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Access, log-in and password issues

How do | access RGMS?

How do | get a login/password for RGMS?

| have forgotten my password/l have entered mywaskincorrectly 3 times and the system tells meuY
cannot access your account because you have exicéed@mit of login attempts.”

| am a Research Administration Officer (or paradResearch Admin team) — can | access the system?
| have forgotten my username but have set my S€urestion. How do | retrieve it?

| have forgotten my username but have NOT set neyeS€uestion. How do | retrieve it?

| have forgotten my password but have set my Sé€auestion

I have forgotten my password but have NOT set nyreé@e&Question

What's the best browser to use to access RGMS?

| want to change my password. How should | do this?

How many instances of RGMS can | have open at iome?t

| want to change my secret question and answer ic@atidn. How should | do this?

My name/personal details have changed. How do algpRGMS?

The system is returning me to the log-in screennaltadick Save and | am losing data | have enterisdhis
because of a ‘time-out’ function?

How do | access RGMS?
The internet address for the RGMSvisvw.rgms.nhmrc.gov.auYou can also find a link at the RGMS
website:www.nhmrc.gov.au/grants/rgms/index.htm

How do | get a login/password for RGMS?
New users can request a new RGMS account usiriiyéve User Request’ link on the RGMS login page
www.rgms.nhmrc.gov.au

I have entered my password incorrectly 3 times anthe system tells me “You cannot access your account
because you have exceeded the limit of login attetsg

This means that you have been locked out of yocowatt. Please contact the Research Help Centeamaal
help@nhmrc.gov.aar by phone 1800 500 983 during business hours to have yaroumt unlocked.

| am a Research Administration Officer (or part of a Research Admin team) — can | access the

system?

The designated RAO from each Administering Instituthas been provided with a username and password
to RGMS. The NHMRC can also provide RGMS acceswoifer (1) additional RAO account from each
Administering Institution. This ‘Secondary RAO acot’ will have the same access, and will be able to
carry out the same functions as that of the prink&D. A request for a Secondary RAO account can be
sent via email tddelp@nhmrc.gov.aby the Primary RAO.

| have forgotten my username but have set my Secr&uestion. How do | retrieve it?
Please go to the RGMS login page and select thegtfien Username Request” link from the bottomtrigdnd
side and follow the prompts on-screen.

| have forgotten my username but have NOT set my $eet Question. How do | retrieve it?
Contact the Research Help Centre 1800 500 983 tmse secret question/answer, and to source ysemame.

I have forgotten my password but have set my Secr&uestion.
Please go to the RGMS login page and select thegtfien Password Request” link from the bottomtriggnd
side and follow the prompts on-screen
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| have forgotten my password but have NOT set my $eet Question.
Contact the Research Help Centre 1800 500 983 tmse secret question/answer, and to enable atcgsair
account.

What browsers can be used to access RGMS?

Most browsers are compatible with RGMS, howevemtlost reliable options are Internet Explorer 6.x or
Internet Explorer 7.x, or Firefox. The newest vensi of Safari/Internet Explorer and Chrome areyett
supported.

Operating System; Browser Name: Supported?

Windows Internet Explorer 5.5

Internet Explorer 6.0.2800 or better

Internet Explorer 7.0

Firefox 2.0 or better

Chrome/Safari 4/Internet Explorer 8

MAC Safari 2

Safari 3

Firefox 2.0 or better

Chrome/Safari 4

Linux Firefox 2.0 or better

XEXCEEXCCEL

Chrome/Safari 4

| want to change my password. How should | do this?

Select the ‘Change Password’ link on the RGMS Iagireerwww.rgms.nhmrc.gov.aand follow the
prompts on-screen.

Or, if you are already logged into RGMS, click tH®ME icon in the top right on the screen. Thenrfrihe
RGMS Welcome Page, look for the ‘Site Links’ segtin the top right area. Then click the ‘Change My
Password’ link.

