How to create an URMS for the Student Ethics form
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To fill this in, you will need: 

i) Student’s name

ii) Title of project

iii) Start/End date of project, 

iv) Student’s registration number

v) Whether the student is PGR, PGT or UGT

1. Enter URMS, click ‘Create new project’
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2. Select ‘Student Governance’ from drop down menu.
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3. Fill in fields: 

· Project Title, put Student’s name, module if appropriate, and title of project

· Start and End date, put the start and end dates of the project/module.
· Other fields may be left blank – but in case the system changes in the future, it is safer to use the drop down menu and choose ‘No’.

· Before moving to the next tab you will be prompted to ‘Save’ – click floppy disc icon at the top of the page.
[image: image6.png]Forms Runtime - We! X 3

BC
Form Edit Action Block Record Field Window Help - B8 X
AaBbCcDe AaBbCCDC AaBbCcD v
Project [ =
C;de 130045 Project Title [student goverance dummy & Return to Praject Search Subti SubtleEmp...  Emphasis  Intense Em. Strong
‘"V““?;Z'E 10007975 Investigator Name: Sponsor Ref. Reports & Approvals
Project nvestigator(s) | SpansiCaliabor. | Reference AR RN R IR PN @]
Investigator  Primary Value  Primary
Investigator's Name Code Dept  Faculty (%) Investigator?
E3 No -] |Remove
B | |
g | e
5 | [Rerioe o]
g |
g | B S [emipossenh
g | s s
g 5 FEd s
The "Value (%)" should reflect the intellectual effort of the Investigators, both to prepare the proposal, and to run the project. The value spit should be agreed between the Investigators. L
Plsse note the folawing sponcr et [
1.1 @ funder nsists o a singe investigtor fo hef applcation forms, you may stlinclide mulleinvestigetors i the obove table with he appropristepercertage spitsforeflect coririnions
This Spft wilbe sed for iternel purgoses only and il o need o b visle i the extemally viewed gplcaion.
2.The spits e usect recogrise contiufons nermally withinthe Uriversay, vi deparimentaland facuR repots sbout research grant picaion and award vakies,
3.The spits re aso used1o dvid arant expendlre between departmerts fo exleal stlisical eluns such os the RAEREF and HESA,
o uatplrs

CoaboratrCosts

o ormors gudance
B °

100% (=)

Page:dof 4 | Words:0 | English (U

Uil
el

“
(] (43
(] (43
(] (83




[image: image7.png]Bon

Forms Runtime - Wel

Eorm Edit Action Block Record Eield Window Help

"R

@ Ex 4 Find
< = v Em NaB AaBbCcDe AaBbCeDe AaBbCcDe &, Repl
Title Subtitle  SubtleEmp.. Emphasis  Intense Em. Strong i‘ﬂ‘m
Styles
Project Y
o ProjectTitl Return to Project Search
gy Investgator Name Sponsor Ret | Renors & Approvals G & cip Are v x| s Sl
GEED 1151
& Search for:
roject iz igaiae) | Hganzicoinie| e . 12:
OO i zsiigziants) | sgunsicolln o 12:58
Tyve [Elient Govermants - StartDate End Date £ Seach n
Selected collections v
I5 ths proposal o renew an existing project? comractRer [ Results shovkd b
Al media file types v
Report Curtency Rate [ 1.0000 status [T tha
—
ReportYear [projectvear 7| ReporstanDats[ | Sponsors subrssion Date [
s e
Confidentaity: o you nsed to protectyour research ideasiproposal? [ ]
Callaboration: will the project involve working with other organisations? If yes, identify them on the
SponsiCollab. panel and include any reg number. Mandatory if collaboration with an NHS Trust. - -
Is *matohes funding’ requied fom the Universi? [ <] Ifs0, how much (% fotal cosh? [
Is there any "matched funding” provided by collaborators? - B
Notes &
E T o e
25 | English (UK) 5 )
5 Inti Lollabs Resuits (/) £
%5 (1) 5
) job adverts (1) 5
4 4 » 4| Sheetl _ o _—
2 Urread: 1 Total: 2
Ready — = =
start £l o] -] ©) A 0[]
=
e - |

N

«





[image: image8.png]Eorm Edit Action Block Record Eield Window Help

el

WSS @ =l

Froject
L AR BRI P, Subector sencer

Investigator [

pat Investigator Name Spansor Re. | Renors & Approvals Subject Date B

([ JSCHARR KPIs - request for data 1151 -
ot | [SEERRCEIOH) TN (EPPTECE e e IR >
Tyve | Research Project satpate [ EnaDae [
e froposai o enew an existing project? [ < ConractRer [
Research Studentship
Report Currency [oap___ +] Rate [~ 10000 saws [
ReportYear [projectYear - Report Start Date Sponsors Submission Date [
Gonfidentialty: do you neec to protect your research ideasfproposal?
Gollatoratian: will the project invalve working with other organisationss? Ifyes, identity them anthe
Spans/Collab. pane and includ any reg number. Mandatory Ifcollaboration with an NHS Trust. <
Is *matehed unding’ required rom he Universiy? [ <] Ifso, how much (% totalcosg? [
Is there any"matched funding* provided by collaborators? E
Notes @
N0 SC1 & Library [ AM SOCTNE SCITEC 05 Fellowships PhDs (1) 16 2B
67 sci o RRIC (1) 3 v
Info_ Sci. & Library | ASSOCINF SYST 2248 (HFSF(2) 3 e
68 Sci &5 Funding Opps - Faculty 1 une
69 |PUBLIC, ENVIRONM] 2956 (o Funding Opps-iibrary (11) 46 B
NURSING 1194 (O Goodarre 1 e
& Harts 3 e
5 Information (14) o4 1w
5 Intl Collabs Results (7) £ e
©3es (1) 5 s
& job adverts (1) 5 e
W > %] Sheet1 “Sheet2 ~Sheets - !
R Unread: 0| Total:1
Ready | +







4. Move to Investigator tab. 
· Type your surname in the Investigator field, then use the drop down arrow to confirm your name, highlight it and click
· Value: 100%, Primary Investigator: Yes

·  (The Investigator Code, Primary Dept and Faculty will auto-fill once you have confirmed your name).
· You will be prompted to ‘Save’ – click floppy disc icon at top of page.




5. Move to Sponsor/Collabor. tab.

· click ‘Add a Sponsor or Collaborator to this Project’




6. The University of Sheffield will be pre-entered. 
· Put the student’s registration number in the Sponsor Ref.

· Click the drop down menu at Programme Name  (see next screen shot)



7. Scroll down the list of ‘Programme Names’ and click on the correct description out of 

Student Research Project -  PGR

Student Research Project – PGT

Student Research Project – UGT

· Click ‘Close’. 



8. A pop up regarding Price Multipiers will appear – ignore it, and click OK.


9. Take a note of the Project code (the ‘URMS number’)

· Exit system

· Email/Phone Mari Bullock (m.bullock@shef.ac.uk  or extension 20714) and ask for the project to be approved. 

· Put the URMS number on your ethics form (you don’t have to wait for the approval process).
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