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1. [bookmark: _Toc83067137][bookmark: _Toc131080677][bookmark: _Hlk83041214]USEFUL RESOURCES AND CONTACTS FOR GRANT APPLICATION ON ROMS

For general grants queries, please email Education Research Funding Programme Office (ERFPO) at grants@erfp.edu.sg.

For technical support on ROMS, please contact servicedesk@nie.edu.sg.

Please read the information on the grant call before applying. The grant call information can be found on the ERFP Website.

It is recommended that you submit your Expression Of Interest (EOI) in applying for the grant as early as possible. EOI submission is compulsory. 


NOTE:
It is recommended to use the below browsers in accessing ROMS. You may experience a slight layout and functionality issue if another browser is used.

· Microsoft Edge
· Mozilla Firefox
· Google Chrome


2. [bookmark: _Toc528773124][bookmark: _Toc131080678]GENERAL INFORMATION ON ROMS

Please review the document below to understand the basic field entry function of the system.




3. [bookmark: _Toc131080679]GRANT APPLICATION FORM FOR PRINCIPAL INVESTIGATOR (PI)

This section describes in detail how Principal Investigators (PIs) apply for Education Research Funding Programme (ERFP) grants – Programmatic research Proposal online through ROMS. 


3.1. [bookmark: _Toc307333109][bookmark: _Toc307402331][bookmark: _Toc307402393][bookmark: _Toc307402969][bookmark: _Toc307413861][bookmark: _Toc307413926][bookmark: _Toc307413988][bookmark: _Toc307414603][bookmark: _Toc307419085][bookmark: _Toc307419150][bookmark: _Toc336942422][bookmark: _Toc337044827][bookmark: _Toc337044849][bookmark: _Toc337045134][bookmark: _Toc337554863][bookmark: _Toc337554918][bookmark: _Toc337554949][bookmark: _Toc355888609][bookmark: _Toc355948486][bookmark: _Toc355966890][bookmark: _Toc401848410][bookmark: _Toc401848431][bookmark: _Toc402879386][bookmark: _Toc402879448][bookmark: _Toc402879605][bookmark: _Toc402879629][bookmark: _Toc402879816][bookmark: _Toc402880159][bookmark: _Toc451436664][bookmark: _Toc451439953][bookmark: _Toc451439977][bookmark: _Toc451440382][bookmark: _Grant_Application_Processes][bookmark: _Toc131080680]Grant Application Processes

Before we go into details on the steps to apply for a grant, it would be beneficial to understand the grant application process. Below is a general workflow of grant application.

[image: A picture containing timeline

Description automatically generated]


3.1. [bookmark: _Toc131080681]Sign-in to ROMS

To apply for ERFP grants, please go to ROMS at https://roms.nie.edu.sg. 

For NIE applicant, please use your NIE account credentials to sign in to ROMS. 

[bookmark: _Hlk83372478]For other Institute of Higher Learning (IHL) applicant, please use the email address registered and the password you had set with ROMS through your IHL Point Of Contact (POC) to sign in.


3.2. [bookmark: _Toc131080682]Principal Investigator (PI)’s Dashboard

[bookmark: _Hlk83130235]Once signed in, PI will be directed to their landing page which is termed as the Dashboard. The dashboard will consist of 3 to 4 sections in the form of the table depending on your role:

a. Available Grants 
This section indicates which grant is available for you to apply. 

b. Forms Requiring My Actions
This section informs you that the application needs you to act on it.

c. List of My Grant Application Forms
This section shows a historical record of all your applications plus the current application that is being processed. 

[image: Graphical user interface, application

Description automatically generated]


Note: 
· [bookmark: _Hlk83136311]To log out from the system, please click on the Sign Out link located on the top right hand of the system. This will be shown throughout the use of the system.

[image: ]

· All blue text in the dashboard is “clickable” and will direct you to the online forms.


3.3. [bookmark: _Toc131080683]Applying Grant

Go to the “Available Grants” portlet from your dashboard and click on “Apply to ERFP __ Grant Call Projects” that you intend to apply.