Please do not use the Change Password sectioa Actiount Settings within RGMS to change your
password (the change will not be retained).

How many instances of RGMS can | have open at ongrte?

There are no restrictions to the number of RGM$&imses you have open at any one time. For exaiyqle,
may find this useful if you forget to log-off at yoinstitution and want to continue working on your
application at another location.

| want to change my secret question and answer conmation. How should | do this?
After logging into RGMS, look for the ‘Site Linksection in the top right area of the Welcome Screen
Then click the ‘Change My Secret Question/Answieik ind follow the prompts on-screen.

My name/personal details have changed. How do | upde RGMS?

Login to RGMS, and click the ‘Profile and CV’ lirtk update personal details stored in your profilgour
nameor email addres$iave changed, go to the RGMS Welcome Page (theége displayed after logging
in) and look for the ‘Site Links’ section in theptoight corner of the screen. Click the ‘Change AMgount
Details’ link and follow the prompts on screen.

Contact:Help@nhmrc.gov.au Page 3.af




The system is returning me to the log-in screen whd click Save and | am losing data | have entered.
Is this a ‘time-out’ function?

Yes. A security feature is present in the systechwaifl ‘time out' after approximately 30 minutes of
inactivity. RGMS will return you to the log in pagea the next click after the inactivity.

Unfortunately any data entered since the last thmesave button is pressed will usually be lostilg\his

is a useful security feature that will reduce tis& of unauthorised access of your account, weudgesst
you click 'Save' or 'Submit' if you will not be & in the system for any extended period of tifitas will
ensure you retain any data entered.

Alternatively, if you require an extended amountiofe, we suggest you prepare any answers offilirze
word processor and copy/paste the text into RGM® @nepared.

General operational issues

| am an RAO: why can't | see the ‘Applications’Kim the main menu?

After | log in, there is no Main Menu on the leftscreen? Where has it gone?

| have logged into the RGMS but | cannot tell haveommence a grant application. Where do | start?
The delete or submit button is not responding. Véhauld | do?

If | need additional help when using the systemowb | ask? Is there any way of getting basic etp
how to complete each question/field?

What is the difference between the SAVE and SUBKliTtons on each data entry screen?

How do | use the filters when putting in data?/Hiaovl find my organisation quickly from the list options
in the RGMS?

Can | share my computer with other RGMS users?

What effect does a blank mandatory field have orapplication?

| am an RAO: why can't | see the ‘Applications’ link in the main menu?

If you are an RAO, you will not initially see thApplications’ link on the left hand menu. ThisKiwill
appear immediately after an application has beeated and your institution is nominated as the
Administering Institution. Once the applicatiorcigated, you will be given ‘read’ access to thé ful
application and if the CIA has granted ‘edit’ accgou will be able to edit any part of those apgiimns.

After | login, there is no Main Menu on the left of screen? Where has it gone?

You may have accidentally toggled the Main Menu offis allows more room to complete the questians o
screen. To toggle the Main Menu back on, locatébthe circular buttons with white icons. These ape
towards the top-right of screen. Click the icont flbaks like a square with a heavy top.

| have logged into RGMS but | cannot tell how to commence a grant application. Where do | start?
Use the RGMS ‘How To’ Information sheet for stepdtgp instructions on starting an application.

If you are an RAO, you will not initially see thApplications’ link on the left hand menu. ThisKiwill
appear immediately after an application has beeated and your institution is nominated as the
Administering Institution. Once the applicatiorcigated, you will be given ‘read’ access to thé ful
application and if the CIA has granted ‘edit’ accgeu will be able to edit any part of those apgiimns.

The delete or submit button is not responding. Whashould | do?

This usually means that you are not using a corbleaititernet browser. See the question above dejail
the list of compatible/supported browsers.
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If I need additional help when using the system, widhdo | ask? Is there any way of getting basic help
with how to complete each question/field?

