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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:

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

e 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

e 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

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

e 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.

Pra awards
process

Advanced reporting
& research analytics

858

Partnerships and
collabaration

apat vy o relare Lty
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Module 1: Pre-awards Standard
Approvals

w Lesson time: 75 Minutes

Lesson Objectives:
In this lesson you will...

4 Learn the pre-awards standard approval process
4 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.
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Elements
The eRA profile dashboard will look like this:

Dashboards

0, Search Halp Researcher: Rybickl, Edward Patar (Ed) A

1 ViewProfle [ Access Advanced Analyfics L OV + | Add Mew Content

Dashboard 'y Edward Peter Rybicki » e

¥ Cape Town

Publications ) e:  philippe.spoden@clarivate.com

Award Management

Project Applications! 9536 45
Approval Requests Publications Times Cited

Coniracts

?OF:SI:nd Page Cost Things to do
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: ;ﬁ
The Pre-awards process has si)x

(g

e
1. The researcher role
roles namely:

ficators EndNote

Q, Search Help Researcher: Rybicki, Ed

*  Researcher
1 ViewProfile [3 Access Advanced Analytics +! Add Ne: Cl Y Finance Approver
Dashboard P, 1 Ed Rybicki ~ e *  Budget Reviewer
> ¥ Cape Town, South Africa ]
Publications e: Ed.Rybicki@uZt.ac.za ¢ FIna,facu,ty Approver
*  RC&I Admin
* RC&I Contract Manager

Award Management

APC and Page Cost 217
forms

Publications

CV Activities

Notifications Things to do 7’ \ J
i3

Statistics

147 Research output(s) saved in draft status View All

Recently edited

No recently edited items

Only a researcher can add a pre-
2. Finance Approver awards applications

0, Search Halp Researcher: Rybickl, Edward Peter (Ed)

1 ViewPFrofle [ A . WView Profile

Dashboard : . Edward Peter RYDiCKi # Edit = BwitenRake ' [ E:::,a(:'.: = Rpick; Edwaed

1 3 ¥ ¥ Cape Town £ Research Portal
Publications } & phiippe spoden@clarivate.com HCALAdmn. L IIVER STV O

& My Settings CAPE TOWN

Award Management

RC&I Contracts Manager:
UNIVERSITY OF CAPE TOWN
Ll

Faculty Finance Approver:
UNIVERSITY OF CAPE TOWN

Faculty Finance Reviewsr:

e . UMIVERSITY OF CAPE TOWN
Things to do
C oy =) Final Faculty Approver: Rybicki,
_II IWFII: - !F- V' Ed r\:lF'eIzer{Ed'}

.

= AT ——— T =
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3. Budget Reviewer

Researcher: Rybickl, Edward Pates (Ed)

R view Profile

e = Switch Role » F £ i
Dashboard : Edward Peter RybicKi » e 1 Sk
Cape Tawn & Research Portal
Publications » - deborah ajumebi@uct acza
071 555 3333 p: 021 555 8880 o My Settings

R her: Abrahams.
(Melissa)

Award Management

Research Funding Administrator:

W ook UNIVERSITY OF CAPE TOWN

APC and Page Cost
forms

Research Funding Reviewer:
Rybicki, Edward Peter (Ed)

Patents
RCE&I Admin: UNIVERSITY OF

CV Activiti = CAPE TOWN
iy Things to do
: Lo RCA&I Contracts Manager:
Etfacs Sl =00 7 Research application(s) for completion Y UNIVERSITY OF CAPE TOWN
Notifications -
L Finance Debtors: UNIVER SITY OF

34 Research output(s) saved in draft status Y CAPE TOWN

Statistics
- e - = - Finance Approver: UNIVERSITY
1 Ethics submission/s for which HOD declaration forms are outstanding Y OF CAPE TOWN

Budget Reviewer: UNIWVERSITY

1819 Research output(s) returned for clarification S P

4. Final Faculty Approver

earcher. Rybickl, Edward Peter (Ed)

e (DF B view Frofile

Dashboard é : Edward Peter Rybickl # Edit 1 switchRole ' I. g::eera{g;m Fywicki, Bdward

‘ ¢ CapeTown & Research Portal
Publications y philippe. spoden@cls ivate.com RCE&I Admin: UNIVER SITY OF

43 My Settings CAFE

Award Management

RCEI Contracts Manager:
x_Legout UNIVERSITY OF CAPE TOWN

Ll ]

Faculty Finance Approver:
UNIVER SITY OF CAPE TOWN

Faculty Finance Reviewar:
B - A UNIVERSITY OF CAPE TOWN
Things to do

Final Faculty Approver: Rybicki,

e R W R g EE g Edward Peter (Ed}

EN SIS B SR NN O ENEN N g R -
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5. RC&Il Admin

Hslp Researcher: Rybickl, Edwand Peter (Ed)

1 ViewFrofle [0 A ' View Profile

= & Switch Role b Recearcher: Rybicki, Edward
Dashboard . 4% | Edward Peter Rybicki / ca E [ el
1 L] 9 CapeTown & Research Portal -
Publications ! e philippe.spoden@clanvate.com RC&I Admin: UNIVERSITY OF

CAPE TOWN

£ My Settings

-

RC&I| Contracts Manager:
UNIVERSITY OF CAPE TOWN

Award Management

Logout
LB

Faculty Finance Approver:
UNIVERSITY OF CAPE TOWN

Faculty Finance Reviewer:

T T N Things o de UNIVERSITY OF CAPE TOWN
R Final Faculty Approver: Rybicki,
—_aTl TR e % Edward Peter {Ed}
[ S5 SR
= T T T -