[image: ]







You will be directed to the application form as shown below:

[image: Graphical user interface, application, Word
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3.4. [bookmark: _Toc131080684]Filling out the Grant Application

[bookmark: _Hlk83130503]6 compulsory sections must be completed in the Education Research Funding Programme (ERFP) grant application for Programmatic research Proposal (PP).

a. Assign Sub-Project 
b. Section I. Project Overview – Note that some fields in this section are keyed in during the Expression of Interest, as explained below.
c. Section II. Project Team
d. Section III. Project Details
e. Section IV. Budget Planning
f. Section V. Declaration

Each of these is visible as a set of tabs:

[image: ]

Also available in the tabs is:

a. Full Main Research Proposal – This allows you to view and edit the entire application before submission.

Note:
· All sections in the application form have a User Guide and Instructions section. Please read the instruction carefully before filling out the form.

[image: A picture containing text
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3.4.1. [bookmark: _Toc131080685]Expression of Interest 

You must submit your Expression of Interest (EOI) (see details below) first before filling up the rest of the application form. You can edit/modified your form after the Expression of Interest at any point of time and save them as a draft before submission. You will not be allowed to submit a research proposal without a prior EOI.


This section is the start of the application form. Before you can move on to the main sections of the application, you are required to fill in the Project Overview section and submit it as your Expression of Interest to apply for a grant. Filling out this section will indicate your intention to submit a proposal and a request /proposal identification (ID) will be generated. For any follow-up action, please use the request/proposal ID to identify your application to the administrative staff.

The purpose of this step is to notify ERFPO on your Expression of Interest. It is recommended that you submit and record your Expression of Interest to apply for a grant in ROMS as early as possible. This will allow the ERFPO team to assist you in your application

Select Programmatic Research in ERFP Grant Category field to submit for EOI for Programmatic research Proposal (PP).

[image: Graphical user interface, application, Word

Description automatically generated]

Note:

· The selection for Type of Application (‘new’ or ‘resubmission’) cannot be changed after submission of the Expression of Interest. The PI would need to resubmit a new Expression of Interest if the grant type changes.


3.4.1.1. [bookmark: _Toc83067146][bookmark: _Toc131080686]Indication of Tier

The selection for Indication of Tier is mandatory for the EOI submission, the selection to choose from for Programmatic research Proposal is “Tier 3 (Programmatic Proposal)”.

3.4.1.2. [bookmark: _Toc131080687]Keywords

PI can choose 3 keywords from the selection list, with the 1st keyword selection mandatory. These keywords are based on the Education Resource Information Center (ERIC) thesaurus and identifiers. ERIC maintains a large-scale database which allows for indexing research across disciplines, themes and, most importantly, over time. These keywords are used by ERFPO to categorise PI’s study for reports and to support synthesis efforts. The keywords you use for publication and dissemination of your work (e.g. journal articles, book chapters, conference presentations) may be different.

[image: ]
To choose the keywords, please click on [[image: ]] to select the keyword you would like to use.

[image: ]
PI can also write in 2 keywords of your own choice as descriptors for your study.


3.4.1.3. [bookmark: _Toc131080688]Submit


Once you have completed the Project Overview/Expression of Interest, please click on submit button [[image: ]] to express your interest.

Once submitted,
· An application ID will be created for your application. The application ID will be displayed.

[image: Graphical user interface, text, application

Description automatically generated]
· An email will be sent to the grant owner and endorsing Reporting Officer, Director of Research (DoR) or equivalentthat you have submitted an intention to apply for a grant

· You can continue to fill in your application. For NIE applicant, yo ur delegated colleague can continue to assist in completing on behalf of you.

[bookmark: _Hlk83132697]Note:
· Save you work every now and then by clicking [[image: ]] on the upper right corner of the page.
· You can go back and forth between sections by using the available tabs above every page.

[image: ]


3.4.2 [bookmark: _Toc131080689]Assign Sub-Project

This section will focus on the creating the Sub-Project form and assigning the sub-project to sub-project PI. Click on [image: ] button. A new tab or window will be opened.

[image: Graphical user interface, text, application
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You can find the steps in creating sub-project in the User Guide and Instructions section.

Sub-Project details are displayed in the Programmatic Research Sub-Project Details table once created.

