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Introduction

This document is a guide for evaluators endewers using the EPA Grant Management and
Application Portal. It describes the functionality amdrfaces of the prtal to evaluators and
reviewersevaluating proposals, reviewing reports gadticipatingin steering committees for
projects funded byhe EPAThe system can be accessed using the following link:
https://epa.smartsimple.ie/s_Login.jsp

Please read this document carefully prior to using the EPA i3amaigementind ApplicationPortd.

This document does not replace, but is complimentary to the:

EPA Research Terms and Conditions for Support of GrantsAward

EPA Research Guide for Applicants

EPA Research Guide for Grantees

EPA Research Call Technical Description Documents

9t !Onléne Grant Management and Application Parf@egistration & General User Notes

ahrwnpRE

The above documents are availabdedownload from the Portal dhe EPA websiteMyvw.epa.ig.
Enabling Popips

Please ensure that yolnrowser settings permit popips from the web site address displayed by the
9t ! Qa DNI yd al yl 3SYS itps:/lepaRmartsidinle.i/© Logidj®y t 2NLFf o

IMPORTANTT you do not enable pepps when logged on to EB&ant Management and
Application Portakomefunctions will appear not to work because the associatedypowindows
cannot be displayed.

More Information

For further information and assistance with the EPA GriamagementndApplicationPortal,
please contactiesearch@epa.ie

Disclaimer

Although every effort has been made to ensure the accuracy of the material contained in this User
Guide, complete accuracgrmnot be guaranteed. The Environmental Protection Agency does not

accept any responsibility whatsoever for loss or damage occasioned or damages claimed to have been
occasioned, in part or in full, as a consequence of any person acting, or refrainingtingmas a

result of a matter contained in this document.


https://epa.smartsimple.ie/s_Login.jsp
http://www.epa.ie/
https://epa.smartsimple.ie/s_Login.jsp
mailto:research@epa.ie
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Evaluator FunctionsOverview

The purpose of the evaluation process is to ensure that all proposals are assessed in a fair and
transparent mannerand that the best and most suitable proposals are selected for funding.

Proposals aressigned to evaluators followingpeeliminarygeneral eligibility/suitability check caii
out by the EPA Research Ted@roposals are evaluated based on the scientific and technical quality,
as well as relevance to environmental research needs andipsgori

IMPORTANProposals and evaluatiomaist notbe circulated outside of the EPA Grant
Management and Application Portaider any circumstances.

Relevant Documentation

Before you begin the process of evaluating the proposal(s) assigned please, read the relevant
call documentation, which can be found tie EPA websitevivw.epa.ig or by clicking on the Guides
link in the header bar when logged into tBBA Grant Management and Application Portal

Thesedocuments include:

1 TheapplicableTechnical Description ftine call for proposals
1 TheapplicableTerms & Conditions document

1 EPA Reseeh Guide for Applicants

1 EPA Research Guide for Grantees

Video Tutorial for Evaluators

For further guidance anddemonstration of the evaluation process please refer taBvauators
Guide Video Tutorialvhich can be accessed via Wideo Tutorials link the header bar at the top of
the screen wheryou arelogged into the Portal.

Evaluation Steps

You will recere an autegenerated email from donotreply@epa.ie for each proposal that has been
assigned to you for evaluatioithe evaluation process includes several steps:

Completing the Declaration of Confidetity and Conflict of Interest
Reviewing the proposa

Completing théevaluation Form

Consensus (viemail or phone) where required

P w PR

User Guide for Evaluators and ReviewdPagel
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Evaluation Criteria
Applicationsare assessedsingpre-defined evaluation criteria.

BEvaluation criteria and weightings may be revised periodically, therefore it is essential to refer to the
description and marks availatia the online Evaluation Form and Call documentation.

Projectbased Award Proposals

Criterion TotalMarks %of Overall
Available  Score

Literature Review 100 10%
Pressures, Policy, Solutions 150 15%
Objectivestargetsand impactsdetailed workpackages, risk and 300 30%
contingencies

Communication 150 15%
Project management and project team 150 15%
Appropriatenessf resource allocation 150 15%
TOTALS: 1,000 100%

Research Fellowships Proposals

Criterion TotalMarks % of Overall
Available  Score
Literature Review. Pressures, Policy, Solutions 200 20%
Objectives and targets, detailed weplickages, risk and contingencig 300 30%
Academic background, work experience and training 200 20%
Communication 100 10%
Project management and project team 150 15%
Appropriateness of Resource Allocation 50 5%
TOTALS: 1,000 100%

User Guide for Evaluators and ReviewdPage?
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Green EnterprisBrogramme Proposals

Criterion TotalMarks % of Overall
Available  Score

Technical Quality: objectives, approaches and work packages 300 30%
Relevance to theall topic areas and to the principles of the Green 200 20%
Enterprise programme

Scalability for widespread implementation and /or transferability 200 20%
potential across sectors