6. RC&I Contract Manager

Help Researcher: Rybickl, Edwerd Peler (Ed)

. View Profile

1 ViewProfle [5 Access

—— ~ 1+ | Edward Peter Rybicki . ca L switchRole | Resescher Rybik, Ednara

¥ Capa Town K Research Portal
Publications } e  philippe.spoden@clanvate.com RCEI Admin: UNIVERSITY OF

& My Settings CAFE

Award Management [
RC&I Contracts Manager:
UNIVERSITY OF CAPE TOWN

- o =

Faculty Finance Approver:
UNIVER SITY OF CAPE TOWN

Faculty Finance Reviewar:
UNIVERSITY OF CAPE TOWN

Things to do
Tl Final Faculty Approver: Rybicki,
e w pgE g = g = % Edward Peter (Ed)
[ = B
= T T T -
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A description of each role is listed in the table below:

Researcher

Budget Reviewer

Finance Approver

Final Faculty Approver

RC&I Admin

RC&I Contract Manager

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

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.

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

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.

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.

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

Faculty

Faculty

Person

University

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

Please note that delegating N

want to delegate, in this case it is the Researcher role. On the top right corner next to the role and/or name role means whoever you have

display, click on the orange down arrow, then click on My Settings. delegated it to can see everything

under your profile and make changes

to all things related to you. As the

i delegator you are responsible for

Dashboard . e Edward Peter RybickKi » ca: &  Beichiole

%  Cape Town & Research Portal

who you delegate to and whatever

e: deborah ajumobi@uct acza

— 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
Things to do

this can only be viewed when you go

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

Change Email Address
“Email: | AIMOLUODI@myuct.ac.za

e “Confirm email: | AIMOLUOD1@myuct acza

be it the delegate or the delegator.

vy

Also please note that who you
delegate to can also delegate your

Motification Settings @

LY
g‘ \;

eRA internal notifications

profile to someone else. And should

their profile be already delegated to

Language Settings @
Language: |Engish (GB} —

someone else, the third person will

Qt access to you profile as well. /

User delegation

New delegation
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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:

Luser delegation]

Select user: | ajumobi ﬂ

@jumm}l. Olufunmibota: (AJMOLUOI @ myuclac.za)

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

User delegation

Wy Role Researcher - Rybicki, Edward Peter [Ed) is delegated to User Ajumobi I
I Deleg 1 Cancel

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

Researcher: Rybicki, Edward
. | Peter (Ed)

| -II.I-I _
O mm [

function:

1 Switch Role
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additional data to the entry forms.
Click on it for more information every
time you come across it.




The Workflow

These are all the possible workflow steps that a pre-awards standard approval can go through when it is being
processed.

Select next step

Select next step Select next step
Flesse select the naxt step belows and _ .
1 = M Enter a comment about the staius
ERIENEREEERE " change (optionsl). Erter 3 comment about the s1Etus

change (optional).

Draft appilcation - Submitied to DeaniDeguty Daan
Sasam e aitiars i Bhis st s F oo weaart for revisw

o s e
submission for neview.

ResBarchar reviaw

Retumed to appilcant for
clarifization

Ploxe chack e status kg for conmenis
negarThng My el i

Institutional approval- ready for
submiasion by Pl

Submitted to Budget Reviewer

nstitutional approval- ready for -
submiasion by UCT

Submitted to Finance Approver Cancel g
S 1 serd application o be

wed by the: Finanos Approver.
n will na longer be editable by the

Select next step

Enter 3 comment sbout the status
change (optionsl).

-
Awardad- confract required
ST TS SI0E i B S ng hat oo

Tust e Qeraraled
Unauccesszful
Scloci this siabs H tha sppbeaiion has boon
et o fning.

.

CanGEI g
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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.

, Zsarch Hailp Researcher: Rybickl, Edward Peter [Ed) =

1 ViewFrofle [3 Access Advanced Analyics 1 CV 4| Add New Cortent

Edward Peter Rybicki 7 e

¢ Cape Town
& philippe.spoden@clamvate com

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

1 ViewProfle [0 Access Advanced Anafyics 1 CV -|-| Add New Cantent

Edward Peter Rybicki e o
§ CapeTown Project Application/
e philippe.spodenclanvate com

Approval Request

AFC and Page Cost form

CV Activity
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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).

@ Search Help Researcher: Abrahams, Melissa (Melissa)

Diashboard = Add new Project Application’ Approval Request

Distilioant Add new Project Application/ Approval Request

Publications

Award Management
Select the appropriate project application/ approval request type

Project Applications/

Approval Requests Project Application/ Approval Request Information abaut the selected project applications approval request

w (Other funding schemes FS
Application stage approvals

w Application stage approvals

Proposal approval (non-clinical trials)

Proposal approval (clinical trials)

Preliminary proposal approval (if funder requires budget
breakdown)

¥ Coniract stage approvals

Contract approval {non-clinical trials)

Contract approval (clinical trials) -

Cancel

15|Page
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There are 5 different form typex

for the Standard Approvals process,
differentiated by the following
categories:

Application stage approvals:

When a researcher is initialy applying
for a grant, e.qg. 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.




Project Applications/ Approval Requests = Lockdown Impact on Mental Health (E ...

