


 

 
 
 
 
 
 

 

Desig
M
S

 
 
 
 
 
 
 

gned a
Moha
Sr. Resear

and 
amme
rch Offic

Devel
ed Fa
cer & RSO

loped 
asiudd

O Coordi

 

by:
din
inator 



 

FOR
 
As part
enhanc
Minera
which c
establis
researc
activitie
increase
 
This gu
who ar
the Un
represe
researc
 
I take t
for rese
Assistan
Coordin
 
My app
continu
and effe
 
Your co
activitie
 

 
 

REWO
t of our com
ing the rese
ls, I am plea
covers all t
shment of 
hers with 

es, and hel
e their effic

ide is also a
e new to th
iversity. Fu

entatives an
h activities.

this opportu
earch activi
nt Dean of 
nator for th

preciation 
uous efforts
ectiveness. 

omments a
es undertak

ORD 
Messag

mmitment t
earch infras
ased to pre
he busines
such guide
regards to
p them co

ciency and p

anticipated 
he environm

urthermore,
nd staff me
. 

unity to tha
ities. My sp
Research a

eir efforts i

also goes 
s in serving

and suggest
ken by the D

ge from

towards pr
structure an
esent to you
s processes
elines will 
o performin
ncentrate o
productivity

 to be espe
ment or are
, the guide
embers wh

ank the Uni
pecial thank
and Mr. M
n making th

to the wh
g the Unive

tions for im
Deanship, in

 

 the Dea

oviding an 
nd support 
u “The Com
s at the De
save the p

ng adminis
on their wo
y. 

ecially bene
e simply try
e serves as
ho are dele

iversity adm
ks and app
ohammed 

his highly us

hole Deans
ersity’s scie

mproving t
n general, w

an of Re

environme
at King Fah
prehensive

eanship of R
precious ti
strative tas
ork, focus t

eficial for ne
ying to esta
s an excelle
egated to m

ministration
reciation ar
Fasiuddin, 

seful compr

hip of Res
ntific comm

his guide,
would be hig

Dr. Nass

esearch

nt conduciv
d University
 Guide for 
Research. I
me of facu
ks related 
their effort

ewly joining
ablish their 
ent referen
manage pr

n for their c
re due to D
Sr. Researc

rehensive g

search (DSR
munity with

in particula
ghly apprec

ser Moha

i 

ve to resea
y of Petrole
Project Man
t is envisag
ulty memb

to their r
ts and, as a

g faculty m
research c

nce to Dep
ocesses rel

continuous 
Dr. Musab A
ch officer a
uide.  

R) team, f
h utmost ef

ar, and als
iated. 

mmed Al-

| P a g e  

arch and 
eum and 
nagers”, 
ged that 
ers and 
research 
a result, 

embers, 
areer at 
artment 
lated to 

support 
Al-Turki, 
and RSO 

or their 
fficiency 

so other 

 
 

-Aqeeli 



 

Tab
FOREWO

Table of

List of Fi

1.0. 

1.1. 

1.2. 

2.0. 

3.0. 

3.1. 

3.2. 

3.3. 

3.4. 

4.0. 

5.0. 

5.1. 

5.2. 

5.3. 

5.4. 

5.5. 

5.5

5.5

6.0. 

6.1. 

7.0. 

7.1. 

7.2. 

7.3. 

8.0. 

8.1. 

9.0. 

10.0. 

11.0. 

ble of
ORD .............

f Content .....

igures ..........

Research Pro

Processing

Tracking o

Proposal Ap

Project Crea

Project Cre

Budget Cre

Modificati

Changing P

Submission 

Employee Co

Payment(s

Delegation

Payment o

Final Paym

Invoices Re

.1 Proce

.2 Proce

Submission 

Direct Purc

Submission 

Requireme

Allowable 

Inviting Co

Publication S

Requireme

Submission 

Submission 

Submission 

f Cont
....................

....................

....................

oposal Subm

g of Submitte

of Submitted 

proval and t

ation on Ente

eation .........

eation on ER

ons to the S

Project Statu

of Progress R

ompensation

s) for Employ

n Procedure 

of Employees

ment(s) .........

eimburseme

edure for Ob

edure for Ob

of ITC Reque

chase of Prin

of Request f

ents .............

Periods ......

onsultant to 

Support ......

ents .............

of Request f

of Request f

of Request o

tent
....................

....................

....................

mission .........

ed Proposals

Proposals ...

he Research

erprise Resou

....................

RP .................

ubmitted Bu

us .................

Report(s) .....

ns & Reimbu

yees with Va

to Enter Pay

s not in ERP .

....................

ents ..............

taining Prior

taining Rece

est ................

nter and Scan

for Scientific 

....................

....................

KFUPM ........

....................

....................

for Funds Tra

for Change o

of Project Du

....................

....................

....................

....................

s ...................

....................

h Agreement 

urce Plannin

....................

....................

udget ...........

....................

....................

ursements ...

lid KFUPM ID

yment Throu

....................

....................

....................

r Approval fo

eiving Report

....................

nner ............

Visit ............

....................

....................

....................

....................

....................

ansfer ..........

f Team Com

uration Exten

....................

....................

....................

....................

....................

....................

Form ..........

g (ERP)/ E-Bu

....................

....................

....................

....................

....................

....................

D in ERP .......

gh Internet 

....................

....................

....................

or Direct Purc

t from Unive

....................

....................

....................

....................

....................

....................

....................

....................

....................

position .......

nsion ............

....................

....................

....................

....................

....................

....................

....................

usiness ........

....................

....................

....................

....................

....................

....................

....................

Expenses .....

....................

....................

....................

chase ..........

rsity Store H

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

ii 

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

House ...........

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

| P a g e  

............. i 

............ ii 

........... iv 

............ 1 

............ 4 

............ 6 

............ 8 

............ 9 

............ 9 

.......... 20 

.......... 31 

.......... 33 

.......... 36 

.......... 38 

.......... 38 

.......... 42 

.......... 45 

.......... 46 

.......... 47 

.......... 49 

.......... 50 

.......... 51 

.......... 53 

.......... 54 

.......... 56 

.......... 56 

.......... 56 

.......... 59 

.......... 59 

.......... 60 

.......... 62 

.......... 64 



 

12.0. 

12.1. 

12.

12.2. 

12.

12.3. 

12.4. 

 

Submission 

Type – A

1.1. Requ

Type – B

2.1. Requ

Process

Submiss

of Final Repo

A Format .....

irements .....

B Format .....

irements .....

ing of Final R

sion of Boun

ort ...............

....................

....................

....................

....................

Report ..........

d Copy ........

 

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

iii 

....................

....................

....................

....................

....................

....................

....................

| P a g e  

.......... 66 

.......... 66 

.......... 70 

.......... 71 

.......... 73 

.......... 73 

.......... 74 



 

List
Figure 1

Figure 2

Figure 3

Figure 4

Figure 5

Figure 6

Figure 7

Figure 8

Figure 9

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 2

Figure 2

Figure 2

Figure 2

Figure 2

Figure 2

Figure 2

Figure 2

Figure 2

Figure 2

Figure 3

Figure 3

Figure 3

t of F
: Deanship h

: Online pro

: Online pro

4: A Compreh

: Flowchart S

: Flowchart S

: Project Tra

: Tracking vi

: A compreh

0: Portal Log

1: Link to E-B

2: E-Busines

3: Link to KF

4: Link to sta

5: Security w

6: Overview

7: An Overvi

8: An Overvi

9: Another v

0: Java Form

1: An overvi

2: A Compre

3: A Compre

4: A Compre

5: Java Form

6: An overvi

7: Option to

8: Option to

9: Java Form

0: Java Form

1: Procedure

2: An overvi

Figure
homepage sh

posal submis

posal submis

hensive view

Showing Pro

Showing Pro

cking Link Av

ew showing 

hensive view 

gin Page ......

Business from

ss Login Page

FUPM Project

art creating n

warning wind

 of Java Form

iew of Projec

iew of Projec

view of partia

m to search fo

ew of the re

ehensive view

ehensive view

ehensive view

m to search fo

ew of the re

 save the da

 enter detail

m to enter ke

m to search fo

e for adding 

ew of the Pr

es 
howing the t

ssion link un

ssion webpa

 of the subm

ocessing of A

ocessing of SA

vailable und

field to ente

of the curre

....................

m the Portal

e ...................

t Manager, D

new project(

dow when la

m to Create a

cts, Template

ct Quick Entr

ally filled Pro

or employee

sults from th

w of Comple

w of list of pr

w of projects

or academic 

sults from th

ta entries ....

ls of other ke

y members (

or employee

new Row to

roject Creatio

ab “E-Service

der E-service

ge showing 

mission page 

ll University 

ABIC & Fast T

er E-services

er the propos

nt project st

....................

 Web page ..

....................

DSR respons

(s) or comple

unching the 

and Search P

e Summary F

ry Form .......

oject Quick E

e ...................

he search for

ted Project Q

rojects for a 

s form to ent

department

he search for

....................

ey members 

(Co-Investiga

e ...................

 Key membe

on ................

es” ...............

es .................

link for vario

for Internall

Funded Rese

Track Funde

s ...................

sal/ project c

tatus ............

....................

....................

....................

ibility to crea

ete unfinishe

Java applica

Projects ........

Form: SABIC 

....................

Entry Form ...

....................

r employee ..

Quick Entry F

particular in

ter academic

t ...................

r departmen

....................

(if any) ........

ators only) ...

....................

er form .........

....................

....................

....................

ous grants ....

y Funded Gr

earch Grants

d Research G

....................

code ............

....................

....................

....................

....................

ate projects 

ed submissio

ation ............

....................

Template fo

....................

....................

....................

....................

Form ...........

ndividual ......

c departmen

....................

nts ................

....................

....................

....................

....................

....................

....................

iv 

....................

....................

....................

rant ..............

s ...................

Grants ..........

....................

....................

....................

....................

....................

....................

and budgets

ons ................

....................

....................

or example ...

....................

....................

....................

....................

....................

....................

nt ..................

....................

....................

....................

....................

....................

....................

....................

....................

| P a g e  

............ 1 

............ 1 

............ 2 

............ 3 

............ 5 

............ 6 

............ 7 

............ 7 

............ 7 

............ 9 

............ 9 

.......... 10 

s ......... 10 

.......... 11 

.......... 11 

.......... 12 

.......... 12 

.......... 13 

.......... 13 

.......... 14 

.......... 14 

.......... 14 

.......... 15 

.......... 15 

.......... 15 

.......... 16 

.......... 16 

.......... 16 

.......... 17 

.......... 17 

.......... 18 

.......... 18 



 

Figure 3

Figure 3

Figure 3

Figure 3

Figure 3

Figure 3

Figure 3

Figure 4

Figure 4

Figure 4

Figure 4

Figure 4

Figure 4

Figure 4

Figure 4

Figure 4

Figure 4

Figure 5

Figure 5

Figure 5

Figure 5

Figure 5

Figure 5

Figure 5

Figure 5

Figure 5

Figure 5

Figure 6

Figure 6

Figure 6

Figure 6

Figure 6

Figure 6

Figure 6

3: Main Win

4: Portal Log

5: Link to E-B

6: E-Busines

7: Link to KF

8: Link to Sta

9: Main Form

40: Procedure

41: Comprehe

42: Detailed b

43: Procedure

44: Procedure

45: An overvi

46: Selecting 

47: Selecting 

48: Entering t

49: Comprehe

0: Procedure

1: Procedure

2: Comprehe

3: Comprehe

4: Reflecting

5: Procedure

6: An overvi

7: Comprehe

8: Procedure

9: Procedure

0: Procedure

1: Procedure

2: Comprehe

3: E-services

4: Tab unde

5: Option to

6: Option to

ndow for Pro

gin Page ......

Business from

ss Login Page

FUPM Project

art Creating 

m for Enterin

e to locate a

ensive view o

budget lines 

e to open the

e to locate th

ew of the bu

the appropr

the appropr

the approved

ensive view o

e to add new

e to save the

ensive view o

ensive view o

g the change

e to exit the 

ew of the Pr

ensive view o

e for modific

e for opening

e for opening

e for Changin

ensive view o

s Tab located

r E-services t

 search proje

 select file ty

jects Module

....................

m the Portal

e ...................

t Manager, D

New budget

ng the Appro

n already ex

of the Budge

entry form ..

e budget line

he budget ite

udget items o

riate resourc

riate Type of 

d funds alloc

of the budge

w rows to the

e budget line

of budget en

of Main bud

s to the bud

Budget entr

roject Naviga

of budget fo

cation or rect

g a working 

g a working 

ng the Status

of the projec

d on DSR web

to submit a r

ect ...............

ype & upload

e..................

....................

 Web page ..

....................

DSR respons

t(s) or compl

oved Budget

isting projec

et Entry First

....................

es resource l

ems on the r

on the resou

e item from 

Cost under A

cation agains

et items ente

e budget she

es entry ........

ntry form aft

get entry for

get status ...

ry form to na

ation Main W

orm after bud

tification of 

project ........

project ........

s of working 

ct after Subm

bsite ............

request .......

....................

d file(s) ........

....................

....................

....................

....................

ibility to Cre

ete unfinish

....................

ct for budget

t Form ..........

....................

list ...............

resource list .

urce list ........

the list ........

Amount Typ

st the resour

ered as per t

eet ................

....................

ter saving da

rm ................

....................

avigate to ma

Window ........

dget submiss

existing bud

....................

....................

project .......

mission .........

....................

....................

....................

....................

....................

....................

....................

....................

ate Budget ..

ed submissio

....................

t entry .........

....................

....................

....................

....................

....................

....................

e .................

ce item .......

he approved

....................

....................

ta ................

....................

....................

ain window .

....................

sion .............

get value ....

....................

....................

....................

....................

....................

....................

....................

....................

v 

....................

....................

....................

....................

....................

ons ...............

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

d budget ......

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

| P a g e  

.......... 19 

.......... 20 

.......... 20 

.......... 21 

.......... 21 

.......... 21 

.......... 22 

.......... 22 

.......... 23 

.......... 23 

.......... 24 

.......... 24 

.......... 24 

.......... 25 

.......... 25 

.......... 26 

.......... 26 

.......... 27 

.......... 28 

.......... 28 

.......... 29 

.......... 29 

.......... 30 

.......... 30 

.......... 31 

.......... 32 

.......... 33 

.......... 34 

.......... 34 

.......... 35 

.......... 36 

.......... 36 

.......... 37 

.......... 37 



 

Figure 6

Figure 6

Figure 6

Figure 7

Figure 7

Figure 7

Figure 7

Figure 7

Figure 7

Figure 7

Figure 7

Figure 7

Figure 7

Figure 8

Figure 8

Figure 8

Figure 8

Figure 8

Figure 8

Figure 8

Figure 8

Figure 8

Figure 8

Figure 9

Figure 9

Figure 9

Figure 9

Figure 9

Figure 9

Figure 9

Figure 9

Figure 9

Figure 9

Figure 1

7: E-busines

8: View of th

9: “Create Ex

0: General In

1: Selecting 

2: Options to

3: Options to

4: Overview

5: Access Au

6: Option to

7: Option to

8: Verificatio

9: Option to

0: A Compre

1: Comprehe

2: E-services

3: Tab unde

4: Option to

5: Option to

6: E-services

7: Tab unde

8: Option to

9: Option to

0: Option to

1: E-services

2: Tab unde

3: Option to

4: Option to

5: E-services

6: Tab unde

7: Option to

8: Option to

9: E-services

00: Tab unde

s login page 

he Internet E

xpense Repo

nformation P

a delegated 

o enter expe

o enter proje

 of the Revie

uthorization T

 add a row t

 search for a

on and Selec

 Save the de

ehensive view

ensive Flow 

s Tab located

r E-services t

 search proje

 select file ty

s Tab located

r E-services t

 search proje

 Upload Ove

 Upload Loca

s Tab located

r E-services t

 search proje

 Upload Sup

s Tab located

r E-services t

 search proje

 select file ty

s Tab located

er E-services

to access th

Expenses Tab

ort” Tab und

Page .............

employee to

enses details

ect informat

ew page befo

Tab on Inter

o delegate In

an employee

ction of Deleg

elegated Emp

w of the Exp

Chart Showi

d on DSR web

to submit a r

ect ...............

ype & upload

d on DSR web

to submit a r

ect ...............

erseas Trip Fo

al Trip Form

d on DSR web

to submit a r

ect ...............

plementary 

d on DSR web

to submit a r

ect ...............

ype & upload

d on DSR web

s to submit a

e Internet Ex

b ..................

er Internet E

....................

o enter comp

...................

ion and task

ore final sub

rnet Expense

nternet Expe

e ...................

gated Emplo

ployee .........

ense Entry D

ng Various S

bsite ............

request .......