Technical expertise and project management capability of the tea 200 20%
Costing and value for money 100 10%
TOTALS: 1,000 100%

RatingSystem

Proposals should address at least one of the topic areas Trettimical Descriptiddbocument and
aremarked on a scale of 0 to 1,000. Tatngs availabléor eachevaluationcriterionare as follows:

Option Score (% of Description

Marks Available)

Poor <20% The criterion is inadequately addressed or there are serious
inherent weaknesses

Fair 20%- 39% The proposal broadly addresses the criterion but there are
significant weaknesses

Good 40%- 59% The proposal addressed the criterion well but with several
shortcomings

Very Good 60%- 79% The proposal addresses the criterion very well but wiimall
number of shortcomings

Excellent 80%- 100% | The proposal successfully addresses all relevant aspects of th
criterion, any shortcomings are minor

Thresholds

To proceed to the second stage of the evaluation process and be considered for fungiogals
must:

1 Achieve a minimuraverageof 40% in each evaluation criterion (i.e. average across all
individual evaluation forms)

1 Achieve a minimum average total score of'7D000 marks (i.e. average based on the overall
total score from all individualaluation forms)

1 For proposals submitted under the Green Enterprise Programme a minimum average total $80raust
be achieved.

User Guide for Evaluators and ReviewgPage3
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When you first Log intthe EPA Grant Management and Application Pgdalwill see your Home pagdick on theMy Evaluations link header bar at the

top of the screero access the Evaluators section:

e
CPQAResearch

st . Wi - Sestairabily

Home

My Profile  Change My Password @ Privacy & Security  Alice Tickband~ M)

My Evaluations | My Reviews Meetings Invoice Templates Guides+  Video Tutorials

& Hi Alice. Welcome to the Evaluator/Reviewer Workbench +

The tabs in the sections below will allow you to easily navigate around the portal and present you with the information you require of that step in the process.
By clicking on the My Evaluations link above, you can:
= Complete and submit your Conflict of Interest and Confidentiality forms
= Create and submit evaluations for applications you have been assigned to
= View your submitted evaluations
By clicking on the My Reviews link above, you can:
= Create and submit reviews on the Final Repert({s) and Technical Progress Reporta (TPRs) which you have been assigned to you (in the My Pending Reviews section)
= View your submitted reviews (in the My Submitted Reviews section)
= Complete your recommendation as the Lead Reviewer (in the Ongoing Reviews for Lead Reviewer section)
By clicking on the Meetings link above, you can:
= View details of project Steering Committee meetings which you have bean assigned to
= Download the mesting Agenda and related documentation
= Upload documents related 1o the meeting
If you have any questions please click this link to contact EPA research staff, or click on the Guides link above to view User Guides.

MNEW - video tutorials are available. Click on the link in the top right-hand corner of the header bar.

Follow EPA Research on:

m Linkedln E ResearchGate

Shortcuts

L | Contact Staff

Contact EPA Staff

ﬂ Twitter

E Newsletter

User Guide for Evaluators and ReviewdPaget
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The following page wilhen be displayed; locate theMy Evaluations sectionTheConflicts of Interest tatvill be selected by default:

il My Profile  Change My Password @ Privacy & Security ) Alice Tickband~ M)
CPQResearch
S et Sty Home | My Evaluations | My Reviews Meetings Invoice Templates Guides=  Video Tutorials

© Instructions +

Complete the following steps below for each proposal to which you have been assigned to.

Step 1 Conflicts of Interest: Read and complete the Declaration of Confidentiality and Conflict of Interest From in the "Conflicts of Interest” section.

Step 2 Create New Evaluation: Click on "View" and view the proposals to which you have been assigned to. Click on "Create Evaluation” to access and complete your Evaluation Form for each.
Step 3 Draft Evaluations: View and Edit you Draft Evaluation Forms for each proposal.

Step 4 Submitted Evaluations: View and print your completed Evaluation Forms for each proposal to which you have been assigned 1o.

MEW - video tutorials are available. Click on the link in the top right-hand comer of the header bar.

My Evaluations L
| CONFLICTS OF INTEREST | CREATE NEW EVALUATION ~ DRAFT EVALUATIONS  SUBMITTED EVALUATIONS

Below you will find your conflict of interest declaration.

Conflicts of Interest

Application Applicant Institution Confidentiality and Conflict Form Status
1  STRIVE- Project Based Awards Sent for Evaluation
2  STRIVE- Project Based Awards Sent for Evaluation
-

User Guide for Evaluators and ReviewdPageb
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Declaration of Confidentiality and Conflict of Interest

Before you can begin evaluating a proposal you carsplete theConfidentiality and Conflict of
Interest form

Scroll to theMy Evaluationsectionand select the&Conflicts ofnteresttab. You will see a list of
proposaldor which you have yet to complete a conflict of interest declaration

Open anctcomplete the Confidentiality and Conflict of Interiestn for each proposal assigned to you
by clicking on th®etailsbutton:

