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1. Logging In

You can access the Wrexham Grant Management System by going to wris.wrexham.ac.uk

To log in always select the ‘Office 365" button. This is linked to your University 365 account.

English ~

Prifysgol Wrecsam
Wrexham University

Vidatum Academic

{ |:| Office 365 }

Username

Password
(] Logout when the browser close

Forgot password?

WGU4.020

You might be asked to log in using your University credentials or to verify your identity as shown
in the below screens.

B2 Microsoft
B® Microsoft =

thomasonf@glyndwr.ac.uk
thomasonf@glyndwr.ac.uk =

Enter password Verify your identity
Your organizational policy requires you to sign in
again after a certain time period D Text +XX XXXXXXXXX58

%‘ Call +XX XXOC0000S8

Mere information

Are your verification methods current? Check at
https://aka ms/miasetup

Cancel
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2. Getting to the Grants module

Upon logging in, you will be brought to the home page. From there, click on the “Submissions”
button on the navigation bar.

\Srrgf‘%‘;‘r‘\‘m"iﬁ“;:‘vvidatum Academic weupevaoze Home Profile Oulputs( Submissions rublish Reporting Administration

Your Profile

Shafiq Far

This is dummy text for testing purposes

Last Updated:05/02/2026

On the left-hand side on the screen you will see the different form options, you should always start

with ‘Intent to Submit’.

**Only skip the ‘Intent’ stage and start with ‘Proposal’ if you have written permission from your line

manager to do so**

ty=Eol M ecsam Vidatum Academic weupevaozo  Ho

Wrexham University

3 Intent to Submit

@ Proposals
@ Grant Registration|
@ Live Grants

8o Fthics Review
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3. Creating an Application

Step 1: Select this button which can be found on the right-hand side of the screen

Stage 2: Enter the name/title of your project and the project type which can either be Research

or Non-Research.

New Intent

Title of the Project *

Project Type *

-- Please Select -- v

-- Please Select -- whts

Research

Non-Research m
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4. Navigating the System

The form is split into different sections, and additional fields may appear depending on the
information you have filled out.

All question marks with an asterisk* must be completed.

You should select ‘save’ throughout, the red errors button indicates sections left to complete, this
will turn to a blue submit button once all relevant sections have been completed.

Every section includes help text, please ensure you read this carefully.

There are four forms in total, intent to submit, proposal, grant registration and live grant. Each
form must be processed and approved before you can move to the next stage.

«Errars m Cancel

Main
Ptoject Type Reference No
Main Details
Research 2026/0033 Please complete the relevant

Title of the Project *

testing

PI FTE on Project *

Abstract *

Multi Partner (Y/N) *
-- Please Select --

Estimated Start Date *

Full Cost of Project

Estimated End Date *

Select WU PI | Project Leader *

Richard Day
Select Department *

-- Please Select --

Application Deadline *

details of the Principal
Investigator, please note you can
not submit an application on
behalf of another staff member.
Enter the estimated requirement
for the principle investigator or
project lead applicant. Full time
Equivalent eg 0.2= 1 day pw;
0.6= 3 days per week.

Abstract

This section should be
descriptive, giving a brief
overview of the project, detailing
the main aims and objectives
and the framework used to
conduct the study. Long
scientific descriptions and
technical language should be

avoided.
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5. Intent to Submit

Start with ‘Intent to Submit’. An intent to submit is an internal notification or pre-registration
required to inform the grant management team and your line manager that you plan to apply for a
grant. It acts as an early warning system, allowing us to allocate resources and time, ensure your
project meets compliance standards and ensuring your line manager supports the development
of a full application, before you begin to start developing your grant application.