....................

d file(s) ........

bsite ............

request .......

....................

orm .............

...................

bsite ............

request .......

....................

Consultant V

bsite ............

request .......

....................

d file(s) ........

bsite ............

a request .....

xpenses to e

....................

Expense .......

....................

pensation on

....................

 number ......

mission ........

es Page .........

ense respons

....................

oyee .............

....................

Delegation ....

Steps for Pro

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

Visit Form ....

....................

....................

....................

....................

....................

....................

enter Employ

....................

....................

....................

n his behalf .

....................

....................

....................

....................

sibility ..........

....................

....................

....................

....................

curing Mate

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

vi 

yee Compens

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

rials .............

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

| P a g e  

sation 38 

.......... 39 

.......... 39 

.......... 39 

.......... 40 

.......... 40 

.......... 41 

.......... 41 

.......... 42 

.......... 42 

.......... 43 

.......... 43 

.......... 44 

.......... 44 

.......... 48 

.......... 51 

.......... 51 

.......... 52 

.......... 52 

.......... 54 

.......... 54 

.......... 55 

.......... 55 

.......... 55 

.......... 57 

.......... 57 

.......... 57 

.......... 58 

.......... 60 

.......... 60 

.......... 61 

.......... 61 

.......... 62 

.......... 62 



 

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

Figure 1

 
 
 
 

01: Option t

02: Option t

03: E-service

04: Tab unde

05: Option t

06: Option t

07: Compreh

08: E-service

09: Tab unde

10: Option t

11: Option t

12: Option t

13: Option t

14: Option t

15: E-service

16: Tab unde

17: Option t

18: Option t

19: Option t

20: Option t

o search pro

o select file t

es Tab locate

er E-services

o search pro

o select file t

hensive Flow

es Tab locate

er E-services

o search pro

o Upload Fin

o Upload Re

o Upload Sch

o Upload Pa

es Tab locate

er E-services

o search pro

o select file t

o Upload Sch

o Upload Pa

oject .............

type & uploa

ed on DSR we

s to submit a

oject .............

type & uploa

w Chart Show

ed on DSR we

s to submit a

oject .............

nal Report Ty

esearch Pape

holarly Outc

yment Autho

ed on DSR we

s to submit a

oject .............

type & uploa

holarly Outc

yment Autho

....................

ad file(s) ......

ebsite ..........

a request .....

....................

ad file(s) ......

wing Various 

ebsite ..........

a request .....

....................

ype - A .........

er(s) .............

ome Form ..

orization For

ebsite ..........

a request .....

....................

ad file(s) ......

ome Form ..

orization For

....................

....................

....................

....................

....................

....................

Steps for Fin

....................

....................

....................

....................

....................

....................

rm ................

....................

....................

....................

....................

....................

rm ................

....................

....................

....................

....................

....................

....................

nal Report Su

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

vii 

....................

....................

....................

....................

....................

....................

ubmission ....

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

....................

| P a g e  

.......... 62 

.......... 63 

.......... 64 

.......... 64 

.......... 64 

.......... 65 

.......... 67 

.......... 68 

.......... 68 

.......... 68 

.......... 69 

.......... 69 

.......... 70 

.......... 70 

.......... 71 

.......... 71 

.......... 72 

.......... 72 

.......... 73 

.......... 73 



 

1.0. 
 
The Dea
(Assista
Postmas
Researc
 

 
The Res
through
 
Step 1.1
(http://w
 

 
Step 1.2
Figure 2
 

Caution
followin

• 

• 
• 
• 

h

Resea

anship of Re
nt Professo
ster (ITC). T
h Calendar (

http://

search Propo
h the Online 

1: Go to th
www.kfupm

2: From the d
2 below. 

: Before Sta
ng document

Research Pr
template  av
CV of the In
A Consent le
The Disclaim
the team m

http://www.

arch Prop

esearch solic
or and highe
The submiss
(English/Ara

/www.kfupm

osal needs to
Submission 

he E-Service
m.edu.sa/dea

Figure 1: De

drop down m

Figure 2: O

arting Filling
ts ready: 

roposal (corr
vailable at  h
vestigators, 
etter from th
mer form, w
embers: 

.kfupm.edu.

posal Sub

cits Research
er) through

sion deadlin
bic) at the fo

m.edu.sa/de

o be submitt
System and 

es tab locat
anships/dsr)

eanship hom

menu select 

nline propos

g the Onlin

responding t
http://www
including th

he Consultan
which is avail

sa/deanship

bmission

h Proposals f
h invitations
nes are set 
ollowing link

eanships/dsr

ted to the R
the procedu

ed on the 
) as highlight

 
mepage show

“Proposal S

 
sal submissio

 

ne Submissio

to the reque
.kfupm.edu.

he Consultan
nt to be part
lable throug

ps/dsr/en/D

n 

from faculty
s that are c
by the Dea
ks. 

r/en/Docum

Research offi
ure is explain

home page
ted by the re

wing the tab 

Submission” 

on link unde

on form, pl

ested grant)
.sa/deanship

nts as part of
t of the proje
gh the link b

ocuments/r

y members o
circulated t
nship and a

ments/Calend

ice, in the D
ned in this S

e of the De
ed box in Fig

“E-Services”

as highlight

er E-services 

ease make 

), which mus
ps/dsr/en/P
f the Researc
ect. 

below, filled 

esearchform

1 

of professor
hrough the
are availabl

dar.pdf 

Deanship of R
Section 

eanship of R
gure 1 below

” 

ted by the re

sure you h

st be as per 
Pages/Forms
ch proposal 

in and signe

ms/Disclaime

| P a g e  

rial ranks 
 KFUPM 
e in the 

Research 

Research 
w. 

ed box in 

have the 

the DSR 
s.aspx 

ed by all 

er.doc 

 

 



 

Step 1.3
showing
the subm
 

 

 
Step 1.4
the Figu

3: Clicking o
g the differe
mission form

Figure 3: 

4: A Compre
ure 4. Fill all t

n the Propo
ent links cor
m. 

Online prop

ehensive vie
the applicab

osal Submiss
rresponding 

posal submis

w of the su
ble fields in t

sion will tak
to the gran

 

ssion webpag

bmission pa
the space pro

ke you to a 
t. Click on t

ge showing 

age for Inter
ovided on th

new page a
the desired g

link for vario

rnally Funde
he submissio

2 

as shown in 
grant name 

ous grants 

ed Grant is s
on form. 

| P a g e  

Figure 3 
to open 

 

shown in 



 

 
 

 
Step 1.5

• 

 F

5: Uploading
Upload the 

Figure 4: A Co

 Documents
Research pr

omprehensiv

s 
oposal in eit

ve view of th
Grant 

ther MS-Wo

he submissio

rd (*.doc/*.

on page for 

docx) or Acr

3 

Internally Fu

robat (*.Pdf)

| P a g e  

 

 

unded 

) format 



 

Caution
5.0 MB. 

• 
 
Step 1.6
and you
 

Caution
delayed
submitt

 
Step 1.7
evaluati
 
http://

 

1.1. 
 

• 

• 

 
The pee
evaluati
 
 

: Please obs
 

Upload the 

6: Once uplo
u will receive

: Please not
d. As such, y

ing. 

7: Proceed to
ion along wi

www.kfupm

Proces

Step 1.1.1: A
verify confo
Step 1.1.2: 
forwarded t
Investigator

er-review p
ions are rece

serve that a 

a scanned co

ading of doc
e a confirmat

te, sometim
you are kind

o submit on
th a blank ev

m.edu.sa/de
a

ssing of Su

After receiv
ormance to t
If the subm
to reviewer
r with comm

process can 
eived from t

short file na

opy of the si

cuments is co
tion email a

mes, if the sy
dly advised 

ne hard copy
valuation fo

eanships/ds
ation%20Re

bmitted P

ing the prop
he guideline
ission satisfi
rs for peer 

ments for rev

extend fro
he reviewer

 

ame should 

igned disclai

omplete, clic
long with th

ystem serve
to contact 

y of the pro
orm, which c

sr/en/Docum
esearch%20

roposals

posal online
es and the st
ies the requ
evaluation.

vision. 

om one to 
rs, before a d

be used and

imer form 

ck Submit to
he proposal c

r is busy, th
the Resear

posal to you
an be obtain

ments/rese
Projects.do

e, the office 
tandard tem
uirements of

Otherwise,

several mo
decision can 

d the file siz

o finish the o
code. 

he confirmat
ch office to

ur Departme
ned from DS

archforms/C
c 

performs an
plates. 

f the Deansh
it is return

onths depe
be taken. 

4 

e should no

online submi

tion email m
o confirm be

ent Chairma
SR’s website 

Chairman%

n initial scre

hip of Resea
ned to the 

nding on h

| P a g e  

ot exceed 

ission 

might be 
efore re-

n for his 
at: 

20Evalu

eening to 

arch, it is 
Principal 

how fast 



 

 

Proj

 

ect File Clo

Figure 5: Fl

An

Propo

Evaluatio

osed

N

N

lowchart Sho

nnouncemen

osals Receiv

Internal R

on Discussio

Approval

Pro

C

NO

NO

owing Proce
 

nt and Call fo

ved in the R

Referees Se

on by the Re

l of Project B

ject Start-Up

Review 
Complete

Approve

Y

 

essing of All 

or Proposals

Research Off

lection

esearch Com

Budget

p

YES

MODI

University F

s

fice

mmittee

Res
IFY

unded Resea

5 

searcher

arch Grants 

| P a g e  

 



 

Select
Ann

 
Fi

1.2. 
 
Faculty 
procedu
 
Step 1.2
the red 
 
Step 1.2
 

Project

tion Approval 
nuncement

igure 6: Flow

Tracki

members ca
ure explained

2.1: Go to th
box as show

2.2: Click on 

E

t File Closed

Sele

Assi

A

wchart Show

ing of Subm

an easily mo
d in this sect

e E-Services
wn in Figure 1

“Track Proje

Announcemen

Proposals Recei

Ref

Evaluation Discu

ection of Winnin

Pro

Pro
Qu

NO

NO

igning Numerica

Approval and Ann
Proje

wing Processi

mitted Pro

onitor the p
tion. 

s located on 
1. 

ect Status”, h

 

nt and Call for P

ived in the Resea

ferees Selection

ussion by the Sub

ng Proposals in O

oject Start-Up

Review 
Complete

oposal Passed 
uality Criteria

YES

al Scores to Indiv

nouncement of t
cts and Budgets

YES

ing of SABIC 
 

oposals 

progress of t

the home p

highlighted b

Proposals

arch Office

b-Committee

Order or Merit

vidual Projects

the Winning 

& Fast Track

their submit

age of Dean

by the red bo

MODIFICAT

k Funded Re

tted propos

nship of Rese

ox in Figure 

6 

Resea

TION

esearch Gran

als by follow

earch, highlig

7 below. 

| P a g e  

archer

 

nts 

wing the 

ghted by 



 

 

 
Step 1.2
search c
criterion
green b
current 
highligh
figure. 
 

 

 

2.3: When s
criterion, bu
n is selected
ox) and the
project sta

hted in bold c

Figure 

F

Figure 7: P

searching fo
ut you can s
d, you may 
en click on “
atus is show
compared to

8: Tracking v

Figure 9: A c

Project Track

or your proj
select Projec

enter the a
“Track”, high
ws in Figure
o the other s

view showin

omprehensi

king Link Ava

ect, Proposa
ct Code inste
appropriate 
hlighted by 
e 9. As see
steps in the 

 
ng field to en

 
ive view of t

ailable under

al Code will
ead as show
in the spac
the red box

en in Figure
process, as h

nter the prop

the current p

r E-services

l be selecte
wn in Figure
ce provided 
x. A compre
e 9, the cur
highlighted b

posal/ proje

project statu

7 

 

ed by defaul
e 8. Once th

(highlighted
hensive view
rrent status
by the red b

ect code 

 

us 

| P a g e  

lt as the 
e search 
d by the 
w of the 

s will be 
ox in the 

 



 

2.0. 
 
The Res
along w
complet
 

• 

 
The Res
given be
 
http://w

 
Caution
the Web
forms ar
 

• 

 
 
 

Propo

earch Comm
with a copy 
te two vital s

The Princip
Project Agre
within one w
team mem
Chairman is
Dean. 

search Projec
elow: 

www.kfupm

: Faculty me
bsite and av
re revised fr

The Principa
demonstrat

osal Appr

mittee decisi
of the App

steps with th

pal Investiga
eement For
week from t
bers and t

s a member o

ct Agreemen

m.edu.sa/de

embers and 
void using o
rom time to t

al Investigato
ed in detaile

roval and

on relating t
roved Budg
he Deanship

ator (Princip
rm to the R
the date of t
he approva
of the projec

nt Form can 

eanships/ds
t%20Agre

Researchers
old versions
time. 

or needs to 
ed in Section

 

d the Res

to any propo
get. Once th
p: 

pal Investiga
esearch Off
the approva

al of the D
ct, then the 

be downloa

sr/en/Docum
eement%20

s are advise
that may b

create the p
n 3.0 below.

search Ag

osal is comm
he project is

ator) is req
fice, in the 
al memo afte
Department 

approval sh

aded from th

ments/resea
0Form.doc 

d to always 
be available 

project on th

greement

municated to
s approved, 

quired to su
Deanship of
er obtaining
Chairman. 

ould be soug

he DSR web

archforms/R

download t
through oth

e ERP system

8 

t Form 

o the team m
the team n

ubmit the R
f Research n
g signatures 

If the Dep
ght from the

site through

Research%2

the latest fo
her means, 

m online, th

| P a g e  

members 
needs to 

Research 
normally 
from his 

partment 
e College 

h the link 

20Projec

orm from 
as these 

is will be 



 

3.0. 

 

3.1. 
 

• 

 

 
• 
• 

 
• 

Projec
Busin

Projec

Step 3.1.1: 
below. 

