
ROEM MANUAL

M A N U A L

1



Once the announcement of a project/activity is made, the NRs should register applications of the nominees 

to the system.

After the selection process, the selectees will be authorized to participate in the activity at ROEM with the 

registration code they receive via email.
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About ROEM
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ROEM(Regional Office E-

Management Service) is an one-

stop platform for announcement, 

participation and management of 

RCARO activities.

It is developed to offer a 

convenient system for 

participating in and managing 

RCARO activities. The users can 

also check the progress and 

status of each activity in real-time.

http://www.rcaro.org/roem

http://www.rcaro.org/roem


For all users

How to create your 

account
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Click the icon in the red box on in the upper right corner of the website.
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Click Here



1. If you already have an account at the RCA website, please log in with it.

2. Otherwise, click ‘Register’ to create a new account.
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Log in with your 
account

Click here to create a 
new account



To create a new account, you need to agree to the terms and conditions and privacy policy of the website. 

Tick ‘Agree’ and click the ‘Next’ to continue.
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Fill in the blanks and click the ‘Save’.
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You will receive the approval result and instructions within 3 working days.

9



For NRs

Applying for 

an Activity
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All projects/activities that are open for application are shown on the main page or Announcement menu of 

the website.
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Main Page

OR

Announcement Page



Following will be on how to apply for a training course.

You may refer to the following procedures also for the application for the other activities.
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You can apply for the following activities at ROEM :

Research Project 
(Survey/Theme Proposal/Project Proposal)

Training Courses

Meetings, Surveys and Many Others



You can find the information of each activity, incl. overall details, application guide and contacts, from the 

Announcement page.

Click ‘Apply’ to apply for the activity.
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Click here

Application is open 
only for the 

Application period.



To apply for an activity, the respective NR should first log-in to the website and nominate eligible participants.

To create an account, please refer to p. 4 of this manual.

14

Log in with your 
account



After logging-in, insert the information of the nominees.

If there are more than one nominee, click ‘Add more’.

Once the information of all nominees are put in, click ‘Submit’.
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Fill the form with the 

nominee’s information

Click here to add multiple 

nominees

Click here to 

submit



Some activities may require attachments.

Click ‘Add Files’ to attach the documents.
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ZIP, DOC, PPT, EXCEL, PDF



You will receive the approval result in due course.
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For activity participant

How to register for

an Activity
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Once you are selected to participate in an activity, you will receive an email with a Registration Code. 
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Enter the Registration Code at Registration menu on the website.

(URL : http://www.rcaro.org/roem/join-project )
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Click Here

Enter your CODE



Fill in the blanks and click the ‘Save’.
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For all users

How to Manage 

My Activities/Study
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You can check and manage your activities and study from My Page menu.
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Click here



My home menu allows you to modify your personal information and check your status. 
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Click the cogwheel icon 

to update your account 

information.

The programmes that 

you’re participating in.



‘Notice’ tab: Notices and important news related to the activity
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This

The following slides are on the example of a Research Project.

The tabs and contents may differ according to the activity.



‘Data’ tab: Materials and templates
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This



‘Contract’ tab: Contracts or intangible results made through the activity

(You can upload any new contracts or information by yourself, too.)
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This

Click here to register.



‘Reporting’ tab: Progress/Meeting/Periodical reports
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This

Annual reporting



If the contents are credential or should kept private, click ‘No’ for the Public category to hide them from the 

others. Then Only writer and administrator are able to see the contents.
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Only writer and  

administrator



‘Follow-up’ tab: Management of the achievements or other results made after completion of the activity.
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This



Thank you