Tips for answering most questions are availabtbetop of each RGMS page under the section marked
‘Hints and Instructions’.

Additionally, RGMS: CAPA is available on each RGM&een by clicking the CAPA icon. CAPA will
demonstrate all aspects of completing the ProfWed@d completing and submitting an application.

If you require additional help with how to answegugestion, or about the policy of the program ymi a
applying for, use the contact details on the cafe¢he policy document.

If you require additional help with a system fadwr system error, contact the Research Help Ceiatre
email: Help@nhmrc.gov.au

What is the difference between the SAVE and SUBMIbuttons on each data entry screen?

In short, the SAVE button only (a) checks the datacreen for errors, and then (b) saves the didtacel.
The SUBMIT button (a) checks the data on screénsdbes the data entered, and then (c) exits thentu
page and returns you to the start of the procegssgmmenced.

Once you get used to the menu structure in RGM&thesfollowing guide to become familiar with the
Save/Submit functions:
If you can see a SubMenu to the left of screen, always wsSA&VE button, and then navigate to a new
section by clicking on one of the SubMenu links.
If you can’t see a SubMenu to the left of screen, always thekSUBMIT button as it will save your data
and then return you to the SubMenu.

[ | searen

Profile and CV Profile  ( Profile and CV: 5011320 )

Personal

Overview Properties Prulie CV | CheckList Processes

QOrganizer

bocountsstings

Personal Details
RGMS Address
Documentation & neton Time Out Function After 20 minutes of inactivity en RGME, vour seszion will be aute
Templates o = Please =ave frequently to prevent data loss.

iglds of Researc
Knowledge Store 3 P — . Click SAVE to save work and remain on this page. Click SUBMIT
RGMS Documentation SIS oK
Profile and CV Title  [--Select--] -
O D TTEs Post Nominal |
] SUB-MENU

How do | use the filters when putting in data?/Howdo | find my organisation quickly from the list of
options in the RGMS?

Long lists of options can be filtered to find theaet option you need. Simply enter a keyword,umded
by asterisks, and cligk FILTER.

For example, if you need to find ‘lung cancer’ frantong list of options, type *lung* in the filtdield and
click FILTER. This presents any option that featuiteng’ anywhere in the title.

For a visual demonstration of this process, seeéneonstration on the RGMS website:
www.nhmrc.gov.au/grants/rgms/index.htm

Can | share my computer with other RGMS Users?
Yes, but it is important that after each RGMS smgdihe user logs out of RGMS and closes all open
browsers.
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What effect does a blank ‘Mandatory Field” have ormy application?

If you try to save a page with a blank mandatoeidfia warning will appear informing you that ‘All
required fields need to be filled out’. If you thexit the screen all entered data will be lost.

Note: data entered into a mandatory field can te¥ed at a later date.

Formatting and style issues

Are there limits to how long my answers can besfame questions? How do | tell when | am near or ove
the character limit for those questions?

How do | use the date fields? How can | enter a tiat is older than the options available in theedirop
down lists?

In what format should | enter my phone number? Wiats an international number?

My university has its own postcode and thereforsulaurb. How do | enter its address?

Do Character limits include spaces?

Can bold text or italics be used in parts of theMBzsubmission?

How do I insert Greek characters into RGMS?

Are there limits to how long my answers can be fosome questions? How do | tell when | am near or
over the character limit for those questions?

The lengths of some responses in RGMS are restrigta particular character limit. For example, the
“Executive Summatyield in the CV is limited to 4000 charactersalfield has a character limit, it will be
displayed next to the field. NB: This characteritimcludes characters, spaces, punctuation, linaks,
paragraph breaks etc.

When you attempt to save a page that containdgdaviieh a character limit, the system will displag error
if the character limit has been exceeded. Younetd to reduce the text in the field and dick SPhagain
to continue.

