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About eRA 
Research at UCT continues to grow year-on-year: every year, more research contracts are signed and the number 
of postgraduates and postdoctoral fellows continues to grow. UCT continues to increase our publication count, and 
attract more donations and funding. At the same time, the business of research management is rapidly-changing 
with the exponential growth of big data, open access and international collaboration. Furthermore, universities 
face additional challenges as governments restrict research funding and donors demand more from research 
groups. It is clear that supporting the research enterprise of a university is becoming an increasingly complex task. 
In order to remain on top of our game and continue to make our mark both locally and internationally, UCT is 
implementing an electronic research administration (eRA) system, to provide technological solutions to the 
problems we have identified. The cornerstone of the system is Converis, supplied by  Clarivate Analytics. 

The research project lifecycle was a cumbersome administrative process, made all the more difficult by minimal 
online systems, duplicate data entry, a lack of templates and many manual steps involving internal mail or hand 
delivery. The implementation of eRA is changing that, lifting the administrative burden through automation and 
streamlining the process at every step of the research project lifecycle. 
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As the diagram to the left shows, eRA will provide 
researchers with: 

• a ‘one-stop shop’ to manage and track the 
administrative workflow within a project lifecycle and 
beyond 

• user-friendly software that guides them from the 
point where an idea is born and a funding 
opportunity identified, through to post-publication 
with automatic CV updates 

• streamlined and automated workflows, where 
the all parties involved – including ethics, finance and 
research contracts – are automatically notified of a 
project application coming their way 

• the opportunity to track their applications and 
approvals through the automated process, reducing 
the risk of an application lying unseen in an inbox 

• enable researchers to keep on top of their 
contract compliance requirements and integrate with 
SAP to track project funds. Through its online portal, 
researchers can create and manage their CV which 
they can draw on to apply for grants and funding and 
use to create a publicly visible profile. 
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What eRA means for the university 
The implementation of eRA is freeing up resources so that UCT can offer more comprehensive research support 
and more efficient administration. eRA will allow for: 

• improved strategic understanding of all research 

• improved ability to track research impact and collaborations 

• reduced financial risk through improved financial controls 

• improved support for researchers, including proposal development, and 

• better management of data, analytics and reporting to support strategic decision-making and 
control. 

The implementation of eRA is being overseen by a team of specialists who are working on developing the systems 
according to UCT’s needs, rollout of live modules, training of relevant staff and ongoing help-desk support. 
Because of this, eRA will be implemented in phases over the next two years. This manual covers functionality in 
phase one i.e. research portal & harvesting of publications. 
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Module 1: Pre-awards Standard 
Approvals 
Lesson time: 75 Minutes 

 
 

Lesson Objectives: 

In this lesson you will… 
 

 Learn the pre-awards standard approval process 
 How to add a new Project Application/Approval Request and move it through the various 
workflow steps until the standard approval process is complete. 

 
Introduction 
The pre-awards standard approval phase of the eRA project was created to streamline and standardize the 
standard approvals process. This process involves gathering information for grants or awards that are: 

1. for funding schemes where there is a standard approval form, or 
2. for other external funders that have pre-defined forms set up in eRA 

 
In this module, the fundamental aspects of the standard approval process will be explained. 

 
 
 
 
 
 
 

 

 
 

This module covers the standard 
approval forms (clinical trials, non- 
clinical trails, preliminary approval). 
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Elements 
The eRA profile dashboard will look like this: 

 
 

Dashboards 
 

The dashboard will have the Awards Management tab on the left-hand side which will lead you to the Project 
Applications/Approval Requests option on the left-hand side that will lead you to all your existing Project 
Applications/Approval Requests. This is the dashboard that the researcher will see but there are other roles that 
have access to the pre-awards functionality. 
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Switching Roles 
You can switch to different roles by using the orange down arrow on the top right as shown in the steps below: 

1. The researcher role

2. Finance Approver

The Pre-awards process has six 
roles namely: 

• Researcher
• Finance Approver
• Budget Reviewer
• Final faculty Approver
• RC&I Admin
• RC&I Contract Manager

Only a researcher can add a pre- 
awards applications 
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3. Budget Reviewer 
 

 
 

4. Final Faculty Approver 
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5. RC&I Admin

6. RC&I Contract Manager
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A description of each role is listed in the table below: 

Researcher An individual role that creates an application as the Principal 
Investigator. This is the only role that can add an application. 

Person 

Budget Reviewer This role liaises with the researcher and agree on a budget and 
relevant rates for the application. Then recommend and note any 
other financial matters for the Finance Approver. 

Faculty 

Finance Approver The role that confirms and approves the budget for this 
application and checks compliance with UCT financial policies. 