Dashboard Lockdown Impact on Mental Health (ERA00002596); Bond, James - PASS

Research Output © Intemally visible ™ Awarded- contract required - Admin Info =

1 2
Award Management — m— —
S Research Related Resourcing, Ethics &
I Key Information I Information Biosafety *
Project Applications/

(completed by Finance
staff) *

Approval Requests
This section of the form is to be completed by the principal investigator

Contracts
The proposal approval process flow guide is available here. Person Effort
Project Awards For FAQs please click here. Approval and
Outcome *
Research Development Key Information *
Grants
Fields marked with an asterizk (*) are required.
APC and Page Cost Type of project application =
forms Proposal approval (clinical trials) e
IP Management Approval type *

New: The first submission by a Pl to a particular funding opportunity
CV Activities Supplement/Revision: A submission to add an additional piece of work onto a current grant; this typically increase the scope of the
project and involves submission of a new/updated project plan and budget

. Amendment: A submission requesting a change to an aspect of a current grant (this may be a change to e.g. the protocol, the
Ethics Manacemeant it Han fmeim i bnrn ot

The tabs are explained below

1. Key Information: allows you to add all the basic information relating to the Principal Investigator, Co-
Pl/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.
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

rmation * Research Related Resourcing, Ethics & e
Ky ko o information Biosrgoty - More

This section of the form is 1o be completed by the principal investigator

~N

The proposal approval process flow guide is available here .
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.

For FAQs please dick here
Key Information *

Fields marked with an astensk (*) are required

Type of project application *

J

Proposal approval (non-clinical trnals) - o

Approval type *

New: The first submission by a P to a particular funding opportunity

Supplement/Revision: A submission to add an additional piece of work onto a current grant. this typically increase the scope of the
project and invoives submission of a new/updated project plan and budget

Amendment A submission requesting a change to an aspect of a current grant (this may be a change to e.g. the protocol, the
budget, the mveshgators involved)

Costed extension. A submission reguesting a time extension o a current grant thal will atso involve a change in the budge! (Typically
an ncrease)

Renewal. A submission to renew a current grant for a further period of time, this is typically invited by the funder and most often
involves submession of a new/updated project plan and budget

New we

Project title *

English (GB) ~

The folder icon allows you to E
browse your computer and upload

Please attach the project proposal or protocol here* additional documents.

Please note that the accepted file formats for uploads are: doc, docx, ppt, pptx, pdf, ps, rif, txt, xis_ xisx, gif, 81, jpg. jpeg. png

00
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1. You can change the type of project application at any point when the application is still in draft.

| Standard approval form (clinical trials) - |
Internal/URC Grants
Caonference travel
Other funding schemes

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.

Preliminary application {budget breakdown required)
Full application
Standard approval form {non-clinical trisls)
Standard approval form (clinical trials)

2. Select the Approval type from the drop-down menu [Select proposaitype | - |
Supplementrevision g
Amendment

[Costed extension

HNo cost extension
Renewal

~

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

4. You can upload the proposal or protocol, if available.

Roles

UCT Principal Inwestigator ~ e

Plaase maks sure the cormect work affiliation and role is attached to this record. If & student or postdoctoral fellow is the lead investigator. =.g. for a fellowship
application. then a UCT academic staff member must complete this approval form on their behalf and be listed as the Principal Investigator. The student or
postdoctoral fellow should then be added as a co-investigator under the "UCT Co-FPl or Co-Investigators™ section

Role: If unsure. click here for definitions. Reportable: & reportable role is a named role on a grant {i.e. a role to be carried out by a specific
named UCT individual) for which the role’s percentage effort (e.g. % full-time equivalent salary or calendar months contribution) is reportable to
the funder

Name Organisation Role Reportable
Bond, James Z‘:.Spi (_::I-'-‘;IVERSI oF FPrincipal investigator ~ Yes ~ [ <] 'E'

© D

veT cemi o coinvastonios (P The following roles should be \

Only salect the Co-Principal Investigator andior Co-Investigator here. added n the Other Project Staff
Role: If unsure_ click hers for definitions Reportable: A reportable role is a named role on a grant {i.e a role to be carried out by a specific
named UCT individual) for which the role’s percentage effort (e g. % full-time equivalent salary or calendar months contribution) is reportable to fle/d-
the funder ‘
Name Organisation Role Reportable Other Pro.leCt Staﬁ
Everdeen, Katniss gispi ':_::'N:l'VERS' oF Co-Principal investigator — ves — =) -UCT Sponsor
-Postdoctoral Fellow
SRS < g (MSc/PHD)
Other project staff are roles included on the grant whers the specific individusl is known. but where the persom is not the Bl co-Fl or Co-l. For any roles other _SuperVIsor
than "UCT sponsor”, “Postdoctoral Fellow”, “Fostgraduate Student™, or “Supervisor”, select “Other Project Staff. Examples of other project staff may be: =
clinical resesrch manager. = chief medical technologist. = fisldworker, stc. Where a role is still "TEC (Le. you don't yat know who the specific individual is). do
not add that role to this list
Role:lf unsure, click here for definitions. Reportable: A reporiable role is a named role on a grant {i.e. a role to be carried oul by a specific named
UCT individual) for which the role’s perceniage effor (e.g. % full-ime equivalent salary or calendar months contribution ) is repertable o the
funder.
Name Organisation Role Reportable
Jones, Indiana gispi (_:_'IV'V“:'IVERSI oF Fostdoctoral Fellow - Mo — = B
Gale, Dorothy Z':Spi (_'E'_'_d:l'VERSI oF Other project staff - Yes — > <M=
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http://www.researchsupport.uct.ac.za/definitions-roles-era-pre-awards