My Evaluations
CONFLICTS OF INTEREST|  CREATE NEW EVALUATION ~ DRAFT EVALUATIONS  SUBMITTED EVALUATIONS

Below you will find your conflict of interest declaration

Conflicts of Interest

Application Applicant Institution Confidentiality and Conflict Form

1 STRIVE - Project Based Awards
2  STRIVE- Project Based Awards

Details of the proposal, including the name of the project coordinator and participants, a short
summary of the proposed resear@md the expected outputs of the project will now open in a new
pop-up window:

CONFLICT OF INTEREST

Flaase tick where appropriste:

RO CONFLICT

gaclare that | hawa not suomitted, nor am |, ta my knowiedge, drectly or indrectly Invalved In any propoeal ELBmittad for evaluation undar the ERA Research Programme 2014-2020.

POTENTIAL CONFLICT

geclare that my particlpation In tha evaluation of the following ropesal(s) could create elher a direst or an Indirect conflizt of Inferest.

If in conflict, provide details of your reason why there is a conflict of interest

Raason for Confilct of intsrest

DECLARATION OF CONFIDENTIALITY

Wil INformm fne ERA If | have colaborated with tne propassl partcipants WIsin tha |Sst faur y2ars of 3ctad 35 thesls of post-10storal EUPENISar of any of tha reseantners. (f you beleve that you
could nevarthaless provide an objective raview d2sphe pravious callsborstions or current collabaratons on other toplcs, plesss siate Tie sbave)

Undersks 10 Inform the ELaf of tha SRA Ressarcn Programms Immdiatzly If | 2caver any confict of Intarss?, drect ar Indiract, weth 3ny propasal hat | 3m 3sKed 10 Svalate of which |5 the

EUDJEcT of discuselon In any avaluation maetng 31 which | am presant.

Mama: Date: Emall:

User Guide for Evaluators and ReviewdPageb
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Complete the declaration by ticking tappropriateboxes. If you have identified a conflict, please
provide details in th®eason for Conflict of Interesixt box.

NB Your name, the date and your email address will complete automatically when you save and

submit the form.

CONFLICT DECEBE you declare a Conflict of Interest in relation to a proposal, you will not
able tocomplete the evaluation and the detailsthe proposalvill be removed fronyour
workbench If you are in doubas to whether you have a conflict of interest gaeconsultyour
EPA Research contact before completing the form.

When you click on th8avebutton the following popup message will appearclick on theOKbutton
to clear the message:

Declaration of Conflict of Interest & Confidentiality successfully
submitted - You have now full visibility of the applications for review,
Please close the Conflict of Interest & Confidentiality form. To view the
proposal & complete your evaluation form, please check the

Application Type & click on the relevant Icon in the portal.

Creating and Completing titgvaluation Form

Havingcompleted the Declaration of Confidentiality and Conflict of Interest form, you can now access
the full proposal by clicking on tk@¥eate New Evaluatidab in the My Evaluations sectioflicking
on theViewbutton will open a new windowisplayingletais of the proposal which can be
downloaded in PDF format:

My Evaluations

EVALUATIONS SUBMITTED EVALUATIONS

CONFLICTS OF INTEREST

CREATE NEW EVALUATION DRAF’

Below you will find applications you have not created any evaluation forms for yat.

Create New Evaluation

Application Type Proposal Number Applicant Application Status View Application Form Create Evaluation

STRIVE - Project Based Awards Sent for Evaluation View Create Evaluation

User Guide for Evaluators and ReviewgPager



=3
CPUAResearch

Climate - Water - Sustainability

Exampld?DF of proposal:

2D
CPQResearch

Climate - '."m‘l:f SL_:-1ainabilit'.-'

EPA Research Programme 2014-2020
Project Based Awards
Project
Call Deadline: 201B-06-27 17:00:00

Organisation Approval

20 07
Deadling: 0 6-07-06 17:00:00

Submission Dale: ZRADE/2018

Propgosal Number:

Created Date: 23052018

Fillar: Sustainability

Sub Pillar: Health and well being

Project Overview
Call Topic Reference: Sustainability 2018 - Project B
Project Type: Desk Study

Project Title:

Privject AcfoRym:

Keywords:
Please provide mazimum 10 keywords which describe sccurately your proposed research by

chcking on the OPEN button below and then chicking on the + button

IMPORTANTProposal details can be downloaded forliok use, bumust notbe circulated
outside of the EPA Grant Management and Application Rmder anycircumstances.

To begin theevaluationclick on theCreate Evaluatiobutton at the end of the row:

My Evaluations

CREATE NEW EVALUATION

Below you will find spplications you have not created any evalustion forms for yet.

CONFLICTS OF INTEREST DRAFT EVALUATIONS SUBMITTED EVALUATIONS

Create New Evaluation

Application Type Proposal Number Applicant Application Status View Application Form Create Evaluation

STRIVE - Project Based Awards Sent for Evaluation View Create Evaluation

User Guide for Evaluators and ReviewdPaged
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This will open th&valuation Activitythe project details and yowwn details appear itop sections
of the form under the headings ProjectaBvaluator Detailas seen in the example below.