Faculty 

Final Faculty Approver This role is equivalent to the Dean of a Faculty and approves the 
application after the financial aspects have been considered by the 
Finance roles. 

Person 

RC&I Admin This role reviews the application and confirm compliance from the 
RC&I perspective. Thereafter assign the application to a relevant 
Contracts Manager for final approval. 

University 

RC&I Contract Manager This role reviews the application and liaise with the researcher 
regarding outstanding information relating to this application 
then confirm the final decision for the application. 

Person 
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Delegating a Role 
Users are able to delegate a role to another user/staff in instances where the role holder is on leave or for any 
other need or reason. To delegate a role, ensure you are logged in to the eRA System and on the right role you 
want to delegate, in this case it is the Researcher role. On the top right corner next to the role and/or name 
display, click on the orange down arrow, then click on My Settings. 

 

 
Once the settings page is opened, scroll down to the User delegation section and click on New Delegation. 

 

 

 
 

Please note that delegating a 
role means whoever you have 
delegated it to can see everything 
under your profile and make changes 
to all things related to you. As the 
delegator you are responsible for 
who you delegate to and whatever 
happens on your profile or records 
during this time. The eRA system has 
a status log functionality that records 
the various workflow steps changes 
made to a record on the system but 
this can only be viewed when you go 
into the record to check. If changes 
have been made to a record’s 
workflow step, the status log will 
reflect this change with a time stamp 
and the details of the actual person 
be it the delegate or the delegator. 
Also please note that who you 
delegate to can also delegate your 
profile to someone else. And should 
their profile be already delegated to 
someone else, the third person will 
get access to you profile as well. 
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Type in the name of the person you want to delegate the role to in the box next to ‘select user’ and presss the 
enter key on your keyboard to search. Once the name comes up, click on the ‘plus sign’ to select the name: 

Once the name has been selected click on Delegate to complete the process: 

The delegated user would now be able to access the delegated role on their profile by using the “Switch Role” 
function: 

The plus icon is used to link 
additional data to the entry forms. 
Click on it for more information every 
time you come across it. 



13 | P a g e 

The Workflow 
These are all the possible workflow steps that a pre-awards standard approval can go through when it is being 
processed. 
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Creating a new standard approval application 
To create a new standard approval application, ensure that you are on the researcher role. 

To get to the standard approval request form, go to Add New Content and click on Project Application/Approval 
Request. 



15 | P a g e 

Select the appropriate contract/proposal application request type by clicking on the name. In this case, it is Other 
funding scheme >> Application stage approvals >> Proposal approval (clinical trials). 

There are 5 different form types 
for the Standard Approvals process, 
differentiated by the following 
categories: 

Application stage approvals: 

When a researcher is initialy applying 
for a grant, e.g. in response to a funding 
opportunity announcement from a 
funder. 

Contract stage approvals: 

When a researcher is being offered a 
grant/contract for which: 

- There is no funding call and the
process started with contract
negotiation.

- The researcher did not submit an
approval request at proposal stage.

- Initial proposal was submitted, but
at award stage, the funder wants a
change to the project or budget and
revised protocol/budget needs
another review and approval, but at
contract stage.
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The tabs are explained below 

1. Key Information: allows you to add all the basic information relating to the Principal Investigator, Co-
PI/Co-Investigators, other research project staff and the  application.

2. Research Related Information: allows you to specify the research areas related to the project and allows
you to upload an existing application or link an existing application/contract related to the current
application.

3. Resourcing, Ethics & Biosafety: this tab allows you to provide information about the resources and ethics
procedures that will be needed for the project. The applicant also signs a declaration on this tab

4. Select the More tab in order to display the additional information tabs on the form.
5. Financial information: this is where all the information relating to the financial requirements of the

application are captured
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6. Person Effort: this tab allows you to capture the time and effort commitment of each research team
member for the number of years that the project will be running.

7. Approval and Outcome: covers all the approval processes and final decision for the application.

Key Information Tab 

       Please note that fields marked 
with ‘*’ are mandatory fields that 
need to be completed before moving 
to the application to the next step in 
the process. 

       The folder icon allows you to 
browse your computer and upload 
additional documents. 
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1. You can change the type of project application at any point when the application is still in draft.

2. Select the Approval type from the drop-down menu

3. Enter the project title. Note that the title is a compulsory field.

4. You can upload the proposal or protocol, if available.
       It is very important that each 
project team member is allocated to 
the correct role. The definitions for the 
various roles can also be found in the 
hint text and on the Research Support 
Hub. 