Step 3.1.2: L
Step 3.1.3: C

Step 3.1.4: L
Password pr

ct Creatio
ness 

t Creation

Go to port

Login into th
Click on “eBu

Figure 11

Login into E-
rovided by IT

on on En

n 

al home pa

Figure 1

he Portal (ab
usiness”, hig

: Link to E-B

-Business, if 
TC, as shown

nterprise 

age http://p

 
10: Portal Lo

bove) using y
ghlighted in r

 

 
usiness from

necessary, w
n in Figure 1

Resourc

portal.kfupm

gin Page 

your KFUPM 
red in Figure

m the Portal 

with the E-Bu
12. 

ce Planni

m.edu.sa as 

User Name 
e 11 below.

Web page 

usiness User

9 

ng (ERP)

shown in F

and Passwo

r name and 

| P a g e  

)/ E-

igure 10 

 

ord 

 



 

 

 
• 

 
Caution
e-busine
 

Figur

• 

 

Step 3.1.5: C
Figure 13 be

o Crea
part

o Crea

: Please not
ess; please c

re 13: Link to

Step 3.1.6: T
on “Projects
Figure 14 be

Click on the 
elow, for: 
ating a newl
t discussed h
ating a proje

te, if the “KF
contact src@

o KFUPM Pro

To start crea
s” available 
elow. 

Figure 12:

“KFUPM Pro

y approved 
here in this s
ect’s approve

FUPM Projec
@kfupm.edu.

oject Manag

ating a new 
under KFUP

 
 E-Business 

oject Manage

project or co
section) 
ed budget 

ct Manager,
.sa for havin

 
ger, DSR resp

 
project or t

M Project M

Login Page

er, DSR” res

ompleting an

 DSR” respo
g it added to

ponsibility to

to complete
Manager, DSR

ponsibility, 

n unfinished

onsibility is n
o your accou

o create proj

 an unfinish
R responsibi

10 

highlighted 

d submission

not available
unt.  

 

jects and bu

hed submissi
ility as highli

| P a g e  

 

in red in 

n (first 

e in your 

dgets 

ion, click 
ighted in 



 

Caution
You will
“Run” t
applicat

• 

• 

• 

Figure 14: L

: When the 
l need to ch
o continue. 

tion from op

Figure 
Step 3.1.7: T
highlighted 
Step 3.1.8: 
Sabbatical, 
green box. 
Step 3.1.9: C
 

Link to start c

application 
heck the box

Please note
pening. As su

15: Security
To start crea
by the red b
Select the 

Junior facu

Click on the 

creating new

starts, a se
x “I accept t
e, popup blo

uch, you may

y warning wi
ating a new 
box in Figure

Type of g
lty, Book T

Find button,

 
w project(s) o

 
curity-warni
the risk and
ockers insta
y need to dis

 

 
ndow when
project, sele

e 16. 
rant (e.g. S
ranslation) 

, highlighted

or complete

ing dialog m
d want to ru
alled on you
sable or unin

n launching t
ect “Templat

SABIC, Fast 
from the fi

d by the blue

e unfinished 

may pop-up
un this appli
ur system m
nstall such a

he Java app
tes” from th

Track, Inte
eld “Type”,

e box  

11 

submissions

as shown Fi
cation” and
ay prevent 
pplications. 

lication 
he “Search Fo

ernal, Book 
 highlighted

| P a g e  

 

s 

igure 15. 
 click on 
the Java 

 

or” field, 

Writing, 
d by the 



 

Caution
the red 
highligh
 

 
• 

 

Figu
 

: Please note
box, and en

hted by the b

Fi

Step 3.1.10:
17. Click on
Entry” open

ure 17: An Ov

e, to comple
nter the ass

blue box, and

gure 16: Ove

: Correspond
n “Copy To”
ns, as shown 

verview of P

ete unfinishe
signed proje
d then skip t

erview of Jav

ding project
”, highlighte
in Figure 18

Projects, Tem

ed submissio
ct Number a

to Step 3.1.2

 
va Form to C

t template w
ed by the re
8. 

 
mplate Summ

ons, in Step 3
and search 

21. 

Create and S

will open in 
ed box. Ano

mary Form: S

3.1.7, Select
for the proj

Search Projec

a new form
other new f

SABIC Temp

12 

“Projects”, s
ject by click

cts 

m as shown i
form “Proje

late for exam

| P a g e  

shown in 
ing Find, 

 

in Figure 
ct Quick 

 

mple 



 

• 
• 
• 
• 

 

 

• 

• 

Step 3.1.11:
Step 3.1.12:
Step 3.1.13:
Step 3.1.14:
Agreement 

Figu

Step 3.1.15
project man
HR Databas
Step 3.1.16:
name as sho

Figure 1

: Enter the P
: Enter the sh
: Enter the co
: Enter the St
Form 

ure 19: Anot

: Click on th
nager to sear
e). 
: A new form
own in Figur

18: An Overv

roject Numb
hort Name (
omplete Pro
tart and End

ther view of 

he three dot
rch for the n

m opens. Use
re 20. 

 
view of Proje

 
ber assigned
the green bo

oject Title (th
d Dates as pe

partially fille
 

ts highlighte
name (Name

e % in the F

ect Quick Ent

d by DSR (the
ox) 
he blue box)
er the Appro

ed Project Q

ed by the re
es and ID’s ar

ind field (th

try Form 

e red box, Fig

 
oved Researc

Quick Entry F

ed box in Fi
re stored an

e green box

13 

gure 18) 

ch Project 

 

orm 

igure 19 aga
nd captured f

x) and enter 

| P a g e  

 

ainst the 
from the 

a partial 



 

 
• 

 

 
Caut
is no

 
• 

• 

 

• 
• 

Step 3.1.17:
and click OK

Figu

tion: Please 
ot mandator

Step 3.1.18:
minimum of
Step 3.1.19
approved as

Figure 

Step 3.1.20:
Step 3.1.21:
(the green b

Figu

: A list of nam
K. 

ure 21: An ov

note that th
ry at this sta

: Enter Keyw
f three keyw
: Enter the 
s shown in F

22: A Comp

: Click OK (th
: The Project
box), shown 

ure 20: Java F

mes will app

verview of th

he name of 
ge 

words separa
words is requ

academic t
igure 22. 

rehensive vi

he blue box)
t has now b
in Figure 23

 
Form to sear

pear as show

 
he results fro

the Co-Inve

ated by com
uired as show
term (the g

 
iew of Comp

 
as shown in
een created
. 

rch for empl

wn in Figure 2

om the sear

stigator(s) (i

mmas in the 
wn in Figure
green box) i

pleted Projec

n Figure 22 to
d and will no

oyee 

21. Select th

ch for emplo

if any) can b

Keywords fi
22. 

in which th

 

ct Quick Entr

o SAVE the P
ow appear in

14 

 

he appropria

 

oyee 

be entered la

ield (the red

he project h

ry Form 

Project Creat
n the list of 

| P a g e  

te name 

ater as it 

d box); A 

has been 

tion 
projects, 



 

• 

 

 
• 

 

 
• 

 

 

• 

Step 3.1.22
submission 

Figure 23

Step 3.1.23
department

Figure 24: A

Step 3.1.24
shown in Fi
from the list

Step 3.1.25:
your depart

2: Click on 
as explained

3: A Compre

: Click on th
t. The projec

A Comprehe

: A new for
igure 25 (the
t of values. 

Figure 25: 

: List of mat
tment (the g

“Open” (th
d below. 

ehensive view

he blank fie
ct manager w

ensive view o

m opens, us
e green box

Java Form t

tching depar
reen box) an

e red box)

 
w of list of p

eld (the red 
will enter he

 
of projects fo

se % and en
x) and click

o search for
 

rtment name
nd Click OK (

 

as shown 

projects for a

box) as sho
re his depar

orm to ente

nter a partia
OK (the red

r academic d

es will appe
(the red box

in Figure 2

a particular i

own in Figu
rtment, to w

r academic d

al name of 
d box) to sel

department

ar as shown
) to Exit. 

15 

23 to comp

ndividual 

re 24 to en
which he is af

 

department 

your depart
lect the dep

n in Figure 2

| P a g e  

plete the 

 

nter your 
ffiliated. 

tment as 
partment 

 

26. Select 



 

• 

 

 
• 

 

Caut
– 3.
shou

 

Figure

Step 3.1.26
shown in Fig

Step 3.1.27:
enter the de
the member

Fig
tion: The na
1.17, so he 
uld not be e

e 26: An ove

: Click the Y
gure 27 (the 

Fig

: Click on Ke
etails of the
r’s Informat

gure 28: Opt
me of the p
should not 
ntered here

erview of the

Yellow Flopp
red box)  

gure 27: Opti

ey Members
 Investigato
ion, as show

tion to enter
roject mana
be entered 
. 

 
e results from

 
py Disk in t

 
ion to save t

s (the red bo
rs if any. Th

wn in Figure 2

 
r details of o
ger will be a
again. Also 

m the search

he top tool

the data ent

ox) so that i
hen Click on 
28. 

other key me
available fro
secretaries,

 

h for departm

bar menu t

ries 

it is highligh
Details (the

embers (if an
m the entry
 technician,

16 

ments 

to save the 

hted in blue 
 green box) 

 

ny) 
 made in Ste
 and studen

| P a g e  

entry as 

 

color to 
to enter 

ep 3.1.15 
nts name 



 

• 

 

 

• 

• 

 

 
To enter
 

• 

 

Step 3.1.28:
search for t
shown in th

Figu

Step 3.1.29:
green box) a
Step 3.1.30:
highlighted 
box) to save

r more Inves

Step 3.1.30
added, how
highlighted 
Corner) as s
Figure 31 (th

: Click on the
he name (N
e Figure 29. 

ure 29: Java 

: A new form
and as show
: If multiple
in dark blue

e the entry a

Figu

stigators rep

: By default
wever if the

in dark blue
shown in Fig
he blue box)

e three dots 
Names and ID

Form to ent

m opens up.
wn in the Figu

 entries app
e, (as shown

as shown in t

ure 30: Java F

peat “Step 3.

t, the key m
ere are mo
e, see Figure
gure 31 (the
). 

(the red box
D’s are store

ter key mem
 

. Use % and
ure 30. 
pear, select 
n in the red 
the Figure 30

 
Form to sear

.1.28” and “S

member form
ore, then se
e 31 (the gr
e red box). A

x) against th
ed and capt

mbers (Co-Inv

 enter partia

the right na
box in Figu

0. 

rch for empl

Step 3.1.30”

ms allow on
elect any r
reen box) an
A new blank

 

he blank Emp
ured from t

vestigators o

al name as i

ame. The se
ure 30). Then

oyee 

” until all the

nly seven co
ow (the se
nd click on “
k row will b

17 

ployee Name
he HR Datab

only) 

in the find f

lected name
n, click OK (

 

e entries are 

o-investigato
elected row 
“Plus Sign” 

be added, as

| P a g e  

e field to 
base), as 

 

field (the 

e will be 
(the blue 

 done 

ors to be 
will be 

(Top left 
s seen in 



 

 
Caution
ERP is c
“Propos
(explain
“Submit
 

 
• 

Fi

: After enter
complete. H
sal”. The Se
ned below in
tted”. 

Step 3.1.31
Figure 33. 

igure 31: Pro

ring the deta
owever, as 

econd Part o
n Section 3.2

Figur

: Close all w

ocedure for a

ails of the ke
seen from 

of the Budg
2) before the

e 32: An ove

windows and

 
adding new 

ey members,
the Figure 3
get Creation
e system allo

 
erview of the

d navigate b

Row to Key 

, only the fir
32 below, t
n and Subm
ows changin

e Project Cre

back to the 

member for

rst part of cr
he project s

mission need
ng the status

eation 

main windo

18 

rm 

reating the p
status still s
ds to be co
s from “Prop

 

ow as show

| P a g e  

 

project in 
shows as 
ompleted 
posal” to 

wn in the 



 

 
The nex
namely:

• 

For proc
onward

 
• 

For proc
this doc
 

xt part conce
: 
Option # 1: 
the window
the browser
 
ceeding with
s of this doc

Option # 2: 
Figure 33 an
 
ceeding with
ument. 

Figur

erning Budge

If you would
w shown abo
r page) 

h the compl
cument. 

Budget Crea
nd clicking O

h the comple

re 33: Main W

et Creation a

d like to com
ove or by sel

etion of Bud

ation can be
Open.  

etion of for 

 

 
Window for

and Submiss

me back late
ecting “Exit”

dget Creatio

e done right 

Budget Crea

r Projects Mo

ion can be d

r, “Exit” Ora
” from the F

on using Opt

away by se

ation using O

odule 

done through

acle Applicat
File Menu (lo

tion # 1, foll

lecting “Cos

Option # 2, 

19 

 

h two option

tion by eithe
ocated on th

low steps St

st Budgets” f

Skip to Step

| P a g e  

ns, 

er closing 
he Top of 

tep 3.2.1 

from the 

p 3.2.7 of 



 

3.2. 
 

• 
 

 
• 
• 

 
• 

 

Budget

Step 3.2.1: G

Step 3.2.2: L
Step 3.2.3: C

Step 3.2.4: L
shown in Fig

t Creation

Go to portal 

Login to the 
Click on “eBu

Figure 35

Login into E-
gure 36. 

 on ERP 

home page 

Figure 3

Portal (abov
usiness” as s

: Link to E-B

-Business wit

http://porta

 
34: Portal Lo

ve) using you
shown in Fig

 

 
usiness from

th the User n

al.kfupm.ed

gin Page 

ur User Nam
gure 35 (the 

m the Portal 

name and Pa

u.sa as show

me and Passw
red box). 

Web page 

assword pro

20 

wn in Figure 

word 

ovided by ITC

| P a g e  

34 

 

 

C as 



 

 
• 

 

• 

 

 
Caution
the app
your sys
permiss
 

Step 3.2.5: C
shown in Fig

Figure 37:

Step 3.2.6: 
Budgets” (t
shown in Fig

Figure 38: Li

: The applica
roved budge
stem may pr
ions, and th

Click on the 
gure 37. 

: Link to KFU

To start cre
he red box
gure 38. 

ink to Start C

ation starts 
et. Restrictio
revent the w
at pop-block

Figure 36:

“KFUPM Pro

UPM Project 

ating budge
) available 

Creating New

by opening 
ons on runni
window from
kers (if any) 

 
 E-Business 

oject Manage

 
Manager, D

 
et(s) or comp
under KFUP

 
w budget(s)

a new Java 
ing Java app

m opening. M
are disabled

Login Page

er, DSR” Res

SR responsib

plete unfinis
PM Project 

or complete

window as 
plications or 
Make sure th
d. 

sponsibility (

bility to Crea

shed submis
Manager, D

e unfinished 

shown in Fi
the existenc
hat Java is g

21 

(the red box

 

ate Budget 

ssions click o
DSR responsi

 

submissions

gure 39 for 
ce of pop blo
granted the 

| P a g e  

x) as 

on “Cost 
ibility as 

s 

entering 
ockers in 
required 

 



 

 
• 

 

 
• 

 

Step 3.2.7: 
above. Pres
budget Type
Figure 40. 