Refresh (click F5) the page if the sub-project link was not displayed. Sub-project form was created ONE at a time.

3.4.2. [bookmark: _Toc131080690]Section I. PROJECT OVERVIEW

This section is the start of the main section of the application form. Please fill in the necessary/additional information required in this section. Most fields are keyed in during expression of interest.

[image: Graphical user interface, text, application, email
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All fields that have [[image: ]] icon next to it will allow you to select a single or multiple selection

Single selection

Clicking on the [[image: ]] will open up a dialogue box. You can scroll the list of available options and click on the text to select.

· If you know your option, you can key in a search text in the provided field. This will quickly narrow down your options.

· To view all your options again just clear your search text.

[image: Graphical user interface, application, Word
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Multiple selections

· [bookmark: _Hlk83134313]Click on the [[image: ]] icon will open up a dialog box.

[image: Graphical user interface, text, application
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· [bookmark: _Hlk83134325]Click the value to select from the Available list and the value will be changed to the Selected list. Proceed to click “OK” to save the selection.

[image: Graphical user interface, text, application, email
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3.4.2.1. [bookmark: _Toc131080691]Printable Application Form

In the Printable Application Form section, you will be able to view the printable online form which has been customized for readability and will show the details of the entire application form.

[image: ]

This Printable Application Form section is available throughout the application. The form will show the content that you have keyed into the system. For example, if you have keyed in just the Project Overview section, then only records in the Project Overview section will be populated to the printable online form. The rest of the other sections in the printable online form will be empty.

[bookmark: _Hlk83134516]Note:
· Save your work now and then by clicking [[image: ]]on the upper right corner of the page.
· You can go back and forth between sections by using the available tabs above every page.

[image: ]

3.4.3. [bookmark: _Toc131080692]Section III. PROJECT TEAM

This section focuses on the project team that you will be proposing for your project. Add information on team members, the estimated hours of work per week on the project, their various roles, responsibilities and contributions to the project. Attach CVs.

This section consists of numerous table components. For the details on how to add a record to the table component, refer to Section 2 of this document.

[image: Graphical user interface, text, application

Description automatically generated]

[image: Graphical user interface, text, application, email

Description automatically generated]


3.4.3.1. [bookmark: _Toc131080693]Funded Research Undertaken by the PI in the last 5 years


For  all PIs, you will have to add in the Funded Research undertaken by you in the last 5 years. Please key in all columns including the Hrs Per Week on the Project column.

[image: Graphical user interface, text, application
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Hrs Per Wk on Project is referring to the number of hours undertaken by the PI during the course of the project.

For details on how to edit a record in table component refer to Section 2 of this document.


Note:
· Save your work now and then by clicking [[image: ]] on the upper right corner of the page.
· You can go back and forth between sections by using the available tabs above every page.

[image: ]


3.4.4. [bookmark: _Toc131080694]Section II. PROJECT DETAILS

In this section, fill in project details such as the project abstract, research methodology, research questions, objectives, and deliverables. 

For the details on how to add a record to the table component, refer to Section 2 of this document. 

[image: Graphical user interface, text, application
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For the project abstract, provide a clear summary of the project purpose, methodology, and outcomes/deliverables. Ideally, the abstract will also show how the proposed project links with the identified research priority areas.

Keywords should be chosen carefully to reflect the theme of the project and to include crucial concepts/constructs which identify and distinguish your project in relation to other research. Be careful of keywords which are too general (e.g. ‘teachers’) and do not help to distinguish your research project. Ideally, keywords are echoed in your title and/or abstract.

You can choose 3 keywords from the drop down menus. These keywords are based on the Education Resource Information Center (ERIC) thesaurus and identifiers. ERIC maintains a large-scale database which allows for indexing research across disciplines, themes and, most importantly, over time. These keywords are used by ERFPO to categorise your study for ERFPO reports and to support synthesis efforts. The keywords you use for publication and dissemination of your work (e.g. journal articles, book chapters, conference presentations) may be different.

You can also write in 2 keywords of your own choice as descriptors for your study.


Note:
· Save your work now and then by clicking [[image: ]] on the upper right corner of the page.
· You can go back and forth between sections by using the available tabs above every page.