       The following roles should be 
added in the Other Project Staff 
field: 
-Other Project Staff
-UCT Sponsor
-Postdoctoral Fellow
-Postgraduate student (MSc/PHD)
-Supervisor

       The plus icon is used to link 
additional data to the entry forms. 
Click on it for more information every 
time you come across it. 

http://www.researchsupport.uct.ac.za/definitions-roles-era-pre-awards
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5. The UCT Primary Investigator(s) field is automatically populated with the name of the person who initiates
the form. This field should always contain the name of the Principal Investigator.

6. Select the role name
7. Select the appropriate option to confirm whether or not the role is reportable
8. Select the name of the Co-investigator(s) (if applicable) using the name search function.

9. Add all the names of the other staff for the research project (i.e. project manager, field worker) by
selecting the + sign and selecting their name from the search options.

10. Specify if the research is investigator-led or otherwise

       The bin icon allows you to 
delete entries within certain fields 
or sections 

       Should the form be completed on 
behalf of the Principal Investigator, 
the researcher should delegate 
authority to an appointed person who 
would access the system with this role 
assigned to them.  
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11. Indicate if UCT is the primary applicant institution or sub-applicant institution
12. Specify the lead applicant if UCT is the sub-applicant
13. List other applicants or organisations relating to the project

       Please note that if the 
organisation is not available on the 
list, add it on the text provided under 
the primary funder field or log a call 
to have it added. 
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14. Indicate if the primary funder is national or international

15. Specify what organisation(s) is the primary source of funds

16. Under the Funding Opportunities section, the following should be added:

- The funding opportunity name (this relates to more details of the call or the funding opportunity)
- Upload material related to the funding opportunity
- Include the URL of the funder where more information can be found

17. Indicate if the funding opportunity was found from the Research Professional Africa
18. Attach the budget as per the funder’s template and the PI’s template in the respective spaces

provided.
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Please note the difference in the requested information for RC&I in the Application stage and Contract 
Stage form types. 

For Application stage forms 

19. Specify if the application requires sign off by RC&I
20. If applicable, indicate the role RC&I needs to play in the submission of the proposal
21. Attach additional documents for RC&I if applicable

       For Application Stage approval 
forms, follow points 19, 20 and 21. 

For Contracts Stage approval forms, 
follow points 19 and 20. For contract 
stage approvals, attachments from 
step 21 will be pushed through to 
Postawards and will be accessible to 
RC&I.   

Please note that you can contact 
RC&I if unsure of what to fill out or 
select in the RC&I section of the form. 
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For Contract Stage applications 

22. Using the drop down box, indicate what role you need RC&I to play in the processing of
the contract.

23. If there are any additional documents for RC&I to peruse, it can be attached in the
space provided.
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Please note that the ‘RC&I 
deadline’ and the ‘duration of the 
project, in months’ fields, will be 
calculated automatically once you 
click save. 

24. Under Key Dates, enter the funder deadline, faculty internal deadline, expected grant start date
and expected grant end date using the date picker.
For the RC&I deadline and the duration of the project fields, they will be calculated
automatically once you click save.

Contract Stage approval forms 
only requires the Expected Grant start 
date and end date. 
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25. Using the drop down menu, indicate if the project is basic, applied or a contract research

26. Indicate if students or postdoctoral fellows are involved in the project
27. Indicate if the application requires co-funding
28. Should co-funding be required, add your explanation for it
29. Attach the proof of agreement to the co-funding option
30. Indicate if there is an existing fund that the project should be managed through
31. Add the SAP number
32. Link the related contracts if applicable
33. The application number will be automatically generated once save is clicked.
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Research Areas and Documents Tab 

1. Under the Researcher Areas section, select the applicable Scientific Domain, Primary research field,
Secondary research field and Specification by clicking on the plus sign and using the search functionality
in the space provided.

2. In this section, link or attach related project applications to the current application
3. Link existing contracts that apply to the current application

Please note that the research 
areas are defined as follows: 

Scientific Domain: This is the main 
scientific domain of the researcher, 
and a maximum of one input is 
required. E.g Health and Medical 
Sciences 

Primary research field: This is a 
primary research field for the 
researcher and can be up to a 
maximum of two. E.g Medical 
Sciences clinical 

Secondary research field: this is 
secondary to the primary research 
area and can be up to a maximum 
of four e.g Oncology 

Specialisation: A person may have 
up to a maximum of 10 
specialisations e.g Paediatric 
Oncology 
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Resourcing, Ethics & Biosafety Tab 

1. Under the Infrastructure and Staff section, tick the check boxes that apply to each item

The Resourcing, Ethics & 
Biosafety tab vary for the three 
types of standard approval 
applications. 
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2. For the human ethics section, the following fields should be completed:

- Select the relevant option to indicate whether the research involves human participants, samples or
data

- Select the relevant option to indicate that the research will not commence without approval

- Attach the document that highlights if approval is required at the proposal or award phase.