Figure 4

Step 3.2.8: T
the Tab key
addition the

o Entr
o Reso
o Bud

Figure 39:

Enter the P
ss “Tab”, an
e and the cu

40: Procedur

The status fi
y again chan
e following c
ry Method is
ource list is a
get creation

 Main Form 

Project Num
nd the Syste
ursor will mo

re to locate a

ield (the red
nges the stat
changes also
s automatica
automatical

n date is auto

 
for Entering

ber in the f
em will auto
ove automa

 
an already e

d box) in Figu
tus to “Wor

o happen 
ally populate
ly populated
omatically p

g the Approv

first cell (th
omatically p
tically to the

existing proje

ure 40 above
rking” (the r

ed (the green
d (the green 
opulated (th

ved Budget

e red box), 
populate the
e Budget Ty

ect for budg

e is Null (or 
ed box) as s

n box in Figu
box)  

he blue box)

22 

shown in F
e Project Na
ype Cell, as s

get entry 

empty) and 
seen in Figu

ure 41) 

 

| P a g e  

 

Figure 39 
ame and 
shown in 

 

pressing 
re 41. In 



 

 

 
• 

 

 
Start En
the PI f
Row und
 

• 

F

Step 3.2.9: C
form to ente

ntering the B
rom the Res
der Resourc

Step 3.2.10:
window for 

igure 41: Co

Click on Deta
er the detail

Figu

Budget Lines
search Offic
e Alias 

: Click on the
the resourc

omprehensiv

ails (black bo
led budget. A

ure 42: Deta

s as per the 
ce along wit

e 3 dots (the
es list.

ve view of th

ox in Figure 4
A new form

 
iled budget 

Approved I
h the Projec

e red circle),

e Budget En

41 above) at
opens as sh

lines entry f

temized Bud
ct Approval 

as shown in 

ntry First For

t the bottom
own in the F

form 

dget (of whi
memo), sta

Figure 43 to
 

23 

m 

m of budget e
Figure 42.  

ich a copy is
arting from 

o open a new

| P a g e  

 

entry 

 

s sent to 
the First 

w 



 

• 

 

 

 

 
• 

Step 3.2.11:
(the green b

Figu

Fi

Step 3.2.12:
selected in F

Figure 43: P

: Once the re
box) and clic

ure 44: Proce

gure 45: An 

: Select the d
Figure 46), a

Procedure to

esource list 
k Find to gen

edure to loca

overview of

desired reso
nd then clic

 
o open the b

 
opens (Figur
nerate a list 

ate the budg
 

f the budget

ource and it w
k OK. 

udget lines r

re 44 below)
of Resource

get items on 

t items on th

will be highl

resource list

), use % Sign
es as shown 

the resourc

he resource l

lighted in bl

24 

t 

n in the emp
in Figure 45.

 

e list 

 

ist 

ue (e.g. Che

| P a g e  

 

pty space 
. 

emicals is 



 

 

• 

 

 
• 

 

Fi

Step 3.2.13:
From the av
the Figure 4

Figur

Step 3.2.14:
48) in the co

gure 46: Sel

: Click on th
vailable entr
47. 

re 47: Select

: Enter the a
olumn titled 

ecting the a

e three dots
ries, select A

ing the appr

mount in th
with the Ar

 
ppropriate r

 
s (the red bo

Amount Type

 
ropriate Type

he cell next t
abic month

resource item

ox in Figure
e as “Raw C

e of Cost un

o the Amou
as shown in

m from the l

 47), and a 
Cost” (the bl

der Amount

nt Type (the
 Figures 48(A

25 

 

ist 

new window
ue box) as s

t Type 

e green box 
A) and 48(B)

| P a g e  

w opens. 
shown in 

 

in Figure 
). 



 

 
• 

 

 
Fig

If all the
more ite
 

• 

 

Figure 4

Step 3.2.15:
Steps 3.2.10
Figure of va

gure 49: Com
e budget lin
ems to be en

Step 3.2.16:
sign” (the re
row immedi

48: Entering t

: Now move
0 through 3.
rious entries

mprehensive
nes are exha
ntered, new 

: Select any 
ed circle in F
iately after t

the approve

 to the next
.2.14 to ente
s is shown in

 view of the
austed as sh
rows need t

completed 
Figure 50(A))
that selected

(A) 
 

(B) 
 

ed funds allo

t row (the ce
er the rema
n the Figure

 budget item
hown in Fig
to be added 

cell (gets h
) on the top-
d row is add

cation again

ells just belo
ining budge
49. 

ms entered a
ure 49 and 
and the pro

ighlighted in
-left corner a
ed, as show

nst the resou

ow the filled
et items. A m

as per the ap
the approve

ocedure is ex

n blue) and 
as shown in 
n in Figure50

26 

urce item 

-in ones) an
more compre

 

pproved bud
ed budget s

xplained belo

then click t
Figure 50(A

0(B) (the gre

| P a g e  

 

 

d repeat 
ehensive 

get 
still have 
ow. 

the “Plus 
A). A new 
een box). 



 

 
• 

• 

 
The Syst
items an
Manpow
in the Fi
 

Step 3.2.17:
Step 3.2.14 
Step 3.2.18
Floppy Disk
Figure 51.  

tem will aut
nd “Month” 
wer (Please 
igure 52. 

Figure 50: P

: Repeat Ste
to enter the
: Once all a

k (the red bo

tomatically c
(the green b
do not be al

Procedure to

p 3.2.16 for 
e data for the
approved ite
ox) in the to

calculate “B
box) (with Z
larmed, as t

(A) 
 

(B) 
 

o add new ro

adding mor
e newly add
ems are ent
op Toolbar 

Burdened Co
ero Value, s
his is how it

ows to the b

re rows and 
ed budget it
tered in the
Menu to sa

ost” (highligh
ince the valu
t is done). A

udget sheet

then follow 
tem. 
e budget lin
ave the entr

hted in blue
ue was ente
comprehen

27 

t 

Step 3.2.10

nes, click the
ries as show

 in Figure 52
ered as Raw 
nsive Figure i

| P a g e  

 through 

e Yellow 
wn in the 

2) for all 
Cost) for 
is shown 

 

 



 

 

 
• 

 

Figure

Step 3.2.19:
the Figure 5

Figure 5

e 52: Compr

: Close the B
52.  

51: Procedur

rehensive vie

Budget Lines 

 
re to save th

 
ew of budge

Window by

e budget lin

et entry form

y clicking the

nes entry 

m after saving

e “X” (the re

28 

g data 

d circle) as s

| P a g e  

 

 

shown in 



 

• 

 

 
Once Su
Submitt

 

• 

 

Step 3.2.20:
approved bu
on “Submit”

ubmitted, th
ted shown in

Step 3.2.21
complete. C
(highlighted
as shown in

: This takes 
udget agains
” (the red bo

Figure 53: C

he Status of 
n the Figure 

Figure 54
: After bud

Close the B
d by the red 
 Figure 56. 

you to the m
st the total v

ox) as shown

Comprehens

the budget 
54. 

4: Reflecting 
dget submiss
udget Main
circle in Fig

main Budget
value entere

n in Figure 53

 
sive view of M

(the green 

 
the changes

sion, the se
 Window b

gure 55). Thi

t Window as
ed “Raw Cos
3. 

Main budget

box) in Figu

s to the budg
econd part 
by Clicking t
is takes you 

s shown in F
st” (the blue

t entry form

ure 53 chang

get status 
of creating 
the “x” at t

to the main

29 

Figure 53. V
e box) and th

m 

ges from Wo

project ERP
the top-righ
n Navigator 

| P a g e  

Verify the 
hen Click 

 

orking to 

P is also 
ht corner 

Window 

 



 

 

 

Figure 55:

Fi

 Procedure t

gure 56: An 

to exit the B

overview of
 

 
Budget entry

 
f the Project

y form to nav

 Navigation 

vigate to ma

Main Windo

30 

in window 

 

ow 

| P a g e  



 

3.3. 
 
The proj
explaine
Once th
made to
 

• 

 

 

 
The Bud
be selec
 

• 

Modifi

ject budget 
ed in this Se
he project st
o the project

Step 3.3.1: A
as explained
case budget

Figure

dget lines en
cted first, as 

Step 3.3.2: F
needs to be
(A) and mod

cations to

can be modi
ection. The b
tatus is chan
t. 

After submit
d in Step 3.2
t modificatio

e 57: Compre

try form ope
shown in Fig

For instance
 changed fro

dify it. The ch

 the Subm

ified as long
budget subm
nged (which

tting the bu
2.20 (See Fig
ons or rectifi

ehensive view

en and the f
gure 58 (A). 

 in case of th
om the origi
hanges are i

mitted Budg

g as the proje
mission shou
h will be ex

dget, budge
gure 53), the
cations are n

w of budget

field(s) requi
 

his project u
nal existing 
mmediately

get 
ect status is 
uld not be m
plained in S

et status sho
e view will a
needed, clic

t form after b

iring the mo

under test, sa
value. Selec

y reflected as

“Proposal” a
mistaken for 
Section 3.4),

owing “Subm
appear as sh
k on “Rewor

budget subm

odification or

ay the “Co-I
ct the field a
s shown in F

31 

and the proc
project sub

, no changes

mitted” (the 
hown in Figu
rk” (the gree

mission 

r rectificatio

nvestigator 
s shown in F

Figure 58 (B)

| P a g e  

cedure is 
bmission. 
s can be 

red box) 
ure 57. In 
en box). 

n should 

1” hours 
Figure 58 
. 

 



 

 
• 

 
• 

 
• 

 
• 

 
Now yo
section 
 
 

Figure 58

Step 3.3.3: 
Top Menu t

Step 3.3.4: C
Figure 52.  

Step 3.3.5: T
approved bu
on “Submit”

Step 3.3.6: 
complete. C
shown in th
56. 

ou need to g
3.4 in detail

8: Procedure

Once the ch
o Save the e

Close the Bu

This takes y
udget agains
” (the red bo

After Budg
Close the Bud
he Figure 55

go and chan
.  

e for modifica

hanges are d
entries as sho

udget Lines W

you to the m
st the total 

ox) as shown

get Submiss
dget Main W
. This takes 

nge the stat

 

(A) 
 

(B) 
 

ation or rect

done, click t
own in the F

Window by 

main Budget
value entere

n in Figure 53

ion, the se
Window by c

you to the 

us of the pr

tification of 

he Yellow F
Figure 51. 

clicking the 

 Window as
ed “Raw Cos
3. 

cond part o
clicking the “
main naviga

roject, whic

existing bud

loppy Disk (

“X” (the red

s shown in F
st” (the blue

of creating 
“X” marked 
ator window

ch will be ex

32 

dget value 

(the red box

d circle) as s

Figure 53. V
e box) and th

project ERP
in (the red c

w as shown i

xplained in 

| P a g e  

x) on the 

shown in 

erify the 
hen click 

P is also 
circle) as 
in Figure 

the next 

 

 



 

3.4. 
 
Project 
needs to
 

• 

• 

 

 

• 

 

Changi

creation an
o be changed

Step 3.3.1: 
blue box) an
Step 3.3.2: S
red box) and

Step 3.3.3: A
click Open, a

ing Projec

nd budget su
d, which is e

In the Main
nd click “Ope
Select “Proj
d click Find (

Figure 5
A new wind
as shown in 

t Status 
ubmission a
explained in 

n Navigator 
en” (the gree
ects” from t
(the green b

59: Procedur
dow open up

Figure 60 

are now com
this section

Window sho
en box). 
the Search F
ox), as show

(A) 

(B) 
 

re for openin
ps showing t

mplete. How

own in Figu

For field and
wn in Figure 5

ng a working
the working

wever, the s

re 59 (A), se

d enter the P
59 (B). 

g project 
g project. Se

33 

tatus of the

elect “Projec

Project Num

 

 

elect the pro

| P a g e  

e project 

cts” (the 

mber (the 

oject and 



 

 
• 

 

The pro
61 (A) is
 

Step 3.3.4: I
Click on “Ch
with a differ

Fig
posal status

s now change

Figure 6

Initially the 
hange Status
rent project 

gure 61: Pro
s, which has 
ed to “Subm

60: Procedur

project statu
s” (the green
status as sh

ocedure for C
been so far 

mitted” as se

 
re for openin

us is “Propo
n box), as sh

hown in Figu

(A) 
 

(B) 
 

Changing the
appearing a
en in the Fig

ng a working

sal” (the red
hown in Figu
re 61 (B). Se

e Status of w
as “Proposal
gure62. 

g project 

d box) as sho
ure 61 (A), a 
lect “Submit

 

working proje
” (the red bo

34 

own in Figur
 new windo
tted” and cli

 

ect 
ox) in earlie

| P a g e  

 

re 61 (A). 
ow opens 
ick OK. 

r Figures 



 

 
The proj
with yo
Researc
 
 
 

Fi

ject is now b
our Departm
h Coordinat

igure 62: Com

been succes
ment Chairm

or and activ

mprehensive

sfully create
man for app

ated. 

 
e view of the

ed and is in t
roval, befor

e project aft

the submitte
re it can be

ter Submissio

ed stage. Yo
e accepted 

35 

on 

ou need to fo
by the Dea

| P a g e  

ollow-up 
nship of 

 



 

4.0. 
 
Every Re
on the p
achieve
per the 
 
The Res
the link 
 

http
 
Caution
the Web
forms ar
 
The pro
explaine
 

• 
 

 

• 
 

• 

Subm

esearch Proj
progress of t
ment(s) if a
due dates m

search Proje
given below

p://www1

: Faculty me
bsite and av
re revised fr

ogress repo
ed in this sec

Step 4.1: Go

Step 4.2: Cli

Step 4.3: By
be based on
enter the a
Figure 65. 

mission of

ject approve
the project in
ny and prob

mentioned in

ct Progress 
w: 

1.kfupm.e

embers and 
void using o
rom time to t

rt should b
ction 

o to “E-Servic

Figure

ck on “Subm

Figure 6

y default, th
n the propo
ppropriate c

f Progres

ed by the De
ncluding the
blems and d

n the Researc

Report Tem

edu.sa/dsr

Researchers
old versions 
time. 

be submitte

ces” tab loca

 63: E-servic

mit a Reques

64: Tab unde

e value sele
osal code or 
code in the 

ss Report

eanship of R
e task(s) acco
difficulties b
ch Project Ag

mplate can b

r/forms/P

s are advise
that may b

ed through 

ated on the 

ces Tab locat
 

st” as shown

 
er E-services 

 
ected would

the project 
space prov

t(s) 
Research is re
omplished, c
eing faced e
greement Fo

be download

Progress%

d to always 
be available 

the online 

DSR homepa

ted on DSR w

n in Figure 64

to submit a

 be “Propos
code. Selec

ided, and th

equired to s
contribution
every 6 wor
orm (Section

ded from th

%20Report

download t
through oth

system an

age, as show

website 

4 

 request 

sal Code”. Th
ct the desire
hen click “S

36 

submit a brie
n from the m
rking month
n 2.0). 

e DSR webs

t%20Form

the latest fo
her means, 

d the proce

wn in Figure 

he search ca
ed search ty
earch”, as s

| P a g e  

ef report 
members, 

s and as 

site from 

m.doc 

orm from 
as these 

edure is 

63 

an either 
ype, then 
shown in 

 

 



 

• 

In a sin
exceedi
(Steps 4

 
The pro
conside
proposa
progress

• 

• 

 

Step 4.4: Ve
add attachm
box) as show

ngle session,
ng the limit,

4.1 to 4.4)  

ogress report
rations the 

al, in additio
s (if any). 
If not appro
Investigator
If approved
email to su
system. The

erify the pro
ment (the gr
wn in Figure

, a maximu
, then upload

Figure 6

t(s) will be 
objectives 

on to compa

oved, the re
r) for revisio
d, the Princ
bmit the Em

e procedure 

Figure 65: O

oject details
reen box), ta
 66 and click

m of 15 file
ding needs t

66: Option to

evaluated b
and tasks, 

ring recent a

eport will be
n with comm
ipal Investig

mployee Com
is demonstr

 
Option to sea

 
s and select 
ab to brows

k on upload t
 

es can be u
to be done i

 

 
o select file t

by the Moni
the accom

accomplishm

e retuned b
ments and re
gator (Princ
mpensation 
ated in the S

arch project

the type of
se and choo
to complete

uploaded. In
n multiple se

type & uploa

toring and P
mplishment 
ments of the

back to the 
esubmission
ipal Investig
for the elig

Section 5.1, 

t 

f file (the re
ose the files 
e the submiss

n case the 
essions repe

ad file(s) 

Progress Co
of tasks as

e reporting p

Principal In
n. 
gator) will b
gible membe
and 5.3 of th

37 

d box) then
to upload (

sion. 

number of 
eating the pr

mmittee tak
s per the a
period with 

vestigator (

be notified 
ers through 
his documen

| P a g e  

 

 click on 
(the blue 

files are 
rocedure 

 

king into 
approved 
previous 

Principal 

through 
the ERP 

nt. 



