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This user manual includes instructions to assist LPI/Co-LPI’s in filling out and submitting
e-forms to the Office of Academic Research.

To access the e-forms, follow this link:

https://mysp.qu.edu.qa/Research/E-Forms/

The above link directs the LPI/Co-LPI to the following page:

SharePoint Newsfeed OneDrive Sites

BROWSE PAGE

&1""" )ff: ﬂﬁﬁs% OfR E-Forms
’ OAR E-Forms
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Office of Academic Research - E-Forms

* Permission To Hire Form

* Personnel Action Form

*» Travel Permit Form

* Travel Remmbursement Form

» Annual Travel Allowance Form
* Purchase Requusition Form

BEDEIRE GED s B b B I U B R L s B LTl B

The LPI clicks on the form that he/she would like to fill out and submit to OAR. In this
manual, the Permission to Hire Form will be taken as an example.

Permission to Hire Form:

Once the LPI/Co-LPI clicks on the Permission to Hire form link, he/she will be directed to
the following page:

@""m )_b.Cl C-LQ_OlA 0;.;Ft E-Forms - Permission To Hire Form
OAR E-Forms - Permission To Hire Form

Site Contents Content Editor
_______—__—|

Office of Academic Research - Permission To Hire Form Process

Start Request
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My Permission To Hire Activities

@ new document



By clicking on Start Request, the LPI/Co-LPl may proceed to filling out the form, which

would look like the following:

FOR CON

PERMISSION TO HIRE RESEARCH SUPPORT PERSONNEL FORM (NOT

SULTANT)

RESEARCH PROJECT INFORMATION

Asorc Naroer .B
Codnge )
INFORMATION ABOUT THE PERSON TO BE HIRED
Smal Accrem of impioyes Gez QU Tacr nformwazon ]

Nore of impioyes
Cavcizezaw
Quirlivecaty? No Du. -
Jathe nsicte curently working in
Qotor Sut outatse QU7 No =
lathe Vo requirec Sy OART No B
Lathe peraon Carrently working on oy B
ther reaearch Gronme? No (0 yex; plaan 2ckd the Grane )

Seat Dote | ZacDote 'D
Facsoonwiline Select... .D
Iionsny Saiy (OR) Dy Aste 1OR) i
Coay of 10/ Famport I Ok hace b2 attach 3 e 2ok aaoont inster | Cickhace t2 3ttach 3 Mla
Coy of Aphes cegres carifiste I Oickrace £ attach 3 e o —— 1 I Oickhace t2 3ttach 3 e
Co-laaa Frinchis \mvezipator
Acckons oy
-

! have mwewed thesbove mquat with otioched suppertng decumend “f any” and I cetfy that it i3 in compliance wéh
Qaotar Univeaidy’s and the funding egercy’s wia end mguilatena.

= Copwrghs 3014 (poar Urhencty . all righax recered.
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The LPI/Co-LPI should follow the below steps in order to fill out the form:

Research Project Information:

RESEARCH PROJECT INFORMATION

Award Number

College

1. Award Number field gives a dropdown list for all the active grants awarded
to the LPI/Co-LPI. Select from the list the project number that the form is
related to.

2. College field is then automatically filled out after selecting the award
number.

- Information About The Person To be Hired:
INFORMATION ABOUT THE PERSON TO BE HIRED
Email Address of Employee * Get QU User Information

Name of Employee

Highest Academic Degree Select... * EI

Is the candidate currently working
in Qatar University?

No B (if yes please enter the Job Number below)

Is the candidate currently working
in Qatar but outside QU?

No |ZI (if yes please enter the Company name and attach the manager approval)

Is the Visa required by OAR? No E

Is the person Currently working on No
any other research Grant?

B (if yes; please add the Grant #)

1-

Email Address of Employee: example@qu.edu.qa. If the employee is
currently working in QU, click on Get QU User Information. If not, proceed to
next item.

Name of Employee will be automatically filled out if the employee is
currently working in QU. If not, then type the name of the employee.

Select the Highest Academic Degree received by the proposed employee
from the drop down list as shown below:



Highest Academic Degree Select...

