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Overview on submission of application 
via eGMS
Principal Applicant (PA)

Edit and 
Save

Submit

Research Office (RO), 
Administering 
Institution (AI)  

Issue 
acknowledgement 

email

Research Fund 
Secretariat (RFS), 

Health Bureau 
(HHB)

Endorsed 
without 

outstanding 
matters 

Reference no.
xx24xxxx

Co-Applicant (CoA)/
Head of Department (DH)/

Finance Office (FO)

Endorsement
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• After AI’s RO has submitted your application to RFS, you will receive the 
acknowledgement email as follows -

xx24xxxx

Overview on submission of application 
via eGMS (Cont’d)

The results of this application round will be announced in Sep/ Oct 2025 (tentative).

This is a computer-generated email sent from the eGMS.  Please do not reply.  For enquiries, please email to 
egmsenquiry@healthbureau.gov.hk.

xxx xxx xxxx xxxx xxxx xx
(TMPxxxx)

mailto:egmsenquiry@healthbureau.gov.hk
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3

Have you 
downloaded the 
correct proposal 

template?

Have you read the 
Guidance Notes and 
Explanatory Notes? 

2

Do you have an 
eGMS account 
with PA role?

1

Do you have all 
Co-applicants’ 
information? 

4

Checklist for submission of application



Part I – Introduction of eGMS 
and Account registration



Part I (a) - Introduction of eGMS 



• Login page: https://rfs.healthbureau.gov.hk/eGMS/

Overview
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Minimum system requirements
• Brower:

• Enable Transport Layer Security (TLS) version 1.2 in the 
browser

• 1280 x 1024 Minimum Screen Resolution 

• Microsoft Office Word 2007 or above
(for opening MS Word files)
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Operating system requirements
• Microsoft Windows 10 or above

• Apple Mac OS 14 or above
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Part I (b) - Account registration



Account registration
1) New user to register for Principal Applicant (PA) account 
2) Existing co-applicant (CoA) user to request PA’s role
3) New user to register for CoA account
4) Existing eGMS user
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1. New eGMS user, register for PA  Account

13

*to be endorsed by 
RO of AI



1. New eGMS user, register for PA Account (cont’d)

• Please do not register if you are an existing eGMS user.
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Note: alert message will appear if your email address has already 
been registered in the eGMS.



PA  account registration
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• Fill in all mandatory fields

• If you cannot find the 
Administering Institution (AI) 
from the pull-down menu,  
please send an email to  
egmsenquiry@healthbureau.gov.hk

• User needs to wait for AI to 
endorse the registration 
before he/she can login to 
the eGMS.

Note: 
Each user will be assigned one 
account only.

• Set a password with 10 
characters containing at least 
one digit, e.g. 0-9, and one 
alphabet, e.g. eur2ireig1.



• After receiving “eGMS – Account Registration” email, click 
“eGMS” to login

Successful PA account registration

PA: [Name]
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2. Existing local CoA, request for PA role
(For local CoA without PA role in his/her eGMS account)

• Go to Administration > Setting > Request for PA role
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2. Existing local CoA, request for PA role (cont’d)
(For local CoA without PA role in his/her eGMS account)

• Click “Request PA Role” 

18

The University of FHB

Country / Region CHINA - HONG KONG

*to be endorsed by RO of AI



3. New eGMS user, register for CoA account
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3. New eGMS user, register for CoA account 
(cont’d)

• Please do not register if you are an existing eGMS user.
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• Fill in all mandatory fields

CoA  account registration



Successful CoA account registration
• Please login with temporary password and reset the password.
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[Temporary password]
https://rfs.healthbureau.gov.hk/eGMS/

(Name of Account holder)



4. Existing eGMS user, request for CoA role

• Registration is NOT required.

• PA just needs to fill in relevant CoA’s email address in 
Section 7 (Project Team) of e-Form.  CoA’s role will be 
added to that user account accordingly.
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Part II - How to submit an application?