 

5.0. 
 
Employe

• 
• 

• 

 
Type # 1
Section 

5.1. 

For Type
Student
received

For all 
M.S/Ph.
(Proced
received

• 

 

Figure 6
 

• 

 

Emplo

ee Compens
Type # 1: Th
Type # 2: T
especially A
Student ID) 
Type # 3: 
consultants 

1 payments 
5.3 of this d

Payme

e # 1 kind of
ts will enter 
d by the proj

Type # 1 
.D. Students
ure for deleg
d by the DSR

Step 5.1.1: L
shown in Fig

67: E-busine

Step 5.1.2: C
the next pag

oyee Com

sations are o
hose associat
hose associa

Adjunct Prof
and Underg
Those who
& employee

are demons
ocument.  

ent(s) for E

f payment e
his own exp
ject manage

payments i
s are entered
gation will b

R Accounts o

Logon onto E
gure 67. 

ss login page

Click on Inte
ge that has a

mpensati

of three diffe
ted with the
ated with th
f., full time 

graduate Stu
o are not 
es who have

strated in Se

Employees

ach individu
penses. All su
er for approv

including pa
d by the pro

be discussed 
office for pro

E-Business w

e to access t

rnet Expens
a tab to crea

ons & Re

erent types
e University &
he Universit

Ph.D. & M
dents 
associated 

e left the Uni

ection 5.1, w

 

s with Vali
 

ual (Co-Inves
ubmitted ex
val before be

 
ayment to 

oject manage
in the Sectio

ocessing. 
 

with the User

 
the Internet 

e as shown i
ate expense 

eimburse

& have a val
ty but do no

M.S. Students

with the 
iversity) 

while for Typ

id KFUPM 

stigator(s), T
xpenses (exc
eing received

Co-Investiga
er after rece
on 5.2 of thi

r name & Pa

Expenses to

in the Figure
report. 

ements 
lid Employee
ot have Emp
s (on Stude

University 

e # 2 & Type

ID in ERP

Technicians, 
ept for Proje
d by the DSR

ator(s), Tec
eiving delega
is manual), t

assword prov

o enter Empl

e 68, which w

38 

e ID 
ployee ID. T
nt Visa hav

(Especially 

e # 3, kindly

Secretary, M
ect Manager
R Accounts o

chnicians, Se
ation from m
the payment

vided by ITC

 

oyee Compe

will navigate

| P a g e  

hese are 
ving only 

external 

y refer to 

MS/Ph.D. 
r) will be 

office. 

ecretary, 
members 
ts will be 

C as 

ensation 

e you to 



 

• 

 
• 

• 

 
Howeve
need to
delegati
(Proced
 

Step 5.1.3: C

Fig

Step 5.1.4: Y
automatical
Step 5.1.5: S
shown in Fig

er, if you are
o delegate y
ion is receiv
ure for deleg

Figu

Click on Crea

gure 69: “Cr

Your details
lly, as shown
Select the D
gure 70. 

e creating ex
ou their res

ved, you nee
gation will b

re 68: View 

ate Expense 

eate Expens

s such as Na
n in Figure 70
SR/RI Temp

Figure 70: G

xpenses on 
sponsibility 
ed to select 
be discussed 

 
of the Intern

 
Report as sh

 

 
se Report” Ta

me and Dep
0. 
late (the gre

 

 
eneral Infor

behalf of ot
before their
the employ
in the Sectio

net Expenses

hown in Figu

ab under Int

partment (in

een box), fro

rmation Page

ther person
r details can
yee from the
on 5.2 of thi

s Tab 

ure 69 

ternet Expen

ncluding cost

om the list o

e 

s say for “X
n appear in 
e list as sho
s manual).

39 

nse 

t center) wil

of values ava

 and Y”, bot
your accou

own in the F

| P a g e  

ll appear 

ailable as 

th X & Y 
nt. Once 

Figure 71 

 

 

 



 

 

 
• 

 

 
More th
such as 
 

• 

 

Figure 71:

Step 5.1.6: 
the amount
the Figure 7

han one exp
Project Man

Step 5.1.7: 
Number (Alw

: Selecting a 

Enter the Da
t and the exp
72. 

Figu

ense types c
nager, Statio

On the thir
ways 01, (th

delegated e

ate (the sele
penditure ty

ure 72: Optio

can be enter
onery, Confe

rd page, en
he green box

employee to 

ected date s
ype. Details 

 
ons to enter 

red under o
rence, Servic

ter the Pro
x)) as shown 

enter comp

should be w
to be entere

expenses de

ne expense 
ces etc. 

ject Numbe
in the Figure

pensation on

within the pr
ed are highl

etails 

report for t

er (Ex. SB12
e 73. 

40 

n his behalf 

roject active 
ighted in Re

he SAME EM

1003) and t

| P a g e  

period), 
ed Box in 

 

MPLOYEE 

the Task 

 



 

 
• 

 

 
 

Fig

Step 5.1.8: O
the Figure 7

Fig

gure 73: Opt

On the fourt
74 to comple

gure 74: Ove

ions to ente

th page, afte
ete the subm

erview of the

 

 
er project inf

er verificatio
mission proce

 
e Review pa

formation an

n of the det
ess. 

ge before fin

nd task num

ails, Click on

nal submissi

41 

ber 

n submit as s

ion 

| P a g e  

 

shown in 

 



 

5.2. 
 
If you w
section 
 

 

 

 

 

Delega

would like so
should be fo

• Step 5.2
shown i

• Step 5.2
you to t

• Step 5.2

Fi

• Step 5.2
Figure 7

Figure 7

ation Proce

ome else to 
ollowed: 

2.1: Logon  t
n Figure 67. 

2.2: Click on
he next pag

2.3: Click on 

igure 75: Acc

2.4: On the 
76 

76: Option to

edure to E

create expe

to E-Busines

n Internet Ex
e 
“Access Aut

cess Authori

next page c

o add a row 

Enter Paym

enses on yo

ss with the 

xpense as sh

horization” 

 
ization Tab o

click on “Add

to delegate 

ment Throu

ur behalf, th

User name 

hown in the

(the red box

on Internet E

d Another R

Internet Exp

ugh Intern

he procedur

& Password

e Figure 68, 

x) as shown i

Expenses Pag

Row” (the re

pense respo

42 

net Expens

re mentione

d provided b

which will 

in Figure 75.

ge 

ed box) as s

 

onsibility 

| P a g e  

ses 

ed in this 

by ITC as 

navigate 

. 

 

shown in 



 

 

 

 

 

 

• Step 5.2
will ope
Number

• Step 5.2
Name) a
the dele
(the red

• Step 5.2
clicking 

2.5: click on 
en a new pag
r” or “Full Na

Figu

2.6: Enter the
and click on
egated emp

d box). 

Figure 78: V

2.7: The Sele
on “Save” (t

the magnif
ge shown in
ame” (the re

ure 77: Optio

e Employee 
 “Go” (the g
loyee (the b

erification a

ected employ
the red box)

fier symbol (
n Figure 77 (
ed box) 

 

(A) 

(B) 
 

on to search 

details base
green box), 
blue box), m

and Selection

yee name ap
 as shown in

(Red Circle)
B) to search

for an empl

ed on search
as shown in

make selecti

n of Delegate

ppears (the 
n Figure 79.

as shown in
h employee e

oyee 

h type (Emplo
n Figure 78. V
ion (Red Cir

ed Employee

blue box), S

43 

n Figure 77 
either by “E

oyee Numbe
Verify the D

rcle) and clic

e 

Save the sele

| P a g e  

(A). This 
mployee 

 

 

er or Full 
Details of 
ck select 

ection by 

 



 

 

 
 
 

Figu

Figure 7

ure 80: A Co

79: Option t

omprehensiv

 

 
o Save the d

 

 
ve view of th

delegated Em

he Expense E

mployee 

Entry Delegat

44 

tion 

| P a g e  

 

 



 

5.3. 
 

Type # 
Universi
especial
and Und
during t
 

• 

 
http://

 
• 
• 

 
Separat
 
Caution
the Web
forms ar
 

• 

• 

 

Payme

2 and Type 
ity but do 
lly Adjunct P
dergraduate
heir stay at 

Step 5.3.1: 
Authorizatio

/www.kfu

Step 5.3.2:A
Step 5.3.3:S
(Building 59

e form shou

: Faculty me
bsite and av
re revised fr

Step 5.3.4: T
will forward
reflecting th
Step 5.3.5: T
follow up w

ent of Emp

# 3 payme
not have E

Prof., full tim
 Students an
the Universi

For such p
on Form” Av

pm.edu.sa
T%2

Attach Copie
Submit the 

9 – 2045) 

uld be used f

embers and 
void using o
rom time to t

The Researc
d it to Direct
he availabilit
The Principa

with the Finan

ployees not

nts usually 
Employee ID
me Ph.D. & 
nd consultan
ity and are n

payments t
vailable on th

a/deanship
20ATUHOR

s of ID Proof
Form in O

or each indiv

Researchers
old versions 
time. 

ch Office, af
or Financial 
ty of funds u
al Investigato
ncial Affair.
 

t in ERP 

includes tho
D or are ex
M.S Student
nts or those 
no longer em

he Principa
he DSR Web

ps/dsr/en/
RIZATION%

f 
Original (har

vidual  

s are advise
that may b

fter obtainin
Affairs (Buil

under specifi
or (if needed

ose membe
xternal mem
ts (on Stude
who have m

mployee of th

al Investigat
bsite of the fo

/Document
%20FORM.

rd copy) to 

d to always 
be available 

ng approval 
lding# 21) al
c category.
d) and to ex

rs who are 
mber of the 
ent Visa hav
made contrib
he Universit

tor need to
ollowing link

ts/researc
.doc 

the Resear

download t
through oth

from the De
ong with the

xpedite the p

45 

associated w
project. Th

ving only Stu
bution to the
y. 

o Fill the “P
k given below

chforms/PA

rch Account

the latest fo
her means, 

ean of Resea
e copy of the

process is ad

| P a g e  

with the 
hese are 
udent ID) 
e project 

Payment 
w 

AYMEN

ts Office 

orm from 
as these 

arch and 
e budget 

dvised to 



 

5.4. 
 
Final pa
Type of 
based fi
 

Final P

ayment will b
Employee, 
nal report g

Payment(s

be processe
subject to th
uidelines. 

s) 
d in the sam
he final repo

 

me manner a
ort requirem

as the mid-t
ments are fu

erm paymen
ully satisfied 

46 

nt dependin
as per the o

| P a g e  

ng on the 
outcome 



 

5.5. 
 
The invo
section 
 
The Prin
categori
budget c

1. 
2. 
3. 
4. 
5. 
6. 

 
Require
 

• 
• 

• 

• 
• 

• 

 
* The R
refer to 
 

• 

• 

 
A comp
funded 
 

Invoice

oice reimbur
5.1. Some ad

ncipal Inves
ies and clai
categories a
Stationery* 
Materials/ S
Hardware 
Library Book
Services/ Fa
Software 

ments 

Stationery in
For Servic
exceeding S
Procedure f
For invoice e
House is req
obtaining re
Section 5.5.
Direct Purch
For Purchas
Centre (ITC)
For paymen
Transaction
reimbursem

Research Acc
the list atta

Step 5.5.1: T
forward it t
reflecting th
Step 5.5.2: T
follow up w

rehensive fl
projects is sh

es Reimbu

rsements ar
dditional de

stigator is a
im reimburs
re: 

Supplies/ Ch

ks 
abrications/ 

nvoice cann
ces/Fabricat
SR. 999 prio
or seeking p
exceeding S

quired, irresp
eceiving rep
2. 

hase of Libra
se of New S
) for non-ava
nt made thr
 (Such as Cre

ment.  

count Office
ched in this 

The Researc
to Director F
he availabilit
The Principa

with the Finan

low chart de
hown in Figu

ursements

re made in t
tails and res

llowed to b
sement subj

hemicals 

Manufactur

ot exceed SR
tion/Manufa
or approval

prior approva
R. 999 requi
pective of th

port from U

ary Books ca
Software or 
ailability sho
rough Credit
edit card Sta

 has compil
document o

ch Office, aft
Financial Aff
ty of funds u
al Investigato
ncial Affair.

epicting all t
ure 81 next p
 

 

he same ma
striction as a

buy items d
ject to sati

ring 

R. 999. 
acturing/Ana
l from the 
al will be exp
ires to have 
he material b
niversity Sto

nnot exceed
Upgrades c

ould be provi
t Card or b
atement, Ba

ed the list o
on the next p

ter obtainin
fairs (Buildin

under specifi
or (if needed

the various 
page 

anner as the
applicable ar

directly fallin
sfying the r

alysis/Hardw
Deanship o

plained in de
a receiving r

being consum
ore House w

d SR. 1,000.
confirmation
ided.  
ank transfe
nk Transfer 

of allowable
page. 

g approval f
ng# 21) alon
c category.
d) and to ex

steps in the

e Type # 1 pa
re explained 

ng under th
requirement

ware/Softwa
of Research
etailed in Se
report from 
mable or tag
will be expl

n from Info

r or any ot
voucher) sh

e items unde

from the De
ng with the 

xpedite the p

e purchasing

47 

ayment exp
under this s

he following
ts set forwa

are and 
 should be 

ection 5.5.1. 
the Univers

g able. Proce
ained in de

rmation Tec

her mode, 
ould be encl

er Stationery

ean of Resea
copy of the

process is ad

g procedure

| P a g e  

lained in 
section. 

g budget 
ard. The 

amount 
sought. 

sity Store 
edure for 
tailed in 

chnology 

proof of 
losed for 

y; kindly 

arch, will 
e budget 

dvised to 

 for DSR 



 

 
F

 
Figure 81: Coomprehensivve Flow Char

 
rt Showing VVarious Stepps for Procur

48 

ing Material

| P a g e  

 

ls 



 

 
Please n
facilitate
 

 
5.5.1 
 
For Serv
999 prio
amount
followed
 

• 

 
http://w

 
• 

 

 
• 

• 

The proj
paymen
under K
 
 

note that o
e the Princip

Exte
Flas
Prin
Prin
Wire
Wire
Calc

Procedure

vices/Fabrica
or approval 
t under direc
d: 

Step 5.5.1.1
Research se
ongoing pro
below link. 

www.kfupm

Step 5.5.1.2
quotations f
mention in 
form availab

http://w

Step 5.5.1.3
period. 
Step 5.5.1.4
manager sp
 
ject manage

nt terms (pa
FUPM name

our office w
pal Investiga

Ite
ernal Hard Di
h Memory (S
ter Cartridge
ter Cartridge
eless Keyboa
eless Mouse 

culator 

e for Obtai

ation/Manu
from the D

ct purchase 

1: The projec
eeking prior 
oject exceed

.edu.sa/dea

2: Along wit
from differe
the cover m
ble on the be

www.kfupm.

