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Purpose and Scope:

FDSR = Financial Data Submission and
Reconciliation

 Annual Financial Statements must be prepared,
submitted and approved for all active Federal Grants.

* Financial Statements are submitted on-line by
Financial Services/Restricted Funds

« Financial Statements are approved on-line by the
grant holder.

https://eservices.nserc.gc.ca/tdsr-prdf/




First Time Users

« If you are a new researcher, you must create a User ID and
Password by selecting Researcher Account Registration found
on the Login Page.

« FDSR will display the Researcher Legal Acceptance page.

* Read the text that is displayed on this page. If you agree, click |
Accept and select Continue.

- FDSR will display the Account Registration — Step 1 page.

« Select Concordia University in the Select your institution box.

« Complete the required fields. Select create to create your
account if you wish to continue the registration process.FDSR
will display the Account Registration — Step 2 page.

« Select Cancel if you do not want to complete the registration
process.

« Take note of your User ID. You will require this ID EVERY
YEAR of your grant to access the FDSR system.

« Select Continue . FDSR will display the Link Grant to User
Account page found on page 5 of this guide.
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About your CID/PIN

« This is your personal identification humber that was assigned to you by
the granting agency when you applied for the grant; it is the same
identifier you used to access the agency’s on-line application system. The
PIN may also be shown on your notice of award.

« A CID (Council Identification Number) is assigned by SSHRC.
« A PIN (Personal Identification Number) is assighed by NSERC and CIHR.

« If you hold grants with more than one granting agency, you will have a
different CID/PIN for each granting agency.

« If you hold multiple grants with one granting agency, you will have one
CID/PIN for all the grants from that agency.

« The CID/PIN you enter in this field must be identical to the CID/PIN that the
Business Officer has entered in the Council/Personal Identification No.
(CID/PIN) field when creating the Form 300 for this specific grant.

@Concordia




FDSR Welcome

@ Government Gouvernement
of Canada du Canada

Canad®

Important Notices Avis importanis

* https://eservices.nserc.gc.ca/fdsr-prdf/
« Select Language to begin your session.
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FDSR Introduction:
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Social Scisncss and Humanities Conseil de racherchas an
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Frar GrHMome
Introduction to the FDSE On-line Systam
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Introduction to the FDSR On-line System

ingwe Select User Help to gbtain more information on the FDSR on-line system.

The Financial Data Submission and Reconciliation {(FDSR) System aims to provide
university officials with the capability to electronically transmit their annusal financial data.
to the three federal granting agencies (CIHR, NSERC and SSHRC) by means of a single
Web-enabled interface. -

Updated :2005-06-23 ' . Important HMotices
- : Top of Pags .

» Click on “Login” to Continue

UNIYERSITE
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FDSR Login

Canadian Insituies Irstiuts Se recharche ’ 32]
ol Healih Besaarch o ensandd o Canada Caﬂ‘ada
Matural Sclences and Engineering  Consail de rechorchas an sciences ’

Hesaarch Council of Canada naturgles at en génie du Canada

Social Sciences and Homanitias Lonseail da racharchas an

Rasearch Council of Ganada scisnces humaines du Canada

Francais: T=Itrion ; ) ; canada ge.ca:

tnew Select User Help to obtain more information on the FDSR on-line system.

Enter yvour User ID and Password to access yowr account, )
The current session timeout is set a2t 60 minutes of inactivity., Your session will expire and
you will be required to login again.

USER ID: enter your user ID
Password: enter your password

Select “Login”

Please refer to pages 9-12 inclusive of this presentation if you need

help with your userid, password, CID or PIN
6 \J Concordia

UNIVYERSITY




Form 300 Approval

C : Home
Form 300 Anpraval -

Form 300 Approval

inew  Select User Help to chtain more information on the FOSR an-line system.

¥ou currently do not have Form 300 information associated to this account. Please select
Link Another Grant.