Investigator-led or Commissioned/consultancy/industry-led research? *

Select investigator-led or commissioned/consultancy ~ @

The bin icon allows you to

delete entries within certain fields
or sections

Is UCT the primary applicant institution or sub-applicant institution? *

Select primary or sub ~ o

If UCT is the sub-applicant please select lead applicant

Lo

If other, please list here

If the organisation is not available on the list please add it on the text box or log a call @

\

5. The UCT Primary Investigator(s) field is automatically populated with the name of the person who initiates Should the form be completed on \

the form. This field should always contain the name of the Principal Investigator. behalf of the Principal Investigator,
6. Select the role name the researcher should delegate

authority to an appointed person who

would access the system with this role

assigned to them. )

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.

bond, james A

Search resulis for bond, james

Bond, James (James) - Lecturer and Specialist Consultant - PASS [Active)

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
19| Page



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

Funder Information

Is the primary funder national or intmnaﬁoml?@
National O International

Primary Funder =

he organisaton that is the prmary source of funds & g NIH or WRC
If other, please list here I@

If the organisabion is not avaiable on the st please select “io be advised™ then add it on the text box or log a call

Funding opportunity if applicable

Name of specific call/scheme. For exampie. Grand Challenges Explorations

Upload funding cpportunity

o ®

URL of funding opportunity

Please add the full URL including hitip &.g hitp /fwww.rci_uct ac za

Did you find this funding opportunity from the Research Professional Africa?

To visit the Research Professional Africa website click here @

Yes No

Please attach the budget as per the funder's template, if applicable
Before uploading your fnalmed budget (prepared by the Pl through consultation with the budget reviewer). please note that the
figures given in the budget uploaded here should match the Bgures in the budget 1o be submitted 1O the funder

Please attach the budget as per the Pl's template, if applicable @
Before uploading your fnalised budget (prepared by the Pl through consultation with the budget reviewer]. please note that the
figures given in the budget uploaded here should match the Sgures in the budget o be submitted to the funder

20| Page

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.




14.

15.

16.

17.
18.

Indicate if the primary funder is national or international
Specify what organisation(s) is the primary source of funds
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

Indicate if the funding opportunity was found from the Research Professional Africa

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

RC&I (Research Contracts & Innovation)
To visit the RC&I website click here

Your application may require input from RC&l in one of two ways
RC&I signs off as UCT's authorised signatory and returns to Pl to submit to funder

RCA&I signs off and submits to funder as UCT's authorised signatory

Does the application require signoff by RC&I?@

f the application requires an authorised signature it will go to the RC&I| Office. Examples of applications that require RC&I| approva
are NIH and Wellcome Trust. If unsure, please check with RC&I here

D Yes O No

If applicable, what role do you need RC&l to play in submission of this proposal?

Select requirements from RC&I ~ @

If yes, please elaborate on what you require from RC&I

NOTE: Drafting of the actual contracts by RC&I will take place once the proposal is awarded by funder.

If there are additional documents for RC&I, please attach them here

09

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
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For Application Stage approva/\
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

\Z /

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.




For Contract Stage applications

RC&I (Research Contracts & Innovation)
To visit the RC&I website click here

Your contract will require input from RC&l: please indicate what you require from RC&I

What role do you need RC&l to play in processing this contract?

Select RCI Role in the contract ~ @

If there are additional documents for RC&I, please attach them here

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

| Select RCI Role in the contract -
Select RCI Role in the contract

Craft & sign new contract'agreerment
Edit & sign existing draft contract'sgresment
Cither

23. If there are any additional documents for RC&lI to peruse, it can be attached in the
space provided.
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Key Dates *@

Funder deadline =

mm
TETH

RC&I deadline, if applicable

If application requires RC&I| approval. this forrn needs to reach them 5 working days before funder submission deadline excluding

public holidays.This is automatically generated after "save” is clicked and is calculated from the funder deadline date

e

Faculty internal deadline, if applicable

This may be a few days before RC&I deadline. Please check with your faculty for applicable internal deadlines

ﬁﬂl
Expected start date *
Expected end date *

o

i

Duration of project, in months

This will calculate automatically after clicking 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.

= 5
i 12
18 149
25 a8
Today

13
20

2a Su
2 3
a9 10
16 17
23 24
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Contract Stage approval forms

only requires the Expected Grant start

date and end date.

Please note that the ‘RC&I
deadline’ and the ‘duration of the
project, in months’ fields, will be
calculated automatically once you
click save.

~

J




Finance: VAT *

Is this project basic, applied or contract research, as per the SARS definition in determining VAT apportionment? *

Basic: Experimental or theoretical work undertaken primarily to acquire new knowledge of the underlying foundation of
phenomena and observable facts, without any particular application or use in view.

Applied: A project which is primarily directed towards a specific practical aim or objective and should result in the
application of new knowledge into a process, or the transfer of existing knowledge info a new process or product, for the
benefit of the donor or for the immediate purpose of commercialising the product.

Select Basic, Applied or C ~ @

Is there involvement of students or postdoctoral fellows (on tax-free stipends) in this project? *
O Yes QO No O Notyet known@

Co-funding *

Does the funder require co-contribution or co-funding from UCT? ‘@
O Yes O No

If yes, please explain the co-contribution required and who has agreed to provide it

Where applicable, please attach proof of co-contribution
.20

Fund Information

Is there an existing fund this project should be managed through?*
O Yes O No

SAP fund number

Related Contracts

+[52)

Application number

This is automatically generated after "save” is clicked @
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25.

26.
27.
28.
29.
30.
31.
32.
33.