Please note that this form is NOT viewable by the applicant at any stage of the process.

New Activity

Proposal Number:

Activity Type: Evaluation - Project Evaluation Form
Status:

Updated By:

E Project

Project Title: 19
Lead Organisation:
Project Go-ordinator:

Proposal Reference
Number:

B Evaluator Details

Evaluator Name: Alice Tickband

As an alternative to the PDF download of the proposal details;gn use th@©ptionsbutton to
enableSplitScreen mode this will enable you to view the proposal details on theHafid side of
the screen whilst completing thevaluation Forron the righthand side of the screen.

To enable Split Screemode,click on the Options button and sel&how Gran

=
CPQResearch

& Tools

Show Grant

User Guide for Evaluators and ReviewgPaged
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My Profile  Change My Password @ Privacy & Security ) Alice Tickband~ M

Home My Evaluations My Reviews Meetings  Invoice Templates Guides »  Video Tutorials

>
epQRescarc

=2 | Proposal Details |

? 5093

GENERAL PROJECT

Print Preview:
Call Deadline:
2018-06-27 17:00:00
Organisation Approval Deadline:
2018-07-06 17:00:00
Submission Date:

28/06/2018

Proposal Number:

Created Date:
23/05/2018
Pillar:

Sustainability

MEXT »

-

New Activity

G rent

Proposal Number:
Activity Type:
Status:

Updated By:

B Project

| Evaluation Form |

Evaluation - Project Evaluation Form
Create Date:  03/03/2019

Last Modified:

Project Title:

Lead Organisation:
Project Co-ordinator:

Proposal Reference
Number:

B Evaluator Details

Evaluator Name:

Alice Tickband

[Coweom | sane |
,

1) Proposal Detail€lick on thd®rojectTabto view full details of the proposal, access the Project Description Document and the Budget Dstails

the scroll barX) to moveup and down through the proposal details.

2) Evaluation Formmuse the scroll ba2) to move to each of the evaluation criteria, complete your comments and seleetitige

User Guide for Evaluators and Reviewd?agelO
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To close the Split Screen mode, click on the options buttoseladtHide Granfrom the dropdown
list¢ your view will then return to the single screen mode showindetreduation Forronly:

)
GpPQResearch

iate - Wanes - Sunsainabiltty

G & Tools

Print Preview:

Call Deadline:

JECT

Scroll dowrthroughthe Evaluation Forrto view and complete each of the evaluation criteria. An
explanation of theatingsis given under the headi@escription For each criteria you will need to:

a) Add your comments (maximum of 100 words)

b) Choose aatingby selecting from the options available in the ddmvn box

B Evaluation

Literature Review

Rating: Description:

Poor Unfamiliar with relevant literature, environmental issues and current R&D.

Fair Limited evidence of familiarity with relevant literature, environmental issues / current R&D.
Good Familizr in nearly all aspects of relevant, literature, environmental issues / current RE&D.
Very Good Strong understanding of relevant literature, environmental issues ( current R&D.

Excellent

Excellent understanding of relevant literature, environmental issues [ current RED.

I * Evaluator Comments: I

100 words left

* Rating: v /

Click theSave Drafbutton regularlyat the botom of the evaluation fronto ensure that the
information entered is saved.

User Guide for Evaluators and ReviewdPagell
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Each time you click on Save Draft the view will default tGéneral Tab To continue completing the
Evaluation Forralick on theActivity tab

G =

GENERAL ACTIVITY

Proposal Number:
Activity Type:  Evaluation - Project Evaluation Form
Status:  Draft

Updated By:  Alice Tickband L

When you have entered yocomments under eadatriterionyou will need tawomplete theOverall
Commentgext box in the summary sectigvhich is located towards the bottom of the foghis
box is compulsory ariited to 200 words

The comments in thisection will form the basis of the feedback provided to the applicant. Th
comments recorded must give sufficient and clear reasons for the marks and, if appropriate
recommendation for modifications to the proposal should it be retained for negatiatio
Comments should address all evaluation criteria (the examghe following imageelates to
Project Based Awards).

B Overall Comments & Recommendations

Overall Mark (0-1000): 0

This Section will farm the basis of the fesdback provided to the applicant

The comments recorded must give sufficient and clear reasons for the marks and if, appropriate, any recommendations for
medifications to the proposal, should the proposal be retained for negotiation.

Comments provided here should cover all evaluation criteria:

Literature Review.

Pressures, Policy, Solutions.

Objectives and 1argets, detailed work-packages, risk and contingencies.
Cornmunication.

Project management and project team.

Appropriateness of resource allocation.

* Owerall Comments:

200 words left

User Guide for Evaluators and ReviewdPagel 2
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TheRecommendatioand Commentfields will autepopulate wherthe form has been submittednd
will bebased on theatingselectedfor eachcriterion

Recommendation

(autopopulates):

Comment

(autopopulates):

Savingand Submittingthe Evaluation Form

You can save the information you have entered orEtfeduation Formsoften as necessagyior to
submission by clicking ti8ave Drafbutton.

