
Training on AIMS
Project Interface

for Research Project Database Form (RPD Form)

Jun-2023

1



Rundown

 Part 1. Objective of the AIMS Project Interface

 Part 2. Roles Involved

 Part 3. Workflow of the Project Interface

 Part 4. Types of Awarded Project

 Part 5. Walkthrough and Demonstration

 Part 6. Project Enquiry and Data Exportation

 Part 7. Upcoming Events

 Part 8. Q&A

2



Part 1

Objective of the AIMS

Project Interface
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Objective of the AIMS Project Interface

 Replace the Research Project Database
Form (RPD Form) in Word document
format.

 Prefill fields in RPD form from Grant
Application Database to lessen the
burden of Researchers.

 Reduce typos in entering project data to
AIMS by ORKTS staff.

 Speed up the submission and
verification process.

 Enable Researchers and Administrative
staff from department/faculty/research
institute to enquire project information.
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Part 2

Roles Involved
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Roles Involved in the AIMS Project Interface
User Role Possible Staff Access Rights

Researchers Staff eligible for Grant application • Create, edit, submit project information if 
he/she is the Principal Investigator (CUHK) of 
the project.

• Can view project information if he/she is the 
Principal Investigator (CUHK) / Other 
Researcher(s) (CUHK) of the project.

Researcher
Delegates
(Optional)

Research Assistant of Researcher • Same rights as Researcher.

Administrative
Staff

Department / Faculty / Research 
Institute Admin

• View project information if researchers of 
his/her department / faculty / research 
institute are the Principal Investigator (CUHK) / 
Other Researcher(s) (CUHK) of the project.

ORKTS Admin Grants team / Administration team / 
Legal and Compliance team of 
ORKTS

• View, edit, validate and change status of all 
project information in the system.
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Part 3

Workflow of the Project 

Interface
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General Workflow of the Project Interface
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Part 4

Types of Awarded 

Project
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Types of Awarded Project
Type of Award Example of Corresponding Funding Scheme [Grantor / Sponsor] 

RGC-ES • General Research Fund (GRF) [RGC]
• Early Career Scheme (ECS) [RGC]

RGC-NonES • Humanities and Social Sciences Prestigious Fellowship Scheme (HSSPFS) [RGC]
• Collaborative Research Fund (CRF) [RGC]
• Areas of Excellence (AoE) [RGC]

Non RGC • Partnership Research Programme (PRP) [Innovation and Technology Commission]
• Beat Drugs Fund [Narcotics Division (ND), Security Bureau]
• Health and Medical Research Fund (HMRF) [Health Bureau]

DMS
(Designated Mainland Setups)

• 國家自然科學基金 -青年科學基金項目 [NSFC]
• 國家重點研發計劃“地球觀測與導航”重點專項 [MOST]

Internal Grant • Research Committee - Direct Grants [CUHK]
• Research Committee Postdoctoral Fellowship Scheme [CUHK]
• Not include Funding Scheme from College, Department, Faculty, Research Institute or Other 

Units

Contracts • Research Contracts/Service Agreements from External Companies/Government
Departments/NGO [Hospital Authority, Education Bureau, Sik Sik Yuen]

Others • Donations: The Hong Kong Jockey Club Charities Trust [HKJC]
• Projects cannot be categorized under any Type of Award above
• Projects not handled by ORKTS
• Projects migrated from previous system
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Types of Awarded Project – Created by
Type of Award Created by Remarks

RGC-ES • ORKTS
• Researcher/ Delegate *

Normally, information of RGC-ES projects are captured from RGC 
Electronic System. Supplementation by Researcher is not required.

RGC-NonES • ORKTS
• Researcher/ Delegate *

Manual email will be sent to Researcher for supplementation

Non RGC • ORKTS AIMS notification email will be sent to Researcher for supplementation

DMS
(Designated Mainland Setups)

• ORKTS
• Researcher/ Delegate *

Manual email will be sent to Researcher for supplementation

Internal Grant • Researcher/ Delegate

• ORKTS

• Project of Direct Grant from CUHK Research Committee Funding is
created by Researcher

• Project of Postdoctoral Fellowship Scheme, Research Assistant 
Professorship Scheme, etc is created by ORKTS. AIMS notification 
email will be sent to Researcher for supplementation

Contracts • ORKTS Manual email will be sent to Researcher for supplementation

Others • Researcher/ Delegate

* Only transferred project from another university should be created by Researcher / Delegate
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Part 5

Walkthrough and 

Demonstration
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Walkthrough Areas

 How to Login?

