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RAIS QUICKSTART GUIDE 

Creating and submitting a Research Application Summary 
Form (RASF) 
This quick guide describes basic navigation for faculty members to create and submit an online RASF within the 
pre-award module of the Research Administration Information System (RAIS). Other resources for users are 
available at: https://www.uvic.ca/userais/help/. For assistance with using RAIS, please email raishelp@uvic.ca. 
For assistance with the content of your RASF, please contact your Faculty Grants Officer or the Pre-Awards 
team. 
 
If you are a postdoctoral fellow, graduate student, or otherwise not eligible to hold funds at UVic, then your 
supervisor must create the RASF and add you to the application as a Principal Applicant as explained in Step 4. 
 
VPN Requirements:  
If you are accessing RAIS off-campus, or using a laptop on campus that is not plugged into the network, make sure 
that your device is connected to Virtual Private Network (VPN). Otherwise, you will be taken to a white screen with 
an error message.  
 

# Instructions Screenshot 

1 

Go to 
https://www.uvic.ca/use
rais/ 
 
Click on the blue “Sign in
to RAIS” button located 
on the righthand side of 
the page. 

  

2 

Log in with your Netlink 
ID and password. 

Select "Funding" from 
the menu bar or click on 
the blue “Go to funding” 
button. 

 

https://www.uvic.ca/userais/help/
mailto:raishelp@uvic.ca
https://www.uvic.ca/research/conduct/home/facilitation/
https://www.uvic.ca/systems/services/internettelephone/remoteaccess/
https://www.uvic.ca/userais/
https://www.uvic.ca/userais/
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# Instructions Screenshot 

3 
Click “Start RASF” in the 
top right corner of the 
page.  

4 

The RASF has 6 
mandatory sections. 

You can expand each 
section by clicking on the 
plus sign (+), or expand 
all or collapse all by using 
the corresponding links 
at the top right. 

Click the “Download 
RASF” link to save a PDF 
copy of the RASF for 
reference.  

5 

Section A: Principal 
Investigator 

The PI will hold the 
research funds, and must 
be a faculty member, 
librarian, adjunct 
professor, or limited 
term professor. In most 
cases, this name will 
match the grant 
application.  

Your name, unit, phone 
number, and email will 
be auto-populated. 
Please check for 
accuracy. If the PI 
intends to hold the funds 
at a research centre, 
enter the centre’s name.. 
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# Instructions Screenshot 

6 

Section A: Principal 
Investigator (Principal 
Applicant) 

When the PA is a post-
doctoral fellow (PDF), 
graduate student, or is 
otherwise not eligible to 
hold funds at UVic, enter 
their contact 
information. They will 
receive an email 
notification, and 
permission to access and 
edit the RASF. 

Note: to enter the 
principal applicant, start 
typing their name, then 
select them from the 
drop-down list. Do not 
simply type in their full 
name. 

 

Workaround Note: If you (the PI) want to provide access to your RASF so that someone can assist you with completing 
it on your behalf, then 1) you will need to start the RASF, 2) add their name and UVic primary email to the Principal 
Applicant section, at which time they can 3) edit the RASF. 4) You MUST remove their name from the PA section prior 
to pressing submit on your end. They will not be able to do this final step themselves.  

7 

Section A: Principal 
Investigator (Lead 
Institution) 

If the lead institution is 
UVic, no other 
information is required. 

If the lead institution is 
not UVic, enter the 
additional information 
requested.   
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# Instructions Screenshot 

8 

After editing a section, 
click on Save as in 
progress or Save as 
complete in the lower 
left corner of that 
section. The icon in the 
top right corner will 
update accordingly. 

All sections must be 
marked as Complete in 
order to Submit the 
RASF. 
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# Instructions Screenshot 

9 

Section B: Research 
application information 

Fill in the requested 
information for 
Questions 1-5. 

For Question 6, upload a 
complete copy of your 
application, including all 
supporting documents 
(e.g., letters of support). 
Multiple file uploads are 
permitted.  

Fill in the requested 
information for 
Questions 7-8. 

 

 

 
 

 
 

 



 6 

# Instructions Screenshot 

10 

Section C: Regulatory 
approvals 
 
Answer “yes” or “no” to 
indicate which 
regulatory approvals will 
be needed (or not 
needed) for your 
research.  

For regulatory approvals 
that will be needed, 
complete the table to 
indicate whether each 
has been obtained or is 
pending.  

Use the text box to 
provide additional 
information or click the 
“Upload” link to provide 
supporting documents as 
applicable. 
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# Instructions Screenshot 

11 

Section D: Budget 
summary (aka, budget 
requested from funder) 
 
Complete the table by 
entering the amount 
requested from funder 
for each year of your 
research proposal. 
Include indirect costs 
from the funder, if 
applicable.  
 