If you need to exit the evaluation formefore it has been fully completedy canreturn toyour draft
form by clicking on th®raft Evaluationtab in the My Evaluationsection This tab will display a list of
Evaluation Forsiwhich you have started but not yet completed and submitelickon theOpen
button at the end of the row to return to your drdfvaluation Form

My Evaluations

CONFLICTS OF INTEREST CREATE NEW EVALUATION DRAFT EVALUATIONS SUBMITTED EVALUATIONS

Draft Evaluations
Evaluation Type Applicant Status Project Code Grant Type Organisation Edit
Evaluation - Project Evaluation Form Draft STRIVE - Project Based Awards —_— m

Whenyou are satisfied that thEvaluation Forrsfully completed click on theSubmitbutton at the
bottom of theform.

GEMNERAL ACTIVITY

Comments provided here should cover all evaluation criteria:

Literature Review.

Pressures, Policy, Solutions.

Objectives and targets, detailed work-packages, risk and contingancies.
Communication.

Project management and project team.

Appropriateness of resource allocation.

* Overall Comments: | Test overall comments -

196 words left

Recommendation

(autopopulates):

Comment

(autopopulates):

< BACK

Csveon | sans |

User Guide for Evaluators and ReviewdPagel3




=3
CPUAResearch

Climate - Water - Sustainability

All text fields and drepown boxes on th&valuation Form are compulsory and must be completed
if you have not completed a field or selected a rafiimgeach criterionpne of the followingvarning
message will appear:

Hey Alice Hey Alice

Rating cannot be empty. Evaluator Comments cannot be empty

Clicking on th®Kbutton will close the messagghe field ordrop-down box which needs to be
completed will now be highlighted on the evaluation form

* Evaluator Comments: | Test comments for evaluation criteria

95 words left

* Rating: v

When the form has been fully completed, clicking onStbmitbutton will generate a confirmation
message to notify you the form was successfully submittedoritmue evaluating any further
proposals click on thily Evaluationinkin the header baand repeat the steps above

2 My Profile  Change My Password & Privacy & Security
CPQResearch
Sl Wl Seutaboabiy Home | My Evaluationsl My Reviews Meetings Invoice Templates

—

Thank You

You have successfully submitted your completed form.

View your submitted Evaluation Forms

You can view the list of your submitted evaluationscrolling to théMy Evaluationsectionand
selecting theSubmitted Evaluatiortab.

You can no longer edit the evaluation, however you can view details by clickindPgimtFerm
button at the end of the row.

My Evaluations

CONFLICTS OF INTEREST ~ CREATE NEW EVALUATION DRAFT EVALUATIONS | SUBMITTED EVALUATIONS

1of1 <
Submitted Evaluations
Evaluation Type Applicant Status Project Code Grant Type Organisation View
Evaluation - Project Evaluation Form Submitted STRIVE - Project Based Awards _’,

User Guide for Evaluators and Reviewdpagel4
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Reviewer FunctionsOverview

Grantees are required to submit reports throughout the lifetime ofpitogect, and on completion of
the project. These reports are reviewed and feedback is provided to Grantees as applicable. The
reports which are available on the Reviewer portal afelksvs:

Technical Progress Reports (TPRBIRs are interim progress reports which are submitted twice yearly
andwhichshould clearly detail the technical progress of the project. Any difficulties arising should
also be reported together with the actis planned to overcome these difficulties.

Final ReportsThe EPA requires the principal investigator to submit a draft Final Report to describe the
objectives, methodologies, outcomes, etc. of the research.

Synthesis Reports the Final Repoiis lorger than 75 pagesr deemed to be highly technical draft
Synthesis Report (280 pages), providing an overview of the woiky alsdoe required

Policy BriefSOn completion of a project a policy bwefl be preparedy the principal investigator,
which will be used to disseminate the findings of the research with key stakeholders.

Reports (both interim and finadye assigned teeviewers with technical expertise/knowledge of the
project for comment and feedback to the author(s). The review psoioe all reports is conducted
using the EPA Grant Management and Application Portal.

IMPORTANTReports and reviewaust notbe circulated outside of the EPA Grant Managemen
and Application Portainder any circumstances.

Relevant Documentation

When reviewing a repothat has been assigned to you, it may be usefidr to the following
documentation which can be found on the EPA websiter(.epa.id:

9 The Technical Description for the relevant call for prdposa

1 The relevant Terms & Conditions document:
o0 Terms and Conditions of Grant Awards for Projects
0 Terms and Conditions of Grant Awards for Projects for Doctoral Scholarships
o0 Terms and Conditions of Grant Awards for Projects for Masters Scholarships

o0 Terms andConditions of Grant Awards for Projects for the Green Enterprise
Programme

1 EPA Research Guide for Applicants
9 EPA Research Guide for Grantees

For further guidance and a demonstration of the final report review process please refer to {
Lead ReviewideoTutorialand theAdditional Reviewerideo Tutoriad which can be accessed vi:
the Video Tutorials link the header bar at the top of the screen.

