
AIMS

PROJECT RECORD CREATION

PROJECT MANAGEMENT

(RGC GRANT)



Create Project Record

Receive finalised

RPD Form from

teammates

Input details

according to the

RPD Form

Retrieve the AIMS ID Create Project Record

Areas where we might need to seek

assistance from the IT Team (Vincent

Leung/Cara) for data entry include:

Addition of PI (usually new staff)1.

Addition of External Organisation2.

Deletion of project record3.



RGC-ES

Transfer in GRF/ECS projects

RGC-Non ES

RGC Grants except PDFS



Types of Project

01 CUHK Funded Projects

03 Non-CUHK Projects

(Co-PI/ Co-I)

without project fund transferred

to CUHK

02 Transfer in Projects

04 Non-CUHK Projects

(Co-PI/ Co-I)

with project fund transferred to

CUHK



CUHK Funded Project

ORKTS Research Area code usually be “0xxx”1.
Sometimes the PI may provide the RGC Research
Area code

2. The budget categories provided in AIMS =/ those of RGC Grants
e.g. General Expenses have many sub-categories (Research Trips/ Travel/ Others...)
We may need to check the proposal and do our own calculation



Non-CUHK Projects

(Co-PI/ Co-I/ Member)

with project fund

transferred to CUHK

Notes:

Add “Non-CUHK” at the beginning

of the project title for internal use 

For large grants, a project may

involve multiple CUHK members,

with each member allocated a

portion of the project funds. 

In these cases, we need to create a

separate project account for each of

the CUHK members involved.



Non-CUHK Projects

(Co-PI/ Co-I/ Member)

without project fund

transferred to CUHK

Sometimes, a CUHK staff member may serve as a Co-I (Co-

Investigator) or Collaborator on an external grant without project

funds being transferred to CUHK.

Since this arrangement might affect their performance review, we

could add such grant records upon request. 

Project record created by PI/PC without ORKTS’s verification

would not be shown in our grant record 



Transfer In Projects

Receive RPD Form

from teammates

Add a remark after

the Project Title

“Transferred in from

[xxU] w.e.f [date]. “

Amount allocated to

CUHK: should tally

with the amount

received



Project

Extension 

Transfer-in

Transfer-out

Change of

Project Teams

Add Students 

(RGC Grant only

only)

Project Management



Project Extension

Receive email from

teammates

Update the Project

End Date

Update the Activity

Plan

 affect the report reminder

schedule

Takes one day for AIMS’s data

synchronisation

 need to check if the due

date has been revised on the

following day

Update the Statement

of Accounts Log

Sheet

affect the deadline for

refund/ submission of

statement of accounts



Transfer out

Receive email from

Teammates

Revise Project Title

Example

(Transferred to PolyU w.e.f. 17 July 2024)

Close out the Project

Submit --> Project Close Out

Update the statement

of accounts log sheet



Change of PI

Delete original PI Update the new PI

PI changed from XXX w.e.f. date

Revise the Project Title Update the statement

of accounts log sheet



RPG (MPhil/ PhD)

Students only

1

MEMO1.

PI/PC send email2.

Email from Dept

admin/ RA (PI/PC

cc-ed)

3.

with the following

information:

Student Name

Programme of Study

2

Update AIMS

Record

1.

Print Screen and

save at Project

Folder

2.

Notify PI and cc

FNO colleagues

3.

Add Student

NO PGDE1.

NO Taught Master

(MA/ MSc) /

Undergraduate

2.

No student helper3.

has to be studnet

during the trip

Follow-up actions

by ORKTS

Requirements:

For CUHK Projects:

PI/PC/Co-PI^

(^acknowledge PC)

1.

For Non-CUHK Projects:

CUHK Co-PI

2.

Required Document/

ActionRequestor:



Budget Section

Sync with FNO

record

Show the latest

approved budget

breakdown for the

ease of budget

virement

Report Submission Auto reminder

Instead of issuing the

report reminder e-mail

manually, would it be

possible to enable the

system to issue

reminder automatically

according to the

activity plan’s

schedule?

Colalborative Platform

between central units to

enhance transparency

HRO: grant record, latest

appointment record

USO: safety approval

status/ updates

AEEC Approval Status

Suggestions

Calculate the Report

Submission date

automatically according

to DAMA’s reporting

schedule



Thank you!