At intent to submit, you might not have all the details of your grant application yet, at intent you
only need to have the following to submit:
The FTE of your role on the project- entered as a percentage
If the project will involve partners
Wrexham University’s role in the grant
The estimated full cost of the project
Funding Body Details
» Select ‘Add Funding Body’

Funding

© Add Funding Body
)
Select *Add Funding

» Select the Funding Body from the drop-down menu, if the funder does not appear
contact grants@wrexham.ac.uk

» Select the Funding Programme, if not listed please ‘other’ and enter the

programme name, if not known select ‘default’

Provide the URL link of the webpage where the funding call is listed

Press Submit

You can add more than one funder by selecting ‘Add Funding Body’ again.

YV V

Project Funding Body Details

Funding Body * ©
-- Please Select -- -
Funding Programme *

-- Please Select -- -

m{———

Please include the webpage URL to the funding call you applying to *
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e Finally in order to submit an intent to submit you must upload a copy of the Funding Call
Specification, under the attachments section, ensuring you select ‘Funding Call
Specification’ as the document type.

Attachments

© Add Attachment

No data available in this section.

Data Management Plan

Data Sharing Agreement

Funding call Specification
Industry Collaboration Agreement
Insurance certificate

Invitation to Tender

Previous
Previous

Once these sections have been completed and saved, the blue submit button will appear

<« G % wguacademicie/grants/intent/edit?D=3035 QA O O
@ SALSFREC-APPLICA.. Bl FACE FREC Applicati.. il Copy of WU UAT Iss... [RY Wresham-University 3 AllBookmarks
Mﬁi | Wi 2y Vidatum Academic wewoevaozo Home Profile Outputs Submissions Publish Reporting Administration English ~ L Welcome Frances Thomason Ev

O Intent to Submit ®

@ Proposals
@ Grant Registration

@ Live Grants

Main
8 Ethics Review
Project Type Reference No
B Timesheets Research 2026/0044 red
Title of the Project * Select WU PI / Project Leader * i i
completed to submit an
@ Awaiting Review .
Intent Frances homason M application. Ensure you
. . PIFTE on Project * Select Department * select SAVE as you work
% Administer Submissions e oUaT e Epplication
- Please Select -
% Recruitment Abstract
The word imit i 250 word: 0
Multi Partner (Y/N) * v
< 3

Once submitted your application is locked for review, meaning you cannot make any edits or
changes. You will receive a notification via email when your application has been successfully
submitted. You can check back to the system at any time to review the status of your application.
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Intent to Submit

Search:

Amt
REF# Project Funder Requested Period Deadline Status Actions
2026/0044 Intent chEg 0 Awaiting Line Manager approval ® m
-

3035 Frances Thomason Cymraeg
Cenedlaethol,
Wellcome
Tender,
Accelerator

At Intent, only your line manager will receive and approve your application. You will receive an
email notification once this has been processed.

At intent your line manager can either:
e Approve- You can now start to develop your full proposal- you MUST contact the Bid
Development team and your Finance Business Partner when starting your full proposal.

e Reject- If you application is rejected, check the system for comments that have been left
by your line manager.
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6. Proposal

Proposal expands the intent into a full application. Includes:
* Project description
* Abstract
» Collaborators
* Funder details
* Budget
* Resources
»  Supporting documents (application to funder)
* Risks and benefits

Proposals MUST be developed in the system with the Bid Development Managers and Finance
Business Partners

Proposals MUST be completed and submitted for approval 2 weeks before being submitted to
the external funder.
Budgeting Tool

At proposal stage a button will appear in the Budgets section which will allow you to create a budget.