Using the drop down menu, indicate if the project is basic, applied or a contract research

Select Basic or Applied -~
o
Indicate if students or postdoctoral fellows are involved in the project
Indicate if the application requires co-funding
Should co-funding be required, add your explanation for it
Attach the proof of agreement to the co-funding option
Indicate if there is an existing fund that the project should be managed through
Add the SAP number
Link the related contracts if applicable

The application number will be automatically generated once save is clicked.
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Research Areas and Documents Tab

- - Research Related Resourcing, Ethics &
Key information | Information | Biosafety = More ~

This section of the form is to be completed by the principal investigator

Research Areas o

Scientific Domain
The main scientific domain of the researcher, a maximum of one is required. E.g Health and Medical Sciences
Primary res=arch fald

A primary research field for the researcher up to a maximum of two. E.g Medical Sciences clinical

Secondary ressarch fisld

Secondary to the primary research area up to a masximum of four e.g Oncology

Specialisation

A person may have up to a maximum of 10 specialisations e.g Paediatric Oncology

Related Project Applications, example: Letters of Interestiintent, Preliminary Application etc. e

To link an existing project to this application. click bekew te search for it and select it

Flease snach related project applicatiens not cumenly saved in the system

&)

Related Contracts e

To link an existing contract to this application, click balow to search for it and select it

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.

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




Resourcing, Ethics & Biosafety Tab

Research Related Resourcing, Ethics &

Information Biosafety * More -

Key information *

This section of the form is to be completed by the principal investigator

Infrastructure and Staff o

UCT has limited infrastructure and staff available and may nof be able to accommaodate the requirements of your proposed project with the current resources.

Select all infrastructure’staff below that this project will require

Existing and available to Existing and confirmed . .

G ; : New (must therefore be included in your
you for project under your  available to you for project budget}
own authority by other relevant authority .

Analytical services

Research 5Staff

Computing infrastructure or | I
data support

Classroom or office space
Core facilities or equipment

Laboratory/ Studio space

Storage space (e.p. for
freezers, computing
hardware or filing)

UCT animal research facility '

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

Mot
applicable
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The Resourcing, Ethics &
Biosafety tab vary for the three
types of standard approval
applications.




2. Forthe human ethics section, the following fields should be completed:

Human Ethics * e

For more information about the Human Research Ethics Committes click here.

Please note that the human

ethics section is different across

Dioes the ressarch involve human participants, samples or data? *
Yes Mo

the three different types of forms.

| confirm that the research will not commence without approval *

Yes Mot required

If approwval is required at proposal phase. please attach it here

B8

- 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.
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Clinical Trials =

Flease list study sites

B r My mT 3— I

Which phase is the clinical trial in
Select clinical trial phase =
Will UCT be required to act as a clinical trial sponsor? 'e

Yes Mo

For information on sponsorship, click hers

Hawve protocol and budget made provision for post-trial care for participants who may benefit from interventions identified as
beneficial in the trial? =

Yes Mo Mot applicable

If Mo, please justify why this provision has not been made

P
Are there any other substantial potential health and safety risks associated with this research? =
Yes Mo
If yes, please specify potential risks
e

3. Inthe text box, list all the study sites that will be used during the clinical trials
Using the options in the drop down menu, indicate what phase the clinical trial is in:

Select clinical trial phase -~

5. Specify if UCT will be required to act as a clinical trial sponsor
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.
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Please note that the ”Clinica/\
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).

J




Animal Ethics * e

For more information about the Animal Research Ethics Committee click here.

Does the research invelve animal experimentation? =
Yes No

I confirm that the research will not commence without approval *

Yes Mot required

If approval is required at proposal phase, please attach it here

O

Biosafety * e

For the forms and committee information that youw will need for biosafety approval click here.

Does research invelve use of radio-isotopes or ionising radiation? *
Yes No

Does research invelve recombinant DNA technology or use of genetically modified organisms? *
Yes No

I confirm that the research will not commence without approval *

Yes Not required

If approval is required at proposal phase, attach it here

O

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




Additional comments from Principal Investigator @

Additional comments for Faculty reviewersiapprovers, RCE&l or Central Research Office

Please add the Budget Reviewer assisting with your budget requirements * @

Preliminary declaration by Principal Investigator * @

By checking the box below, | declare that the infermation in this application is complete and accurate [prior to Financial Information
being completed by the Financial Reviewer) *

E The Preliminary declaration box
must be checked before the application
moves to the next level.

Final declaration by Principal Investigator @

By checking the box below, | declare that the information in this application is complete and accurate and ready for final review [after
the first review by Financial Reviewer]

Please note that the Final

declaration box is only checked after the
If Pl decides to withdraw this application/contract, indicate that below @ . . )
application has been reviewed by the

Pl wishes to withdraw application/contract

Budget Reviewer.

Withdrawal comments

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 Pl 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 Pl wishes to withdraw the application and in the text box, provide any

ensure that you do not lose the

\

comments regarding the withdrawal if applicable. Please use the “Save” button to
information. This will put the

29| Page information in draft status for

further updates at a later stage. J




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.

Set status

Enter a comment about the status change
(optional).

Draft application

Save the application in this status if you want to return
to it and make edits before submission for review.

30| Page



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.

Web of Science  InCites  Journal Citation Reports ~ Essential Science Indicators ~ EndNote

tla& Q Search Help Budget Reviewer: JNIVERSITY OF CAPE TO...

