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Introduction
[bookmark: _xgjpj4zvai3]Purpose

This document cover how to use the Research Management System Version 2 (RMSV2) - Researcher User Manual

[bookmark: _cj3oqyk6kb8a]Target Audience

The target audiences for this User Manual include:-
1. Researchers
2. Research Management Center Officers


[bookmark: _83kdxte2zrry]Login [image: ]
In a web browser, enter the following address:-

https://rmsv2.iium.edu.my


In the screen, enter your valid HURIS username 
and password, Then click the LOGIN icon as depicted on screen.

[bookmark: _5128srx7cosl][bookmark: _m32ldten1sjy]


DashBoard
This is the first screen display when user successfully login to the system.

The Dashboard consist of [image: ]
1) Menu on the left
2) Information Summary for the user such as
a) Number of projects as Principal Investigator
b) No of awards received as Principal Investigator
c) No of Intellectual Properties registered by Principal Investigator
d) List of request(s) submitted pending for further actions
e) Outstanding Advancement
f) [bookmark: _zh7gzjq7225q][bookmark: _7t3gydvnuqz]List of Active Project as Principal Investigator
[bookmark: _qty5fge62j7b]

Researcher - Profile
Researcher Information is extracted from HURIS.  This data is ‘read only’ information. If there is any discrepancy, please contact MSD directly.

[bookmark: _vkktfruqiios]Follow the steps below to access the profile.
[bookmark: _wpxaxe4csz9z]Step 1. Click on Profile on the side menu to view researcher’s profile.  [image: ]

[image: ]

[bookmark: _GoBack]

[bookmark: _i7wv4crmhrkb]Researcher - Request Submission
[bookmark: _pga5bu52kz34]Research Assistant Application

Research Assistant Application is further divided into
· New Appointment - To appoint new researcher assistant
· Extension for existing research assistant
· [bookmark: _ettdxbarrh9z]Termination of research assistant
[bookmark: _65jceikpg3lp]Application - New Appointment (to be filled up by principal investigator)
[bookmark: _dcze93slqsrv]Step 1. Click on Request Submission on the side menu and at ‘Research’ drop down menu, select Research Assistant Application.

[image: ][image: ]
[bookmark: _c6l8ha9nl22i]Step 2. Select the research project.
[image: ]








[bookmark: _c0zqoa8pjh53]

[bookmark: _i5rihavbpjqp]
[bookmark: _oyud6bmm8j8s]

[bookmark: _nkcopyud8zdi]Step 3. At ‘Appointment Type’, select “New” from the list of options
[bookmark: _fx30mb6stox0][bookmark: _ecwronbghnho][image: ]
[bookmark: _yo7z0brtmhgz]Step 4.  At ‘Research Assistant Type’ :
· Select “Graduate Research Assistant”  if the student is a Postgraduate (PhD or Master’s); or
· Select “Research Assistant” if the student is an Undergraduate

.[image: ]
· For projects under PRGS grant, please select “Research Officer” at Research Assistant Type. 
[bookmark: _ejrltgm2sj4i][image: ]
[bookmark: _epwbudt067xi][bookmark: _c4092y65ryih]Step 5.  Click [image: ]button located at the bottom to proceed.
· Your application will be saved as draft
· You can edit or delete your draft application anytime at ‘Request Submission’ menu.
[image: ]



[bookmark: _qam1xdp3rrqy]Step 6.  Click [image: ] button or[image: ]button to navigate through the application form.
· Click ‘next’ to proceed
[image: ]

[bookmark: _uubtodffuc2n]Step 7.  Select Appointment Status
[bookmark: _i872n0warxih][image: ]
Step 8.  Search Student or Vendor
· For GRA or RA, type in matric number in the ‘Student Matric No’ text field as shown below, then click [image: ] button. Details of student will appear.
[image: ]

· For Research Officer (RO), type in vendor code in the ‘Vendor Code’ text field as shown below, then click [image: ] button. List of vendors will appear then select one vendor. Details of vendor will appear.

[image: ]
[bookmark: _3f9nkvki6ucg]Step 9.  Fill in Application Information
· Fill in student or vendor telephone number and email, if blank.
· Fill in ‘Duration of Appointment’. Note that end date of appointment MUST NOT EXCEED expected completion date of project.
· Fill in rate of payment.
· Click [image: ] button to proceed.

[image: ]
[bookmark: _4dzfs17hjeqi][bookmark: _18onznsm9rqs]

Step 10.  Upload required files document
· Upload all required documents for the application. 1 file per item,  maximum size per file is 1MB. Maximum is 5 files.
· Click [image: ] button to proceed.
[image: ]

[bookmark: _tv7jpvbadz51]Step 11. Save as Draft or Submit Application
· Click [image: ] button to save application and edit later.
· Tick ‘Declaration’ box as shown below.
· Click [image: ] button to submit application for approval process.

[bookmark: _9zfagpburrkw][image: ]


Application - New Appointment (for Student/Vendor - via Email)
[bookmark: _qcr1u698shye]Step 1. Upon approval, you will get an Offer Letter through email.
· Please click the link in the email to verify your appointment.

[image: ]

· Once verified, you will get another email on appointment as Research Assistant/Research Officer.
· Do follow instructions in the email.

[image: ]
[bookmark: _lroai9j6tn23]Application - Extension (for Researcher)
[bookmark: _91yzj13xfsdm]Step 1. Click on Request Submission on the side menu and at ‘Research’ drop down menu, select Research Assistant Application.