 How is the Dashboard?

 How is a Project Created?

 By Researcher/ Delegate

 By ORKTS

 Initial Notification to Researcher

 Project Information Supplementation

 Key Information

 Collaboration

 Other Project Information

 Project Submission

 Project Re-submission

 Research Budget Breakdown
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How to Login? 

 Click the link https://aims.cuhk.edu.hk/converis/mypages/overview to login AIMS.

 Browser will be redirected to CUHK Login page. Input CUHK OnePass Login ID and
Password. After clicking “Sign In”, the Dashboard will be shown.

14

https://aims.cuhk.edu.hk/converis/mypages/overview


How is the Dashboard? 

Function Menu

Researcher’s 

Profile

Quick Project Views

Quick Link to create 

new Research Output 

and Project

Quick Links to 

recently edited 

records

My Settings
e.g. Delegation
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How is a project created? By Researcher

 Click “Add New Content” Select “Project”

 Select “Internal Grant” or “Others” in the “Add new
Project” page

 “New Project” page is shown

Only transferred project of  types “RGC-ES”, 
“RGC-NonES” and “DMS” from another 
university should be created here
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How is a project created? By ORKTS

 For types “RGC-NonES”, “Non RGC”,
“DMS”, ORKTS staff changes the
status of Project Application record
from “Pending” to “Awarded”
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How is a project created? By ORKTS

 For some funding schemes of type “Internal Grant” (e.g.
Postdoctoral Fellowship Scheme, Research Assistant
Professorship Scheme, etc.), ORKTS staff manually creates
the Project and fill in some basic information

 PI / Project Reference No / Project Title / Funding Scheme

 ORKTS staff will trigger
the system to send
AIMS notification email
to Researcher for
supplementation
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How is a project created? By ORKTS

 For type “Contracts”, ORKTS staff manually creates the Project and
fill in some basic information

 PI / PI Delegate / ORKTS Agreement No / Project Title / ORKTS
Responsible Officer
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 For type of “Non RGC”, system will generate an AIMS
Notification Email to PI after status of project
application record is set to “Awarded”.

 For some funding schemes under type of “Internal
Grant” (e.g. Postdoctoral Fellowship Scheme, Research
Assistant Professorship Scheme), system will generate
an AIMS Notification Email to PI after the draft project
record is created by ORKTS staff.

Initial Notification to Researcher

 For types of “RGC-NonES”, “DMS”, “Contracts”,
ORKTS staff will send email with embedded Project
link and other related forms/ information to PI
manually.

 Sample of embedded Project Link:

https://aims.cuhk.edu.hk/converis/mypages/editor/Project/<AI
MS ID>/default

Embedded Link
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Project Information Supplementation –

Key Information

 Principal Investigator (CUHK) (Mandatory)

 This field is pre-filled by ORKTS, or by
system determined by PI’s affiliation

 If PI has multiple affiliations and wants to
select another one, user can click button
to remove the row and add a correct one.

 PI needs to agree to the Policy on Research
and Intellectual Property (Mandatory)

 PI Delegate Information (Optional)

 PI can provide Delegate’s name and email if
any. Subsequent AIMS Notification Email will
also be sent to both PI and PI Delegate.
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Project Information Supplementation –

Key Information

 Type of Award / Project Reference No /
ORKTS Agreement No

 These fields are Read-only to PI and are
assigned by ORKTS staff

 Project Title (Mandatory)

 This field is pre-filled from project
application

 Project Keyword(s) (Mandatory)

 This field is pre-filled from project
application if available (mainly in RGC-ES &
RGC-NonES)
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Project Information Supplementation –

Key Information
 Is this a CUHK Research Project? (Mandatory)

