IRISH RESEARCH COUNCIL

An Chomhairle um Thaighde in Eirinn

Guide for Academic Mentors in Ireland 2017

This document is provided to assist you in submitting an Academic Mentor’'s Form for applications under the 2017 Irish Research
Council Enterprise Partnership Scheme Postdoctoral Fellowship Scheme.

The deadline for submitting your Mentor Form is exactly:

16:00 (Ireland time), 15" June 2017

The Irish Research Council will only accept references through the online application system, as explained below. Please do not
send any hard copies of your Academic Mentor Form to the Irish Research Council.

Please read this document carefully prior to completing the form.



Logging on to the system

Please note that the online system can only be successfully accessed and supported through the following browsers: Internet Explorer
(version 7 and higher), FireFox (2 most recent versions), Google Chrome (2 most recent versions) or Safari (2 most recent versions).

Ensure that the email address ircapps@research.ie is on your ‘safe senders’ list. You may need to check with your IT department to
ensure there is no issue with your organisation’s internal firewall.

When you were initially registered as a Mentor, you should have received an email containing your username (i.e. your email address)
and password, and a link to the login page: https://irishresearch.smartsimple.ie/s _Login.jsp

If you have mislaid your password or the email with the password, then enter the above URL and click on the ‘Forgot password?’
link. A system-generated password will be forwarded to your email address.

When you log in to the system, the following screen will be displayed:
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http://windows.microsoft.com/en-IE/internet-explorer/download-ie
http://www.mozilla.org/
http://www.google.com/chrome/
http://support.apple.com/downloads/#safari
mailto:ircapps@research.ie
https://irishresearch.smartsimple.ie/s_Login.jsp
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Loginhere.

Registering as an appicant for the irsttire:

(1 the eanosfiresearchie emal aodhess o yourcontaets BEFORE you atlempthe regisation
IOcess

2. Clck on he follwing link o ake you o e applicant regihaton page’
3. Applicants mustnominate ane enval acdress by which the onfing system wilidentiy hem,

Browser Support Information
Supported browsers: Firef (2 most recent vrsions), Chrome (2 most recentversions), Itemet Explorer (2

NB: browser o hee. mostrecent versions) Safar (2 mostracent versins).

Emal:  uidesswpevisrdgnal oo

Password: ~ ouen

Logn

Forgot password?

Please e tha  may take up 0 13 minutes o receie
e automated emal Wi your new passward.

Request a e password here,
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You will not be able to provide your Mentor form until the applicant has submitted their application. However, you can preview

the application details by (a) clicking on the ‘Preview Applications in Draft Status’ icon on the home page and then (b) clicking on the
‘Print (PDF)’ button on the following ‘My Assigned Applications in Draft’ screen.

Open Calls 2017 Preview applications in draft here.

-@ Preview Applications in Draft
Status

Click here to preview applications in Draft
which are assigned to you.

submitted.

'E My Submitted Forms (=% Academic Mentor in Ireland
- Assigned Postdoctoral
Click here to view all forms you have Applications

Postdoctaral applications you have been
nominated as an Academic Mentor in
Ireland.
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To create your Mentor form, click on the ‘Academic Mentor in Ireland assigned Postdoctoral Applications’ icon that is on the ‘Home

screen.

Funding scheme: Referee, mentor and supervisor deadline:

Enterprise Partnership Postdoctoral Scheme 2017

Enterprise Partnership Postgraduate Scheme 2017

16:00 (Irish time) 15th June 2017

16:00 (Irish time) 15th June 2017

IMPORTANT: Should you have any technical queries or require technical assistance on the Enterprise Partnership Scheme, please send an email to schemes@research.is.

Welcome to Your Profile

’i ; Browser Support Information

Supported bro

Safari(2 mostre
Internet Explorer(

ons)
or higher).

wersion

Open Calls 2017

_@ Preview Applications in Draft
Status

Click here to preview applications in Draft
which are assigned to you.

Progress Reporting

5 Create and edit progress reports

™ Change Password

Click here to change your passward

'% My Submitted Forms

Click here to view all forms you have
submitted.

- Submitted progress reports
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{ ~} Academic Mentor in Ireland
Assigned Postdoctoral
Applications

Postdoctoral applications you have been

nominated as an Academic Mentor in

Ireland

Submitted progress reports
(fellow)

View assigned 'Mentor in
Ireland' applications here.