Login
https://rfs.healthbureau.gov.hk/eGMS/
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Note:
The account will be locked after 
6 failed attempts

1. Login with email address



Submit an application
• Go to Project > Application > View Application
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Note: 
Application function is only available during the application period.



Submit an application (cont’d)
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Note: 
1) No item on the “Master list” before PA submits his/her first application to the 

2024 Open Call. 
2) PA can view the endorsement status of CoA(s) and AI users of an application 

on the “Master List”.



• Click “Application Call”

Submit an application (cont’d)
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Note: Useful templates for 
completing Sections 10, 
17 and 18 can be 
downloaded here. 



• Read all “ Terms and Conditions”

• Click the Check Boxes and “Continue”

Submit an application (cont’d)
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You need to scroll through all the contents in the Terms of Use before you are able to click the check box below.
I have read and agreed with the above Terms of Use.
I understand that I have to read the Explanatory Notes and Guidance Notes for Research Grant Application before 
completing the application form.
I understand that it is my responsibility to ensure that the application fulfills all the submission requirements stated in the 
Guidance Notes and Explanatory Notes.
I understand that applications that are outside the funding scope, incomplete, inconsistent with the submission 
requirements, or insufficiently detailed will not be processed and may result in administrative withdrawal.
I understand that I have to use the correct proposal template for research/health promotion project under Section 10, 
otherwise my application will not be processed.
I understand that agreement for newly approved grant will not be issued if I have not submitted the outstanding / overdue 
report(s) / certified financial statement(s) and audited account(s) / outcome evaluation questionnaire(s) for my other grants
supported by the HMRF.



Submit an application (cont’d)
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• Click the button and go to the relevant Section directly.



Submit an application (cont’d)
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Note: 
The system will be logged out if the application form has been 
idled for 20 minutes. There is no auto-save function. 
Please click the "Save" to save your work regularly.

An acknowledgment message for ‘Web Form is saved’ with a 
temporary Ref. No. will be shown at the top. 



Validation checking [NEW]
• Completed sections will be marked with
• Incomplete sections will be marked with       for your attention.  Click the 

relevant tab to return to the relevant section to view the incomplete items.
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Submit an application (cont’d)

View the alert message and 
complete the outstanding items.

Note:
Only error free Web-based Online e-
Form can be submitted successfully to 
AI users.

NEW 
function



• Submit the application to CoA(s) and AI users
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Submit an application (cont’d)

An acknowledgment message for ‘Web Form is submitted’ with a 
temporary Ref. No. will be shown at the top. 



• Read the Explanatory Notes
• Mouse over     to view the tooltips
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Sample:

Submit an application (cont’d)
- tooltips for filling the e-Form
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Section 1 submission (for re-submission):

Provide relevant information and documents in PDF format 
in the e-Form (file size limit: 800KB)
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Section 3 thematic priorities:

Select the most relevant thematic priority from the selection 
menu by clicking “Select”.



The project title should align with the format as specified 
in the e-Form.
(i.e. only the first letter of the first word should be 
capitalized, except specific terms.)
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Section 4 project title:



38

• Select the number of CoA to 
be added to the proposal.
You must have at least one 
CoA.  You should tick the 
box to nominate one CoA to 
take up the role to PA, in 
case you cannot continue 
the project.

• Click “Remove” to remove 
the irrelevant 
CoA, if any

• Click “Move Down” or “Move 
Up” to rearrange the order 
of project team members.  
(Note: relevant CVs in 
Section 16 will be reordered 
accordingly.)

Section 7 applicants (project team):



Note: please convert the 
Ms Word file to 
PDF format
(file size limit: 1.1MB) 

• Click the check-box
 click “Browse”
to attach the research 
proposal.
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Section 10 project proposal:

Download the template by clicking the link or refer to Slide 28 for downloading the template



Example: Items to be declared for Health Promotion projects

Example: Items to be declared for projects with thematic 
priority of Implementation Science
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Download the template for Health Promotion projects by clicking the link
or 
refer to Slide 28 for downloading the template



• Click “Attach” to upload additional materials to
Section 10(i) and 10(j).