Total requested will 
calculate automatically. 
 
Note: The Office of 
Research Services (ORS) 
is able to update these 
numbers later as needed. 
 
Tip: If you delete a year, 
you will need to 
manually update the 
years in previous rows. 
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# Instructions Screenshot 

12 

Section D: Budget 
summary (indirect 
costs) 
 
If your budget includes 
indirect costs, select 
“yes” and enter the 
percentage of the 
indirect costs. 
 
If the indirect costs are 
below 25%, use the text 
box to provide a 
rationale and/or link to 
the funding agency’s 
policy. You may also use 
the text box to explain 
calculations (e.g., in the 
case of NSERC Alliance 
applications where 
indirect costs are 
applicable only to the 
partner contribution). 
 
Click on the “Upload” 
link to provide 
supporting documents. 
 

 

Note: Negotiated indirect cost rates must be approved by ORS before your RASF and application can be approved by 
your signatories (given the impact on other components of your application). Contact your Faculty Grant Officer (FGO) 
or the Pre-Awards team in ORS, as far in advance as possible, if you have questions about indirect costs. 

https://www.uvic.ca/research/conduct/home/facilitation/index.php
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# Instructions Screenshot 

13 

Section E: Cash and/or 
in-kind contributions 
 
If you have any cash or 
in-kind contributions, 
enter them here. Add a 
separate line for each 
type and source of 
contribution. 
 
Note: Every contribution 
must be confirmed in 
writing (e.g. email, letter 
of support) from 
someone who has the 
authority to bind their 
institution. Upload a 
copy of that 
confirmation by clicking 
the “Upload” link. 
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# Instructions Screenshot 

14 

Section F: Signatories 
 
Click on the plus sign (+) 
to enter the names of all 
applicable signatories.  

Refer to the signing 
authorities list, available 
by clicking on the 
“signing authorities” link, 
or contact your FGO or 
ORS, if you have 
questions. 

Note: to enter each 
signatory, start typing 
their name, then select 
them from the drop-
down list. Do not simply 
type in their full name. 

Section F: Signatories 
(Faculty Grant Officer) 
All faculties have an 
FGO. This is your first 
signatory. Select your 
FGO from the drop-
down list. If you know 
your FGO is unavailable, 
then leave blank. 

 

 

 

 

https://www.uvic.ca/research/conduct/home/facilitation/index.php
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# Instructions Screenshot 

15 

Section F: Signatories 
(Centre Director) 
 
Complete only if your 
funds will flow through a 
research centre. 
 
If applicable, enter: 
• *Cash and/or in-kind 

contributions from 
the research centre 

• % of indirect costs 
that will go to faculty 
and research centre 

 
*If a Centre is providing 
a contribution but the 
funds are not flowing 
through the Centre, then 
do not complete this 
section. Upload 
confirmation of support 
in Section E. 
 
Note: If you are applying 
as a Centre Director, 
enter the AVPRI into the 
Centre Director field. 
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# Instructions Screenshot 

16 

Section F: Signatories 
(Departmental Chair or 
School Director) 
(If you know they are 
away, enter the Acting 
Chair/Director’s name 
and primary email 
address) 
 

• Cash and/or in-kind 
If applicable, enter: 

contributions from 
your department 

• Course release 
details, including 
number of courses 
and their value  

 
Note: If you are applying 
as a Chair/Director, or if 
you belong to Business, 
Law or Medical Sciences, 
leave this signatory field 
blank.  

 

17 

Section F: Signatories 
(Dean or Associate 
Dean) 
(If you know they are 
away, enter the Acting 
Dean’s or Associate 
Dean’s name and email) 
 
If applicable, enter: 
• Cash and/or in-kind 

contributions from 
your Faculty 

 
Note: If you are applying 
as a Dean, your Chair’s 
signature will suffice. If 
you ordinarily sign 
RASFs as Assoc. Dean 
Research, your Chair and 
Dean can sign your 
RASF. 
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# Instructions Screenshot 

18 

Submit 
 
When all sections are 
marked as Complete, 
click the “Save all” 
button. Then click the “I 
Agree” checkbox and the 
“Submit application” 
button to send the RASF 
to your signatories for 
approval. 
 
Save a PDF copy of your 
RASF by clicking the 
“Download RASF” link. 

 

 19 

You can use RAIS to 
monitor the status of all 
your RASFs. After 
logging in to RAIS, click 
the “Pre-Award” tab to 
see a list of them. 
 
Note: Use the green 
icons to filter your list. 
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# Instructions Screenshot 

20 

After clicking on the ID 
or title of any RASF, the 
application workflow will 
appear at the top of the 
screen, showing its 
approval stage. 
 
The History section 
shows details of the 
approval process. 
 
On the left side of the 
screen you will see links 
to Actions that are 
available for this RASF. 
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