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DAFM Research Online Portal User Guidelines 
 

Introduction  
The Department of Agriculture, Food and the Marines Research Online Portal enables applicants 
/ users to apply for and manage DAFM’s grants and awards on-line.  
 

Portal Registration  
To apply for DAFM funding users will register with their email address on the DAFM Research 
Portal using the Register button.  
 

DAFM Research Online Portal Landing Page  
 
 
Please note that existing project coordinators / applicants may already be registered on the 
DAFM Research online portal as all funded projects since 2013 (E.g. Call 2013 onwards) have 
been migrated onto the portal. In this case the user will be prompted with the following 
message ‘Email is not available as another user has already registered with this email address’ 
If this is the case, please select ‘Send me a password reset link’ and your password will be reset.  
Before being able to register on the system, you will be required to agree with DAFMs Data 
Protection and Privacy Policy, which will be displayed, when users click the ‘Register’ button. 
The registration process won’t begin until the user has scrolled to the bottom of this document 
and confirmed they agree to the terms and conditions.  
Upon completion of the registration process you will receive two automatically sent 2 emails:  
1. An email to confirm your email address is valid.  

2. An email to confirm your registration was successful  
 
As a registered user you will now be able to login to the portal. 
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HOME PAGE – SUB PANELS  
There are three sub-panels at the bottom of your Home Page. The left panel is dependent on 

whether you are logged in or not, the other two are not. Click on My Account to see your 

account details. 
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Click on My Contact Details to update your contact details or organisation details. 
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Application Portal  
You can access the Application summary page by either clicking Application Portal or 
selecting My Applications from the homepage. 
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This application summary page is where you will be able to:  
1. Start an application by selecting ‘Select a scheme to start an application’ and selecting the 
relevant application. This will bring you to ‘Application overview for DAFM’. To start the 
application scroll to the bottom of the page and select the ‘Start’ button and accept the 
Terms and Conditions. Alternatively you can select ‘Available Grants’ button, accept the 
Terms and Conditions and start your application. (See section xxx for detailed guidelines on 
completing the application form).  
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2. Select ‘My Applications’, to view awarded projects, applications submitted and in 
progress applications. You can now resume an application, track the status of a submitted 
application.  
Awarded Applications 
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Applications in Progress 

 
3. Submit progress and financial reports, change management requests and other reports.  
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To submit a report select the Reporting button. Reports in green indicate due reports while 

highlighted in red indicates overdue reports. Select Complete Form for complete report. 

 

 

The coordinator will receive an email when a report is issued and follow-up emails will be issued for 

overdue reports.  

The following reports can be submitted via the portal.  
1. Collaborative Research Agreements (If applicable) – uploaded as a PDF document.  

2. Initial Project Progress Reports  

3. Annual Project Progress & Finance Reports  

4. Request for Change  

5. Final Reports  
6. Final Report Evaluation Report  
 

The Project Co-ordinator is responsible for:  

The Project Coordinator is responsible for: 
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• All reporting and communication with this Department through DAFM’s Research 
Portal, which is hosted by Flexi-Grant,  

• Maintaining good communication with collaborating institutions, 

• All aspects of the project management, including financial management and the 
timely submission through, DAFM’s Research Portal, of reports and financial tables,  

• Personal information collected as part of the processing and payment of Research 
Calls should be obtained and processed in compliance with the General Data 
Protection Regulation (GDPR) and the Data Protection Act 2018, 

• Ensuring all regulatory / licensing requirements are in place for the research to be 
conducted, 

• Ensuring no publicity takes place until DAFM formally announces awards, 

• Ensuring the coordinator and/or members of the research team are required to 
make themselves available for Departmental, Ministerial or public 
dissemination/communication engagements. 

 

Reporting Process and Requirements:  

The coordinator will be notified by email via the online portal when a report is due for 
completing. All reports will be submitted on the DAFM’s grant management software 
platform and submitted to DAFM for review.  
 
Collaborative Research Agreements, if applicable, should be uploaded as a PDF document.  
 