 This field is pre-filled from project application

 CUHK SAP Account Required (Mandatory)

 Completion Report Required (Mandatory)
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Project Information Supplementation –

Key Information

 Funding Information (Mandatory)

 This field is pre-filled partially from project
application

 PI needs to fill in “Start date” and “End
date” and check the amounts

 If Funding Information is not provided,
click the button to add from AIMS
Funding Sources
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Project Information Supplementation –

Key Information

 If Funding Scheme is not available in AIMS
Funding Sources (mainly in type
“Contract”), click another button to
add a temporary record for ORKTS to
process after submission
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Project Information Supplementation –

Key Information

 Total Funding for the Project (Mandatory)

 Currency and Amount is automatically
calculated and assigned using Funding
Information data except when multiple
currencies exist in Funding Information

 By default, Amount allocated to CUHK is used
in calculation. For CUHK-led projects, if
Amount allocated to CUHK is empty, Amount
awarded to the project will be used instead

 Abstract of the Project (Mandatory)
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Project Information Supplementation –

Key Information

 Award date (Optional)

 Project Start Date / Project End Date (Read-
only)

 These fields are automatically assigned from
Funding Information

 CUSAP (Read-only)

 CUSAP Project (WBS) ID and related
information will be interfaced from CUSAP to
AIMS after project account is created in CUSAP

 Use can click the link provided to switch to
CUSAP to enquire project fund balances.
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Project Information Supplementation –

Collaboration Information

 Other Researcher(s) (CUHK) (Optional)

 This field is pre-filled from project
application (mainly RGC-ES & RGC-NonES)

 PI needs to check the roles and see if any
changes are made since application

 If Other Researcher(s) is not provided, click
the button to add from AIMS CUHK
Researchers

28



Project Information Supplementation –

Collaboration Information

 If Other Researcher(s) is not available in
AIMS CUHK Researchers, click another
button to add a temporary record for
ORKTS to process after submission
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Project Information Supplementation –

Collaboration Information
 Internal Collaborating Unit(s) (Optional)

 Click the button to add CUHK Faculty/
Department/ School/ Unit which has
collaboration with this project while it is
not listed under “Other Researcher(s)
(CUHK)”. For example, a unit which
provides service to the research.

 Other Contributing Organisation (CUHK)
(Optional)

 If a project member has multiple (or non-
AAPC approved) work affiliations (e.g. a
research unit not associated with his/her
primary appointment) and would like to
associate that work affiliation with this
project, click the icon to search and add
the Department/Unit and input the name
of the corresponding project member(s) in
the column “Researcher”. If there is more
than one researcher from that
Department/Unit, separate the names by
comma.
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Project Information Supplementation –

Collaboration Information

 External Researcher(s) (Preferred but
Optional)

 This field is pre-filled from project
application (mainly RGC-ES & RGC-NonES)

 PI needs to check the roles and see if any
changes are made since application

 If External Researcher(s) is not provided,
click the button to add new External
Researchers
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Project Information Supplementation –

Collaboration Information

 Adding new External Researcher

 Fill in Last Name

 Fill in First Name

 Fill in Title

 Search and Add External Organisation
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Project Information Supplementation –

Collaboration Information

 Adding new External Researcher

 If External Organisation does exist in AIMS,
fill in the Organisation information

 Organisation Name

 Country/Region

 City (for Mainland)

 Fill in Unit (External Researcher’s Affiliation)

 Fill in Email address

 Click “Done” at the bottom of page; and
Click “Done” at “Set status” popup

 The new External Researcher is added to
the table. Set the Role of the Researcher.
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Project Information Supplementation –

Collaboration Information

 External Collaborating Parties/
Organisation(s) (Preferred but Optional)

 Click the button to add from AIMS
External Organisations

 Fill in Unit if available

 If External Organisation is not available,
click another button to add a temporary
record for ORKTS to process after
submission

34



Project Information Supplementation –

Other Project Information

 Classification of Research Area by
Relevance

 Most Relevant Area (Mandatory)

 Related Area (Optional) -

 RGC Research Area (Optional)

 This field is pre-filled for “RGC-ES” and
“RGC-NonES” projects
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Project Information Supplementation –

Other Project Information

 Student(s) Trained (Optional)

 Click the button to add from AIMS
Students.