• Select the attachment type and fill in the description of the 
additional materials accordingly.

• Please attach the files referred in the proposal under Section 
10 (i) (file size limit: 8MB).
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• Please attach other additional materials in Section 10(j)
(file size limit: 5MB)



Section 13-14 budget plan:

• The summary of financial support requested is 
automatically filled after the cost details at Section 14 is 
completed.
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Section 14 details of financial support requested:
• Fill in Section 14a “Staff details” according to the types of 

staff and the breakdown of heading. (The total cost of the 
item(s) will be calculated automatically by the system.)
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• Fill in Section 14b “Staff details” the staff costs by the 
financial year. (The total cost of the item(s) will be 
calculated automatically by the system.)
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• Fill in Section 14c “Other Expenses” by the financial year.
• (The total cost of the item(s) will be calculated 

automatically by the system.)
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• Fill in Section 14d “Equipment” in detail by the financial 
year. (The total cost of the item(s) will be calculated 
automatically by the system.)
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Section 16 CV:

• Project team members should provide their ORCID ID, 
if available, in Section 7. 
The ORCID ID will then be auto-filled in this section.
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(3) (3)
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Section 17a (i) & (ii) – similar or related proposals:

1. Select “Yes” if applicable

2. (Optional)
 Click “Upload”
to attach the Excel form.
Please fill in either the e-Form or the 
Excel template for Section 17a (i) & 
17a(ii).

(Note: download the template by 
clicking the button under “Attach 
files(s)”)

3. Click “Browse” under each 
project to attach the 
supporting documents.
If no comments have been received 
from the funding agency, click the 
checkbox for the declaration 
statement.
(Note: please upload point-by-point 
response to the reviewers’ comments 
if the proposal is not funded.)

(1)

(2)

(file size limit: 3.5MB)

(file size limit: 600KB)

Note: PA must indicate whether they have submitted the current or similar application(s) to the HMRF 
or other funding agencies (local or overseas) in the past three years from the closing deadline.
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Section 18a (i) & (ii) – other applications and track record:

1. Select “Yes” if applicable

2. If the check-box for HMRF 
application is selected, 
and the grant is 
undertaken as a PA, an 
additional box for 
publication will appear for 
input

3. (Optional)
 Click “Upload”
to attach the Excel form.
Please fill in either the e-Form or the 
Excel template for Section 18a(i) or 
18a(ii).
a

(Note: download the template by 
clicking the button under “Attach 
files(s)”)

(1)

(3)

(2)

(2)

(2)

Note: PA must indicate whether they have been awarded grant(s) currently ongoing or completed from the 
HMRF or other funding agencies (local or overseas) in the past three years from the closing deadline.
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Section 19 nomination of non-local reviewers: 
(Optional)

1. Select up to three non-local 
reviewers from the drop-
down menu.

2. Fill in the details of the 
nominated reviewers.
Nominated reviewers must 
be experts in the specialised
fields and have experience in 
grant review. However, the 
final selection of non-local 
reviewers for any grant 
application is at the 
discretion of the Secretariat. (1)

(2)
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Section 19 nomination of non-local reviewers: 
(Optional)

Nominated reviewer must not 
have any past or present 
significant personal and/or 
professional relationship 
between any of the applicant(s) 
listed in Section 7 of eForm.
Failure to declare potential 
conflict of interest shall be 
subject to penalty.

Note: alert message 
will appear if you have 
declared any 
significant relationship 
with the reviewer.



Part III - Action required under different 
application status



1. Click “Master List” 

2. Click “Temp Ref. No.” to edit the e-Form

Edit “Temp Save” application 
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(1)

(2)
Temp 
Save



View “Pending Signature” application
or  “Revised Pending Signature” application
1. Click “Master List”

2. Click “N” if you wish to send reminder to CoA

3. Click “Re-Send” & “Yes” for confirmation
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(2)

(3a)
(3b)



1. Click “Master List”

2. Click “Details” to view 
the “pushed back” reason(s)

3. Click “Temp Ref. No.” to edit 
the e-Form

Edit “Pushed back” application
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Temp Ref. No.