[image: ]




3.4.5. [bookmark: _Toc131080695]Section IV. BUDGET PLANNING

This section records the budget that you require for the project. This is one of the most important sections of the application form. 

[image: Graphical user interface, text, application
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The budget for the project could consists of Human Resources Costs, Equipment Costs, Consumables Costs and Other Costs. There is an Institutional Indirect Research Costs which is 30% of the direct cost and is automatically calculated by the system and included in the Grand Total. 

For details on what are allowable under the various type of expenses, you may refer to the online Help in ROMS.

For details on how to add a record to the table in the various costs, please refer to Section 2 of this document.

[image: Graphical user interface, text, application, email
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3.4.5.1. [bookmark: _Toc131080696]Integrity and Accuracy of Computation

Due to the complexity of the budget planning section, there is a function to caution applicants if their calculations have issues. 

You can identify computation errors in Table 1: Summary of Research Grant Budget Requested as shown below. Note that the section will be updated only after you click on the [[image: ]] button.

[image: Table

Description automatically generated]


Note:
· Save your work now and then by clicking [[image: ]] on the upper right corner of the page.
· You can go back and forth between sections by using the available tabs above every page.

[image: ]
 
3.4.6. [bookmark: _Toc131080697]Section V. DECLARATION

This section records your declaration for the Personal Data Protection Act (PDPA) and Undertaking Statements. Select the necessary options in the declaration and undertaking statements sections.

[image: Graphical user interface, application, Word
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Note:
· Save your work now and then by clicking [[image: ]] on the upper right corner of the page.
· You can go back and forth between sections by using the available tabs above every page.

[image: ]


3.4.7. [bookmark: _Toc131080698]Full Main Programmatic Research Lead Proposal 

This is the final step before submission. This section allows you to view and edit the entire application before submission.

If you need to review the application section by section, please click on [[image: ]] button. For submission, please click on [[image: ]].

Note: 
Once you submit your application, you will not be able to make changes to your documents.

In this section a Lead PI can only submit his/her proposal.

[image: Graphical user interface, application, Word
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Complete your application by clicking the [[image: ]] button.

Some error scenarios that you might encounter after clicking the [[image: ]] button are:
· The reconfirmation page, this is an extra feature in ROMS to inform you that some required fields are not yet filled out. These fields should be filled to be able to submit your application successfully. Once completed click on [[image: ]] button on the lower right portion of the page.

[image: Graphical user interface, text, application

Description automatically generated]

· Error wherein after submission you’ll be rerouted back to the application form with the following message as shown below. This is an additional ROMS system checking required by the committee. You must comply with every item before you can submit your proposal.

[image: Graphical user interface, text, application, email

Description automatically generated] 


Once you have submitted successfully, it will be forwarded to your Reporting Officer, Director of Research (DoR) or equivalent for endorsement. 

Follow-up
The process described above is the first step in the grant application process. You may need to act upon your application in other steps of the process, e.g. ‘Evaluation’ and ‘Review’ (see section 3.1 – Grant Application Process). 

You may be requested to update your proposal and if your proposal is approved, you will be required to put up an updated budget (‘budget phasing’) with details of your budget planning for ERFPO record purposes.

Your acceptance of the grant offer will also be through the system if your proposal is approved.
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1. SUPPORT AND TIPS FOR ROMS 
 
 
For support on ROMS system please contact Service Desk at 67903033 or email at 
servicedesk@nie.edu.sg. 
 
 
NOTE: 
 
It is recommended to use the below browsers in accessing ROMS. You may experience a 
slight layout and functionality issue if another browser is used. 
 


• Microsoft Edge 
• Mozilla Firefox 
• Google Chrome 


 
This section provides a general guide for you to navigate in ROMS. 
 
 
2. GENERAL INFORMATION ON ROMS 
 


2.1 Sign-in to ROMS 
 


To sign in to ROMS please go to https://roms.nie.edu.sg.  
 


 
 
 
 
 
For NIE user 


 
Use your email ID for the Username and your email password for Password. 
 