User Guide for Evaluators and ReviewdPagels
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Reviewers Section

To access thReviewers section, log on to the EB¥ant Management and Application Portal and click oiMjyh&®eviewdinkin the header bar at the top of
the screen:

%pa h My Profile  Change My Password @ Privacy & Security  Alice Tickband~ M)
Researc

Chrus - Wais - Sestainabiley Home My Evaluation

& Hi Alice. Welcome to the Evaluator/Reviewer Workbench +

The tabs in the sections below will allow you to easily navigate around the portal and present you with the information you require of that step in the process.

Meetings  Invoice Templates Guides~=  Video Tutorials

By clicking on the My Evaluations link above, you can:
= Complete and submit your Conflict of Interest and Confidentiality forms
= Create and submit evaluations for applications you have been assigned to
= View your submitted evaluations
By clicking on the My Reviews link above, you can:
= Create and submit reviews on the Final Repert({s) and Technical Progress Reporta (TPRs) which you have been assigned to you (in the My Pending Reviews section)
= View your submitted reviews (in the My Submitted Reviews section)
= Complete your recommendation as the Lead Reviewer (in the Ongoing Reviews for Lead Reviewer section)
By clicking on the Meetings link above, you can:
= View details of project Steering Committee meetings which you have bean assigned to
= Download the mesting Agenda and related documentation
= Upload documents related 1o the meeting
If you have any questions please click this link to contact EPA research staff, or click on the Guides link above to view User Guides.

MNEW - video tutorials are available. Click on the link in the top right-hand corner of the header bar.

Follow EPA Research on:

m Linkedln Eﬂ ResearchGate D Twitter E Newsletter

Shortcuts +

L | Contact Staff

Contact EPA Staff
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8 Instructions +

The My Pending Revizws Section is used to:
* Faviaw s Technicel Prograss Sepor (Galect The Tachnicsd FDCI_ESER&D'U’S-W’.-"'E: m

® Eawiawia Final o Zyihesk FE0on (Foiad Ta Fndl Fepariztaz
= Badawa Dlssemingtion Rapert (TRR] (sekast the Dizsamination Sapart (TER) 1as)

The My Submittec Reviews Section is used oo
+  Wiaw 2 compictac Tachnloal Prograss Raport (TP] raviea {ssiact tha pansl Technical Prograss Rapart (TOR) ta)
Wi & coktas TIngl Ragert or Symthass Fapen rvke (Sec: e Pl Sapartatas)
VN & ORI & Dlsseminaton Raport (TRR) Rviaw (sikct tha Dissaminadon Rapart (TPR) taz)
The Ongoang Reviews for Lead Reviewer Section:
Used by Lead (Primary) Reviawers cafy.
# you are 2 Lsad (Primary) Raviawsr, 1sa this Sac90n 10 SsEmit tha cvsrll rscommancasion Following tha raviaw of 3 Final or Synenasis Report.

MEW - ko hutorisls are avallable. Cikckon the link In e bop right-hand comar of the header bar

My Pending Reviews +

TECHNICAL PROGRESS REPORTS (TPR) FINAL & SYMTHEZIS REPORTS FINAL REPORTS DISSEMINATION REPORT (TPR)

Preject Codis Ist®usion Preject Tiie Prejéct Co-ordinater Dt Last Modiied Date Em

Technical Progress Reports (TPR)

Ne Results Found

My Submitted Reviews +

TECHMICAL PROGRESS REPORT (TPR) FINAL & SYNTHESIS REPOAT FINAL REPORTS DISSEMINATION REPORT (TPR)

Technical Progress Reports (TPR)

Preject Codis Ist®usion Preject Tiie Prejéct Co-ordinater Dt Last Modiied Date Em

Ne Results Found

< > v IR
3

Frojpot Humber Frojgot Tite ingtitution Frojoot Co-ardinator Laxt Modifisd

1

This page contains the following sections:

Instructions

My Pending Reviews

My Submitted Réews

Ongoing Reviews for Lead Review (his section iselevant toLead(Primary)Reviewers of Final Reports only)

PwbdeE
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Technical Progress RepdiT®#Rs)

Technical Progress Reports (TPRs) for Project Based Angifssearch Fellowshign® due on the
28th of January and 28th of July each year during the lifetime of a project (PleasePfote
submission for Scholarships are due on the 1st of October annually).

You will receive an augenerated email for eactke@hnical Progress Report that has been assigned
to you for review.