3: The office 

4: The Resea
ecifying the 

er should inf
ayment afte
e and addres

will be updat
ators, you ma

em 
isk 
Stick) 
e (B/W) 
e (Color) 
ard 

ining Prior

facturing/An
Deanship of 

cannot exce

ct manager 
approval to
ing in amou

anships/dsr/
itting%

th the requ
ent vendors

memo. The p
elow link. 

edu.sa/dean

reviews the

arch Office, 
“Vendor Na

form the Ve
r delivery a

ss. 

ting this pa
ay always re

r Approva

nalysis/Hard
Research s

eed SR. 30,0

submits a r
 undertaken
nt of SR. 99

/en/Docume
%20quotatio

uest the pro
and in case 

project mana

nships/dsr/e

e request for

communica
ame” and “A

endor that th
and accepta

age with the
eturn back to

Quantity P
1
1

2/Y
1/Y

al for Direc

dware/Softw
hould be so
000. The be

equest via c
n financial tr
9. Cover me

ents/NSTP/C
ons.doc   

oject manag
three vend

ager should 

en/Documen

r the availab

ates the dec
Approved Am

he payment 
nce). Also a

e details of 
o check the u

Per Project 
1
1 
Year 
Year 

 
 

ct Purchas

ware and am
ought. The m
low mention

cover memo
ransaction a
emo templat

over%20me

ger also nee
ors are not 
also provid

nts/NSTP/Ch

bility of fund

ision accord
mount”. 

terms will b
all invoices 

49 

allowable 
updates. 

e  

mount excee
maximum a
ned steps sh

o to the Dea
gainst the a

te is availabl

emo%20for%

eds to subm
available, h
e quotation 

hklist.doc  

ds and proje

dingly to the

be similar to
should be p

| P a g e  

items to 

eding SR. 
llowable 
hould be 

anship of 
approved 
le on the 

%20subm

mit three 
e should 
analysis 

ect active 

e project 

o KFUPM 
prepared 



 

5.5.2 
 
For invo
is requir
should b
 

• 

• 

• 

http://w

http://w

• 

 

 

Procedure

oice exceedin
red, irrespec
be followed:

Step 5.5.2.1
(Principal In
Step 5.5.2.2
visual inspe
personnel o
Step 5.5.2.3
Research of
on the below
 
www.kfupm

www.kfupm

 
Step 5.5.2.4
receiving re
request for 

e for Obtai

ng SR. 999 r
ctive of the m
: 

1: After rece
nvestigator) m
2: The proje
ection and o
on the origina
3: The origi
ffice along w
w links. 

m.edu.sa/dea

m.edu.sa/dea

4: DSR will in
port from th
reimbursem

ining Rece

equires to h
material bei

eiving appro
makes the p

ect manager
obtains ackn
al invoice. 
nal stampe

with the Dir

anships/dsr/

anships/dsr/
Fo

nitiate the r
he Universit

ment. 

 

eiving Rep

have a receiv
ng consuma

oval from D
purchase. 
r takes the m
nowledgmen

d invoice fr
ect Purchase

/en/Docume
 

/en/Docume
rm%20DSR.d

equest for t
y Store Hou

ort from U

ving report f
able or tag a

Deanship of 

material to 
nt Stamp fro

rom the Sto
e Form and 

ents/NSTP/F

ents/researc
doc  

the receiving
se, the DSR 

University 

from the Un
ble. The belo

Research, t

the Univers
om the Uni

ore House i
Inspection 

F5-Inspection

chforms/Dire

g report and
Accounts of

50 

Store Hou

niversity Stor
ow mention

he project m

sity Store H
versity Stor

is submitted
Certificate a

n%20Certific

ect%20Purch

d after obtai
ffice will pro

| P a g e  

use 

re House 
ned steps 

manager 

ouse for 
re House 

d to the 
available 

cate.doc 

hase%20

ining the 
ocess the 



 

6.0. 
 
Each Pri
the fund
are avai
work an
Informa
 
Desktop
processe
 

• 

• 

 
http://

 
Caution
the Web
forms ar
 
 

• 
 

 

• 
 

Subm

incipal Inves
ded research
ilable. Dedic
nd the just

ation Techno

p, Laptop, M
ed ONLY thr

Step 6.0.1: T
part of the p
Step 6.0.2: 
give below 
the Researc

/www.kfup

: Faculty me
bsite and av
re revised fr

Step 6.0.3: G

Step 6.0.4: C

mission of

stigator is e
h project pr

cated Laptop
tification pr
ology Center 

Monitor and 
rough ITC an

To request t
project budg
Principal Inv
and after ap
h office. 

pm.edu.sa/d

embers and 
void using o
rom time to t

Go to “E-Serv

Figure

Click on “Sub

Figure 8

f ITC Req

entitled for a
rovided budg
p or Worksta
ovided; how
(ITC) on loa

High perform
d the Princip

the IT relate
get 
vestigator s

pproval from

deanships/d
men

Researchers
old versions 
time. 

vices” tab lo

 82: E-servic

bmit a Reque

83: Tab unde

uest 
a standard p
getary alloca

ation can be 
wever, if re
n basis for t

mance Work
pal Investiga

ed items men

hould fill th
m his Depart

dsr/en/Doc
nt%20Form

s are advise
that may b

ocated on th

ces Tab locat
 

est” as show

 
er E-services 

printer and 
ations for su
issued base

equired, the
he duration 

kstation thro
ator (PI) cann

ntioned abo

he “ITC Requ
ment Chairm

cuments/re
m.doc  

d to always 
be available 

e DSR home

ted on DSR w

wn in Figure 

to submit a

standard sc
uch expense

ed on the spe
ese can be 

of the proje

ough Funded
not purchase

ove Funds sh

uest Form” a
man, should

esearchform

download t
through oth

epage, as sho

website 

83 

 request 

51 

canner once 
es are appro
ecial need, n
obtained f

ect. 

d Projects sh
e them direc

hould be ava

available at 
 submit the 

ms/ITC%20P

the latest fo
her means, 

own in Figur

 

| P a g e  

through 
oved and 
nature of 
rom the 

hould be 
ctly. 

ailable as 

the link 
same to 

Procure

orm from 
as these 

re 82 

 



 

• 

 

• 

 

 
• 

• 

 
 
 

Step 6.0.5: B
be by enter
Figure 84. 

Step 6.0.6: V
Trip (the red
the files to 
upload butt

Step 6.0.7: T
forward it t
under specif
Step 6.0.8: T
the processi

By default, t
ring the pro

Verify the pr
d box) then 
upload (the
on to compl

Figure 8

The Researc
to ITC along
fic category.
The Principa
ing of his sub

the value se
oposal code 

Figure 84: O

roject details
click on add

e blue box).
lete the subm

85: Option to

ch Office, aft
g with the c
. 
al Investigat
bmitted req

elected woul
or project c

 
Option to sea

 
s and select 
 attachment
A compreh

mission proc

 
o select file t

ter obtainin
copy of the 

tor is require
uest. 

ld be “Propo
code and th

arch project

the type of f
t (the green 
ensive view
cess. 

type & uploa

g approval f
budget refl

ed to follow

osal Code”. T
hen click “Se

t 

file either O
box), tab to

w is shown in

ad file(s) 

from the De
lecting the a

w up with th

52 

The search c
earch”, as s

verseas Trip
o browse and
n Figure 85,

ean of Resea
availability 

he ITC for ex

| P a g e  

can both 
shown in 

 

p or Local 
d choose 
 click on 

 

arch, will 
of funds 

xpediting 



 

6.1. 
 
The Dea
to anno
research
budget 
requeste
 

 
All devic
MF4780
3rd part
 

• 
• 
• 
• 

 
The rese
Form se
original 
 
http://w

 
http://w

 
DSR wil
device T
will proc

Direct 

anship of Re
ounce that K
h projects fu
for printers

ed to strictly

-
-

F
-

F
-

-

ces should b
0w', for whic
ty vendors in

NET 2000 Co
HICOM Com
Friends Com
HICOM Com

earcher need
eparately fo
invoice stam

www.kfupm

www.kfupm

l initiate the
Tag number 
cess the req

Purchase 

search, with
KFUPM resea
unded by th
s and scann
y use the app

B
- HP 400
- Lexmar
latbed Sca
- HP G31
our-in-one
- HP Las

BW 
- Canon L

*(3-year

be accompa
ch a three-y
n Al-Dossary

omputers 
mputers 
mputer Cente
mputers 

ds to submit
or each devi
mped by Sto

m.edu.sa/dea

m.edu.sa/dea

e request fo
from the Un
uest for reim

of Printer

h the cooper
archers can 
he Deanship
ners in thei
proved list o

B&W Prin
m401dn 

rk MS410dn
anner 
110 
es 
erJet pro M

LaserJet M
rs warranty

nied with at
year warrant
y Mall, Al-Kh

er 

t to DSR the 
ce using th
re house. 

anships/dsr/

anships/dsr/
Fo

r the receiv
niversity Sto

mbursement

r and Scann

ration of the
now directl

p of Researc
ir ongoing 

of models me

nters

n 

M1536dnf 4

MF4780w  
y) 

t least a one
ty is require
obar. A sugg

Storehouse 
e forms (av

/en/Docume

/en/Docume
rm%20DSR.d

ing report a
ore House, t
t.

ner 

e Informatio
ly purchase 
ch. Research
and active 
entioned be

Pri

4in1 

e-year warra
d. The devic

gested list of

Inspection C
vailable at t

ents/NSTP/F

ents/researc
doc 

and after obt
he DSR Acco

on Technolog
printers and

hers must e
DSR funded

elow 

ice Range

SR 1000

SR 360 

SR 1000

SR 890 

anty, except
ces can be b
f vendors is g

Certificate a
he links bel

F5-Inspection

chforms/Dire

taining the r
ounts office 

 

53 

gy Center, is
d scanners, 
nsure availa
d projects, 

t for 'Canon 
bought direc
given below

nd Directly P
low) along w

n%20Certific

ect%20Purch

receiving re
(59/2045; P

| P a g e  

s pleased 
for their 

ability of 
and are 

LaserJet 
ctly from 

w:  

Purchase 
with the 

cate.doc  

hase%20

port and 
Ph. 7669) 



 

7.0. 
 
Faculty 
gatherin
that are
establish
 

• 

 
For Inte
http://w

 
For Loca
http://w

Caution
the Web
forms ar
 

• 
 

 

• 
 

Subm

members a
ng informati
e not availab
hing scientif

Step 7.0.1:
Supplement
providing d
accomplishe
downloaded

rnational Vi
www.kfupm

al Visit: 
www.kfupm

: Faculty me
bsite and av
re revised fr

Step 7.0.2: G

Step 7.0.3: C

mission of

are support
ion, discussi

ble at KFUPM
fic collaborat

 For availi
tary visit fo

details and 
ed, impact o
d from the b

sit: 
m.edu.sa/dea

.edu.sa/dea

embers and 
void using o
rom time to t

Go to “E-Serv

Figure

Click on “Sub

Figure 8

f Request

t to underta
ing results, 

M etc. for ac
tion.  

ng the vis
orm should 
justification

on the projec
below link: 

anships/dsr/

anships/dsr/

Researchers
old versions 
time. 

vices” tab lo

 86: E-servic

bmit a Reque

87: Tab unde

t for Scie

ake local a
performing 
hieving the 

its support,
be filled& 

ns for unde
ct outcome s

/en/Docume
20Visit.docx

/en/Docume
isit.docx 

 
s are advise
that may b

ocated on th

ces Tab locat
 

est” as show

 
er E-services 

ntific Vis

nd internat
experiment

proposed ob

, the Rese
approved 

rtaking the 
should be cle

ents/researc
x  

ents/researc

d to always 
be available 

e DSR home

ted on DSR w

wn in Figure 

to submit a

sit 
tional visit 
ts and testin
bjectives of t

earch Visit 
by the Dep
trip includ

early stated.

chforms/Exte

hforms/Loca

download t
through oth

epage, as sho

website 

87 

 request 

54 

for the pur
ng, availing 
the research

Form (Arab
partment Ch
ding the tas
. These form

ernal%20Sci

al%20Scienti

the latest fo
her means, 

own in Figur

 

| P a g e  

rpose of 
services 

h and for 

bic) and 
hairman, 
sk to be 

ms can be 

entific%

ific%20V

orm from 
as these 

re 86 

 



 

• 

 

• 

 

 

 

Step 7.0.4: B
be by enter
Figure 88. 

Step 7.0.5: V
Trip (the red
the files to u
on upload b

By default, t
ring the pro

Verify the pr
d box) then 
upload (the 

button to com

Figure

Figu

the value se
oposal code 

Figure 88: O

roject details
click on add
blue box). A
mplete the s

e 89: Option 

ure 90: Optio

elected woul
or project c

 
Option to sea

 
s and select 
 attachment

A comprehen
submission p

 
to Upload O

 
on to Upload

ld be “Propo
code and th

arch project

the type of f
t (the green 

nsive view is 
process. 

Overseas Trip

d Local Trip F

osal Code”. T
hen click “Se

t 

file either O
box), tab to
shown in Fi

p Form 

Form 

55 

The search c
earch”, as s

verseas Trip
o browse and
gure 89 and

 

 

| P a g e  

can both 
shown in 

 

p or Local 
d choose 
 90, click 



 

• 

 

7.1. 
 

• 
• 

• 

• 

• 

• 

7.2. 
 
The facu
periods;
 

• 
• 
• 
• 
• 

 
The pro
intendin
would li
 

7.3. 
 
Step 7.3
ensure t

Step 7.0.6: 
request. Kin
the receipt 
process the 

Requir

Step 7.1.1: I
Step 7.1.2: T
the availabi
allowable p
Step 7.1.3: L
between 2 –
Step 7.1.4: F
Research & 
Step 7.1.5: 
with the P
recommend
Step 7.1.6: 
submit the f

• Brie
• Orig
• Lett

 

Allowa

ulty is allow
; therefore t

Ramadan Ho
Hajj Holiday
Summer Vac
Inter semes
Mid Term B

ocedure, rul
ng to visit a 
ike to invite 

Invitin

3.1: If a pro
the availabil

Submit the
ndly note tha

of request 
request. 

rements 
nvitation let
The office re
lity of funds
eriod approv
Local visits a
– 3 days. 
For Internati
H.E. the Rec
After securi

Principal Inv
ded support.