Budgets
© Add New Budget

Clicking on “Add new budget” will open a new dialogue window where you can customise the type of budget
they wish to set up

Add New Budget

Budget Title *

Select Funder *

-- Please Select -- v
Type *

-- Please Select -- v
Income Currency *

-- Please Select -- v

Overhead Calculation *

-- Please Select -- v

Overhead Percentage *

Salary Increments? *
-- Please Select -- -
Salary Inflation? *

-- Please Select - v

Save
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e Budget Title: A title for the budget you are creating
e Select Funder: This will pull from the list of funders the user previously specified

e Type: This will allow you to select from a budget template that comply with different funder or
regulatory requirements (Select Standard).

e Income Currency: The currency of which the budget will be based on

e Overhead Calculation: The field asks how indirect costs should be applied to the budget (Please
consult with your finance business partner before completing this).

e Overhead Percentage: The percentage for the overhead calculation or the percentage of direct
costs (Please consult with your finance business partner before completing this).

e Salary Increments: Yes/no dropdown, specifies if the staff will receive scheduled pay
raises/increases

e Salary Inflation: Yes/no dropdown, allows the system to account for inflation adjustments.

When all the mandatory fields have been filled in, click on Save and a budget template will be
created.

Then, select EDIT to open and build the budget.
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Wellcome Budgets

Accelerator Please note *Add Budget' will
not appear until the project

FrancesThomason

Budget Outline

Edit Delete Copy Download -

dates and funder details have
been entered.

Please contact your Finance
Business Partner to assist with this
stage of the process -
financebusinesspartners@wrexha

m.ac.uk

Cho

“Add Mew Budget” and

¥r 1 GBP Total
update the fields in the pop-up
Budget From Funder Budget From Funder screen.
Budget Title - Give your budget a
title e.g. *Milestone 1 Budget” or
Incurred Staff £0 £0 £0 £0 T .
Project Budget”,
Allocated Staff £0 £0 £0 £0 Type -
Income Currency —
Temporary Staff £0 £0 £0 £0 normally be British Pounds unless
this is a bid to verseas fundin
Staff Total £0 £0 £0 £0 SO RIE ERIES
body.
Non-Pay Overhead Calculation - Funding
rules may dictate what this is. UKRI
Travel £0 £0 £0 £0 will always be UKRI Dispensation, If
Other Non-Pay Costs 0 £0 £0 £0 iz T e AR
method, choose UKR
Non-Pay Total £0 £0 £0 £0 Dispensation.
. Overhead Percentage — A figure
s 1 g e g a0 must be entered here. If choosing
Indirect Costs UKRI Dispensation — enter 0. Enter
relevant percentage if choosing
Overheads £0 £0 £0 0 alternative methods.
——— @ @ M - Salary Increments — Dependent
on funding body rules. If a UKRI
Total Economic Cost £0 £0 £0 £0 application, salary increments must
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Filling in a Budget

Pay 1 Staff v Academic v

2 e

Yr.1 Yr. 2 ¥Yr. 3 Total

Budget From Funder Budget From Funder Budget From Funder Budget From Funder Actions

The process to begin entering budget information usually follows the same process:
1. Specify a Category
2. Specify a Subcategory
3. Click on Add

A new set of fields will appear corresponding to the data being captured by that particular budget section.
Entering Staff costs

There are two ways of adding staff related costs and can either be calculated by

e Person: This will use a set of rates unique to a particular person or staff member that is currently in
the system. The rates are updated using automated feeds. When the user specifies to calculate
the cost by person, they can select from a list of users using the typeahead field.

Based on* Select Person
BY Person - -
shal
Shafiul. Monir@wrexham.ac.uk I
Andrew.Sharp@wrexham.ac.uk
Sharon.Beresford@wrexham.ac.uk
Sharon.Wheeler@wrexham.ac.uk

Nisha.Rawindaran@wrexham.ac.uk

» Rate: This will specify a general rate or grade instead of a person-specific rate

Pay Staff - Academic v

Add

Based on * Select Rate

By Rate M B

Grade Research Assistant 1/ O&A4: 25

Grade Research Assistant 2 [ O&A5: 26
Grade Research Assistant 2 /| O&A5: 27 ]
Grade Research Assistant 2 [ O&A5: 28
Grade Research Assistant 2 [ O&A5: 29

Grade Research Assistant 2 [ O&A5: 30
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After specifying the calculation method, the user will have to fill in the remaining fields

FTE *

Basedon* Select Rate
By Rate - Grade Lecturer: 35 -
Start Date * End Date *

Description *

Start and End Date: The duration of which this particular staff member will be participating in this
project

FTE: The staff member’s Full Time Equivalent or the percentage of time they are devoting to this
project

Description: A brief description of this particular budget line

When all the relevant fields have been filled out, the system will calculate the total cost based on the details

entered.

