Using the Research Online System – Internal Form
Where to access?

Go to www.research.usf.edu and click “Sign In” on the left-side menu.

To access and complete the online Internal Form, users must first register as a Research Online User. Once registered, each user will be emailed a Personal Identification Number (PIN) necessary for online signatures. 

Registration Information Includes:

University Information – College and department
Personal Information – Name and contact information
Account Information – User ID and Password setup

Research Interests – Identify research interests  
After you have logged in, you will see a welcome screen with your name and the Research Online menu options:
Internal Forms

New Internal Form
Incomplete Existing Internal Form
Delete Internal Form
Complete & Pending Approval
Co-Investigator Approval Requests

User Information

Update User Profile
Request Affiliation Change
Retrieve PIN
Change Password

Using the System
Upon logging in, you will be able to begin working on your Internal Form.  You may save and quit the Internal Form at anytime, and resume working on it by going to the “User Console.”  From the User Console you will also be able to delete an Internal Form by selecting “Delete Internal Form” and check on the status of your completed and submitted form(s) by selecting the “Pending Approval” link. 

Filling out an Internal Form

The Internal Form contains 9 sections which can be viewed in the Form Sections Menu on the left side of the page. It should be very similar, if not identical, to the paper/Excel version of the Internal Form.

Page 1: General Information, including project type, title, keywords, and description

Page 2: PI, coPIs, and Senior Staff. They can be added by their GEMS ID, but they must be registered first in the Research Online system. CoPIs and Senior Staff are in the sub-menus. There will be signature requirements for the chair and dean of the PI and each coPI when the form gets to the signatures stage.

Page 3: Sponsor and Federal Awards Information
Page 4: Commitment and Seed Grants – mostly checkboxes

Page 5: Project Budget – where it says Direct Costs, you must use MTDC, so that the Indirect Cost Rate is calculated properly.

Page 6: F&A and Cost Sharing – can be calculated automatically, and the college-specific info can be edited in the sub-menus

Page 7: Compliance Approvals – biohazard, human subjects, etc

Page 8: Conflict of Interest Information
Page 9: Primary Investigator Agreement – only the PI can access and approve this page. Once the PI signs off, the form is locked and ready for signatures. 

Signature Stage

· Once the PI signs off on the form, an email is sent out to any coPIs on the project with instructions to sign in and review the form.

· When all coPIs have approved it (or if there were no coPIs) an email goes out to all chairs of all departments involved.

· When a chair or chair alternate from each department has approved it, an email goes out to all Authorized Officials for each department. (These are usually deans or vice-presidents and any alternate signatories that have been designated.)

· When the form has a signature from each PI/coPI, and a chair plus a AO for each, it is mailed to the Sponsored Research Office. It can be reviewed electronically and printed.

At any point during this process, the form can be unlocked to make changes by the PI or administrator. After the changes have been made, the PI will need to sign off again on page 9, and the signature stage will start again from the beginning.