You may wish to prepare your typed response fadtirelds in a word processing program (like ‘Mt
Word’) which can track how many characters havenbestten. You can then copy/paste the answer you
have prepared from the word processor, into the B@BId. NB: Any spaces, line breaks, paragraplakse
etc created in the word processor will be transfitacross to the RGMS text box and may exceed your
character limit.

How do | use the date fields? How can | enter a datthat is older than the options available in the ate
drop down lists?

Date fields can be populated by clicking the ‘Cdnicon next to each date field. This preserps:up
calendar. You can then select the month, yeareaadt date on the calendar.

Alternatively, you can simply type in the date lre tdate field in the following format: dd/mm/yyyyor
example, 1 March 1981 would be entered as: 01/@3/19

For a visual demonstration of this process, seelémeonstration on the RGMS website:
www.nhmrc.gov.au/grants/rgms/index.htm

In what format should | enter my phone number? Whatif it is an international number?
Enter phone numbers in the following format: 02 BZY¥77. If the number is an international numbetee
in the following format: +61 2 6217 7777.

My university has its own postcode and therefore neuburb. How do | enter its address?
Simply enter the university name in the suburldfielor you can enter ‘-* to indicate that no subisrb
needed in the address.
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Do character limits include spaces?
Yes, spaces between words, as well as specialatees@and line breaks are included in the chardiotér

Can bold text or italics be used in parts of the RGIS submission?
Formatting such as bold and italics is not suppboie RGMS. Capitalising text can be used if youhats
highlight specific text.

How do | insert Greek characters into RGMS?

To use Greek Characters in RGMS you will need st kitp://en.wikipedia.org/wiki/Greek _alphabet
In the second 'box' on the right hand side you sa# the Greek alphabetic characters.

Copying and pasting (Ctrl 'C' / CTRL 'V') these i@dters works well.

ie.
. Describe more fully - up to four of your research interests and/or areas of expertise. Thiz could include the key methodologies identified abowve, student
supervision and key publications. (2000 characters)

- |f&a Alpha Nv Mu Bp Beta =E Xi My Gamma Qo Omicron 48 Delta Nn Pi Ez Epsilon Pp Rho 2L Zeta Zog Sigma Hn Eta Tt Tau 88 -«
Theta Yu Upsilon It Iota $p Phi Kk Kappa Xx Chi AAh Lambda Yy Psi Mp Mu Qw Omega

CV and Profile issues

How can | tell how much of my Profile/CV has beempleted?

When | open some categories of the Profile/CV oplAgation, why is there only a ‘New’ &/or ‘Exit’
button?

Can | use the Back/Forward button in my Interneiviser when | access RGMS?

| selected (or a Cl at my institution) selected *kothe ‘RAO Edit Access?’ question when creatihg
application. The RAO now needs edit access. Howtltarbe changed?

When should I use the ‘Organiser’ and ‘Account i8gt’ options from the main menu, or the ‘Proce'sses
‘Audit’ tabs?

| am having trouble completing the extensive amadimformation in the ‘Profile & CV’ component of
RGMS. Do | have to complete it all?

If my actual place of work is different from Admatering Institution, where can | specify this in my
Profile?

Within my CV under NHMRC Research Funding, my ticeenmitment displays as 0.0 Hours/Week instead
of the time % | entered in my previous applications

Is Supervision of Honours and PhD students consitiéeaching load’?

Why does the CV include an Executive Summaryig itot used for any schemes?

How can | tell how much of my Profile/CV has beenampleted?

The ‘Profile/CV’ section includes a feature call€heck List’ This lists each Profile/CV section and
displays a tick or a cross to indicate which hagerbcompleted. Simply click th€heck List'tab in the
Profile/CV section. There will be some instancereha particular Profile/CV section is irrelevamsbme
users so no info can be entered. Therefore theklibigfor that section will stay as a red-cross.

This won't prevent you from proceeding any furtleersubmitting an application. It is simply thecealert
you to any blank section.