Completing the Mentor form

Once the ‘Academic Mentor in Ireland Assigned Postdoctoral Applications’ has been clicked the following window will appear. The
application may be viewed under ‘Print(PDF)’ and the Mentor form may be created by clicking on ‘Create’

Welcome: Fake Mentor in Irefanc

RI3r RESEARCH COUNCIL

An Chorheirle um Thaighde in Eirin
Home | Profll | Logou

entor Assigned Aplicafions

ojeetlD Applicant Project Tie (rant Satus NewNentors Form Mentor Form Mentor Agreement Fom Status Last Modified Date

View Appiication
<PPOA0NTIRZ Riest Japplcant FrojectTest Application Received Print(FOF)
@ CreaterMentorin Ireland"reference form here,

View application here.
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Once you have created your form, you can log out and back in as many times as you want (up until the deadline) and edit the form
by simply clicking on Edit. Ensure you ‘Save’ throughout the process.

GUIDELINES

—

- You have been nominated as an Academic Mentor in Ireland for this Postdoctoral Fellowship application which is being made to Irish Research Council. Please note that, where
you see the term ‘Academic Mentor in Ireland’, it should be considered to be the same as ‘Academic Mentor' as per the Terms and Conditions for this Scheme.

Flease complete the Academic Mentor in Ireland Form here and submit to Irish Research Council by clicking the Submit button atthe bottom of the screen.

If you don't want to complete the form right now, you can save a draft by clicking Save Draft atthe bottom of the screen and return later.

Remember to submit your Academic Mentor Form by the deadline, 16:00 (Irish Time) 15th June 2017, which will have been indicated in the e-mail you received.

Should you experience any technical issues, please contact us by sending an email to schemes@research.ie with details of the issue, the project ID and the applicant's name.

g e

NOTE: Applicants will not have access to any of the information you provide in this form.

* Form in Irish?: Yes
No Once "Create Form' is clicked this window will appear. Proceed to fill out the form and save
(2] regularly.
English Translation: Click Save before adding attachment

=) Applicant Details
Applicant Name: RtestJapplicant
Project Title: Project Test
Primary Area: Biological Sciences A

Discipline: Test

|=J Academic Mentor Details

Irish Research Body/Research Test University
Performing Crganisation
(RPO):

Academic Mentor's Name: Fake Mentarin Ireland
¥ Sex: Male

Female
Other

e

Save the form in draft regualrly.

* CORCID Identifier:
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You can then complete your form, which will ultimately play a key role in the evaluation of the application. Your data can be saved by
clicking on the Save Draft button at the bottom left of the screen. Do not click away to another tab or desktop until information has

been saved, as you may lose information otherwise

IMPORTANT: Submitting the form

To finally submit the form you must:

Open your Mentor Form. Check you are satisfied with the information you have inputted and then click the Submit button at the
bottom of the screen.

Save and press submit when the form is complete.

The following box will appear. If you are happy with the content of the form, click OK. Note: Once you submit your form there will be
no further changes permitted so please ensure you are satisfied with all the content of the form before you click ‘Submit’ and ‘OK’.

SEAR . . »x login &=
irishresearch.smartsimple.ie says: 1

Mo further changes can be made once the reference is submitted. Do you
wish to proceed to submit the reference now?

Prevent this page from creating additional dialogues.

Cancs!

Once saved and ready for subjmission,click the
'Submit Button' and the following message will
made to Irish Research Cuuncilaﬁ’ﬁ@@p_ note that, where
Terms and Conditions for this Scheme.
it button at the bottom of the screen.
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Once the form has been submitted the following message will appear:

Mentor Form Submission Successful

Project ID:
ERPSPD/2017/82
Project Title:
Once submitted the following message will appear.
FProject Test

Effects of Submitting the Form

Once submitted, you will be able to view the form in the My Submitted Forms section on your home page. However, you will
not be able to edit it.

'E-a My Submitted Forms

Click here to view all forms you have
submitted.

e You will receive an email confirming receipt of your form.
e The applicant’s ‘inbox’ will be updated to confirm that you have submitted the form.
e The applicant will not have visibility of any information you have entered at any stage.
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Technical
e If you experience any problems, please clear the cache in your browser and continue.

e Please contact schemes@research.ie should your problem persist.
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