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Getting Started

The Office of Research Services introduced the initial version of our new Data Summary and Signature
System on January 5, 2004.

After you have obtained your NetID and password you can log onto the system through the Research Data
Summary & Signature System link on https://eservices.queensu.ca/apps/dss/

Completing Your Profile

When you log on for the first time you will be requested to fill out your user profile:
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Please fill out the fields. All fields except Middle Name, Phone Extension, Fax Number and Hospital
Location are required.

If you are a Department Head or Dean, please contact Tom Herra at herra@queensu.ca to request that you
be assigned the rights and privileges of that role within our system.

Once you have completed your profile (and every time you log on subsequently) you will be taken to your
home page.


https://eservices.queensu.ca/apps/dss/
https://eservices.queensu.ca/apps/dss/
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Home Page Features

Viewing Your DSSes

On your home page you will see a list of queues. These vary depending on the role of the
user (assisting a Researcher, Researcher, Department Head, Dean, etc.)
A researcher will see the following list of queues:
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DSS Home | Edit Profile | Create New DSS | Search | Logout

Researcher Home

Applications that require your attention:

Created for you by research assistant or ORS co-ordinator, needs approval: (1]
Created by you, not yet submitted: 0
Returned, needs edit: 0

Pending Applications:

Wiaiting for approval by Head/DeanfORS: 1
Approved by ORS, waiting for approval from funding agency: 1]

Completed Applications:
Declined by Head/Dean/ORS
Approved, no funding soudght:
Approved by funding ageney:
Approved by funding agency but declined by researcher.
Declined by funding agency:
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In order to view the DSSes in the status indicated by any queue, click on the applicable
link along the left-hand side of the page. You will then be taken to the list of DSSes at
that stage of the process.

Department heads will have a Switch to Head link in the top bar of links and Deans will
have a Switch to Dean link. These links allow department heads and deans to view,
approve and esign or reject any proposed research in their department or faculty. Once
they have completed approving any pending DSSes, they may return to look at their own
research or create their own DSSes by clicking on the Switch to Researcher link across
the top.
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Printing Your DSS

If you click on the edit link on the far right, you can re-access the DSS to view it or print
it. You can print an existing DSS by clicking on the Print DSS link along the top of the
page. This will generate an Adobe version of the DSS which you can print off (or save to
email as an attachment to someone such as a co-investigator as an attachment).



Creating a New Data Summary and Signature (DSS) Record

To start a new DSS, go to your home page and click on the Create New DSS.

Investigators

You will be taken to the Investigators tab. For Principal Investigator, you will select the
PI or the lead faculty member at Queen’s responsible for the research (such as the lead
Co-investigator or the faculty supervisor if a student project even if the student is the PI)

To select the Principal Investigator, click on the Find button and you will be taken to the
Search DSS System for a User window. Type the person’s last name in the Last Name
field and click search. You will see a list of people with that name who already have
profiles completed in our system. When you find your Pl in the list, just click on Select
User and then his/her information will be filled in automatically. If the P1 is affiliated
with a Research Centre for this research project, please list the research centre, acronym
first, then a space and then the full name of the research centre. (Please see Appendix A
for a standardized list of research centres where Queen’s research has taken place
previously.)

If the PI is not listed there, then click on the Search Queen’s Directory link. In the name
field, enter the person’s last name only (or first name only if it is a rarer first name!).
You will then be able to see your choice in the list below. Please click on Select User to
make your selection. You will need to fill in the PI’s department and faculty if they have
not completed a profile in our system yet.

To add a co-investigator, click on the Add button. When you try to enter something in
the name field, you will get the *Search DSS System for a User’ window popping up.
The procedure for selecting the co-investigators is the same as it was for selecting the Pl
from this point.

To add non-Queen’s investigators (either a Pl or co-investigators), please click on the
second Add button. You will then see the following window:
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First Mame:
Last Mame:
Location:

Description:
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Fill in the person’s name, their location (e.g. McGill University) and a description (e.g.
P1, McGill Department of Medicine). If the person is a Pl, please put PI in the
Description field. When you have completed the fields, please click on the Add User
button. If there are other non-Queen’s investigators add them in a similar fashion. Click
on the Close Window button when you are finished.

Then check over the investigators to be sure you have included everyone. Ifitis
complete and accurate click on the Save—> button to proceed to the next tab.

General Information

The next tab is the General Information tab, shown on the following page in two screens.
Click on the drop-down list and select the agency (organization, company, etc.) from
which you are requesting funding. If the agency has a deadline for applications, please
insert this into the “Due Date at Agency/Sponsor” field.

If this is a graduate or undergraduate research project where the student himself/herself is
the PI, please choose Yes for “Student Project” and complete the student’s name and
student number.

Under type, please choose the category of funding which best describes the research
funding you are applying for.

If this is a sub-grant, please specify the main grant holder (e.g. University of Toronto
holds a SSHRC grant, but Queen’s is getting some of the grant money). If this is a
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subcontract, please specify the main contractor. If Queen’s is subcontracting some of the
research work, please specify to whom. If there are multiple institutions participating in
the project (e.g. the University of Toronto, McGill, and Queen’s), please choose Yes and
specify all institutions involved (other than hospitals) other than Queen’s and please
separate them by commas.

If the research is going to take place at a hospital or hospitals, please specify these
through clicking on the Add/Edit button and adding any local hospitals listed or
requesting the addition of any hospitals not listed.