Is the candidate currently working PhD

in Qatar University? Master

Is the candidate currently working Bachelor

in Qatar but outside QU? Diploma
Secondary School

Is the Visa required by OAR? Other

3. Is the candidate currently working in Qatar University? Select yes or no. If

no, proceed to next item. If yes, enter the college/department and job
number:

Is the candidate currently working y E
in Qatar University? es (if yes please enter the Job Number below)

College/Department

Job Number

In case the employee is already working at QU and his/her department head’s approval
is needed, the Pl can send the form to the department head for approval as he/she is
given access to do so. The below will appear on the form:

Email Address of Employee example@qu.edu.qa Get QU User Information
Name of Employee Example Example

Highest Academic Degree Bachelor B
Is the candidate currently working

in Qatar University? Yes EI (if yes please enter the Job Number below)

College/Department Example Office

Job Number 99999

Is the person Currently working on N
o} .
any other research Grant? B (if yes; please add the Grant #)

APPROVAL OF DIRECT MANAGER (ONLY FOR PERSONNEL CURRENTLY WORKING IN QATAR University)

Direct Manager of the person to department head email
be hired




4. Is the candidate currently working in Qatar but outside QU? Select yes or
no. If no, proceed to next item. If yes, the below will appear where the PI
enters the employee’s company name and attaches the manager’s approval:

Is the candidate currently working

in Qatar but outside QU? Yes B (if yes please enter the Company name and attach the manager approval)

* ) ¥
Company Name T A S T U Click here to attach a ﬁlek

Is the Visa required by OAR? Select yes or no.
6. Is the person currently working on any other research grant? Select yes or
no. If no, proceed to next section. If yes, enter the project number in the

below field:

Is the person Currently working on Yes
any other research Grant? B (If yes; please add the Grant #)

Project Number

- Proposed Position by PI:

PROPOSED POSITION BY PI

* *
Start Date = End Date i
Personnel Line Select... : E]
* *
Monthly Salary (QR) Daily Rate (QR)
Copy of ID/Passport 0 Click here to attach a file Bank account letter U Click here to attach a file
a * - *
Copy of highest degree certificate U Click here to attach a file Copy of updated (CV) U Click here to attach a file
P . *
Co-Lead Principle Investigator
Additional details




1- Specify the period that the employee will work for by entering the start and
end dates through clicking on the calendar sign:

*
Start Date EL
3

4 February 2015
Personnel Line Se¢ s M T W T F
1 2 3 4 5 6 7|
Monthly Salary (QR)
8 9 10 11 12 13 14

g 15 16 17 18 19 20 21

22 23 24 25 26 27 28 H—

.......

’f highest degree certificate Y| Today is Wednesday, February 25, 2015

Copy of ID/Passport

Note: Backdated forms cannot be accepted by the system. The dates mentioned in the
form have to be in the future.

2- Inthe Personnel Line, select the proposed title for the employee from the
drop down list:

PersonnelLine Qalart |I||I||I||I||~

Monthiy Salary (QR) Post Doc
Research Assistant -

Research Associate
Graduate Student i

) ) Consultant
Gopy ofMghestcegree ceificne Technician

Copy of ID/Passport

3- Specify the Monthly Salary in Qatari Riyals.

4- Specify the Daily Rate in Qatari Riyals.

5- Attach a copy of ID/passport, Bank account letter, copy of highest degree
certificate, and a copy of updated CV by pressing on click here to attach file
and then on Browse:

Personnel Line Attach File
Select a file, and then click Attach to upload it.
Monthly Salary (QR) Browse...
Canno
[

Copy of ID/Passport U Click Attach Cancel 1 Click here to attach a file

Copy of highest degree certificate 0 Click 0 Click here to attach a file-
| 1




6- Enter the Co-Lead Principle Investigator name.
7- Additional Details: Use this field for any additional details or comments that
need to be mentioned in the form.

Once all the fields are filled in and the form is reviewed, check the below checkbox:

have reviewed theabove request with attached supporting documents "if any" and I certify that it is in compliance with
Qatar University’s and the funding agency’s rules and regulations.

Submit

Then click on Submit.

Once the form is submitted, the Pl receives an email notification stating that the
form is successfully submitted to the concerned College Representative at the Office
of Academic Research. The form is simultaneously forwarded to the College
Representative. After reviewing the form, the College Representative may take one
of the following actions:

* Approve the form: In case all information is correct and consistent with OAR
policies and procedures, the form is approved by the College Representative,
and then the LPI/Co-LPI will have a “view-only” access to the form.

* Reject the form: In case major issues/mistakes are found in the form, the College
Representative will reject the form, and the form will be cancelled. The LPI/Co-
LPI will not be able to resubmit the same form back to OAR.

* Request to change the form: In case slight changes are requested from the
LP1/Co-LPI, the College Representative will return the form to the LPI/Co-LPI
including comments regarding the requested changes in order to process the
form. Once the form is returned, the LPI/Co-LPI receives an email notification
and has to follow these steps:



== 4 @ | Tasks- Engineering - A change has been requested on Engmeenng= o B R

|| Message | Adobe POF @
2 £ oy 3 > -
& Reply (A3 sp2013 3 & (3 Mark Unread # ©
: X B 2 I /| | e % 1
3 Reply All 2 To Manager - N B3 Categorize ~ -
&~ Delete B, Move Open Translate Zoom
3 Forward = | |3 Team E-mail « [ | thisTask | ¥ Follow Up ~ - k-
Delete Respond Quick Steps Move Open Tags Editing Zoom
From: OAR E-Forms - Travel Reimbursement Form <sharepoint-noreply @qu.edu.qa> Sent: Tue 2/24/201512:32 PM
To:
° [ 1
cc
Subject: Tasks - Engineering - A change has been requested on Engineering [ |
Qj
Dearl I =
There is new task requires your attention Engineering I I

Assigned by [—on 24/0212015.