Total Records : 0

Updated :2008-06-23 Important Motices

Top of Fage

« Select “Link Another Grant” to access Form 300

 If you have more than one grant with the same agency, you
must “Link Another Grant” for all your active grants

UNIYERSITE
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Link Grant to User Account

% Canadian Instituies Instiluts de recharche 23
g ? % of Healthh Research en santd du Canada Callada.
Watural Sclancas and Engingaring  Consail da racherchas en sciences
Resaarch Council of Cansda natureltes et en genie du Canada
Social Sgionces and Humanitios Caonsail da recharchas an
Reszarch Council of Carada scionces humaines du Canada

Francais : Cantact Us.
Liink Grant to User SAecount >

Logout

Link Grant to User Account

hew Select WUser Help to obtasin more information on the FDSR on-line system.

In order to approve financial data for your grant and to link the grant to vour usar
account, you must first provide the following information:

. — Enter;gur FJIN R

Grant#: (Enter

Granting agency: jernr

¥ear ending: i Select

1. Enter your PIN

« 2. Enter your grant XXX-XXXX-XXX

» 3. Enter granting agency CIHR,NSERC or SSHRC (drop down menu)

* 4. Year ending: fiscal year end reported (example: enter “2009” for March 31 2009)
+ 5. Click on “Link” to complete the process

« The information must match that of the agency, otherwise it will not link the grant
successfully and will display an error message.
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Link Grant to User Account - ldentification

Canadian insiilutes lisafitvits ge rechesche b
2 of Healtix Hesaarch 2 sante du Canada Canad&

Matural Scignces and Engingering Consall da recherchas an soienoss

Resaarch Councll of Canada natursiles af en genie du Canada

Social Sciences and Humanities Zonsall da rechaerchas en

Fggaarch Council of Canada sciances umaines du Canada

rancgais Contact Us
Link Grant to User Account -

Link Grant to User Accournt

Inewy Select User Help to obtain more information on the FDSR an-line system.

In order to approve financial data for your grant and to link the grant to your user
account, you must first provide the following information:

The Form 300 racord has bean suscassfully finked,

CIR/PIMN:

Grant#:

Granting agency:

Year snding:

* Once the Form has been successfully linked to the
grant, click on “Continue”
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Form 300 Approval — view and approve

Frangais:
Formn ZO0 Spproval >

Logout

Form 300 Approval

mews  Select User Help to obtain more information on the FDSR on-line system.

after viewing a particular form, you may approve it by selecting the appropriate
“spprovad?” checkbox.

By selecting Sawve, the corresponding information will be made awvailable ta your Business
Officer for final approval. This is equivalent to your signing the form and forwarding it to
the Business Gfficer.

To link another grant to your account, salect Link Another Grant.

Note: If more than one record is displayed, sslect a column headsr to sort the displayved
data according to that particular criterion,

Total Records ;1
L TEE e o Granting
CSIEBPIR SrlGrra

« Select “View” to display the Form 300 of your grant. You must review the statement before
approving it.

« If there are no corrections to be made, select “Approved?”

« Select “Save” to complete the approval process. You will be able to see the date and time
that you approved your statement.

« If there are corrections to be made, do not approve and contact your Restricted Fund
Financial Officer for further instructions.
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Change/Reset your Password

 If you have forgotten your Password, you may change/reset a
new one.

« From your Login Page, select Forgot Password. FDSR will
display the Forgot Password — Step 1 page.

« Enter your User ID.
« Select Continue.
« FDSR will display the Forgot Password- Step 2 page.

» Please answer the authentication question displayed on the
FDSR form.

» Enter your new password. Your Password must consist of 8 to
12 characters and include at least one alphabetic character and
one numeric character.

« Confirm your New Password.
« Select Update Password.
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Additional Information

* You will find a link for Frequently Asked
Questions (FAQ) on the Welcome page.

* |If you have forgotten your USER ID, you must
contact the FDSR Helpdesk by telephone or
by e-mail.

* The Helpdesk's telephone number is (613
995-4273 or by email at webapp@nserc.ca.
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