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ROMEO 
Overview

A research management database for awards and certifications.

Developed by Process Pathways.

Researchers submit applications, which route through an electronic approval 
process, and arrive for processing by the relevant research office. 
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https://www.dal.ca/dept/research-services/resources/how-to-videos.html
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Process
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Select a new application by clicking Apply New on the 
right side of the homepage.
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Application 
Process
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Select your application form.

The Investigator Checklist is 
used for a wide variety of 
projects, including:
- Grants
- Contracts
- Incoming Transfers of Funds
- Internal awards 
(sabbaticals, start-up funds, 
etc.)

Dalhousie University Office of Research Services



Application 
Process
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Most of the tabs are standard across all forms, and some tabs 
are customized by the research office.
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Application 
Process
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Forms are developed by the research offices. If unsure how to 
answer a certain question, contact the relevant facilitator. For 
technical assistance, contact researcher.portal@dal.ca
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Process
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Relevant documentation should be uploaded to the 
Attachments tab.
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Process
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Unsubmitted applications will be found under the Applications: 
Drafts folder. Click “Edit” to make revisions.
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Process
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Click Save at regular intervals, to protect against data loss.

Click Submit when you are finished with the application.
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Application 
Process
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Once a file is submitted, it will move from Applications: Drafts to 
Applications: Under Review. At this point, no further edits can be 
made unless the application is returned to you. The Status 
Snapshot will display where the application is currently sitting.

Dalhousie University Office of Research Services



May 2023 16Dalhousie University Office of Research Services



Application 
Process
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When the facilitator completes their review, the application will 
move from Under Review to Post Review. Under Post-Review, 
the researcher has access to Events.
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Process
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Events related to Awards Files

Events related to Animal Care Files
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Frequently 
Asked 
Questions
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How to Change the Principal Investigator?

Under the Project Team Info tab - “Change PI” button. 

The team member adds themselves back into the file via Add New > 
Search Profiles.

Dalhousie University Office of Research Services
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Asked 
Questions
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How to add Team Members? (two methods)

1. Add New > Search Profiles (requires the person to be registered 
in the system).

2.     Typing the team member’s details into the Comments box

Dalhousie University Office of Research Services



Newsletter
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Delivered to the research community once a week on Mondays

- Primary audience is faculty members
- Approximately 2000 subscribers
- Announcements, Events, Research Funding
- RSS Feed for upcoming deadlines
- Additional resources in the sidebar

https://www.dal.ca/dept/research-services.html
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