The next approvalis OARApprovalEngineering
Due by 28/02/2015 10:45:09

eview the related form

Qopen this task for Approve/Reject/Request for change.

Travel Reimbursement Form started by :m 24/02/2015 10:45

Comment:

Change Requested of | Jov] Jon 24/02/2015 12:31
Comment: Dear Mohamed,

Please attach the ID copy.

Thank you

1. Go to the form, you can find the link of the form inside the email, then do
the changes, and then click on Save changes.

2. Go to the email and click on “Please Click here to open this task for
Approve/Reject/Request for change”. Then click on Send Response to
resubmit the form.

OAR E-Forms - Travel Permit Form # EDIT LINKS
Tasks: A change has been requested on Engineering _
X Delete Item

© This werkflow task apies to ngineering

Status Not Started

Requested By ]

Request S >
Greetings hd
These are the comments from the person requesting the change.

Due Date 24/01/2015 =

Comments

This message will be included in your response.
Send Response Cancel

As soon as the LPI/Co-LPI submitted a new form it’s appear in the submitted forms
section and from there the LPI/Co-LPI can track the submitted forms by clicking into “In
progress” or “Approved” or “Rejected” as it shown in the figures below.



Office of Academic Research - Travel Permit Form Process

Start Request

BEDIEINE GEn b G b B R el S B L b e L B D el S S b

My Travel Permit Activities
@ new document or drag files here

v Name

Education - 0000-1123

Mohammed - 2015-02-23T11_11 39
Engineering - 1234-4321 -
Mohammed - 2015-02-22T08_53_11

Modified Travel_Permit WorkFlow  Award Number  Country Duration From

Engineering - -
Mohammed - 2015-02-23T11_09_26

Engineering - -
Mohammed - 2015-02-24T12_29_19

Initiator: Mohammed ¢
Started: 23/02/2015 11:09
Last run: 27/02/2015 11:10

If an error occurs or i this workflow stops responding, you can end it

8 End this workfiow.

Tasks

This workflow created the following tasks. You can also view

[0 [lassigned To tie

OARApprovalEngineering

Mohammed Hassan Mohammed
Mohammed

OARApprovalEngineering

Workflow History

The workflow recorded these events.

Engineering - 88888-8888 - By
A change has been requested on Engineering - 83888-8888 -

Engineering - 88888-8888 - By R

-2 Februa 00001123 Brunei 26/02/2015
e 22 February 1234-4321 Brazil 19/02/2015
e 23 February 88888-8888 Brunei 26/02/2015
w. 6daysago 88888-8888  Bosnia- 26/02/2015
Herzegovina
Engineering - - S - [ - 2015-02-23T11_09_26
Status:  In Progress
Due Date Related Conts

27/02/2015 Completed Engineering - 88888-8888 -

DurationTo  Email Address

Employee Name

28/02/2015

26/02/2015

27/02/2015

28/02/2015

Outcome

- 2015-02-23T11_09_26

27/02/2015 Completed Engineering - 83888-8888 -
- 2015-02-23T11_09_26 -

27/02/2015 Not

Engineering - 88888-8388 -
Started o

Description

Travel Permit Form was started. Participants: O

Task created for OARApprovalEngineering. Due by: None

[ Date Occurred Event Type User ID

23/02/2015 11:09 Workflow Mohammed
Initiated

23/02/2015 11:09 Task Created Mohammed

23/02/201511:19  Task Maysoon
Completed

23/02/2015 11:19  Task Created Mohammed

23/02/2015 11:22 Task Mohammed
Completed 1" ° e

23/02/2015 11:22 Task Created

Mohammed

Maysoon
you please add the conference paper.
Thanks

Task created for Mohammed . Due by: None

Task assigned to Mohammed
Mohammed

I for a requested change was completed by
Comments: I finished my task

Task created for OARApprovalEngineering. Due by: None

10

has requested a change to the task assigned to OARApprovalEngineering. Comments: May

Finished by

- 2015-02-23T11_09_26

-~ - 2015-02-23T11 09 26

Change Requested of Mol

Finished by Mohammed |

hammed
by Maysoon Gharzeddine



