Before You Begin

There’s a Quick Costing function to provide a rough idea of your project costings,
for internal use only, to help you establish indicative costs for your activity
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You will need to decide on the name of your project and a basic description
of your aims

Who is funding the project, how much do you need and when are the deadlines

Establish who will be part of the project team — staff and students
Work out what other resources are needed to complete the project
Use Project Setup and Costings to establish more detailed project pricing

Speak to RIS/Faculty support teams/colleagues for advice and guidance
before you begin
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You should use Chrome or Internet Explorer but GaP will work on most browsers
Use your mouse to click Add and use Tab key to move along a line

Go to Education and research, Costings and select Project setup to start

a new project
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Use the space bar to reveal the drop down list of choices, or begin typing
what you are looking for

Blue highlighting indicates which line is active

Enter information into the white fields, fields which cannot be edited are grey
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ﬂ The system will automatically generate the GaP Mo. when you click Save.
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If you add a line, for example when you add External Partners for your project,
you must complete the fields in that line; you will need to delete the line, if it’s
not complete, before you can save

Once the initial fields are complete and you add PI draft to project status your
project’s GaP reference number will be generated

Some questions offer a ‘Not Known’ option so that you can continue
completing the form online
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support finding and applying
for external funding:

O 44 (0) 151 904 6353

@ ris@ljmu.ac.uk

O @LJMUInnovation
@Grants_LJMU
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Any fields with ‘Not Known’ selected will need to be resolved during
the Bid Development phase
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Do not use the back button or arrow at any point as you could lose your work

Remember to save your progress, a box will appear to show you that
your work is saved

@ Success

Successfully saved

When completing Costings Check Out to edit the document and then
Check In when you are happy for others to see your work, documents
are checked back in overnight
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Basic Outline

Click New, at the bottom of the screen
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n The system will automatically generate the GaP No. when you click Save.
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Principal Investigator — click Add and enter your surname or employee number
in Employer number field and then tab to add your details and click OK
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Lead Funder only — Add and click space to see drop down list or begin typing
the name of the main funder, funding organisation or business/organisation.
If your funder isn’t there, use the Funder not in GaP option
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Add scheme name using the space bar to see drop down menu, if your scheme
is not there choose Scheme Not in GaP and if you are working on a commercial
project choose Non Scheme
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External Partners — add if you are working with any external partners here

External partner(s)

1 | Partner Pl name Partner name

Is partner leading? Funds paid via
+[X00000355] EPSRC
s EPSRC 6110
Wad” || DiEE || Eitiama 00000983] Science and Technology Facilities Councl 8865
(00001 157] The British Academy 47040
[X00001176] The Leverhulme Trust 46931
o [X00001227] Unilever UK Ltd 47102
Cocs [X00001365] Medical Research Council 51426
Ful [X00001893] Innovate UK 109707
Pinome fupcey dea [X00004881] Wellcome Trust 921495 5 ik i
[X00005037] Matthew Arnold Primary School 956804
[X00007705] European Commission - Horizon 2020 1951360
[X00007706] European Commission - Interreq 1051367
[X00007708] European Commission - ERDF 1951369
[X000077 12] European Commission - ESF 19513732
X09999097] _Funder Notin GaP 29990997
Various 20990998
[X099900998] _Quiick Costing Funder 20090999

<

Now go to the next tab — Project Information, press the space bar in the
Project status field and select Pl Draft then Save until you see the Pop Up
with your GaP Number.
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Pl Draft

Pl Draft PIDRAFT
Basic Descripiion

Name of Call

» User Guide

For more detailed information on how
to use the GaP software system a
User Guide is available via the Staff
Pages of the LIMU website, within
Research and Innovation Services.

> Support

If you haven't yet identified a funder for
your idea or project; or need support
to find opportunities to secure income
from industry please contact Research
and Innovation Services:

Call: 0151 904 6353
Email: ris@ljmu.ac.uk

> Knowly

For more general support, questions
about the GaP system and for
information on how your peers,

Finance, RIS and other colleagues

are using GaP please email:
gap@ljmu.ac.uk and the appropriate
department will respond to your request.

On every screen of the software
system, when the Lightbulb Icon in
the top right of your screen is blue,
you can access additional support
information from Knowly.