 If Student is not available, click another
button to add a temporary record for

ORKTS to process after submission

Researcher can add/edit Student(s) Trained after project is in progress but 

not terminated or closed.
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Project Information Supplementation –

Other Project Information

 Number of Expected Deliverable(s) at the End of the Project (Optional)
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Project Information Supplementation –

Other Project Information

 Research Budget Breakdown

 Mandatory for types of “RGC-ES”, “RGC-
NonES”, “DMS”, “Internal Grant” and
“Contracts”

 Optional for types of “Non RGC” and
“Others”

 There are slight differences in User
Interface for each type of award

 General operations

 Click button to show all budget items

 Select and add a budget item from the
Tree View

 Enter “Budget Amount” and “Description”

 Total Amount will be automatically
calculated after the project record is saved
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Project Information Supplementation –

Other Project Information

 Research Budget Spreadsheet (Optional)

 If Research Budget Breakdown is too
complicated, (e.g. breakdown by year or
budget item not available in the tree list)
you can upload the Research Budget
Spreadsheet by clicking the button.

 Related Files (Optional except for type
“Others”)

 Project related files can be uploaded to
the project record by clicking the

button.

 Set the File type after uploading
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Project Submission

 To submit the project record for ORKTS
verification

 Click the “Submit” button at the bottom of
the page

 Leave message (if any) to ORKTS staff in the
“Comment” field

 Select “ORKTS Verification” in the popup

 Click the “Done” button in the popup

 Validations on Submission

 Mandatory field check

 Invalid University Overhead Percentage and
Department Overhead Percentage (for type
“Contract”)

 Total Funding for the Project is not equal to
Total Amount in Research Budget Breakdown
(for types “Internal Grants” and “Contract”)
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Project Submission

 After project submission

 Status of the project is changed to
“ORKTS Verification” as shown in the
Project List View

 To view project details

 Click the Project Title link to browse
the information

 To enter edit mode to view project
details

 Click the “Edit” link to edit project
information

 To create project details PDF

 Click the button to save
the project details to PDF file
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Project Re-submission

 ORKTS staff will verify the submitted project
details and

 If project details are verified, set the Status
to “Project in Progress”

 If revision or supplementation from PI are
required, leave message to PI in the
“Comment” field and set the Status to
“More Information Required” to return to PI
for re-submission
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Project Re-submission

 System will send a notification email to
Researcher for revision and re-
submission

 Message left to Researcher is placed at
the top of the email

 Researcher can click the embedded link
to edit the project details.

 Researcher can also see the project
pending for re-submission in the
Dashboard
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Project Re-submission

 Researcher can view the Status history in
Admin Info Status Log

 Follow the steps in Project Submission to
re-submit the revised project record for
ORKTS verification
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Research Budget Breakdown

Type of Award: RGC-ES
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Research Budget Breakdown

Type of Award: RGC-NonES

 “Travel*” and “Subsistence*” are
applicable to Fellowship Schemes, Travel
Grants and Conference Grants only.

 "Others*" is applicable to Areas of
Excellence (AoE) Scheme, Theme-based
Research Scheme (TRS) and Strategic
Topics Grant (STG) only.
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Research Budget Breakdown

Type of Award: Non RGC
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Research Budget Breakdown

Type of Award: DMS

 How to input for 包干制?
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Research Budget Breakdown

Type of Award: Internal Grant
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Research Budget Breakdown

Type of Award: Contracts
 Add Budget Items

 Input Budget Amount & Description (if any)

 Select “University Overhead (X% of Sum of the above
budget items)” from

 15% for government/public funds/non-profit making
organizations or off-campus project

 25% for others and on-campus project

 Special approved percentage, please specify

 Input “%” if “Special approved percentage” is selected

 University Overhead Amount is automatically calculated
upon save if it is empty

 Input Department Overhead “Allocated to” and
“Allocated %”

 Department Overhead Allocated amounts are
automatically calculated upon save if they are empty