Dashboard UNIVERSITY OF CAPE TOWN / e«

@ Cape Town

Award Management

Project Applications/
Approval Requests

|

l 1 Research application(s) for review |

For Manual -DA (ERAQ0001247); Rybicki, Edward Peter - Dept. of Molecular & Cell Biclogy
a Ajumobdi on 1902

Last 00 ted Dy Olstunminia Ajumobd 272019 & 12.08 PM

LB B ]

Recently edited

No recently edited items

Once the application to be reviewed opens up, navigate to the Financial Information tab to complete your review
as shown in the following sections.

31| Page



Financial Information
{completed by Finance -
staff)

Research Areas and Resourcing, Ethics &

Key information * T g Biosafety *

This section of the form is 1o be completed by the Faculty Finance Reviewsr

Who will own the intellectual property? o

If source funding is foreign, which exchange rate was used for budgeting? e
Flzase entar the rate as rands to foreign currency.
Enter just the number, with no spaces, using a fullstop as a decimal place

Example: for ZAR 14.95 to USD 1, please enter 14.95

What is the costing status of this project?
The IPR-PFRD Act requires that contracts be fully costed if intelectuz| property will not be held by UCT e

Select Costing B

Cost Recovery

Were any cost recovery waivers or reductions granted by UCT? o
! Yes Mo

Comments about cost recovery

Attach waivers or related documents here e

In the text box, indicate who will own the intellectual property

Should the source of funding be foreign please specify the exchange rate used for budgeting
Indicate the costing status of the project

Indicate if any cost recovery waivers or reductions have been grabted by UCT

Provide any comments about the cost recovery in the text box

ok wnN e

Attach the documents related to the waivers or reductions

32| Page

information is completed.

Please ensure that all financial




G0OB salary recovery as per costing template o

This is the recovery if the grant were fully costed

Year one
Wear two
Year three
Year four
Year five
Wear six

Wear seven

Indirect Cost recovery

Contracted indirect cost recovery
amaount

UCT defined Indirect Cost
Recowvery, as per UCT's costing
template

Budget y=ar

Indirect Cost Recovery Rate Percentage

Comments by Faculty Finance Reviewer relating to indirect costs

Please attach supporting decuments here

a

Percentags

Indirect Cost Recovery Rate Amount (ZAR)

7. Inthe GOB Salary recovery section, indicate the budget year, the percentage applicable per budget year

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.
12.
13.
14.
15.

Total requested funding

Total requested funding for this proposal (including indirect costs where applicable]. 0

Total requested funding in funder’s currency [if applicable) @

Rand amount for entire project duration (ZAR)

From all funding sources including indirect cost where applicable @

Full Cost

UCT-calculated full cost as per UCT's costing template [ZAR) @

To downlead the UCT costing template please click here

Please attach the completed LICT costing template, as per the policy @

a

Indicate the total requested funding for this proposal application

Indicate the total requested funding in the funder’s currency (if applicable).

Specify the rand amount for the entire project duration
Indicate the UCT-calculated full cost as per UCT’s costing template
Attach the completed UCT costing template
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16.

17.

18.
19.
20.

Finance; Forex

Currency of the funder

Select currency - @

If funding is foreign, have the risks and implications been discussed by Pl and Finance Reviewer? 0
Yes Mo Mot applicable

If funding is fareign, how will exchanpge rate fluctuation risk be managed? @

E.g. us= of consenvative e nge rate, currency fluctuation contrel account (CFC), forward cover

Finance: Other

Is this application for over R10 million? @
fes Mo

Will UCT make and manage a sub-award to ancther institution? @
fes Mo

Select the appropriate currency of the funder using the options in the drop down menu

Select currerncy —

Indicate if the risks and implications have been discussed with the Pl and budget reviewer if funding is
foreign

If funding is foreign, specify how exchange rate flunctuation risks will be managed in the text box

Indicate if the application is over R10 million

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
Key Information = Refﬁ%ﬂﬁaﬁ‘?ﬁt'}d Resoqélgggla%étlz;r’!ms = I Person Effort — I and corresponds with the

information in the budget and Key
Information tab.

This section of the form is to be completed by the Budget Reviewer

UCT Principal Investigator Effort o

Mame Calendar year %% Effort Person months Salary source

0.00
000
0.00
1 e Bond, James 0.00 rd
0.00
000
0.00

UCT Co-Pl or Co-Investigator Effort e

MName Calendar year % Effort Person months Salary source

0.00
000
0.00
1 ~ Everdeen, Katniss 0.00 Fd
000
000
0.00

Other Project Staff Effort e

/ Calendar Year refers to the year in\

Mame Calendar year %% Effort Person months Salary source which the project gets initiated and
000 . . L
o o0 o will be rL.Inn/ng from until /ts.
0.00 completion. The effort and time
4 - Jones, Indiana 0.00 rd . .
0.00 commitment for all the years will have
o to reflect the effort that will be
0.00 dedicated from its initiation until its
b.00 kcompletion. )
2 o~ Gale, Dorothy 0.00 rd
0.00
0.00
0.00
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Displays the Name, Calendar year, percentage Effort, Person months and Salary source of the Pl for the project
Displays the Name, Calendar year, percentage Effort, Person months and Salary source of the Co-Pl or Co-
Investigator for the project

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

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

Person Effort Related Information
Related Approval e
Cloned form - Lockdown Impact on Mental Healih ERADOODTSO4 Submitied to Budget Reviewer ra

Person Effort

=Capture the calendar year's as per costing temnmolate

-Effort 36 in percentage formnat not excesding 100

= Person months are automatically calculated when you sawve or save and close on the main form based on your efort %

- Please enter the salary sounce for the time the staff member is committing to this specific project (e.g. for a 10% timme commitment, indicate where the salary for that time

commitment is coming from). Definitions for salary sources can be found hare.

