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User Guide for Internal Research Fund for Schools and Departments 

 

All Internal Funds Applications are to be applied for via Unit4 ERP. The Application form can be 
accessed via 

• MyHope > My Research > Internal Research Funds (opens the Unit4 ERP login page) 

• Via this Unit4 link (Create a desktop icon or bookmark for future use) 

 

For queries relating to access or form use contact financesystem@hope.ac.uk 
 

Important things to note when using Unit4 ERP [Forms] 

• Date format is browser dependent and may appear in US format M/D/Y rather than 
British format D/M/Y. 

• It is recommended to TAB through the fields rather than using a mouse. 

• Fields are highlighted yellow when active (the colour intensity may vary between 
screens). TAB out of the field to save the data. 

• An Asterix* denotes a MANDATORY field. A form cannot be saved [as DRAFT] or 
submitted until all mandatory fields are populated. 

• Fields with a 'Lookup Function' (3 dots) require a 'double TAB’ to move to the next field.  

• Lookup Functions and Dropdown Lists can be accessed by pressing the spacebar (rather 
than using the mouse) 

• The form is ‘dynamic’ i.e. new fields and/or sections will appear based on data entered. 

 

Applying for School or Department Devolved Research Funds 

• Log into Unit4 ERP, and from the Homescreen Menu 

o Select Forms > Internal Research Application to start your application 

 

 

https://u4erp.hope.ac.uk/Unit4ERP/Login/Login.aspx?ReturnUrl=%2fUnit4ERP%2fA


Internal Research Funding – application process (Unit4 ERP) draft (Sept 23)  

Internal Research Application 

1. Form Header 

1.1. Creating a New Application 

• Do not attempt to populate the Form ID* [NEW] field. 

• A reference number [IRF1*****] is automatically generated (in the Form ID* field) when a NEW 
FORM is saved as a DRAFT. This is your application reference that can be used to access the form 
at a later date (see below). 

• When all of the mandatory fields are complete [PI Detail tab] the form can be saved as DRAFT. 

 
 

 

 

 

 

 

 

1.2. Opening a previously saved (DRAFT) Application   

• To re-open a DRAFT form, enter the previously generated reference number (see above) in the 
Form ID* field by overwriting [NEW]. 

• Tab out of the field to open an existing form. 

 

 

 

 

2. PI DETAIL tab (2 sections: the information determines the approval route of the application) 

2.1. APPLICANT DETAILS 

• Name: start typing your surname / last name, select your name from the list and tab onto the next 
field. 

• Min 12 months contract?  If you have more than 12 months on your contract select YES 

• Line Manager: start typing your line managers surname / last name, select the appropriate name 
from the list and tab onto the next field. 

• Faculty/School/Department; Research Committee Chair; Budget Year: Select the appropriate 
data from the dropdown lists.  
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Press the Spacebar or select the Down Arrow (to the right of the field) to access the lists.  

    

 

 

 

 

 

 

2.2. Funding Source  

• Select the Funding you are applying for (for devolved funds select Faculty/School/Department) 

 

 

 

 

 

 

  

When the PI DETAIL tab is complete SAVE the form as a DRAFT and move onto the APPLICATION tab. 

 

3. APPLICATION tab (sections available will depend on previous selections) 

• Proposal Title and Details 

• Schemes 

• Co-Investigators 

• Funding / Budget Detail 

• Justification 

• Planned Research Outputs 

 

3.1. Proposal Title and Details 

• Enter the Proposal Title, Start and End Dates, and Abstract
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3.2. Schemes 

• Select the appropriate scheme(s) 

 

 

 

 

 

 

• When the boxes are ticked further options may appear.  

• Select the relevant information from the dropdown boxes. See example below: 

 

 

 

 

 

 

 

3.3. Co-Investigators 

• Complete this section if you have collaborators.  

• Tick Internal and/or External, as appropriate, to open the detail sections for completion. 

 

 

 

 

 

 

3.3.1. Internal Co-Investigators 

• Click ‘Add’ to create a new line. Tick the box and ‘Delete’ to remove unwanted lines. 

o Type ahead to search, using surname / last name, and select from list as required. 

o Select Department from dropdown list 
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3.3.2. External Co-Investigators 

• Click ‘Add’ to create a new line. Tick the box and ‘Delete’ to remove unwanted lines. 

o Enter all information using free text 

 

 

 

 

 

 

 

3.4. Funding / Budget Detail 

• Click ‘Add’ to create a new line. Tick the box and ‘Delete’ to remove unwanted lines 

• Add items to the Budget tabbing across the columns 

o Choose the Category from the Dropdown menu 

o Enter more Detail (free text) as required 

o Enter the amount of Internal Funding requested 

o Enter the funding requested from Other Sources (if any). 

o Enter the Totals in the final column (this is not automatically calculated!) 

• At any point click on the up arrow, at the end of the row, to show the row totals (see below) 

 

 

 

 

 

 

 

3.5. Justification: Case for support 

• The text boxes are limited, to add further information ‘Tick to add more detail (1)’.  
(Up to 10 boxes can be added as required) 
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3.6. Planned Research Outputs: Post-funding Target & target Publication Date 

 
 
 
 
 
 
 
 
 
 
 
This is the end of the application. If not already done Save as Draft to produce an Application Reference 
[Form ID] Make a note of this reference for future use. A draft can be revisited and updated by returning to 
your application using your [Form ID] 

 

Approval 

• Check back through the application to ensure that all relevant sections have been completed 

• Once you have a final version select Submit Form to send the application for approval. The 
approvers will be prompted to review your application via email alerts. 

o The order of approval is  

▪ Line Manager (as selected on the PI Details Tab) 

▪ Chair of Research Committee 

Outcomes 

• There are three potential outcomes at each step: 

o Approved 

o Rejected for amendments/changes  

▪ to be resubmitted 

o Rejected outright 

 
You will receive an Alert via email [from Unit 4 ERP] advising you of the outcome of your application. 

 

Final Report 

For approved applications a Final Report will need to be completed once the research is complete. To 
access the Final Report Tab tick ‘Open Final Report’ at the bottom of the Application page. 

(see ‘Submit Final Report IRF’ for further information) 