Log into the EPA Grant Management and Application Psetatt theMy Reviews link the header
bar,scroll to theMy Pending Reviews sectiand click on th&echnical Progresteports (TPRab

(NB if you have been assigned to review a Dissemination Technical Progress Report, click on the
Dissemination Report (TPR) tab):

TECHNICAL PROGRESS REPORTS (TPR) FINAL & SYNTHESIS REPORTS FINAL REPORTS DISSEMINATION REPORT (TPR)

Technical Progress Reports (TPR)

Project Co- Last Modified
ordinator Date Date

28/01/2019 03/03/2019
—

Project Code  Institution Project Title

Edit

To begin the reviewrocessclick on theDpenbutton at the end of the rowThis will open th&PR
Activity:

Proposal Number:

Activity Type: Technical Progress Report - Technical Progress Report (TPR)
Status: Under Review
Updated By: L

Status of Associated Cost

Submitted
Statement:

B Activity

Name: Technical Progress Report - Technical Progress Repart (TPR)

Status:
Submitted Date:

Print Preview:

B Project

Under Review

01/02/2019

Print Form

TPR Sign off Form:

o | somort
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Reviewing the TPR

You can use th@ptionsbutton to enableSplit Screen modethis will enable you to view the project details on thehefihd side of the screen whilst
completing the TPR review on the rigiaind side of thescreen. To enable Split Screeode,click on theOptionsbutton and selecShow Grang, your view
will now appear as follows:

= | MyProfile  Change My Password & Privacy & Security ) Alice Tickband~  #L
CPQAResearch
e - e - Sussainabiliy

P ceneraL [ PRoJECT “ ’
& Technical Progress Report (TPR)

B Project Overview
*From: 01/07/2018 *To: 31/12/2018
call Topic Reference:
|I|/ Project Start Date: 01/0Z/2016 Projected Completion Date:  01,/02/2(

Home My Evaluations My Reviews Meetings  Invoice Templates Guides = Video Tutorials

Sustainability 2015 Call - Project 29 @&
Revised Completion Date:  01/07/201%
Project Type:
Please upload the Technical Progress Report Document using the template provided by clicking here:

Medium Scale Project
Jan_19cc. pdf

Project Title: Please Upload revised

) Techneial Progress Report:
i
Projected Duration (Months): Page Count: 7

* Overall statement regarding progress vis-a-vis project aims and timeframe:

Total Cost of Project Requested (€):
e
Total Grant Aid Requested (£):

&
Is this Project Co-Funded?: B Communication

Yes * Does this project havea | -

|

1) Proposal Detail€lick on thdProjectTabto view full details of the proposal armtcess the Project Description Documaige the scroll bardj to
move up and down through the proposal details.

2) TPR Formuse the scroll bagj to review the TPR
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To close the@it Screen mode, click on thetidns button and seleddide Granfrom the dropdown
list¢ your view will then return to the single screen mode showingmtRBForm only:

=
CPQResearch

- J# Tools
¥

Print Preview:

Call Deadline:

JECT

The Technical Progress Report activity includes the following sections:

= =4 4 =

Activityc this section displays the type of TPR and the status

Projectc this section includes a limét download the TPR signfif form, and displays brief
details of the project

Technical Progress Report (TPRYludes a link to th&echnical Progress Report Document
and the werall statement regarding progress

Communicationr, displays details of commication activities for the reporting period
Project Team Detaisrecords all members of the project team
Events/Conferences and Workshagptisplays details of events held by the project team

Report on Physical Indicataysietails papers, presentations, posters etc. and research
products produced by the project

Funding Leverage & Linkagesontains details deveraged funding and/or established
linkages with other partners in Ireland (e.g. SMEs, MNCs, Local Authicitigsimic
Institutions, Agencigs

IMPORTANT PRietailscan be downloaded for efine use, bumust notbe circulated outside of
the EPA Grant Management and Application Partdér any circumstances.

Commenting on Progress

Having reviewed the TPR, you should complete the onlin@&ifprm andcomment on the progress
of the project byfilling in the appopriate fieldsn thefollowing sections [ie text boxes ithese
sectiors are ®@mpulsory and must be completed):

1 Techntal Review section

0 Have work packages been completed in accordance with the project proposal?
0 Isthe Literature review (where relevant) complete?

User Guide for Evaluators and ReviewdPage20
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1 Timescale Section:
o0 Have major milestones been achieved?
0 Have objectives been met?
0 Have there been any delawith the project?

1 Project Management Section
o Did the research team have a team meeting during the reporting period?

1 Overall Assessment Section
o Outline any concerns you may have over progress
0 Future Actions

1 Dissemination/Publicity
0 Opportunitiesfor dissenination that you may be aware of.

Whenyou have finished entering your comments on the review form, completeakiewer SignfO
sectionat the bottom on the TPR activity page. Select the appropriate option from the dropdown
menu available in the field entitled Reviewer Signed Off:

B Reviewer Sign Off

Reviewer: Alice Tickband

* Reviewer Signed Off: v

Date: | yesg !
5 [ suwmt ]| ot
' ) Save Draft

If the TPR is satisfactangd you want to recommend its sigff, select the Yes option in the
dropdownmenu.