Calendar year e % Effort o Person months e Salary source e

Year one 202z Z0.00 0.00 Project funded P
Year two 2023 20.00 0.00 GOB salary -
Year three 2024 30.00 0.00 Other salary source -

Year four 2025 20.00 0.00 Project funded -
Year five 0.00 Select Project support e
Year six 0.00 Select Project support e
Year seven 0.00 Select Project support e
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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

Lbe added in the % Effort field is
100




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

Allows you to add each of the years for which the project will be running

Allows you to add the annual percentage of effort that the team member will commit to the project for that particular year
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.

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.

Lelect Project support

Project funded
508 salary
Oiher zalary sourcs

j 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-
Once all the details are completed, select the Done button populate.

~N

J

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

Please change the status below
first to enable the comment field

| |
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When the Person Effort forms is fully completed and saved, the data will display in the application form as below:

Key Information *

Research Related
Information

Resourcing, Ethics &
Biosafety *

This section of the form is to be completed by the Budget Reviewer

UCT Principal Inwvestigator Effort

Mame

1 - Bond, James

UCT Co-Pl or Co-Investigator Effort

Mame

1 - Everdeen, Katniss

Other Project Staff Effort

Mame

1 - Jones, Indiana

2w Gale, Dorothy

Calendar year

2022
2023
2024
2025

Calendar year

2022
2023
2024
2025

Calendar year

2022
2023
2024
2025

2022
2023
2024
2025

% Effort

20.00
30.00
30.00
80.00

% Effort

20.00
20.00
30.00
50.00

% Effort

20.00
30.00
20.00
30.00

30.00
30.00
20.00
50.00

Person Effort -

Person months

2.40
3.60
3.60
9.60
0.00
0.00
0.00

Person months

2.40
2.40
3.60
6.00
0.00
0.00
0.00

Person months

2.40
3.60
2.40
3.60
0.00
0.00
0.00

3.60
3.60
2.40
6.00
0.00
0.00
0.00

Salary source

Project funded
GOEB salary

Other salary source
Project funded

Salary source

Project funded
GOE salary

Other salary source
Project funded

Salary source

Project funded
GOB salary

Cther salary source
Project funded

Project funded
GOB salary

Cther salary source
Project funded
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./ The ordering arrow 1~

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

~

J




Person effort comments by Budget Reviewer @

The Perzon Effort information aligns with the budget details

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:

Research Related Resourcing, Ethics & Approval and
Information Biosafety * Outcome

Key Information *

Approval by Budget Reviewer

Select Finance Approver - The \

Budget Reviewer uses this field to

i i o tag themselves or a separate

Notes by Budget Reviewer Finance Approver to an application.
o When the application is assigned to

them, they know which Pl/Applicant

Recommendation by Budget Reviewer

they have been dealing with. They
Please select applicable Finance Approver to approve the application can use thiS ﬁe/d to ﬁ'/ter G” the

o Q)p/ications on their name. /

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.
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Set status

Enter a comment about the status change

(optional).

Submitted to 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 applicant for
review (non financial information can still be edited).

Cancel

-
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Returned for clarification — This\
step is selected so that that the
application can be returned to the
Pl/Applicant for them to check the
completed financial details as well as
make the final declaration that
confirms the application is complete

Qnd accurate. /




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
Pl/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.

0, Zearch Halp Researcher: Rybickl, Edwand Peter (Ed) aAe

1 ViewProfle [0 Access Advanced Analytics X CV + | Add Mew Comtent

Dashboard A, Edward Peter RybicKi / e

N 9 Cape Town
Publications & 4 e:  philippe spoden@clarvate com

Award Management

APC and Page Cost
forms

CV Activities

Ethics Submissions

Things to do

2 Research application(s) require clarification Vizw Al

For Manual -DA (ERADDD01347); Rybicki, Edward Peter - Dept. of Molecular & Cell Biclogy
Last sclibod by Olutunmilda Ajumabi an 10272019 a8 12:26 PM

Test Phs 17; Rybicki, Edward Peter - Dept. of Molecular & Cell Biology
Lazk et by SYSTEM an 12012 2 5:30 AM

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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Research Related Resourcing, Ethics &

3 r .
Information Biosafety * More

Key Information *

I Final declaration by Principal Investigator I

By checking the box below, | declare that the information in this application is complete and accurate and ready for final review (after
the first review by the Budget Reviewer)

If Pl decides to withdraw this application/contract, indicate that below

Pl wishes to withdraw application/contract

O

Withdrawal comments

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.
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E J Final declaration by \

Applicant checkbox — The
applicant confirms that all the
financial information agreed
upon with the Budget

Ceviewer is correct. j




Set status

N

RS
Enter a comment about the status change
(optional).

Please check the status log for comments
regarding necessary edits.

Submitted to 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 applicant for review (non financial
information can still be edited).
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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.

Dashboard

Award Management

Person data

Organisations

Notifications

Statistics

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

UNIVERSITY OF CAPE TOWN » e

9 Cape Town

Faculty Finanoe Approver: U MIVERSITY OF ...

1 Research application(s) for review

EG[ Manual -0A (ERADDOOTI4T); -?','biclc". Edward Peter - Dept. of Molecular & Cell Biclogy [

ast edied by Olutunmiicla Ajumabi aon 19M2/72095 at 2:42 PM

Approvers to approve the application (3):

Key information *

Documents

Research Areas and Resourcing, Ethics &

Approwval amd
Dutcome
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Finance Approver — Confirms

that the financial information from
the Budget Reviewer is correct and
has the ability to edit the
information.