 Total Amount = [Sum of Budget Amount of all Budget
Items] + [University Overhead Amount] + [Department
Overhead Amount] 50



Research Budget Breakdown

Type of Award: Others
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Part 6

Project Enquiry and 

Data Exportation
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Project Enquiry

 To enquire Project information, 

go to Project List View

 Click “Filter” button

 Filter Panel is shown

 Query mode is complicated and 

will not be discussed here
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Project Enquiry
 1. Select Filter Entity  2. Select Filter Attribute

 3. Select Operator

 4. Enter Filter Value and Click “Apply” Button 

Result
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Project Enquiry

 Filter by 

 Type of Award; AND

 Project Start Date
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Project Enquiry

 Filter by 

 PI’s First Name; AND

 PI’s Last Name
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Project Enquiry

 Filter by 

 Name of Other Researchers 

(CUHK) - Superior 

Organisations of Work 

Affiliation (e.g. Faculty)
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Project Enquiry

 Save Frequently Used Filter

 Load Saved Filter

 Operators and Filter Values 

are not saved and loaded

58



Data Exportation

 To export Project information, go 

to Project List View

 “Filter” the Project Information

 Click “Export” button

 Export Panel is shown
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Data Exportation

 Select “Selected items” and 

Check Filtered items in the result 

to export particular records

 Select “All (filtered) items” to 

export all filtered items
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Data Exportation

 Do not touch the “Export 

Settings”

 Use “Ctrl” key + “Left Mouse 

Click” to select the attributes of 

“Project” for export

 You can export at most one 

linked entity at a time. Examples 

of Linked entities are

 Principal Investigator (CUHK)

 Other Researcher(s) (CUHK)

 Funding Sources

 Use “Ctrl” key + “Left Mouse 

Click” to select the attributes of 

“Principal Investigator (CUHK)” 

for export
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Data Exportation

 Save current export settings as Frequently 

Used Export Template, click “Save 

Template” button

 To use the saved Export Template, select 

“Use Template”
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Data Exportation

 Click “Export” button and an Excel file will 

be automatically downloaded

 Open the Excel file and project 

information is as below
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Data Exportation

 By selecting the first row in the Excel 

and replacing the column prefixes, you 

get a better column header
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Part 7

Upcoming Events
Production Rollout of AIMS Project Interface

 Official Rollout Date: 3 July 2023 (Mon)

 Update in ORKTS website

 PowerPoint of this Training Session

 Video of this Training Session
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Part 8

Q&A
 Our ultimate goal is to replace the current RPD form in Word format 

with the AIMS Project Interface. But there will be a transitional 

period. Within this transitional period, our ORKTS staff will give clear 

instructions in email whether the AIMS Project Interface should be 

used for project information submission.

 Not all staff have the Researcher access to AIMS (e.g. Part-time 

research staff, Administrative staff with publications, Taught 

Postgraduate (TPg) students). If you find yourself cannot access AIMS, 

please apply Researcher User Account by download application form in 

link below and submit the completed form to aims.info@cuhk.edu.hk.
https://www.orkts.cuhk.edu.hk/images/aims/AIMS_Researcher_Account_App_

Form_Jun-2023.docx
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Part 8

Q&A
 The CUHK Delegated Role account in AIMS allows user to receive 

delegation from Researchers, to assist in the handling of publication 

and project related records. To apply the delegate account, please 

download application form in link below and submit the completed 

form to aims.info@cuhk.edu.hk.
https://www.orkts.cuhk.edu.hk/images/aims/AIMS_CUHK_Delegated_Role_App

_Form_Jun-2023.docx

 The Faculty/Department Administrator account in AIMS can search 

and generate report of project related records for the entire Faculty 

or Department. To apply the Faculty/Department Administrator 

account, please download and submit the application form in link 

below and submit the completed form to aims.info@cuhk.edu.hk. 
https://www.orkts.cuhk.edu.hk/images/aims/AIMS_Faculty_Department_Admi

n_App_Form_Jun-2023.docx
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End of this 

Training Session
Thank you very much for participations and supports
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