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How Researchfish works 

 
Researchfish is a system used by research funders to gather information on the outcomes of the research they 
fund, and for researchers to report back to Funders on the outcomes of their research. 
This is done by selecting from a standard list of common outcome types, and then completing an online form 
to add the selected outcomes. 
In some cases, there are additional questions to be completed, as required by each Funder. 

Take the tour 
On the main pages there is step by step guide showing how that page works. You can access it by clicking on 
the 'How does this page work?' button when you see it, on the right hand side of the page. 
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Creating an account 

You can only create an account if you have received an email invite, either from your research funder (if you                    
are a Principal Investigator (PI)) or from a PI. 

Accepting an invite to join 

You will receive an email invite like the one below. 

 

 

Clicking on the link provided will take you to the 'accept invitation' page: 
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Select the option that applies to you and just follow the steps provided: 

● already have a Researchfish account - takes you to the log in page 
● do not yet have a Researchfish account - takes you to the account creation page shown below 

  

 

My Awards 

The main ‘My Awards’ page is where you’ll land every time you log in: 
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Example of a ‘My Awards’ landing page. 

 
During submission period 

If ​you are a PI​, you will see some of the following statuses during the submission period. Refer to the 
‘​Submitting an award to the funder​’ section for further details. 
 

 
Example of an award during submission period. 

 

 
Example of an award during submission period, after it has been submitted. 

 

 
Example of an award which submission is not mandatory, during submission period. 

 
 
If ​you only collaborate ​on an award as a researcher, the submission status and the next submission period 
will be stated on the table. 
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Add outcomes to an award 

Step 1:​ Click on the name of the award to which you wish to add outcomes. 
 
Note:​ If you wish to add outcomes to more than one award, start the process from any award and at the end, select all the 
awards this outcome should be attributed to. 
 

 
 
Step 2:​ On the award details page, select which outcome you wish to add from the list on the left, by clicking 
over the outcome type name. 
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Step 3:​ On the outcome listing page, click on the ‘Add new entry’ button to add a new entry for the outcome 
type you selected. 
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Download an award 

Step 1:​ Click on the name of the award you wish to download. 
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Step 2:​ On the award details page, click on the ‘Download Award’ button. 
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Step 3:​ Select the template format you wish to use and then click on the ‘Download Award’ button to initiate 
the download. 
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Add a Delegate (for Principal Investigators only) 
A delegate is a person to impersonate you and add / attribute outcomes to awards on your behalf. 
 
Step 1:​ Click on the name of any award you are responsible for. 
 

 
Step 2:​ On the award details page, click on the ‘Add delegate or team member’ button. 
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Step 3:​ Select the appropriate role of the team member you wish to add. 
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Step 4:​ Fill in the details of the delegate you wish to add and then press the ‘Invite User’ button. 
 

12 



 
 
The person you have added will receive an ​invitation email​ and should follow the account creation steps in 
order to access the Researchfish system. 
 
Adding a Collaborator (for Principal Investigators only) 

A collaborator is a person who does research of their own. 
 
Step 1:​ Click on the name of any award you are responsible for. 
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Step 2:​ On the award details page, click on the ‘Add delegate or team member’ button. 
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Step 3:​ Select the appropriate role of the team member you wish to add. 
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Step 4: 
1. Complete the details of the collaborator you wish to add. 
2. Select if you wish this person to have access to your Personal Portfolio (they will be able to add your 

outcomes to their own Portfolio and attribute them to awards). 
3. Select which awards you wish this person to have access to (they will be able to add outcomes and 

attribute existing outcomes to other awards). 
4. Press the ‘Send Invitation’ button. 
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The person you have added will receive an ​invitation email​ and should follow the account creation steps in 
order to access the Researchfish system. 
 
Remove a Collaborator or edit their access permissions (for Principal Investigators 
only) 

 
Step 1:​ Click on the name of the award you wish to remove the collaborator from. 
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Step 2:​ On the award details page, click on the name of the person you wish to remove access from the 
award. 
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Step 3:​ On the edit team member page, de-select the awards you do not wish this collaborator to have access 
to and then click on the ‘Save’ button. 
 
Alternatively, you can remove the user from all access by clicking on the ‘Remove Team Member’ button. 
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Submitting an award to the funder (for Principal Investigators only) 

When a submission period opens, special headers will be displayed on the ‘My Awards’ landing page. 
 
Step 1:​ Click on the ‘Begin submission process’ button. 
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Step 2:  
● Check if all relevant sections are completed, then tick the box to confirm that all outcomes for the 

award have been added. 
● Tick the box to confirm that you agree to the funder’s Terms and Conditions. 
● Click on the ‘Proceed to next award’ or ‘Submit to funder’. 

 

 
 

Outcome listing pages 
The outcomes listing page comprises two main areas:  

● a customisation bar at the top 
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● a table listing the outcomes for a given category 

 
 
The customization bar provides the following options: 
 
Current award: ​this menu allows you to navigate between awards, if you have more than one. For example, if 
you are viewing the list of Publications for award X and choose to navigate to award Y, you will land on the 
Publications list for award Y. 
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Displaying: ​use this menu to navigate between outcome types. You’re chosen outcome category will also be 
displayed on the page title. 
 

 
  
Sorted by:​ use this menu to sort the list of outcomes using one of the options provided. 
 

 
 
Filtered by: ​this menu provides several options for filtering the outcomes list view. 
 

 
 
In addition to the options above, the customisation bar also provides a button for adding new entries to the 
outcome category you selected. 
 

 
 
The outcomes listing table lists all outcomes for the category you have chosen, depending on how you sorted 
and filtered the view. 
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Personal Portfolio 

The Personal Portfolio area provides a repository of all outcomes that you have added yourself and / or added 
from awards for which you were given permission to use. 
 
The ​outcomes’ listing layout​ is very similar to that on the ‘My Awards’ area.  
 
Profile Page 

The profile page provides an overview of your own personal portfolio. 
 
The l​eft-hand side column​ shows a list of common outcomes categories and how many entries you have for 
each, on your personal portfolio. At the bottom of this column you can see a few extra sections pertaining your 
personal history, which can be used to help you build a CV. 
 
The ​middle column ​shows your personal details as per provided in the ​My Account​ area and a link to your 
ORCID account. It also provides a button for downloading your portfolio.  
 
On the ​right-hand side column​ you can see how many total outcomes you have on your portfolio and also if 
any of those outcomes are not attributed to any award. 
 

 
 
Adding outcomes to the Personal Portfolio 

Adding outcomes to the Personal Portfolio is done in the same way as for ​adding outcomes to an award​ from 
step 2. 
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Downloading the Personal Portfolio 

Step 1:​ on your Personal portfolio profile page, click on the ‘Download Personal Portfolio’ button. 
 

 
 
Step 2: ​Select which sections you wish to download, then press the ‘Download Portfolio’ button. 
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My Account 

Use this area to change your personal details and password. 
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