During contract negotiations DAFM will issue an IP report form to applicable proposals. This 

will enable the coordinator to upload and submit relevant Intellectual Property documents 

such as Non-Binding Term sheets for Collaborative Research Agreement documents or Non-

Disclosure Agreements. Click Complete Form, drag and drop your document, save and 

submit using the Submit Form button which will appear once a document is attached and 

saved. 
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Initial Project Progress Report (IPPR)  

The requirement for reporting at this stage of the project is a brief summary of progress to 
date including, start date, staffing, tasks started and issues encountered to date. In certain 
circumstances more detail may be requested from the coordinator, this will be on a case-by-
case basis. This brief Initial Project Progress Report (IPPR) online form is designed to give an 
overview and summary of the status of the project for the six month period after the project 
start date (as per contract). Detailed data is not necessary. The guidelines for completing 
the IPPR Report form are outlined in the online reporting form. There are five sections to be 
completed. Select Start button to commence and complete all relevant sections. Please note 
certain fields are mandatory and will have maximum word counts applied. 
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When a section is complete the status will go from Not Started to Complete. Once all 
sections are complete, a Submit Form button will appear, click on this to submit the form.  
DAFM will review the report and will raise queries, if any, in the DAFM query box. When the 

review is complete DAFM will return the reviewed report to the coordinator. The 

coordinator will receive an email outlining the queries. The coordinator will provide a 

response in the Coordinator Response text box and resubmit the form. This process will 

continue until the query is satisfactorily addressed. 
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Annual Project Progress Report (PPR) and Finance Report  

The annual Project Progress Report (PPR) & Finance Report are separate reporting forms 
and will be issued via DAFMs online portal at 12 monthly intervals. The first reporting period 
commences from the actual start date of the project e.g. if the project start date is 1 July 
2021, then the first PPR covers the period 1 July 2021 to 30 June 2022.  The requirement for 
the PPR reporting at this stage of the project is a detailed summary of the progress for the 
period in question. The guidelines for completing both the PPR & the Financial Report form 
are outlined in the Guidelines for Project Management document. To complete the reports 
follow the same instructions for the IPPR. Once both reports are complete, a Submit Form 
button will appear, click on this to submit the reports. DAFM will review the reports and will 
raise queries, if any, in the DAFM query box. When the review is complete DAFM will return 
the reviewed reports to the coordinator. The coordinator will receive an email detailing the 
queries. The coordinator will provide a response in the Coordinator response text box and 
resubmit the form. This process will continue until the query is satisfactorily addressed. 
 

Request for Change  
 

Any changes to the research work that causes it to deviate from that outlined in the Task 
descriptions in the approved proposal must be notified to this Department in advance, in 
writing and may not be implemented without prior permission.  
Once DAFM have received this request, a Request for Change form will be issued via the 
online portal to the coordinator to complete. This form will appear in the reporting section 
for the project. The coordinator must complete the form providing details of the 
Modification type, Proposed Changes and Justification / Impact. When complete the 
coordinator will submit the request form. DAFM will review the initial request, complete 
their response in ‘DAFM Response’, and return. If further information is required the form 
will be returned to the coordinator. This process will continue until the initial request for 
change is accepted and approved. 
 

 

Final Reports & Final Report Evaluation Report  

The aim of the final report is to provide a summary of all aspects of the research project. A 
final report is required for all projects and a percentage of the grant award will be withheld 
until it is submitted and deemed satisfactory.  
The guidelines for completing the final report are outlined in the Guidelines for Project 
Management document. To complete the reports follow the same instructions for the IPPR. 
Once both reports are complete, a Submit Form button will appear, click on this to submit 
the reports.  
DAFM will review the final report and will issue queries, if any to the coordinator via the 

Final Report Evaluation form through the online portal. The coordinator will provide a 

response in the Coordinator response text box and resubmit the form. This process will 

continue until the query is satisfactorily addressed. 
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Contact  
Should you have any problems with the online portal please use the Contact Us form, Ask a 

Question or contact DAFM by email: research@agriculture.gov.ie or by telephone: +3531 

6072829. 
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