Please note that the human 
ethics section is different across 
the three different types of forms. 
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3. In the text box, list all the study sites that will be used during the clinical trials
4. Using the options in the drop down menu, indicate what phase the clinical trial is in:

5. Specify if UCT will be required to act as a clinical trial sponsor
6. Indicate if provison has been made for the protocol and budget for post-trial care for participants. If the

selected option is no, provide a justification in the text box provided
7. Specify if there are any other substantial potential health and safety risks associated with the research. If

the option selected is yes, specify the potential risks in the text box provided.

Please note that the “Clinical 
trails” field is only available on the 
Standard Approval application 
form for clinical trials and 
preliminary approval and is not 
present in the other forms (non- 
clinical trials). 
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8. Under the Animal Ethics section:
- Select the relevant option to indicate whether the research involves animal experimentation.
- Select the relevant option to indicate that the research will not commence without approval
- Please attach the relevant document that shows approval is required at proposal phase.

9. Under the Biosafety section:
- Select the relevant option to indicate whether the use of radio-isotopes or ionising radiation will be

used.
- Select the relevant option to indicate whether recombinant DNA technology or genetically modified

organisms will be used
- Select the relevant option to indicate that the research will not commence without approval
- Please attach the relevant documentation that shows approval is required at proposal phase.

The folder icon allows you to 
browse your computer and upload 
additional documents. 



10. Additional comments for the UCT faculty, RC&I or central research office can be provided in the text box
11. The Budget Reviewer who has provided offline assistance to the PI and will complete the Financial

Information tab, should be tagged in the space provided.
12. Tick the box to make the initial declaration that all information provided by the applicant is complete and

accurate
13. Tick the box to make final declaration that all information provided by the applicant is complete and

accurate
14. Tick the box to indicate if the PI wishes to withdraw the application and in the text box, provide any

comments regarding the withdrawal if applicable.
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The Preliminary declaration box 
must be checked before the application 
moves to the next level. 

Please use the “Save” button to 
ensure that you do not lose the 
information. This will put the 
information in draft status for 
further updates at a later stage. 

Please note that the Final 
declaration box is only checked after the 
application has been reviewed by the 
Budget Reviewer. 
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Once the applicant has completed as much detail as possible, click Save & close. 

A small window will pop up for you to select the next applicable step in the process, in this case it will be the 
Submitted to the Budget Reviewer, then click Done. However, should the applicant not be done and would like to 
come back to the application at a later stage, select the Draft Application step. 
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Budget Reviewer 
Financial Information Tab 
To review an application has that has been sent to the budget reviewer step, log on to the eRA System. You will 
land on your dashboard which shows you a list of Things To Do. You can use this section to select the application to 
be reviewed or you can check the list of applications by using the left navigation bar and clicking on Project 
Applications/Approval requests under Award Management to view the list of standard approval requests. 

Once the application to be reviewed opens up, navigate to the Financial Information tab to complete your review 
as shown in the following sections. 
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1. In the text box, indicate who will own the intellectual property
2. Should the source of funding be foreign please specify the exchange rate used for budgeting
3. Indicate the costing status of the project
4. Indicate if any cost recovery waivers or reductions have been grabted by UCT
5. Provide any comments about the cost recovery in the text box
6. Attach the documents related to the waivers or reductions

Please ensure that all financial 
information is completed. 
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7. In the GOB Salary recovery section, indicate the budget year, the percentage applicable per budget year
8. In the Indirect Cost recovery section, indicate the recovery rate percentage and the cost recovery

amount for the contracted aspect and the UCT defined aspect
9. The faculty Budget reviewer can include comments here relating to indirect costs
10. Supporting documents can be attached here
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11. Indicate the total requested funding for this proposal application
12. Indicate the total requested funding in the funder’s currency (if applicable).
13. Specify the rand amount for the entire project duration
14. Indicate the UCT-calculated full cost as per UCT’s costing template
15. Attach the completed UCT costing template
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16. Select the appropriate currency of the funder using the options in the drop down menu

17. Indicate if the risks and implications have been discussed with the PI and budget reviewer if funding is
foreign

18. If funding is foreign, specify how exchange rate flunctuation risks will be managed in the text box
19. Indicate if the application is over R10 million
20. Indicate if UCT will make and manage a sub-award to another institution.
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Person Effort Tab 
In the next step, the Budget Reviewer will navigate to the Person Effort tab to review the information in the 
respective fields which have pulled through from the Key Information tab. The Budget Reviewer will also 
complete the information in the other fields that does not get pulled  from the Key Information tab in the section 
below:         Please ensure that all Person 

Effort information is completed 
and corresponds with the 
information in the budget and Key 
Information tab. 

