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FOFMS TASKCARD 
 
Assessing Applications  
 
This task card will take an Assessor through the process of entering and completing an application 
assessment in FOFMS. 
 

Contents              Page 

Open the Application Record ................................................................................................................. 2 
Assess the Application .......................................................................................................................... 9 
Enter the Completed Assessment into FOFMS ................................................................................... 11 
Logging Out of FOFMS ....................................................................................................................... 21 
Need Help? ......................................................................................................................................... 21 
 

 
Before you begin ensure you have: 

• The FOFMS ID of the Application you will be assessing. 
 
FOFMS Access Required: 

• FOFMS Application Appraiser 
 
 
 
*If at any step you feel you have made an incorrect selection, press ‘Esc’ and attempt the step 
again. If this fails to resolve the issue, speak to your Team Leader.  
 
 
 

Update Instructions For Each Funding Round 
• Update Step 15 with the appropriate ARC Folder details 
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FOFMS TASKCARD 
 
Re-assessing Applications - 
Partial Re-assessment 
 
This task card will take an Assessor through the process of completing a partial re-assessment of an  
application in FOFMS. 

Contents                     Page 
 
Open the Application Record ............................................................................................................................................ 2 
Update the Assessment in FOFMS ................................................................................................................................ 11 
Update the Summary of Application and Assessment .................................................................................................... 18 
Complete the Partial Re-Assessment in FOFMS ............................................................................................................ 19 
Log out of FOFMS ........................................................................................................................................................... 20 
Need Help? ..................................................................................................................................................................... 20 
 

 
Before you begin ensure you have: 

• The Application Id of the Application that requires re-assessing. 
• The required changes to the assessment. 

 
FOFMS Access Required: 

• FOFMS Application Appraiser 
 
 
*If at any step you feel you have made an incorrect selection, press ‘Esc’ and attempt the step 
again. If this fails to resolve the issue, speak to your Team Leader.  
 
 

Update Instructions For Each Funding Round 
• Update Step 15 with the appropriate ARC Folder Record Number 
• Add or change steps as required to reflect funding round specific processes 
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FOFMS TASKCARD 
 
Moderating Assessments 
 
This task card will take a Moderator through the process of moderating an assessment and completing in 
FOFMS. 
 

Contents                     Page 
Open the Assessment Tool and the Assessment Matrix ............................................................................... 2 
Moderate the Assessment ............................................................................................................................ 9 
Finalise the Moderation in FOFMS ............................................................................................................. 14 
Log Out of FOFMS ..................................................................................................................................... 20 
Need Help? ................................................................................................................................................ 20 
 
 
Before you begin ensure you have: 

• The details of the completed assessment that is ready for moderation 
o FOFMS ID 
o Organisation Name 
o Moderator Guide 

 
 
FOFMS Access Required: 

• FOFMS Funding Round Manager 
 
 
*If at any step you feel you have made an incorrect selection, press ‘Esc’ and attempt the step 
again. If this fails to resolve the issue, speak to your Team Leader.  
 
 

Update Instructions For Each Funding Round 
• Update Steps 1 and 20  with the appropriate ARC Folder Details 
• Add or change steps as required to reflect funding round specific processes 

 

FOI 18/19-056 
Item 4 

Document 6









































 

Version Date August 2016  
 

 
 
 
FOFMS TASKCARD 
 
Quality Assurance (QA) Review 
 
This task card will take you through the process of completing a QA review of an assessed application in 
FOFMS. 

Contents                     Page 
Open the Assessment Tool and the Assessment Record ............................................................................. 2 
Undertake QA of Assessment Tool and Assessment Record ....................................................................... 7 
Update Workbook/Notify Assessor ............................................................................................................. 13 
Need Help? ................................................................................................................................................ 14 
 

 
Before you begin ensure you have: 

• The details of the completed assessment that is ready for a QA review 
o FOFMS ID 
o Organisation Name 

 
 
FOFMS Access Required: 

• FOFMS Funding Round Manager 
 
 
*If at any step you feel you have made an incorrect selection, press ‘Esc’ and attempt the step 
again. If this fails to resolve the issue, speak to your Team Leader.  
 
 

Update Instructions For Each Funding Round 
• Update steps 1 and  21 with the appropriate ARC Folder Record Number 
• Add or change steps as required to reflect funding round specific processes 
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