After succe
following fo

ef achieveme
ginal Ticket I
ter of Accom

able Period

wed to unde
hey are adv

olidays 
ys 
cation 
ter Breaks 
reak 

les and gui
scholar/con
the consulta

ng Consulta

oject team i
ity of suffici

ese documen
at the online
in the offic

tter from the
eviews the r
s (specific to
ved by the U

are approved

ional visits, a
ctor, as such
ing all the n
vestigator (v
. 
essful comp
r reimbursem
ent report, 
nvoice. 

mplishment fr

ds 

ertake any t
ised to take 

idelines des
nsultant asso
ant to KFUPM

ant to KFU

intends to i
ent budget a

nts in origin
e submission
e, while the

e Host Instit
request in a

o support ap
University Ad
d by the Dea

additional a
 requires ext

necessary ap
via approva

letion of th
ment: 

rom the Hos

rip locally o
these dates

scribed abov
ociated with
M, the proce

UPM 

nvite their 
and initiate t

nal to the R
n is only for 
e request in

tution (if app
accordance w
pproved) and
dministratio
an of Resear

pproval is re
tra time ran

pproval, the 
al memo) m

he trip, the 

st (if applicab

or internatio
s into conside

ve are rele
h their proje
edure is expl

project con
the process 

Research Of
record purp

n original fo

plicable). 
with the orig
d verifies if v
n. 

rch and can t

equired from
ging up to o
Research O

mentioning 

researcher 

ble) 

onally only d
eration whil

evant for KF
ct. However
lained in Sec

sultant to K
by submittin

56 

ffice, to pro
pose to ackn
orm is mand

ginal propos
visit period 

take process

m the Vice R
one week. 
Office Comm

the details

will be req

during the f
le planning t

FUPM Facul
r if the proje
ction 7.3. 

KFUPM, they
ng the follow

| P a g e  

ocess the 
owledge 

datory to 

sed plan, 
with the 

sing time 

ector for 

municates 
s of the 

quired to 

following 
trips: 

lty only, 
ect team 

y should 
wing: 



 

 
• 
• 
• 
• 
• 

 
http://w

Caution
the Web
forms ar
 

• 
 

 

• 
 

• 

 

Cover letter
Updated lat
Passport Co
Letter of Co
Supplement
submission 

www.kfupm

: Faculty me
bsite and av
re revised fr

Step 7.3.2: G

Step 7.3.3: C

 
Step 7.3.4: B
be by enter
Figure 93. 

r from Projec
test CV of Co
opy of the Co

nsent from C
tary visit for
of request o

.edu.sa/dea

embers and 
void using o
rom time to t

Go to “E-Serv

Figure

Click on “Sub

Figure 9

By default, t
ring the pro

ct Manager
onsultant 
onsultant 
Consultant
rm available
online 

anships/dsr/
rm%2

Researchers
old versions 
time. 

vices” tab lo

 91: E-servic

bmit a Reque

92: Tab unde

the value se
oposal code 

Figure 93: O

e on the DSR

en/Docume
20(Consultan

 
s are advise
that may b

ocated on th

ces Tab locat
 

est” as show

 
er E-services 

elected woul
or project c

 
Option to sea

R website at

nts/research
nt).doc 

d to always 
be available 

e DSR home

ted on DSR w

wn in Figure 

to submit a

ld be “Propo
code and th

arch project

 the below 

hforms/Scie

download t
through oth

epage, as sho

website 

92 

 request 

osal Code”. T
hen click “Se

t 

57 

link and sub

ntific%20Vis

the latest fo
her means, 

own in Figur

 

The search c
earch”, as s

 

| P a g e  

bsequent 

sit%20Fo

orm from 
as these 

re 91 

 

can both 
shown in 



 

• 

 

 
• 

• 

• 

• 

• 

 
 

Step 7.3.5: V
Visit Form (
choose the 
click on uplo

Figu

Step 7.3.6: 
request. Kin
the receipt 
process the 
Step 7.3.7: T
the availabi
Step 7.3.8: 
with the Pri
Step 7.3.9: 
Personnel A
Step 7.3.10:
the trip, the
Original Tick

Verify the p
the red box
files to uplo

oad button t

ure 94: Opti

Submit the
ndly note tha

of request 
request. 
The office re
lity of funds
After securi
ncipal Inves
The Princip

Affairs for the
: Depending
e project m
ket Invoice f

roject detai
) then click 
oad (the blu
to complete 

on to Uploa

ese documen
at the online
in the offic

eviews the r
s. 
ing all the n
tigator ment
pal Investiga
e Visa arrang
 on the natu

manager will 
for reimburs

 

 
ls and select
on add atta
ue box). A c
the submiss

 
d Suppleme

nts in origin
e submission
e, while the

request in a

necessary ap
tioning the d
ator is requ
gement. 
ure of suppo

need to su
ement. 

t the type o
chment (the

comprehens
sion process

ntary Consu

nal to the R
n is only for 
e request in

accordance w

pproval, the 
details of the
uired to co

ort approved
ubmit (1) Br

f file Supple
e green box)
ive view is 
. 

ultant Visit Fo

Research Of
record purp

n original fo

with the orig

Research O
e recommen
ordinate wi

d, after succ
rief achievem

58 

ementary Co
), tab to bro
shown in Fi

orm 

ffice, to pro
pose to ackn
orm is mand

ginal propos

Office Comm
nded suppor
ith the Facu

essful comp
ment report

| P a g e  

onsultant 
owse and 
igure 94, 

 

ocess the 
owledge 

datory to 

sed plan, 

municates 
rt. 
ulty and 

pletion of 
t and (2) 



 

8.0. 
 
The Dea
750 per
funded 
containi
1,000.  
 

8.1. 
 
To be el

1. 

 
http://w

 
Caution
the Web
forms ar
 

2. 
3. 

4. 

5. 

 
Step 8.1
Guidelin
accordin
seeking 
 
Step 8.1
with a c
the guid
Departm
 
 

Public

anship of Res
r paper for f

by the Un
ing specific a

Requir

igible to obt
The Journal
should be s
publication 

www.kfupm

: Faculty me
bsite and av
re revised fr

The author a
A clear ackn
the paper. 
Funds shou
paper is an o
The page ch
reflect, only

1.1: The off
nes and afte
ngly. This pr
additional in

1.2: If appro
copy to the 
delines, the D
ment Chairm

cation Su

search supp
faculty and 
iversity. If 
allocation fo

rements 

tain page cha
l rating as e
strongly sup
charges can

m.edu.sa/dea

embers and 
void using o
rom time to t

affiliation w
nowledgeme

ld be availa
outcome of 
harges shou
y page charg

fice reviews
r verification
rocess takes
nformation.

ved, all orig
Department

Deanship wi
man. 

upport 
orts paymen
researchers,
a faculty m

or publicatio

arges, the fo
evaluated by
pport by the
 be downloa

anships/dsr/
%20Eval

Researchers
old versions 
time. 

with KFUPM s
ent of suppo

able and Pr
the project a
ld be manda
e and not re

 the reques
n about its n
s a day or t
 

ginal docume
t Chairman 
ill not consid

 

nt of manda
, who do no

member has
on charges, t

ollowing crit
y the Depart
e Departme
aded from th

/en/Docume
luation%20F

s are advise
that may b

should be cle
ort received f

oject numb
and paymen
atory and n

eprint charge

st in accord
nature (ISI) a
two and if n

ents will be 
and the app

der it favora

tory page ch
ot have rese
s an approv
the maximum

eria should 
tment Chair
nt Chairman

he below lin

ents/researc
Form.doc  

d to always 
be available 

early mentio
from the Un

er should b
nt is to be ma
ot voluntary

es or languag

dance with t
and impact fa
needed the 

forwarded 
plicant. If th
ble &, return

harges up to
earch and bo
ved Univers
m limit can 

be satisfied:
rman should
n. The evalu
k: 

chforms/Pub

download t
through oth

oned in the p
niversity sho

be clearly ac
ade through
y and the In
ge editing.

the approve
actor takes a
applicant w

to the Direc
he applicatio
n the comple

59 

o a maximum
ook writing 

sity Funded 
be raised up

: 
d be “Excelle
uation form

blication%20

the latest fo
her means, 

paper 
uld be ment

cknowledge
h the project
nvoice shoul

ed Scientific
appropriate 

will be conta

ctor Financia
on do not co
ete docume

| P a g e  

m of US $ 
projects 
Project, 

p to US $ 

ent” and 
m for the 

0Charges

orm from 
as these 

tioned in 

d, if the 
t.  
d clearly 

c Council 
decision 

acted for 

al Affairs 
omplying 
nt to the 



 

9.0. 
 

• 

 
Such req
overall (
 

• 

 
http://w

 
• 

 

 

• 
 

• 

Subm

Step 9.0.1: 
properly an
formal requ

quest for tra
(Total) appro

Step 9.0.2: 
the below li
online using

www.kfupm

Step 9.0.3: G

Step 9.0.4: C

Step 9.0.5: B
be by enter
Figure 97. 

mission of

If a Principa
nticipated or
uest specifyin

ansfer of fun
oved budget

Budget Tran
ink & after f
g the proced

m.edu.sa/dea

Go to “E-Serv

Figure

Click on “Sub

Figure 9

By default, t
ring the pro

f Request

al Investigat
r needs add
ng the reaso

nds is within
t. 

nsfer reques
filling the inf
ure mention

anships/dsr/

vices” tab lo

 95: E-servic

bmit a Reque

96: Tab unde

the value se
oposal code 

t for Fund

tor needs fu
itional fund

on & justifyin

n the approv

t form can b
formation ne
ned below.

/en/Docume
doc 

ocated on th

ces Tab locat
 

est” as show

 
er E-services 

 
elected woul

or project c

ds Trans

unds transfe
ds to a new 
ng the need. 

ved budget c

be download
eeds to be s

ents/researc

e DSR home

ted on DSR w

wn in Figure 

to submit a

ld be “Propo
code and th

fer 
er due to bu

category, h
 

categories a

ded from th
submitted to

hforms/Bud

epage, as sho

website 

96 

 request 

osal Code”. T
hen click “Se

60 

udget alloca
he need to s

nd do not a

he DSR webs
o the Resear

dget_Transfe

own in Figur

The search c
earch”, as s

| P a g e  

ation not 
submit a 

ffect the 

site from 
rch office 

er_Form.

re 95 

can both 
shown in 

 

 



 

• 

 

 
Caution
the Web
forms ar
 

• 

• 

 
 

Step 9.0.6: V
add attachm
box) as show

: Faculty me
bsite and av
re revised fr

Step 9.0.7: 
progress, co
information
Step 9.0.6: 
decision me

Verify the p
ment (the gr
wn in Figure

Figure 9

embers and 
void using o
rom time to t

The Resea
ompletion da
n from the PI

The Resear
entioning the

Figure 97: O

roject detai
reen box), ta
 98 and click

98: Option to

Researchers
old versions 
time. 

rch office r
ate and the 
I. 
rch Office Co
e details. 

 

 
Option to sea

 
ls and select
ab to brows

k on upload t

 
o select file t

s are advise
that may b

reviews the
availability o

ommunicate

arch project

t the type o
se and choo
the complet

type & uploa

d to always 
be available 

e request in
of funds and

es with the 

t 

f file (the re
ose the files 
te the submi

ad file(s) 

download t
through oth

n accordanc
d if required

Principal In

61 

ed box) then
to upload (

ission. 

the latest fo
her means, 

ce with the
d will seek ad

nvestigator t

| P a g e  

 

n click on 
(the blue 

 

orm from 
as these 

e project 
dditional 

the final 



 

10.0. 
 
The Prin
team m
change 
 

• 
• 

• 

 
 

• 
 

 

• 
 

• 

• 

Subm

ncipal Invest
member(s) ar

in team com

Step 10.0.1:
Step 10.0.2:
to continue 
Step 10.0.3:
out task. 

Step 10.0.4:

Step 10.0.5:

Step 10.0.6:
be by enter
Figure 101. 
 

mission of

tigator (PI) c
re leaving t

mposition fol

: Formal req
: No Objecti
with the pro

: Consent let

: Go to “E-Se

Figure

: Click on “Su

Figure 10

: By default, 
ring the pro

f Request

can request 
the project 
lowing is req

uest from th
ion letter fro
oject either 
tter from the

ervices” tab l

 99: E-servic

ubmit a Requ

00: Tab unde

the value se
oposal code 

Figure 101: 

t for Chan

for change i
or he himse
quired 

he original PI
om the Inve
as a Co-Inve
e new invest

located on t

ces Tab locat
 

uest” as sho

 
er E-services

 
elected wou
or project c

 
Option to se

nge of Te

in the team 
elf is leavin

I for the cha
estigator leav
estigator or a
tigator, that

he DSR hom

ted on DSR w

own in Figure

s to submit a

uld be “Prop
code and th

earch project

eam Com

compositio
ng the Unive

nge in proje
ving the tea
as a Consulta
t he is willing

mepage, as sh

website 

e 100 

a request 

osal Code”. 
hen click “Se

t 

62 

position 
n in case on
ersity. To re

ect team. 
am and his i
ant. 
g to perform

hown in Figu

The search c
earch”, as s

| P a g e  

ne of the 
equest a 

ntention 

m the left 

ure 99 

 

 

can both 
shown in 

 



 

• 

 

 
In case 
bring th
 

• 

• 

 
Such req
the app
 
 
 

Step 10.0.7:
add attachm
box) as show

the original 
e project to 

Step 10.0.8:
the new me
Step 10.0.9:
with the Pr
details. 

quest for th
roved budge

: Verify the p
ment (the gr
wn in Figure

Figure 1

PI is leaving
successful c

: The Resear
ember with t
: After secur
rincipal Inve

he change in
et categories

project deta
reen box), ta
 102 and clic

02: Option t

g, the subst
completion.

rch office re
the project d
ring all the n
stigator or t

n team comp
s and do not

 

 
ils and selec
ab to brows
ck on upload

 
to select file 

titute PI nee

eviews the r
dimensions.
necessary ap
the substitu

position are 
t affect the o

ct the type o
se and choo
d the comple

type & uplo

eds to under

request in ac

pproval, the
ute PI (via a

performed 
overall (Tota

of file (the re
ose the files 
ete the subm

oad file(s) 

rtake compl

ccordance w

e Research O
pproval mem

with transfe
l) approved 

63 

ed box) then
to upload (

mission. 

ete respons

with the exp

Office Comm
mo) mentio

er of funds 
budget. 

| P a g e  

n click on 
(the blue 

 

sibility to 

pertise of 

municates 
oning the 

is within 



 

11.0. 
 
If the P
extensio
extensio
 
PI shoul
the offic
the dela
 

• 
 

 

• 
 

• 

Subm

rincipal Inve
on, he shou
on of the end

ld request fo
cial End Dat
ay will affect

Step 11.0.1:

Step 11.0.2:

Step 11.0.3:
Code”. The 
click “Search
 

mission of

estigator is 
uld then sub
ding date of 

or any exten
e. An advan

t the final re

: Go to “E-Se

Figure 

: Click on “Su

Figure 10

: The online 
search can 

h”, as shown

f Request

anticipating
bmit a form
f the project.

nsion to the 
nce request 
lease of the 

ervices” tab l

103: E-servic

ubmit a Requ

04: Tab unde

 File Reposit
both be by

n in Figure 10

Figure 105: 

t of Proje

g delay in th
mal request t

. 

original app
will be nece
project fund

located on t

ces Tab locat
 

uest” as sho

 
er E-services

 
tory by defa

y entering th
05. 