For non-NIE user 
 



mailto:servicedesk@nie.edu.sg

https://roms.nie.edu.sg/





Use the email address and password registered with ROMS to sign in to ROMS. If you 
have forgotten the password, please kindly refer to the support information above for 
more assistance. 
 
To sign out from the system please click on the Sign Out link located on the top right 
hand of the system.  


 


 
 


2.2 Dashboard 
 


Once login you will be directed to a landing page. Each staff may have a different landing 
page depending on their role and security level in ROMS. The landing page is term as 
Dashboard. 
 


 
 
 
 
 







2.3 Buttons 
 


Below is some important button that you need to be aware of when filling up any on-line 
forms in ROMS. 


 


 
This is an important button that will initiate creation 
of a record and its id into ROMS. For example when 
a person fills up the initial section of a grant 
application they need to click on this button and a 
grant application id will be generated. With the 
creation of a record and its id, the person can 
always return to the record through the record id to 
edit or send a final submission. 


 


This button when click will save all your last entries 
to the form 


 


This button when click will clear all entries that you 
have keyed in. 


 
These buttons allow you to expand all section in a 
form or collapse all sections in a form. 


  These buttons allow you to expand a section in a 
form or collapse a section in a form. 


 


  


 


This is an action button that allow a user to move to 
other pages in the form or to perform certain task 
related process to the form 


 
This button is usually located next to a field, once 
click it will pop-up a listing dialogue box of available 
option for you to choose from. 


 


2.4 Help 
 
Every online form in ROMS will have a complete help section. This can be found at the 
right top corner of the form as shown below. 
 







 
 


Also input fields that may require further explanation will be mark with a help tag [ ]. 
Clicking this help tag will bring you directly to the help page that relate to the field. 


 


 


 


2.5 Status of Form 
 


ROMS allows you to know what process has been done on your form. For example, has 
your form been reviewed or approved. To know what stage your form is at in the 
workflow, please scroll to the Status section usually located at the end of the form and 


expand it by clicking the [ ]. 
 


 
 







2.6 Table Component 
 
Some of the section in the application form uses table component to allow a more 
organize manner of inputting list of records. E.g.  
 


 
 


Please click on [ ] to work on the table component. This will give you options to 
work on the table. E.g. 


 
 
Below in detail is the function of individual button in the table component.  


 
 


 


When click, it allows you to add records to the table component 


 When click, it will create a row in the table 


 
When click, it will delete the row that you have selected in the table 


 
When click, it will copy the row that you have selected in the table 


 When click, it will create a row in a table and populate the content of 


the row with the content that you have copy using the [ ] 
button 


 When click, it will move the row that you have selected 1 row above 


 
When click, it will move the row that you have selected 1 row below 


 


When click, it will prevent you from editing or adding record in the 
table component but instead it will display the content of the table in a 
presentable manner 







 At the table title it shows total number of entry(ies) 


 At the center bottom it shows the number of page shown 


 
At the right bottom it shows the number of entries shown in each page 


 
 


2.7 Add Document to the System 
 


Please click on [ ] to upload/add a document into the system. 
 


 
 


A dialogue box will appear as shown below. Click on [ ] to browse the 


location of your file and select it by selecting the file and click [ ] in the 
“Open” dialogue box. 
 
You can key in any description on the file in the “Description” field. Click on the [


] to complete the upload. 
 
  


 
 
 


 


1 


2 


3 







 
 
 


 
 
 


 


Notice once you click [ ] you will be brought back to you main page. Below is 
how the fields would look like once you add your document. 


 


 
 


Do note that at this point of time your document has not been stored in the system. You 


can replace it by clicking on [ ], this will bring you to the same upload dialogue 
box for you to choose a new document.  


To permanently store your document into the system you must click on [ ] in the 


application form or any action button (blue button) e.g. [ ]. 
 


Below is how the fields would look like once you your document is saved into the system. 
 


 
 
 


Click on [ ] will open a dialogue box as shown below. You are given the 
permission to delete the document if you still have the edit rights to do so. To do so just 


click on [ ]. This way you can also replace document that you have stored in 
to the system by deleting current document and adding a new one.  


 


Clicking the blue text will 
download the document. 


4 
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