       Calendar Year refers to the year in 
which the project gets initiated and 
will be running from until its 
completion. The effort and time 
commitment for all the years will have 
to reflect the effort that will be 
dedicated from its initiation until its 
completion.
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1. Displays the Name, Calendar year, percentage Effort, Person months and Salary source of the PI for the project
2. Displays the Name, Calendar year, percentage Effort, Person months and Salary source of the Co-PI or Co-

Investigator for the project
3. Displays the Name, Calendar year, percentage Effort, Person months and Salary source of the other Project Staff 

(i.e.project manager or field worker), Supervisor, UCT Sponsor, Postdoctoral Fellow or Postgraduate Student 
(MSc/PhD) for the project

4. The Budget Reviewer should select the pencil icon to open the Person Effort form for a project team member in 

order to edit the fields where Person Effort information or updates are required

Selecting the pencil icon will open the form below:
       The Related Information tab 
in the Person Effort form can be 
selected to view the name and 
role of the project team member 
for which the information is 
being completed 

       The maximum value that can 
be added in the % Effort field is 
100 
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5. This shows the main project application related to the specific Person Effort form. This section requires no actioning from 
any of the roles but selecting the pencil icon will navigate you back to the project application

6. Allows you to add each of the years for which the project will be running
7. Allows you to add the annual percentage of effort that the team member will commit to the project for that particular year
8. Indicates the monthly percentage of effort that the team member will commit to the project for that particular year.

This field will be auto-calculated upon selecting the Save button in the project application form.
9. Allows you to select the source/type of compensation or acknowledgement from the drop-down menu that the team 

member will receive for effort committed to the project.

Once all the details are completed, select the Done button 

  When the small window pops up, select the Complete status option and select the Done button to save the details. 

       It is mandatory to select the 
“Save” button on the main 
project application in order for 
the Person Months fields of the 
Person Effort form to auto-
populate. 
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   When the Person Effort forms is fully completed and saved, the data will display in the application form as below: 

       The ordering arrow       
next to the number of a Person 
Effort entry can be used to 
reorder the entries where there 
are 2 or more entries in a section 
of the Person Effort form 
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10. The Budget Reviewer can add comments relating to the Person Effort details

When all the details in the Person Effort tab are reviewed and updated, proceed to the Approval and Outcome tab. 
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As the final step of the Budget Reviewer’s review process, navigate to the Approval and Outcome tab, to complete 
the Approval by Budget Reviewer section as indicated below: 

Once the budget reviewer has completed the review, click Save & close. 

A small window will pop up for you to select the next applicable step in the process, in this case it will be the 
Returned for clarification step, then click Done. This will return the application to the researcher for them to confirm 
the financial details and complete their final declaration. However, should you want to keep the application on the 
current step to come back to it at a later stage to complete your review, then select the Submitted to Budget 
Reviewer step. 

Select Finance Approver - The 
Budget Reviewer uses this field to 
tag themselves or a separate 
Finance Approver to an application. 
When the application is assigned to 
them, they know which PI/Applicant 
they have been dealing with. They 
can use this field to filter all the 
applications on their name. 
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Returned for clarification – This 

step is selected so that that the 
application can be returned to the 
PI/Applicant for them to check the 
completed financial details as well as 
make the final declaration that 
confirms the application is complete 
and accurate. 
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Researcher 
Once an application has been sent to the researcher after the budget reviewer has completed their review and 
added the necessary financial details for the application, the researcher has to make a final declaration. It is the 
PI/Applicant’s responsibility to confirm that all the information is accurate and make a final declaration to this 
effect. To access the application that has been reviewed, the researcher/applicant has to log on to the eRA System. 
You will land on your dashboard (ensure you are on the researcher role) and on your dashboard, check the list of 
Things To Do. You can use the Things To Do section to select the application to be reviewed or you can check the 
list of applications by using the left navigation bar and clicking on Project Applications/Approval requests under 
Award Management to view your list of applications. Select the respective application to open the application. 

 

 
Once the application is opened, navigate to the Financial Information tab to review the financial details. Once this 
is reviewed and you are satisfied with the details, navigate to the Resourcing, Ethics & Biosafety tab and tick the 
box under the Final declaration section at the bottom of the form. You may also withdraw the application, 
providing reasons for withdrawal in the comments section. 
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Once the applicant is done with the financial review, click Save & close. 
 

 
A small window will pop up for you to select the next applicable step in the process. Should you be fine with the 
financial details as is, select the Submitted to Finance Approver step. Should you have financial information you 
would like clarified or edited, select the Submitted to Budget Reviewer step. However, should you want to keep the 
application on the current step to come back to it at a later stage to complete your review, then select the Returned 
for clarification step, and click Done. 