 
Option to se

 

ect Durat

he completio
to the Dean

proved durat
essary for pr
ds. 

he DSR hom

ted on DSR w

own in Figure

s to submit a

ault, the val
he proposal 

earch project

tion Exten

on of the pr
nship (Resea

tion period 
rocessing by

mepage, as sh

website 

e 104 

a request 

ue selected 
code or pro

t 

64 

nsion 
roject and n
arch Office)

before the e
y the DSR; ot

hown in Figu

would be “
oject code a

| P a g e  

needs an 
 seeking 

elapse of 
therwise 

ure 103 

 

 

Proposal 
and then 

 



 

• 

 

 
• 

• 

• 

 
If the do
 
The Dea
agreed u
 

Step 11.0.4:
add attachm
box) as show

Step 11.0.5
progress rep
Step 11.0.6:
might be req
Step 11.0.7:
with the Pri

ocuments ar

anship reser
upon deadlin

: Verify the p
ment (the gr
wn in Figure

Figure 1

: The office 
ports to judg
: If no progr
quested to s
: After secur
ncipal Inves

e complete 

ves the righ
nes. 

project deta
reen box), ta
 106 and clic

06: Option t

verifies the
ge the overa
ress report h
submit a pro
ring all the n
tigator (via a

in all respec

ht to withho

 

ils and selec
ab to brows
ck on upload

 
to select file 

e progress o
ll progress.
has been su

ogress report
necessary ap
approval me

ts, it might t

ld payments

ct the type o
se and choo
d the comple

type & uplo

of the projec

ubmitted wit
t to update t
pproval, the
emo) mentio

take a maxim

s in case of 

of file (the re
ose the files 
ete the subm

oad file(s) 

ct through p

thin the last
the current p

e Research O
oning the det

mum of one 

inordinate d

65 

ed box) then
to upload (

mission. 

previously a

t 6 months, 
project statu

Office Comm
tails. 

week. 

delay in mee

| P a g e  

n click on 
(the blue 

 

approved 

then he 
us. 

municates 

eting the 



 

12.0. 
 
The Fina
later tha
submiss
within t
Investig
 
The Uni
patents 

• 

• 
• 

 

12.1. 
 

• 

 

 
• 

 
http://w
 

• 

 

A comp
DSR fun
 

 

Subm

al Report sh
an three mo

sion format 
three month
ator (PI) to e

iversity expe
etc., as per 
The project
unless the p
DSR also ha
If there are
project prop

Type –

Step 12.1.1
Summary, P
papers), Pr
published to
patents, re
submitted u

http://ww

Step 12.1.2:
which can b

www.kfupm

Step 12.1.3:
the papers 
submission 

rehensive fl
ded projects

mission of

hould be sub
onths from t
(discussed 

hs of the co
ensure that t

ects tangible
the final rep

t team mem
publication c
s the right to

e no such o
posals for fu

– A Format

: Type – A f
Project Obje
roject achie
o the origina

esearch stud
using the sta

ww.kfupm.ed
A%

: Scholarly O
be download

m.edu.sa/dea

: The final re
(Journal as

system in th

ow chart de
s is shown in

f Final Re

bmitted as p
the project 
in detailed 
ompletion o
the Final Re

e outcomes 
port submiss
mbers should
conditions m
o apply any 

outcomes, th
ture funding

t 

format of Fi
ectives, Rese
evements ag
al project ob
dent superv
ndard temp

du.sa/deans
%20Final%2

Outcome form
ded from the

anships/dsr/

eport and a
s well as Co
he manner d

epicting all t
n Figure 107 

 

eport 
per the desig
completion 
in this secti

of the proje
port is subm

in terms of
sion requirem
d realize th

mentioned in 
penalties as

he DSR may
g. 

inal Report 
earch Outco
gainst each
bjectives), a
vision, book
late availabl

hips/dsr/en
0Report%20

m should als
e below link:

/en/Docume

ll the docum
onference P
emonstrate

he various s
next page 

gnated end 
date and ac
ion). The fin

ect. It is the
mitted to DSR

f journal an
ment and gu
at the final
the guidelin
 deemed ap

y not consid

is a brief re
mes (List of

h of the o
nd additiona
k chapters,
le on the lin

/Documents
0Template.d

so be submi
 

ents/researc

ments includ
Papers) shou
d. 

steps in the 

date of this
ccording to 
nal report s
e responsibi
R within the 

d conferenc
uidelines.  
 payment w

nes are satisf
propriate in

der any of t

eport consist
f published/
bjectives (r
al achievem
 etc.). The
k below: 

s/researchfo
doc  

tted along w

hforms/Scho

ding the scho
uld be uplo

submission 

66 

s agreement
the DSR fina
hould be su
lity of the 
period allow

ce papers as

will not be 
factorily me
 such cases. 
the team m

ting of a Tit
/accepted/su
relating the

ments, if any 
e report sh

orms/Type-

with the fina

olarlyOutcom

olarly outco
oaded to th

of final repo

| P a g e  

t, but no 
al report 
ubmitted 
Principal 

wed. 

s well as 

released 
et. 

members’ 

tle Page, 
ubmitted 
e papers 

(such as 
ould be 

al report, 

mes.doc  

mes and 
e online 

ort(s) for 



 

 

 
Figu

 
ure 107: Commprehensivee Flow Chart 

 
Showing Vaarious Steps for Final Rep

67 

port Submis

| P a g e  

 

sion 



 

 
• 

 

 

• 
 

• 

• 

 

Step 12.1.4:

Step 12.1.5:

Step 12.1.6:
Code”. The 
click “Search
 

Step 12.1.7:
(the red box
files to uplo
submission.

: Go to “E-Se

Figure 

: Click on “Fi

Figure 10

: The online 
search can 

h”, as shown

: Verify the p
x) then click 

oad (the blue
. 

ervices” tab l

108: E-servic

nal Report S

09: Tab unde

 File Reposit
both be by

n in Figure 1

Figure 110: 

project deta
on add atta

e box) as sho

located on t

ces Tab locat
 

Submission”

 
er E-services

 
tory by defa

y entering th
10. 

 
Option to se

 
ails and selec
achment (the
own in Figur

he DSR hom

ted on DSR w

as shown in

s to submit a

ault, the val
he proposal 

earch project

ct the type o
e green box
re 111 and c

mepage, as sh

website 

n Figure 109 

a request 

ue selected 
code or pro

t 

of file as “Fin
), tab to bro

click on uplo

68 

hown in Figu

 

would be “
oject code a

nal Report –
owse and cho
ad the comp

| P a g e  

ure 108 

 

Proposal 
and then 

 

– Type A” 
oose the 
plete the 



 

 
• 

 

 
• 

 

Step 12.1.8
page. Repea
Step 12.1.7 
Figure 112 

Step 12.1.9
home page
explained in
shown in th

Figure 1

: Once the 
at Steps 12.1

instead of 

Figure

: Again once
e. Repeat St
n Step 12.1.7
e Figure 113

111: Option 

upload butt
1.4 through 
Final Repor

e 112: Option

e the uploa
teps 12.1.4 
7 instead of 
3 

 
to Upload F

ton is clicke
12.1.7. How

rt Type – A,

 
n to Upload 

ad button is 
through 12
Final Repor

inal Report T

d, the syste
wever with a

 select “Res

Research Pa

clicked, the
2.1.7. Howe
rt Type – A, 

Type - A 

em will take
a small varia
search Pape

aper(s) 

e system wi
ever with a 

select “Scho

69 

 

e back to DS
tion, as exp

er”, as show

 

ill take back
small varia

olarly Outco

| P a g e  

SR home 
lained in 

wn in the 

k to DSR 
ation, as 
mes”, as 



 

 
Step 12
page. Re
12.1.7 in
Figure 1
 
This for
released

 
12.1.1. 
 

• 

• 

• 

.1.10: Again
epeat Steps
nstead of Fi

114. 

rm is manda
d only to tho

Requir

At least ON
18 months 
members sh
is accepted 
At least ON
project of m
For longer p
paper per 1

Figure 11

n once the u
s 12.1.4 thro
inal Report 

atory to be 
ose members

Figure 114: 

rements 

E journal pa
or less in d

hould realize
and a proof 
E journal pa

more than 18
projects, the 
8 months pe

13: Option to

upload butt
ough 12.1.7.
Type – A, s

submitted 
s mentioned

Option to U

aper should 
duration for
e that the Fin
is submitted
per should h

8 months dur
minimum n

eriod (i.e. at

 
o Upload Sch

on is clicked
. However w
select “Paym

along with 
d in the Form

 

 
Upload Paym

have been s
r processing
nal Payment
d to the Dea
have been p
ration. 

number of pa
t least two Jo

holarly Outco

d, the syste
with a small
ment Author

the Final Re
m. 

ment Authori

submitted fo
g the Final R
t will not be

anship. 
published or 

apers is pror
ournal pape

ome Form 

em will take
 variation, a

rization Form

eport and t

zation Form

or publicatio
Report. How

e released un

accepted fo

rated on the
ers for projec

70 

 

e back to DS
as explained
m”, as show

he payment

 

m 

on from a p
wever, proje
nless the pu

or publicatio

e basis of one
cts with dura

| P a g e  

SR home 
d in Step 

wn in the 

t will be 

roject of 
ect team 
blication 

n from a 

e journal 
ations of 



 

 

12.2. 
 

• 

 

 
• 

 
http://w

• 

 
• 

 

 

• 
 

more than 
paper for pr

Type –

Step 12.2.1:
the DSR fun
final report 
specification
and Discuss
Conclusions
standard tem

http://ww

Step 12.2.2:
which can b

www.kfupm
Step 12.2.3
should be u

Step 12.2.4:

Step 12.2.5:

30 months 
rojects betw

– B Format

: In case tha
nded project

to include  
n and explan
sion, Applic
s and Reco
mplate avail

ww.kfupm.ed
B%

: Scholarly O
be download

m.edu.sa/dea
: The final 
ploaded to t

: Go to “E-Se

Figure 

: Click on “Fi

Figure 1

and at leas
ween 19 mon

t 

at the projec
 by the offic
Introduction

nation of mo
ations (pote
mmendation
lable on the 

du.sa/deans
%20Final%2

Outcome form
ded from the

anships/dsr/
report and 

the online su

ervices” tab l

115: E-servic

nal Report S

16: Tab unde

st one Journ
nths and 29 m

ct team has
cial completi
n, Literatu
odels used, 
ential and a
ns etc. The
link below:

hips/dsr/en
0Report%20

m should als
e below link:

/en/Docume
all the doc

ubmission sy

located on t

ces Tab locat
 

Submission”

 
er E-services

 

nal paper pl
months of du

s not publish
ion date, the
ure review
Experimenta
actual utiliz
e report sh

/Documents
0Template.d

so be submi
 

ents/researc
cuments inc
ystem in the

he DSR hom

ted on DSR w

as shown in

s to submit a

us one high
uration). 

hed/submitt
ey can subm
w, Metho
al set up and
ation of th

hould be su

s/researchfo
oc  

tted along w

hforms/Scho
cluding the 
 manner dem

mepage, as sh

website 

n Figure 116 

a request 

71 

h quality con

ted any pap
mit a regular 
odology, i
d procedure
e project’s 
ubmitted us

orms/Type-

with the fina

olarlyOutcom
scholarly o

monstrated.

hown in Figu

 

| P a g e  

nference 

ers from 
detailed 

including 
e, Results 

output), 
sing the 

al report, 

mes.doc  
utcomes 
. 

ure 115 

 



 

• 

• 

 

 
• 

 

Step 12.2.6:
Code”. The 
click “Search
 

Step 12.2.7:
(the red box
files to uplo
submission.

Step 12.2.8
page. Repea
Step 12.2.7 
Figure 119 

: The online 
search can 

h”, as shown

: Verify the p
x) then click 

oad (the blue
. 

Figure 1

: Once the 
at Steps 12.2
instead of F

 File Reposit
both be by

n in Figure 1

Figure 117: 

project deta
on add atta

e box) as sho

18: Option t

upload butt
2.4 through 
Final Report 

tory by defa
y entering th
17. 

 
Option to se

 
ails and selec
achment (the
own in Figur

 
to select file 

ton is clicke
12.2.7. How
Type – B, se

ault, the val
he proposal 

earch project

ct the type o
e green box
re 118 and c

type & uplo

d, the syste
wever with a
elect “Schola

ue selected 
code or pro

t 

of file as “Fin
), tab to bro

click on uplo

oad file(s) 

em will take
a small varia
arly Outcom

72 

would be “
oject code a

nal Report –
owse and cho
ad the comp

 

e back to DS
tion, as exp
es”, as show

 

| P a g e  

Proposal 
and then 

 

– Type B” 
oose the 
plete the 

SR home 
lained in 

wn in the 



 

 

 
• 

 
This for
released

 
12.2.1. 
 

• 

• 

 

12.3. 
 

• 

• 

 

Step 12.2.9
home page
explained in
Form”, as sh

rm is manda
d only to tho

Requir

For short-te
Journal pap
completion 
For long ter
Journal Pap

Proces

Step 12.3.1:
to verify if 
Submitted/a
Council. 
Step 12.3.2:
processed f
comments. 

Figure 11

: Again once
e. Repeat St
n Step 12.1.
hown in the 

atory to be 
ose members

Figure 120: 

rements 

erm projects
per should 
date. 

rm projects 
er Published

ssing of Fin

: After receiv
it adheres 

accepted/ p

: If the subm
for review, 

19: Option to

e the uploa
teps 12.1.4 
7 instead of
Figure 120.

submitted 
s mentioned

Option to U

s (18 month
be at least

(more than 
d within six m

nal Report

ving the fina
to the guid

published is 

mission satis
else it is re

o Upload Sch

ad button is 
through 12

f Final Repo

along with 
d in the Form

 

 
Upload Paym

hs or less), t
t accepted 

18 months)
months of th

t 

al report onl
delines or no

an ISI Jour

sfies the req
eturned to t

holarly Outco

clicked, the
2.1.7. Howe
rt Type – B,

the Final Re
m. 

ment Authori

he propone
within six 

), the propo
he official pr

line, the offi
ot, Journal 
rnal or Jour

uirement of
the Principa

ome Form 

e system wi
ever with a 
, select “Pay

eport and t

zation Form

ents needs t
months of 

onents shoul
roject compl

ice performs
in which th
nals list app

f the Deansh
al Investigato

73 

ill take back
small varia

yment Autho

he payment

 

m 

o have at le
the official

ld have at le
etion date 

s an initial s
he paper ha
proved by S

hip of Resea
or for revis

| P a g e  

k to DSR 
ation, as 
orization 

t will be 

east One 
l project 

east One 

creening 
ave been 
Scientific 

arch, it is 
ion with 



 

The rev
decision
 

12.4. 
 

• 

• 

• 

• 

 

iew process
n can be take

Submi

Step 12.4.1:
Research Co
Step 12.4.2:
sent to the P
Step 12.4.3:
copy along w
project, to c
round befor
Step 12.4.4:
which will 
SABIC. For O

 is depende
en. 

ssion of Bo

: Once the ev
ommittee an
: If the repo
Principal Inv
: For approve
with a CD co
claim the fin
re the final d
: Especially f
be bound a

Other type o

ents on the r

ound Copy

valuations a
nd  appropria
rt is approve

vestigator. 
ed Reports, 
ontaining th
nal compens
decision is m
for SABIC Pro
at the Unive
of Grants, On

reviewers an

y 

are received 
ate decision
ed or requir

the Principa
e final repor
sation, while

made. 
ojects, the in

ersity Press 
ne Spiral Bou

nd can exte

from the ex
s are made

res revisions

al Investigato
rt and schola
e revised rep

nvestigator 
in the Stan

und copy alo

nd from 30 

xperts, they 

s or clarificat

or can direct
arly outcom
ports may re

must submit
ndard Forma
ong with a CD

74 

to 45 days 

are discusse

tions, the de

tly submit th
mes of the co

equire an ad

t three loose
at recomme
D is sufficien

| P a g e  

before a 

ed by the 

ecision is 

he Bound 
ompleted 
dditional 

e copies, 
ended by 
nt.  