For a visual demonstration of this process, seeéneonstration on the RGMS website:
www.nhmrc.gov.au/grants/rgms/index.htm
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When | open some categories of the Profile/CV or Agication, why is there only a ‘New’ &/or ‘Exit’
button?

This indicates that the section you are in requimsto create one or more new records as a respons

For example, after clicking on the ‘Qualificatiors€ction of the CV, the screen lists the ‘Qualifimas,
Awards and Prizes’ heading, and thgn a NEW buttehead EXIT button. To enter a Qualification, Awards
or Prize, cIi button and then fill in tfields on screen. When finished, click fhe SAVEtbn,
and then the SUBMIT button to exit the section. Témord you created will be displayed, and you Haee
option to creatanotherrecord by clicking thg NE\W button, or EXIT whenihed.

For a visual demonstration of this process, seelémeonstration on the RGMS website:
www.nhmrc.gov.au/grants/rgms/index.htm

Can | use the Back/Forward button in my Internet Browser when | access RGMS?

The Back/Forward buttons are accessible while itMS(Ghowever, to ensure you retain all data you have
entered, it is recommended you use|the SAVE, EXIANCEL| and other navigation links within the
RGMS - instead of the Back/Forward buttons.

| selected (or a Cl at my institution) selected‘Noto the ‘Allow RAO Edit Access?’ question when
creating the application. The RAO now needs edit @ess. How can this be changed?

The CIA on the application should email a requesteip@nhmrc.gov.atequesting that the change be
made.

When should | use the ‘Organiser’ and ‘Account Sethgs’ options from the main menu, or the
‘Processes’ or ‘Audit’ tabs?

Each of these menu options may be utilised in &iac@mponents of RGMS, but at this stage they areno
use.

| am having trouble completing the extensive amoundf information in the ‘Profile & CV’ component

of RGMS. Do | have to complete it all?

When applying for a NHMRC funding scheme throughMR&sthe application automatically draws relevant
information from your Profile and CV within RGMS ifizrent funding schemes draw from different
sections of the Profile and CV. Also, informati@yuired in each section may be for a specified pereod
(eg last five years). The ‘CV Profile Required I8y Scheme’ document details what sections of tiodlE
and CV are to be completed for NHMRC funding schemighin RGMS and detail the time period
required. This can be sourced in the ‘Site Linlet®n (top right corner of the RGMS Welcome Pageh
the RGMS Knowledge Store.

If my actual place of work is different from my Administering Institution, where can | specify this in
my Profile?

If your actual place of work is different from yoAdministering Institution, you can enter more tloare
institution under the 'Institution’ section of ydemofile. Also when creating an application youl we asked
to enter your Administering institution (Where yarants are administered) and your Actual instituti
(where you will be carrying out the research).
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Within my CV under NHMRC Research Funding, my time commitment displays as 0.0 Hours/Week
instead of the time % | entered in my previous apptations.

NHMRC recently moved to recording commitment by tsoper week. You have the opportunity to enter
this information under the “workload” section ofyrdCV where it asks for your average hours per week
your NHMRC research load.

Previously, workload commitment was recorded agaash current and proposed grant application as a
portion of time. This is replaced by hours per veeRGMS. This information is being gathered to
ascertain the applicants’ capacity to carry ouirttesearch as a whole rather than grant by gRlease note
that NHMRC is not requiring a standardised numldronrs to be met. The hours entered should reflec
your commitment to your activities.

Is Supervision of Honours and PhD students consided ‘Teaching Load’?
Yes, this includes supervision of undergraduatepsiigraduate students. It is also recognisechinats
spent on teaching may overlap with research hparsicularly in relation to postgraduate supersio

Why does the CV include an Executive Summary if its not used for any schemes?
Some components of the CV have been added to pkople to export the information for alternate uses
some of these areas are not currently used by NHMR@ Executive Summary is an example of this.