If you are going to get your DSS approvals through erouting and signatures, please fill in
the department head’s email address in the “E-mail address of Head for Approval” and if
the Dean’s permission is required for this particular project (see conditions where dean
approval is required on form), please enter it in the “E-mail address of Dean only if
Approval Required”.

Please make a selection for “Peer Reviewed: Has this project been peer reviewed?” This
refers to a pre-submission internal review.

Please fill in the “Project Title” for your proposed research project and the Keywords for
this research. You may add any additional information you wish to regarding the
research project or its budget in the “Misc. Description” field. This may include more
details about the sponsor (a specific program or subdivision, who the main sponsor is
(although the agreement Queen’s has is with another company), clinical trial details (such
as # patients expected and total direct costs per patient and overhead/patient and the total
expected (the total proposed budget for all patients should be detailed on the Budget
Information tab.

Then check over the General Information tab to be sure it is accurate and complete. If it
is complete and accurate click on the Save—> button to proceed to the next tab.



Budget Information

The next tab is the Budget Information tab and if you select Yes for “Funding Sought”,
you will view the following page (in 3 screens):
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The budget period may be up to 15 years long (although most are less than 5). If the
budget period is longer than five years, you may select “6 to 10” or “11 to 15” to view
and complete those budget periods after you have completed the first five periods.

For each budget period, enter the proposed start and end dates. These must be no more
than one year, but can be less than a year. For example, if your project is two and a half
year long, your budget might be completed as follows:

Period 1 April 1, 2005 - March 31, 2006
Period 2 April 1, 2006 - March 31, 2007
Period 6 April 1, 2007 — September 30. 2007

Under “In-Kind Contributions”, please list any contributions by the sponsor which are
Given in goods, commodities, or services instead of in money.

Under Direct Costs, please list the amount of each period’s budget allocated to each
category of expense. If this is a research agreement/contract, then you will need to add in
the appropriate overhead charges. If there is a subcontract you may list it separately to
facilitate overhead calculations (no overhead on subcontracts).

List Indirect costs in the area provided. To avoid the appearance of cents in your budget
you may enter in your overhead rounded to the nearest dollar along the bottom row of
this area. Please indicate in the blank field to the left what the overhead rate is and what
it applies to (e.g. 30% on TDC or 20% on Personnel).

Once you have completed all budget fields, just click on the “Update Totals” button to
add all the columns and rows. Double-check to make sure these totals match those on
your grant or contract’s proposed budget.

When you have completed your budget, change the “Periods Requested” to match the
number of periods in your budget (e.g. if there are three periods, choose 3).

Then check over the Budget Information tab to be sure it is accurate and complete. If itis
complete and accurate click on the Save—> button to proceed to the next tab.

Please ignore the fields in the ORS Office Use Only section at the bottom. (These are for
the contract amendment number and the date the funding applied for is received if the
application is successful.)

Summary of Reviews & Credentials

The following is a picture of the Summary of Reviews & Credentials tab:
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Please fill out the status of any potentially required reviews and the protocol numbers
obtained and the dates they were approved. Indicate whether a special physical space
will be required to conduct the research.

Save/Submit/Sign

The final screen of the DSS allows you to make any public comments about your DSS
such as those you might want to pass onto the next person in the process (e.g. your
department head) or those further on in the process (e.g. ORS staff). These comments
will be a permanent part of your DSS but are probably best used for making note of
corrections or attention required to something at some point with more permanent
comments going in the Misc. Description field.

In order to electronically sign your DSS, click on the checkbox on this tab. When you
have reviewed you DSS and are satisfied it is accurate and complete, click on the
“Submit Application” button to send it forward to the next step in the process (often the
department head for signature).

Once you have submitted your DSS, you will be taken to your home page. You may go
into the queue where your DSS is sitting, click on the Edit link and then click on the Print
DSS link across the top menu bar in order to generate an Adobe version of your DSS
which you can print out.



A Office of Research Services - WWW Data Summary and Signature Form - Microsoft Internet Explorer

File Edit Wwiew Favorites  Tools  Help

eBack < \_) @ @ _h ;) Search \z".‘:{FavUr\tes eMedia @ [2:{- :_\5 = _J ﬁ '3

Address |@ https: fappster.its. queensu, cajapps/dss/dss0.do

v|Bse ks
DUGPILE - QWeb Search - | leha Weh j EZIZ blocked - [F]Emai Page | @Yelow Pages | 2White Pages
s
5
@ Data Summary & RS
. T—
QL_lQGITS Slgnature Sheet- «
UNIVERSITY -
DSS Home | FAQ | Create Similar DSS | Print DSS | Logout
Title: A
Status:  Researcher editing
App Num: 492
ave  Subm gn
Append a new comment: (4000 character maximurm)
O By clicking on this checkbox | am hereby electronically signing this DSS document and | agree that

the information entered is true and accurate to the best of my ahilities

The document will then proceed to the next step in the approval process and | will be notified via

email of any further changes made to it

[ Discard Application ] [ Save But Dont Submit ] [ Submit Application ] |
w

é 0 Internet
&] Done

|

Q a Internet

=
¥
15 Start

If you have any questions related to DSS database, please contact Tom Herra at
herra@queensu.ca or 613-533-6000, ext. 77433
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