 
 
 
 
 
 

 
 
 

Final declaration by 
Applicant checkbox – The 
applicant confirms that all the 
financial information agreed 
upon with the Budget 
Reviewer is correct. 
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Finance Approver 
To review an application that has been sent to the finance approver step, the finance approver has to log on to the 
eRA System. You will land on your dashboard which shows you a list of Things To Do (ensure you are on the finance 
approver role). You can use this section to select the application to be reviewed or you can check the list of 
applications by using the left navigation bar and clicking on Project Applications/Approval requests under Award 
Management to view the list of standard approval requests. 

 

 
Once the application is opened, navigate through the different tabs to view the application information. Once the 
information has been checked, navigate to the Approval and Outcome tab. Under the Approval by finance approver 
section, complete the provided fields as indicated below and make sure you assign all the possible Final Faculty 
Approvers to approve the application (3): 

 
 
 
 
 
 
 
 

 
 

Finance Approver – Confirms 
that the financial information from 
the Budget Reviewer is correct and 
has the ability to edit the 
information. 

 
 

Please make sure you select 
all possible final faculty 
approvers to the field marked 
with ‘3’, in accordance to the 
business process in your faculty 
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Once the finance approver has completed the review, click Save & close. 
 

 
A small window will pop up for you to select the next applicable step in the process. Should you be fine with the 
financial details as is and no corrections are needed by the budget reviewer, select the Submitted to Dean/Deputy 
Dean for review step. Should you have financial information you would like clarified or edited, select the Submitted 
to Budget Reviewer step. However, should you want to keep the application on the current step to come back to it 
at a later stage to complete your review, then select the the Submitted to Finance Approver step, and click Done. 
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Final Faculty Approver 
To review an application that has been sent to the final faculty approver step, the final faculty approver has to log 
on to the eRA System. You will land on your dashboard which shows you a list of Things To Do (ensure you are on 
the final faculty approver role). You can use the Things To Do section to select the application to be reviewed or 
you can check the list of applications by using the left navigation bar and clicking on Project Applications/Approval 
requests under Award Management to view the list of standard approval requests. 

 

 
 

Once the application is opened, navigate through the different tabs to view the application information. Once the 
information has been checked, navigate to the Approval and Outcome tab. Under the Approval by final faculty 
approver section, complete the provided fields as indicated below: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Dean - The dean designate or 
Final Faculty Approver plays this 
role. 

 
 

Please make sure you select 
whether the approval is a 
proposal approval or a contract 
approval 
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Once the final faculty approver has completed the review, click Save & close. 
 

 
A small window will pop up for you to select the next applicable step in the process. Should you be fine with your 
review, select the RC&I Review to push the application to the next step. Should you have financial information you 
would like clarified or edited, select the Submitted to Budget Reviewer step. In a case where a direct institutional 
approval is required, select Institutional approval – ready for submission by UCT. Should you need clarification from 
the applicant, select Returned to applicant for clarification step. However, should you want to keep the application 
on the current step to come back to it at a later stage to complete your review, then select the the Submitted to 
Dean/Deputy Dean for review step, and click Done. 
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RC&I Admin 
To review an application that has been sent to the RC&I Review step, the RC&I Admin has to log on to the 
eRA System. You will land on your dashboard which shows you a list of Things To Do (ensure you are on 
the RC&I Admin role). You can use the Things To Do section to select the application to be reviewed or 
you can check the list of applications by using the left navigation bar and clicking on Project 
Applications/Approval requests under Award Management to view the list of standard approval requests. 

 
 

Once the application is opened, navigate through the different tabs to view the application information. Once the 
information has been checked, navigate to the Approval and Outcome tab. Under the RC&I admin section, assign 
the respective contracts manager to the application by using the plus sign and search functionality: 

 

 
Once the contracts manager has been assigned, click Save & close. 

 

 
 

RC&I Admin distributes 
applications among the 
Contracts Managers for review. 
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A small window will pop up for you to select the next applicable step in the process. Should you be fine with the 
assignment, select the Institutional review step. However, should you want to keep the application on the current 
step to come back to it at a later stage, then select the the RC&I review step, and click Done. 
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RC&I Contracts Manager 
To review an application that has been sent to the Institutional Review step, the RC&I Contracts Manager 
assigned to the application has to log on to the eRA System. You will land on your dashboard which shows 
you a list of Things To Do (ensure you are on the RC&I Contracts manager role). You can use the Things To 
Do section to select the application to be reviewed or you can check the list of applications by using the 
left navigation bar and clicking on Project Applications/Approval requests under Award Management to 
view the list of standard approval applications. 
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Once the application is opened, navigate through the different tabs to view the application information. Once the 
information has been checked, navigate to the Approval and Outcome tab. Under the RC&I section, complete the 
provided fields as indicated below: 

 

 

 
Once the contracts manager has completed his/her review, click Save & close. 