(2)

(3)



Summary of the application status
• Temp Save 

Application saved in eGMS but not yet submitted to AI users 
(i.e. Head of Dept, Finance Officer, Research Officer).

• Pending Signature 
Application is submitted and pending endorsement from CoA(s) 
(if any) and/or AI users.

• Pushed back   
Application has been pushed back by AI user(s) and is pending 
revision by PA.

• Revised Pending Signature 
Pushed back application revised and re-submitted to AI users.
CoA(s) do not need to sign such revised application.

• Submitted to Research Fund Secretariat
Application has been endorsed by CoA(s) and AI users and 
submitted to Research Fund Secretariat (RFS) by AI’s RO.
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Part IV –
Delegation of PA



• Go to Administration > Setting > Maintain Personal Profile

• Click “Delegation of PA”

Delegation of PA
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View “Delegation of PA”
• View “Delegation List” and “Delegation History”
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Update “Delegation of PA”

61

Create delegate if the delegate 
does not exist in the eGMS

Edit and delete 
delegate
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Delegation of PA

PA’s delegate can  
fill in e-form / save the e-form 
during the delegation period

eGMS user

Only PA can 
submit to AI users

√

PA role user

X



Summary and key points

Prepare the application as soon as practicable to avoid any
unforeseen situations.
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Application procedure summary

1
• Login with eGMS account with PA role

2
• Fill in e-Form

3

• Submit completed form to CoA and AI Users# for
endorsement

Application Status

Temp Save

Pending 
Signature

# Pay attention to AI’s internal deadline, if any.
* It is always PA’s responsibility to collect CoAs’ electronic

signature. If CoA’s physical signature is attached (Examples)
in Section 20, CoA’s electronic signature is not required.

https://rfs.healthbureau.gov.hk/images/HMRF/2024_Open_Call/HMRF_2024_CoA_Signature.pdf
https://rfs.healthbureau.gov.hk/images/HMRF/2024_Open_Call/HMRF_2024_CoA_Email.pdf
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Application procedure summary

4
• Pushed back by AI user(s) to PA

5
• Resubmission of revised application

6
• Endorsed by CoA** and AI users

7

• AI’s RO submit application to RFS, Health Bureau by 
31 Mar 2025

Application Status

Pushed Back

Revised Pending 
Signature

Submitted to 
Research Fund 

Secretariat

** If CoA has endorsed the application before the
application is pushed back by AI user(s) to PA,
CoA is not required to endorse the revised application
again.



Attention:
• Please save your application regularly as the system will be

logged out if the e-Form has been idled for 20 minutes.

• Applicants are required to read the Training Manual carefully 
and reserve sufficient time for amending any errors discovered 
during validation checking.

• Pay attention to AI’s internal deadline

• The PA’s email address entered in the e-Form will be used by
the RFS for all communication relating to the application,
including announcement of result.
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• Use the correct template under Section 10 for the particular 
Area of Project below –

• for Public health, human health and health services or
Prevention, treatment and control of infectious diseases or
Advanced medical research project, please use template 
“Proposed Research Project”

• for Health promotion project, please use template “Proposed Health 
Promotion Project”

Attention:
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Need help?

• Explanatory Notes + Quick Guide   

• RFS contact
• Email: egmsenquiry@healthbureau.gov.hk

• Tel: 3427 3344

RFS website: https://rfs.healthbureau.gov.hk/

68

https://rfs.healthbureau.gov.hk/images/HMRF/Explanatory_Notes_HMRF.pdf
mailto:egmsenquiry@healthbureau.gov.hk
https://rfs.healthbureau.gov.hk/


Thank you!
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