the 
search field: 
 

 
 

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

 
 

7. To enter the Start Date, the user must click on the ‘Calendar Widget’ and select a date: 
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8. End date will automatically be inserted: 

 
*Please note dates cannot be manually entered nor changed. 

 
9. Enter amount in dollars only: 

Example: $10,000.00 must be entered as 10000 (no dollar signs, commas, periods, nor 
cents). 

 
 

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

 
 

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

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

 
 

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

 

 
 

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

 
*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. 
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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. If none of the categories apply to the specific project, the user has the option to select ‘None of 
the Above’: 

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

 

 
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) 

 
 

Result: 

 

*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: 
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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: 

 
 

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. 
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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. 
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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: 

 
 

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: 

 
 

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

 
 

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

 
 

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.  
 

 
 
 

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.  

mailto:info-sgr-rms@uottawa.ca
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