 

 

A small window will pop up for you to select the next applicable step in the process. Should you be fine 
with your review, select the next appropriate step which could either be Institutional approval – ready for 

submission by PI or Institutional approval – ready for submission by UCT. In a case where the application has 
already been sent to the external funders, select Submitted. However, should you want to keep the 
application on the current step to come back to it at a later stage, then select the the Institutional review 
step, and click Done. 
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Further action by the Contracts Manager or PI after submission has been made to the 

external funder 

Once the PI or assigned contracts manager has made submission to the external funder, either the contracts 
manager or PI, has to push the application to the Submitted step. To action this, either persons has to log on to 
the eRA System and ensure they are on the right role. 

For the PI, on the dashboard, under Things To Do, select the respective application. 
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Once the application is opened click Save & close. 
 

 

A small window will pop up for you to select the next applicable step in the process. Select the 
Submitted step, and click Done. 

 
 

For the Contracts Manager, on the dashboard, under Things To Do, select the respective application. 
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Once the application is opened click Save & close. 
 

 

A small window will pop up for you to select the next applicable step in the process. Select the Submitted 
step to push the application forward to the next step. Should you require further information or input 
from the researcher/applicant, select the Researcher Review step. However,. However, should you want 
to keep the application on the current step to come back to it at a later stage, then select the Institutional 
review or Institutional approval – ready for submission by UCT stepand click Done. 

 

 
 
 
 



58 | P a g e  

 
 

Recording the final outcome of the application 

Once an application has gone through the various stages of the process and feedback has been received from the 
external funder (if applicable), the PI or Contracts manager gets to record the outcome of the application. The steps 
for each role are discussed below. 

For the PI, ensure you are logged on to eRA and on the researcher role. On the dashboard, under Things To Do, 
select the respective application. You can also access the application by using the left navigation bar and clicking on 
Project Applications/Approval requests under Award Management to view the list of applications you have. 

 

 
 

Once the application is opened, navigate through the different tabs to the Approval and Outcome tab. Under the 
Outcome section, complete the provided fields as indicated below: 
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Once the outcome of the application has been recorded, click Save & close. 
 

 

A small window will pop up for you to select the next applicable step in the process. Select the workflow 
step that corresponds to the outcome that has been specified on the application, it could be Conditionally 
awarded, Awarded – contract required, or Unsuccessful, and click Done. 
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For the Contracts Manager, ensure you are logged on to eRA and on the RC&I Contracts Manager role. You can 
access the application by using the left navigation bar and clicking on Project Applications/Approval requests under 
Award Management to view the list of applications. Once you find, the application you want to work on, click on 
the edit button. This will open up the application. 

 

 

 
Once the application is opened, navigate through the different tabs to the Approval and Outcome tab. Under the 
Outcome section, complete the provided fields as indicated below: 
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Once the outcome of the application has been recorded, click Save & close. 
 

 

A small window will pop up for you to select the next applicable step in the process. Select the workflow 
step that corresponds to the outcome that has been specified on the application, it could be Conditionally 
awarded, Awarded – contract required, or Unsuccessful. Should you wish to send it back to the PI for any 
information, select Returned to applicant for clarification, and click Done. 

 

 
 
 

 
 

Selecting the “Awarded- 
contract required” step 
automatically creates a new 
contract request in the contracs 
module. 
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Viewing Status Log 
When the application passes through various steps of the workflow process, interactions/communication can be 
recorded in the notes section of the workflow pop-up. These comments and project application activity are 
recorded in the status log. 

 

 
To access the status log, click on the down arrow next to Admin Info on the top bar beneath the application title. 
From the drop-down list, select Status Log. This will open up the status log as displayed above. To return to the 
form, click Back. 

 

 
 

Status logs information comes 
from the “Select next step” 
comment box. 
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Search and Filter Project Applications/Approval Requests 
1. You may want to find specific project/approval requests meeting a specific 

criteria. To do this, you will need to use the filter func tion. Using the 

Navigation pane on the left, go to Award Management and Project 

Applications/Approval Requests to open the edit view. 
 