CV and Profile - Publication issues

Why does it seem that RGMS asks for much the safoemation in multiple places in Part B Publicason
Papers & Reports?

How do | include publications that have been aa@fdr publication but not yet published?

How do | record the large number of journal reviewsch | complete each year?

How should | refer to my publications in charadierited text boxes?

How do | refer to my publications in my applicatigiven the limited space available?

Why does it seem that RGMS asks for much the sameformation in multiple places in Part B
Publications, Papers & Reports?

In Part B: Publications, Papers and Reports sed&emation on your:

* most relevant publications and

* most significant Papers, Reports and/or other Sagmt contributions relating to this application
There is an overlap between the information regumehese two fields. Applicants are advised @y
use the allocated number of characters in bottié total of 4,000 characters) to commentpmo eight
of the most significant publications that relateapplications for Fellowships and for Projects rioenber is
not prescribed. These free text fields can alsodeel to reference publications that are outsieleithe
periods designated for individual schemes.

For example Project Grant applications will hawsears of publications automatically drawn from theV.
Applicants may choose to include significant pudtticns prior to this period listed in Part Bublications,
Papers and Reports

How do | include publications that have been acceptl for publication but not yet published?

In the CV, Select the 'Accepted for Publicatiommldown and fill in the publication date and yesitlze
date accepted. When that publication has beenghdaliyou will need to re-enter that record and gbadhe
type of publication from Accepted for publicatiamwhatever type it is and change the year andtdate
reflect the actual publication date.
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How do | record the large number of journal reviewswhich | complete each year?

It is not required to specify exact numbers of wdlial reviews. In the Journal Review field, yoayn
record an estimated number of journal reviews cetegl for a particular journal over a specified pef
years e.g. from 01/01/1999 to 31/12/2009, 60 resitwNature.

How should | refer to my publications in characterlimited text boxes?

Each publication in the Track Record Snapshot Repitirbe given a number by RGMS to assist applisan
in referencing their publications. Applicants shibuse this number when referring to specific pedtions

in their application, particularly in text boxes ek characters are limited.

How do | refer to my publications in my application given the limited space available?

a) When referencing your publications in your agggiion, use the number shown under 'RefNo’ in the
Publications section of your Snapshot Report. Theésequential (running) number that appears in
Snapshot Reports which identifies your publications

b)  This number may change if you add further pations to your CV before you submit your
application. If you do add a publication, you wi#ed to re-run your Snapshot Report, identify any
RefNos that may have changed, and update referémtiesm in your application.

c) The RefNo is the number that will be seen bgsssient panels and will be 'locked' in place aadar
your application is concerned once it is submittedjour current application will not be affected b
updates to your CV that happen after it has bebmgted

Submitting an application

How can | tell when an application is consideretsabmitted’?

Which parts of my Profile/CV will be imported andad in the application | am submitting?

| am using the ‘Checklist’ in the ‘Profile and C@bmponent. | don’t have information to enter in gom
sections, but the Checkilist is still marking themtva red cross. Can | turn it off?

How can we enter details for other current or psgabapplications when details are not fully known?

How can | tell when an application is considered asubmitted’?

Select the ‘Applications’ link from the main memll applications available to you will be listed sareen.
The column on the far right displays the statuthefapplication — it is considered submitted whHendtatus
reads: “Submitted to NHMRC".

Which parts of my Profile/CV will be imported and used in the application | am submitting?

This depends on the grant you are applying for Deyelopment Grant, CRE Grant etc). You can use the
‘CV/Profile Information Required by Scheme’ docurhemdetermine which sections are used.

You can also use the ‘Snapshot Report’ functiovieav or printout a summary of your application. §hi
will show the sections that have been enteredhaapplication itself, as well as those that haaenb
imported from your Profile/CV. (ie. if there is aation left blank in the ‘Snapshot Report’, you slto
populate it via the application form, or your PkefCV to ensure it is completed.

| am using the ‘Checklist’ in the ‘Profile and CV’ component. | don’t have information to enter in
some sections, but the Checklist is still markinghem with a red cross. Can | turn it off?