Totals

Directly Allocated Staffftst 1902274 1521819 0 0 0 0 0 o] 1902274 1521819 =

Yr.1 Yr. 2 Yr.3 Yr. 4 Total

Budget From Funder Budget From Funder Budget From Funder Budget From Funder Budget From Funder Actions

Directly Allocated Staff

19022.74 15218.19 0 0 0 [V} (/] 0 19022.74 15218.19

Entering Other Costs

Entering other costs follow a similar format. We will take Non-Pay for example:
Non-Pay Other Expenses v Other Expenditure v
Add
Description %
Cost
Nr:1 Yr. 2 Yr.3

Here, you can specify the category and subcategory, then fill out;

Clicking

Once all

Description: Brief description of the budget line they are entering
Cost per Year: These fields are automatically generated based on the number of years the course

will be running for. Here, users can enter the cost on a per-year basis

on submit will add a new line to the budgeting tool.

sections have been completed select ‘Submit Budget’ and ‘Return’.
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Additional Budget functions

You can do a few additional things with the budgeting tool

Edit Delete Make Default Copy Download ~

e Delete: This simply deletes a budget
e Make Default: This is relevant when there is more than one budget created
e Copy: This takes the current values in a budget and creates a copy with a new name, helpful if users
wish to create forecasts
e Download: This will download the budget into a Word of Excel format
At Proposal stage please make sure you attach all documentation that will be submitted to the funder. Select

the document you would like to attach, then press the blue ‘upload’ button before continuing with the
application. This is to avoid unsaved worked or attachments.

When all mandatory fields and Sections have been completed, the red “Errors” button will turn into a blue
“Submit” button. This has now noted you have completed the application and it is ready for you to press

the blue “Submit” button.

—
Main
Project Type *
Research Tender
Reference No : 3905
Title of the Project Short Title
Test multiple org affiliations testetst
Is this is a student led project? * Select P / Project Leader *

Once you press the blue “Submit” button you will be directed to the last stage of the application
which is to confirm and submit you have understood all terms and information in this process.
Once completed, you can now press the blue “Submit” button for the application to go through

the approval process in the workflow.

At Proposal Stage, your application will be reviewed and approved based on the amount being
requested, in line with the University Finance Regulations. You can check back on the status of
your application at any time and view who is currently reviewing it by selecting the Person Icon
next to your application.
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Role / Approver Date Status

Finance Business Partner
Andrew Jodrell (£ Current Approver

Finance Business Partner
Charlene Fowles (& Current Approver

Finance Business Partner
Emma Forfar (& Current Approver

Finance Business Partner
Pete Johnson (& Current Approver

Finance Business Partner
Shafig Far (@ Current Approver

Bid Development Manager r_?)
Emma Taylor W

Bid Development Manager f—;)
Estelle Brown e

Bid Development Manager r—?)
Frances Thomason -

Bid Development Manager f‘—;)
Rachel Lacey N

Executive Director of Finance ,_?)
Emma Forfar e

Line Manager ,—,?)
Richard Day '

PVCR )
Richard Day

Vice Chancellor ,—,))
loe Yates e

You will be notified by email of any feedback and final approval from the University approvers.

You CANNQOT submit the bid externally to the funder until you have received confirmation to proceed from
all approvers.

Approvers can ask for changes or further information before they approve your application, this will be
entered in to the system and you will receive an email notification. To review comments left by the
approvers select the blue person icon next to your application. Your application will be unlocked for you to
make any changes and resubmit following the same above process.