If the TPR is not satisfactamyd should be revised, choose the No option. You will be presented with a
text box entitled Please Provide Justification (as seen below), which then needs to be completed.

B Reviewer Sign Off

Reviewer: Alice Tickband
* Reviewer Signed Off: | No v

* Please Provide Justification

Date: 03 March 2019

oo | sveer

NB the contents of this text box wilbt be visible to the Grantee.
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Saving & Submitting the Technical Progress Report Review

You can save the information you have entered on the onlineoffiform asoften as necessagyrior
to submission, by using ti8ave Drafbutton at the bottom of tle form You can return ta saved
TPReviewby scrolingto the My Pending Reviews sectieelecting th& echnical Progress Reports
(TPR) tapand clicking on the Open button at the end of the row.

Once you have completed the review and are satisfifdits content, click th&ubmitbutton. The
following confirmation window will appear:

Hey Alice

This review has been Submitted.

Once submittegdthe status of the activity will change frddmder Reviewo Submittedand an auto
generated email will be sent to the EPA Research Officer administering the project stating that the
review has been submitted.

Reviewing a Revis@@&chnical Progress Report

In instances where revision is required, you will be informed lytargenerated email that the
revised TPR has been submitted and awaits your review.

To review the revised TPR, repeat the easliepsc you can amend and, where necessary, delete

your initial comments on the sigyif form. Your original review will habeen previously exported as
a PDF and saved by the EPA Research Officer administering the project.
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Final Reports

The EPA requires the project coordinator to submit a draft Final Report to describe the objectives,
methodologies, outcomes, etc. of thesearch. If this report exceeds 75 pages deemed to be

highly technicala draft Synthesis Report (30 pages), providing an overview of the woikyalso
berequired

Both reports should be submitted by the end date of the project, followinGthaelines for

Submission of Final Reports available from the EPA websitedpa.i¢. For Research Fellowship
projects, the EPA requires the project coordinator to submit a State of Knowledge Report on Month 8
of thefellowship project.

This section describes the steps in relation to the review of:

1 Final Repod
1 Synthesis Repart
1 Policy Briefs

These will be referred to &nal Report activitiea the following guidance.
The review process includes:

Review of thelraft report
Upload of detailedeviewcomments

1
1
1 Review of revisedeport

1 Completion of the Sign Off form

You will receive an augenerated email for each report that has been assigned to you for review.

IMPORTANTinal reports and reviews can be dévanled for offline use, bumust notbe
circulated outside of the EPA Grant Management and Application @ed&r any circumstances.

User Guide for Evaluators and ReviewdPage?3
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Reviewing the Final Report

The instructions in this section relate tofaal reportreviewes. If you have been assigned as

the Lead Primary reviewer you wilalso need to refer to the Ledkviewer section in this
document

Log into the EPA Grant Management and Application Pditil,on theMy Reviews link the header
bar,scroll to theMy Pending Reviews sectiand click on th&inal Reports taf\B: if youwvere
assigned to review a final report bef@®/08/2018you will need to select the Final and Synthesis
Reports tah)

My Pending Reviews +
TECHNICAL PROGRESS REPORTS (TPR) FINAL & SYNTHESIS REPORTS FINAL REPORTS DISSEMINATION REPORT (TPR)

If you were assigned to review a final report before 03/08/2018 you will need to select the FINAL REPORTS/SYNTHESIS REPORTS tab.

Project Number Project Title Institution Project Co-ordinator Last Modified Edit

—eﬁmemm’-

To begin the reviewrocessclick on theDpenbutton at the end of the row. This will open thiaal
Report Reviewctivity:

Activity Sub-Activity

Type: Final Report Review Form

Status: Draft

Reviewer: Alice Tickband

I Primary I | 1 |

Last Modified Date: 07/03/201% 19:29

Type: Final Report Review Form

Print Preview:

Assigned Reviewers:  Alice Tickband (Draft)

Bart Ender (Draft) E

Mete: This Final Report is already in round: 1

& Project

Project Number:
Created by:

Last Updated: 07/03/201919:29

1) If you have been assigned as Lead(Primary revieweryou will also need teefer to the
Lead Reviewer section in this document

2) The names of additional reviewers ahd status of their reviews is displayed at the top of
this activity
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Scroll to theFinal Report Details sectiomdownload the draft final report and executive summary by
clicking on the hyperlinks:

E Final Report Details

* Report Title: Test Final Report

Review Round: 1

Current Version of Final
Report; —  Final_report_1.docx
= 417KB-07/03/201919:26

Executive Summary:
— Executive_Summary_1.docx
= 11.4KB-07/03/201212:26

Thereportsare attachedin Word format. Add your recommendationsngsiracked changes and
comments made within the repgrthenscroll to theReviewers Comments sectitm
1) Upload yourdetailed reviewto the field indicated at

2) Select your recommendationsing the dropdownbox indicatecht 2 (either Revision
Required or Sign Off)

3) Submit your review by clicking on the button indicate® at
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