[image: ][image: ]

[bookmark: _505a2sx21ej3]Step 2. Select the research project.
[image: ]
[bookmark: _6dyd0ucafywj]Step 3. At ‘Appointment Type’, select “Extension” from the list of options
[image: ]

[bookmark: _dd1k1wtk3xbv]Step 4.  Click [image: ]button located at the bottom to proceed.
· Your application will be saved as draft
· You can edit or delete your draft application any time at ‘Request Submission’ menu.

[bookmark: _l8j54rihmtwa]Step 5.  Select Student or Vendor you want to request for extension
· Click [image: ] button to proceed.
· Select matric number of the student or vendor code from the list available as shown below. Details of Research Assistant will appear.
	[image: ]


[bookmark: _j4s7cjsnirr6]
[bookmark: _9u4oxy68wwbw]

[bookmark: _ss9cof1vmtw2]Step 6.  Fill in Extension information
· Fill in student or vendor telephone number and email, if blank.
· Enter new end date for Research Assistant.
· Enter any changes for rate of payment.
· Click [image: ] button to proceed.
[image: ]


[image: ]

[bookmark: _4j2q4vknqeox]Step 7.  Upload files document
· Upload document(s), if applicable.  1 file per item,  maximum size per file is 1MB. Maximum is 5 files.
· Click [image: ] button to proceed.
[bookmark: _c13j6ybyzlwi][image: ]


Step 8. Save as Draft or Submit Application
· Click [image: ] button to save application and edit later.
· Tick ‘Declaration’ box as shown below.
· Click [image: ] button to submit application for approval process.
[image: ]



Application - Extension (for Student/Vendor - via Email)
[bookmark: _i56qorvjpy7v]Step 1. Upon approval, you will get an Extension Letter through email.

[image: ]


Application – Termination (for Researcher)
[bookmark: _cgy6ciwgpuu9]Step 1. Click on ‘Request Submission’ on the side menu and at ‘Research’ drop down menu, select Research Assistant Application.

[image: ][image: ]



[bookmark: _ob5kqaegtpnl]Step 2. Select the research project.
[image: ]


















[bookmark: _ujh3thiwdc5o]

Step 3. At ‘Appointment Type’, select “Termination” from the list of options
[image: ][image: ]

[bookmark: _cz217ynjljn4]Step 4.  Click [image: ]button located at the bottom to proceed.
· Your application will be saved as draft
· You can edit or delete your draft application at ‘Request Submission’ menu.

[bookmark: _gpb4v971ew9q]Step 5.  Select Student or Vendor you want to terminate
· Click [image: ] button to proceed.
· Select matric number of the student or vendor code from the list available as shown below. Details of Research Assistant will appear.













[bookmark: _w2c8r4sqh2zm]

Step 6.  Fill in Termination information
· Fill in student or vendor telephone number and email, if blank.
· Enter Effective Date by using ‘date picker’. 
· Fill in Justification. 
· Click [image: ] button to proceed. 

[image: ]



[bookmark: _24qg5n6h0uw6]Step 7.  Upload files document
· Upload document(s) if applicable. 1 file per item,  maximum size per file is 1MB. Maximum is 5 files.
· Click [image: ] button to proceed.
[image: ]
[bookmark: _nfk0wwp7n6sh]Step 8. Save as Draft or Submit Application
· Click [image: ] button to save application and edit later.
· Tick ‘Declaration’ box as shown below.
· Click [image: ] button to submit application for approval process.
[image: ]

	
	

























[bookmark: _7yufpkpwcw4q]Application – Termination (for Student/Vendor - via Email)
[bookmark: _f69b04q4ahyn]Step 1. Upon approval, you will get Termination Letter through email.

[image: ]



























[bookmark: _x3uwaisgfww3]Application – Termination (for Researcher)
[bookmark: _vb1wk31akdal]Step 1. Click on ‘Request Submission’ on the side menu and at ‘Research’ drop down menu, select Research Assistant Application.

[image: ][image: ]
[bookmark: _bu2cc6b5y4zb]Step 2. Select the research project.
[image: ]









[bookmark: _702qdm8qw27z]Step 3. At ‘Appointment Type’, select “Withdraw” from the list of options
[image: ]
[bookmark: _pv6599y1qbyc]Step 4.  Click [image: ]button located at the bottom to proceed.
· Your application will be saved as draft
· You can edit or delete your draft application at ‘Request Submission’ menu.

[bookmark: _75r8f7e34y6a]Step 5.  Select Student or Vendor you want to withdraw
· Click [image: ] button to proceed.
· Select matric number of the student or vendor code from the list available as shown below. Details of Research Assistant will appear.
[image: ]


[bookmark: _jk2gc8eqmgzh]
[bookmark: _x5ehc78cxijl]

[bookmark: _v376yv6csiae]Step 6.  Fill in Withdraw information
· Fill in student or vendor telephone number and email,  if blank.
· Enter Effective Date by using ‘date picker’.
· Fill in Justification. 
· Click [image: ] button to proceed. 

[image: ]


[bookmark: _9tzirzyqh2ms]
Step 7.  Upload files document
· Upload files document if necessary.   1 file per item,  maximum size per file is 1MB. Maximum is 5 files.
· Click [image: ] button to proceed.
[image: ]

[bookmark: _duz53rms6akc]Step 8. Save as Draft or Submit Application
· Click [image: ] button to save application and edit later.
· Tick ‘Declaration’ box like shown below.
· Click [image: ] button to submit application for approval process.

[image: ]

Step 9.  Upon approval, you will get Withdrawal Letter through email.














	





[bookmark: _iomatqkhdx2n]
[bookmark: _8xy7rcgu5l4m][bookmark: _ftfw3i7a4cuu]
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