Once all approvers have signed of you proposal you can proceed with submitting to the funder. The bid
Development Team will update they system to reflect the date it was submitted

Update Status To:

@ submitted to Funder
O Not Submitted to funder
O send back to Applicant for changes

Add Comment

%

Cancel Save

Comments posted here and names of reviewers will be visible to all.
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When you hear back from the funder your application will either be marked as Successful or Unsuccessful

Your Date of Funder Outcome / Response *
Approval Approval and Comments
and If you are the approver, you
Comments Update Status To: can use this form to post a
comment, query, approve,
O Successful Application or reject the entry.

O Unsuccessful Application

Add Comment

%

Cancel Save

Comments posted here and names of reviewers will be visible to all.

If your application has been successful, congratulations! you can move on to Grant Registration.

If your application was unsuccessful, read through any comments left by the funder, they might be helpful
in developing your next grant application.
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7. Grant Registration

If your funding has been successful, you need to register your grant in the system to generate a
project cost code.

The application will copy all previous sections across that you completed when developing your
grant.

Only two new sections are required at this stage; Events/ Milestones and Contracts, however if
any changes have been made to the overall project details, proposal or costing please ensure
these are updated before registering your grant.

To register your grant, you must add at least one Event or Milestone, but you are encouraged to
add all relevant event milestones to this section including, meetings, reports and claims.

Events / Milestones

No data available in this section.

Event Milestones

Please note you cannot register
a grant without adding at least

one event or milestone.

You must also complete the Contracts section of grant management before the project can begin.
Select ‘Add Contracts’. Add the type of document, if it is a contract to Wrexham University or put in place by
Wrexham University, provide a description and select submit.

Contracts

Mo data available in this section.
Contract

Please note a grant cannot be
registered or a cost centre
generated until contracts have
been added to the system.

Selact- "Add Contract’ - P

You the need to select the paper and pen icon to open and complete the contract details
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Contracts

© Add Contract

Type Title Ref No Actions

To WU Funder Contract @i

Showing 1 to 1 of 1 entries

Complete the relevant details marked with an asterisk in this section and upload any contract
documents. Please contact legal@wrexham.ac.uk or grants@wrexham.ac.uk if you need support
with any of the questions.

Project Details

Project Code : 562

Project Details

Project Title : Intent Pl : Frances Thomason

Project Start Date : 01/07/2026 12:00:00 AM Project End Date : 01/07/2027 12:00:00 AM

Contract Details

Type of Record * ©
Contract Details

To WU -

n containg the main

Contract Title * & Contract Ref ting to the contract.
Please note contracts cannot be
wu signed by Principal
Contract Description = Investigators, the required
signatory is dependent on the
value of the grant, piease contact
4
Contract Date * Start date End date
Contract Admin Legal Admin back 1o project.
Contract Type * 2 Agreement Type *
-- Plaase Salact -- v || --Pleass Select - v
VAT Status * VAT Rate ™
- Please Select - v | | - Pleass Select - -
Total Value Overhead Value
Checked By * Signed By *

Contract Attachments

Once complete, select ‘Save and ‘Back to Project’

Back to project

O Intent to Submit

You can now submit your grant registration. The Finance Team will review and make final approval of your grant
registration. Once approved you will receive an email notification listing your project cost code.
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Message

Subject:
Grant Registration "Intent” has been approved

Message:
Dear Frances Thomason,

We are pleased to inform you that your Grant Registration has been approved. Please take note of the following details for your
reference:

s Title: Intent
+ Reference Mo: 2026/0044
» Cost Code: GDZR

Please continue to use the system to manage your active grant. This includes updating documentation, adding milestones and events,
and overseeing your grant budget.

Should you require any changes or amendments to your active grant, please contact grants@wrexham.ac.uk fa> to unlack your
application.

Please do not respond back to the email. Contact grants@wrexham.ac.uk with quenes.

Please refer to the Wrexham Grant Management System for Applicants User Guides for further information.
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