 

3. Click the filter button 

4. Use the drop down arrows to select attributes to specify your filter criteria . 
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5. Click apply to run the filter 
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Pre-awards Standard Approvals Workflow 
The figure below shows all the possible workflow steps for the pre-awards standard approvals process. 
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The steps on the previous page are explained below: 
 

1. Draft 
Save the application in this status if you want to return to it and make edits before submission for 
review. 
2. Returned for clarification 
Select this status to return to the applicant to make changes or provide further information to the 
application. The researcher can check the status log for comments regarding necessary edits. 
3. Budget Reviewer 
Select this status to send the application for review by the Budget Reviewer. Budget Reviewer will input 
financial information and send back to the applicant for review and editing. 
4. Finance Approver 
Select this status to send application to be reviewed by the Finance Approver. Application will no longer 
be editable by the applicant. 
5. Dean/Deputy Dean 
Select this status to send to the Dean, Deputy Dean, or their appropriate designee for review. 
Application will no longer be editable by applicant or previous reviewer. 
6. RC&I Review 
Select this status to submit for review by the RC&I administrator. Application will not be editable by the 
previous reviewer. 
7. Institutional Review 
Select this status to submit for review by the RC&I contracts manager. Application will not be editable by 
the previous reviewer. 
8. Researcher Review 
Select this status after it has been pushed to the institutional review step to return to the applicant to 
make changes or provide further information to the application. The researcher can check the status log 
for comments regarding necessary edits. 
9. Institutional approval – no submission required 
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Select this status if the application does not require submission 
10. Institutional approval - ready for submission by PI 
Select this status if the application is approved and is ready for submission by the PI 
11. Institutional approval - ready for submission by UCT 
Select this status if the application has been approved by UCT and can be submitted on behalf of the 
university 
12. Submitted 
Select this status to indicate that the application has been submitted to the funder and is waiting for a 
funding decision. 
13. Conditionally awarded 
Select this status if the funding has conditions that must be met before the funder will give final 
approval. 
14. Awarded, contract required 
Select this status if the funding has been awarded and a contract must be generated. This will 
automatically create a new contract in the Contracts module. 
15. Unsuccessful 
Select this status if the application has been rejected for funding 
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To save an application on one of the workflow steps above, select the 

workflow step then “ save &close”. To leave an application in the same 

workflow step it is currently on, click “save”. To save the application on draft 

mode and as work in progress, click on “save”. 
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Accessing the FAQ and Logging 
Calls 
Introduction 
Please use the frequently asked questions (FAQ) to quickly check for solutions to common problems. If you 
cannot find help from this section, please feel free to log a call on ServiceNow through the Research Support 
website. 

Accessing the FAQ 
1. Go to the research support hub: http://www.researchsupport.uct.ac.za/ 

 

 
 

 
 

All Research Support information 
can be found on 
http://www.researchsupport.uct.ac.za 

http://www.researchsupport.uct.ac.za/
http://www.researchsupport.uct.ac.za/
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2. Go to ERA System> Support > FAQ 
 

 
 

This will take you to the FAQ page. 
 

    Logging a Call on ServiceNow 

If you can’t find the information that you need on the FAQ, you can log a cal l through 

ServiceNow for more information on the same Research Support website. 

 
1. Go to the research support hub: http://www.researchsupport.uct.ac.za/ 

 
 
 
 
 
 

 
 

All Research Support information 
can be found on 
http://www.researchsupport.uct.ac.za 

 

 
Want a short-cut? Why not just save 

this link to go directly to the FAQs in one 
step? Click here: 

https://uct.service- 
now.com/kb_view_customer_uct.do?sysp 
arm_article=KB0010763 

http://www.researchsupport.uct.ac.za/
http://www.researchsupport.uct.ac.za/
https://uct.service-now.com/kb_view_customer_uct.do?sysparm_article=KB0010763
https://uct.service-now.com/kb_view_customer_uct.do?sysparm_article=KB0010763
https://uct.service-now.com/kb_view_customer_uct.do?sysparm_article=KB0010763
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2. Go to ERA System> Support > Log a Call 
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3. This will take you to the university’s call logging system called ServiceNow  

where you can complete your request. 
 

 
4. If you are logging the call on behalf of yourself, leave the Open on behalf of this 

user as yourself. If you are logging the call on behalf of someone else, please  

use the look-up function to find them. 
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5. Be sure to choose e RA under Please select the affected application or service 
 
 

 
 

6. You can choose the section of the eRA that you have a probl em with. This is 

optional but it should assist in speeding up the resolution of your call 

 
 

7. Make sure that you give as many details about your issue as possible under 

Please provide a detailed description of the type of assistance you require 
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8. Click the submit button to log your call. You will receive an email confirming 

your call number. 
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Glossary of Terms 
Pre-awards module - The pre-awards module facilitates the process of project applications through a recognised 

funding organisation (internal or external). This process enables applicants to follow the application as it moves 

through the workflow even after submission, thus streamlining the process of following up with the relevant office. 

ServiceNow – the university’s call logging system 

 
 

List of Acronyms 
eRA – electronic Research Administration 

FAQ – Frequently Asked Question 

PI – Principle Investigator 

RC&I – Research Contract and Innovation 

URC – University Research Committee 
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