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Introduction

The purpose of this document is to given customers an understanding of the Callaghan Innovation Investment
Management System (IMS) online portal, without getting into technical details. Acknowledging the system is in
continuous enhancement, customers should be aware that this is a high-level document to be used to assist in
completing an online application.
The portal was developed to support the end-to-end process required to invest and manage funds for Ministry of
Business Innovation and Employment and Callaghan Innovation, and was designed to be as flexible as possible
to meet the needs of the various funding models.
Within this document references to “Project” refers to Expressions of Interest, Concepts, Proposals or Contracts.
“Applications” refers to any application for funding.
The content of a project is variable depending on the investment process your project is in. The content of your
project may differ from those displayed.
If there are any questions or feedback about the portal, customers are requested to contact the Grants
Processing team at Investmentsupport@callaghaninnovation.govt.nz

Icons used in this guide
This icon indicates information that’s very important
This icon indicates information relevant to the section

2

Accessing the portal for new and existing users

Where to log onto the portal
Go to Callaghan Innovation’s website: https://ims.callaghaninnovation.govt.nz/myfrst/
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New users of the portal
New users of the portal will be asked to agree to a portal access agreement via the following steps
Access agreement and updating your details
Step

Action

1

If you are a new user of the portal, you will be asked to accept an access agreement

2

You will be directed to enter your temporary password and to create a new one.
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Step
3

Action
Complete and save your details. Fields with a * (red asterisk) are mandatory.

Result: Details saved. Returned to Home tab
4

Refer to step 2 in section 3 – Creating an application, for guidance on how to continue.
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New users of the portal
Existing users of the online portal will be directed to the Home tab
Step
5

Action
Select the Project list tab to see your existing records.

It is recommended that you have only one window open when accessing the portal.

3

Creating an application

Use these steps to create a new application for funding from your list of projects.
Step

Action

1

From the Project list tab, select
If you do not have any applications or contracts, then when you select the Project List tab, you will be
directed to create an application.

Results: The system will take you to the following screen.
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Step
2

Action
From the dropdown list select the 2017/18 R&D Experience investment process from the list.

Results: The system will take you to the following screen.
3

A summary screen will show you important information beneath the screen shown below.
If you wish to proceed with creating the application, enter an Application Title and click






Brief overview of the funding type you have selected.
Contact details for assistance.
Application timelines (if applicable)
Links to important documents or webpages
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Step

Action

Results: The system will create your application and take you to the following screen that displays
the sections you need to complete
4
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Completing an application

Use these steps to complete an application for funding.
Step
1

Action
Select each section to complete the necessary fields for your application.
Online help text and guidelines on the Callaghan Innovation website will assist you in completing
the application.

The action buttons are displayed at the bottom of each section.

Your progress through the application is indicated by the following icons:
indicates you have not started the section
indicates you have been into or have started the section
indicates that the section still requires information/action
indicates that this section has passed validation and is complete
Selecting the

icon will display the help text.
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Step

Action
The fields that are identified by a * (red asterisk) are mandatory and you will not be able to save the
section until they are complete.

You will receive an error message if you try to save a section without completing fields marked with
*.

The fields that are identified by a * (black asterisk) are required to be completed prior to submitting
your application.

This means that you can click into and leave the section without entering any data, but the system
will not allow you to submit your application without completing these fields.
If you have started to enter information into a section, then select another section without saving,
you will receive the following message.

Selecting
lost.

will allow you to move to the other section but any information entered will be

Selecting
will cancel your request to move to another section and you can continue to
enter information and save your progress.
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The portal allows for documents to be uploaded, for example, Excel, Word, PDF. If you are
uploading a PDF, please ensure it is an unsecure PDF. The documents generated in the portal are
also PDFs, but it cannot print an upload PDFs that are secure.
Remember to close the document you are going to upload as the portal cannot upload a document
that is open on your computer.
As there are mandatory fields within the application, if you try to submit without completing these
sections or fields, the portal will advise you where there is information outstanding.
You can click on the hyperlink to go directly to the section where information is required.

Once you have completed all sections of the application, you will be able to submit your application,
via Print and Submit section.
(Select the

button).

If you do not see this option, you will need to contact your organisation’s super_user who will be
able to complete this action.

5

Checking an application is complete before submission

While completing an application, you can validate your application to see if you have completed all necessary
fields.
Step
1

Action
In your list of available actions in sections Manage this application/Print and submit, click Check my
application before submission.
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2

Any sections that are incomplete are returned.

Select the link to take you directly to the incomplete section.

6
Step

Viewing an application
Action
After an application has been submitted to Callaghan Innovation, you will be able to view
the sections, but not edit.
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Application statuses

Status
In progress

Description
You have created an application and are still in the process of
completing it.

Submitted for QA

You have completed your application, but this status indicates that
you do not have the authority to submit on behalf of your
organisation. You will need to find a super_user at your
organisation who can review and submit the application for
consideration for funding.

Submitted to IMS

You have successfully submitted your application for consideration
for funding to Callaghan Innovation.

Withdrawn

Up until submitting an application, you can withdraw it at your
discretion. After submission, you must contact Callaghan
Innovation to move to an appropriate status. A withdrawn
application cannot be edited or resubmitted to Callaghan
Innovation, but it can be viewed and printed by the users. If you
choose to delete an application prior to submission, neither your
organisation or Callaghan Innovation will be able to see it.

Not submitted

If you miss the cut-off-date for submitting the R&D Experience
application, Callaghan Innovation can make the application ‘Not
Submitted’. You will be able to view the application, however you
will not be able to edit it or submit the application.

Ineligible

If an application does not meet the criteria for the R&D Experience
g, Callaghan Innovation can make the application Ineligible. You
will not be able to edit or resubmit this application.

Declined

Callaghan Innovation has declined the application for funding. You
will not be able to edit or resubmit this application.

Approved

Callaghan Innovation has approved an application to proceed to
the next stage. You will not be able to edit this application.
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