The checklist is more of an alert to bring any klaactions to your attention. As you have seemgtil

be some instances where the section is irrelewanbsnfo can be entered and therefore the chéaekilils
stay as a red-cross.

There isn't any way of checking it off, but havimged-crossvon't prevent you from going any further, or
submitting an application. It is simply there teralyou to any blank section.
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How can we enter details for other current or propsed applications when details are not fully known?
Use the best information that you have availableréht applications should be fairly straight fordjeand
presumably if you are thinking of applying for otlggants in the near future (ie proposed applicatiyou
will have a basic idea of what it is you intendafaply for, and this information will be sufficierif.you do
have something under consideration (ie either eeatior proposed application) you should enterditails
and not leave blanks. If there's something you'ayehdecided upon (things in the ‘will | or wohapply'
category), don't enter anything.

Snapshot reports

How can | create a NEW snapshot report?

How are Snapshot Reports affected by updated irgoom, especially if | have concurrent (eg Felloipsh
Project) applications active?

How do | ensure that my journal reviews for thecsiped period are included in my Track Record sihaps
report?

How do | match references in my application to$imapshot Reports?

How can | create a NEW snapshot report?
1. Access the application by selecting the applicatitain your 'Application’ page
2. Inthe 'Properties' tab select the 'Request L&eapshot’ link
3. Select “Yes” from the drop down menu
4. Click the SAVE button.

How are Snapshot Reports affected by updated inforation, especially if | have concurrent (eg
Fellowship & Project) applications active?

Once an application is submitted, application detaie fixed at that point in time and Snapshotdrisp
(even if they are run after submission) for thailegation reflect this. Subsequent changes to your
CV/Profile will affect neither this application nds Snapshot reports. If you concurrently havetlaeo
NHMRC application that has not yet closed, it (&sdissociated Snapshot Reports) will be affecieany
changes to your CV, up until the time it is subedtt

As far as RGMS is concerned, your Fellowships @pgitbn and any Project, or other NHMRC application
that you have open at the same time, are entieglgrate entities. There is no connection betweem th
whatsoever; it is as if each is being prepared 8yfarent person, and each moves independentbugir
the various processes. Because of this, the SnbR&ports (and RefNos) that you use in a Fellowship
application may be different from those in a Prbfécant application, and you should not use defeois
the Snapshot Report for one application to referel®tails in a different application.

How do | ensure that my journal reviews for the speified period are included in my Track Record
snapshot report?

The Track Record will only draw across informatfona specified period of time which differs acreiss
funding schemes. Refer to the table availablaéénknowledge Store of RGMS.

In entering the Journal reviews (CV and Profile¥--€Journal Reviews), applicants need to provideas
date that is appropriate fort he scheme (i.e. withe last 5 or 10 years), otherwise the infornmatidl not
appear in the Snapshot report.

For example, if | am a Fellowship applicant wittOI@views for a journal over the last 11 years lagwter
a start date from 11 years ago, none of my reviewthat journal will appear on the Snapshot Repdite
start date must be from 10 years ago.

NHMRC recommends that applicants put journal revil@rmation start and end dates for each yeah®f t
specified period to avoid having to change theremtiformation every year and for every scheme.
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For example, a Career Development Award applicatibich draws across data from the past 5 years, for
the year 2005, enter a start date of 1 Jan 200&r, #re approximate number of journal reviews utaken
that year, then enter an end date of 31 Dec 26@&peat this process each year thereafter.

How do | match references in my application to th&Snapshot Reports?

Applicants should check theinal Snapshot Report to ensure that, when referringptabéication by

number in their application, they are referringhe correct publication number. It is recommentied the
free text fields in Part BPublications, Papers & Reporis completed once applicants are confident that no
changes/additions will be made to the publicatigmied in their CV
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