J

.-

=

\

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 )




Approval by Finance Approver *

Recommendation by Finance Approver *

Select proposal approval ~ o

Notes by Faculty Finance Approver

N\

Flease select ALL cossibie

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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Set status

Enter a comment about the status change
(optional).

Submitted to 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 applicant for review (non financial
information can still be edited).

Submitted to Finance Approver
Select this status to send application to be
reviewed by the Finance Approver. Application
will no longer be editable by the applicant.
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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.

0, Zsarch Help Firal Faculty Approver: F yhickl, Edward Pet... !."*

[% Access Advanced Analytics L OV 4| Add New Content

Dashboard P % . Edward Peter RybicKi »~ e

¥ CapeTown

Project Applications! L e:  philippe.spoden@clariate com
Approval Requests

Notifications

Statistics

Things to do

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:

Research Areas and Resourcing, Ethics & Approval and

Key information * Documents Biosafety * Outcome

Approval by Final Faculty Approver e.g Deputy Dean Research *

Type of approval required *

I Proposal approval ~ I

Approved by Final Faculty Approver *

The resource requirements and associated risks of the application or award are acceptable.

Select yes or no

Final Faculty Approver comments
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Final Faculty Approver plays this

Dean - The dean designate or

role.

Please make sure you select
whether the approval is a
proposal approval or a contract
approval




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&/ 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.

? Set status

-

Please change the status below first to
enable the comment field.

Returned to applicant for clarification
Please check the status log for comments
regarding necessary edils.

Submitted to 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 applicant for review (non financial
information can still be edited).

Submitted to Dean/Deputy Dean/Final
Faculty Approver

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.

Institutional approval- ready for
submission by PI

Institutional approval- ready for
i submission by UCT G
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RC&I Admin

To review an application that has been sent to the RC&/ 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.

& | My Tools Q S=sarch Help RCAI Admirc UNIVERSITY OF CAPE TOWN At

+ | Add New Content

Dashboard UNIVERSITY OF CAPE TOWN -

9 Cape Town
Award Management

Person data

Organisations

Nofifications Things to do

Statistics I 1 Research application(s) to review [

Far Manual -DA (ERADDDOTI4T); Rybicks, Edward Peter - Dept. of Malecular & Cell Biclogy
Last exibted by Dabarah Ajumoki on 15022019 al 3:37 FM

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:

Research Areas and Resourcing, Ethics & Approval and

Key information * Documents Biosafety * Dutcome

If applicable, RC&I admin, please assign this application to a contracts manager for their attention

Once the contracts manager has been assigned, click Save & close.
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RC&I Admin distributes
applications among the
Contracts Managers for review.




e

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.

Select next step

Flease sslect the next step below and
add an optional cormment.

Institutional review
Sabict this slatus bo subinit for
RCE! ronkra abica will not
Do aditabio Dy il DroAiius rivaidwis
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RC&l 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 Managementto
view the list of standard approval applications.

0, Jearch Help RC&I Condracts Manager: UNIVERSITY OF C... _!. L

Dashboard UNIVERSITY OF CAPE TOWN / e

§ Cape Town
Award Management

Person data

Organisations

Nofifizations Things to do

Statistics 1 Research application(s) for review

For Manual -DA (ERADDOO1347); Rybicki, Edward Peter -

Lt edted by Olutunmilsla Ajumabl an 190272095 ot £:30 PM
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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:

Research Areas and Resourcing, Ethics & Approval amd

Key information * Documents Biosafety * Dutcome

If applicable, RC&I admin, please assign this application to a contracts manager for their attention

Ryicki, Edward Peter (Ed) - Professor - Dept. of Molecular &

Approval by RCEI Contracts Manager

Select proposal approval B o

If RCEI contracts manager must return a signed application to the Pl, please attach it here

Motes for Pl andior Final Faculty Approver by Contracts Manager

=i

2l Bizlogy {Active) o,

s

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 Pl 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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Select next step

Fleasise s=lact the next step belows and
Sdd an cptions| cormmesesnt.

_ -
nstbuiional rowal- ready Tar
‘STl =

a-Elom by

mstrbutionan rowal- ready Tor
‘Bubimila-slomn I:rg,r?.ll:‘l’

Sumrnithed

Selec! this Siatues bo Donfinm Senlicaton has

T, S O] B Eres TLsraie S rechan -
o s

Further action by the Contracts Manager or Pl after submission has been made to the

external funder

Once the Pl or assigned contracts manager has made submission to the external funder, either the contracts

manager or Pl, 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.

Ressacher: Rybickl, Edwand Peter (Ed]

A ‘few Profie [T Access Advanced Analytics 2 OV -+

Edward Peter Rybicki » ca:

¥ CapeTown
e:  philippe.spoden@clarvate.com

Things to do

=

Add Mesw Comtant

1 Research application{s) ready for submission to funders

Wiaw All

For Manusl -DA (ERADDIODT347); Rybicki, Edward Peter - Dept. of Molecular & Cell Biclogy
Last edibad by Olutunmiicla Ajumabi on 13M2/2015 at £:48 PM
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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.

Select next step

Enter a comment shout the sigtus
change (opticnal).

mstFbutional review

Sehecl Hhis. Slatus bo Sutemil For ey by T
RCE coniracis manager. Suosdicobon will not
o akanio b ha Cocd 0 Foes o

mstFbutional approval- rea Tar
submiasion I:r!,prlilﬂl o

_-‘—

For the Contracts Manager, on the dashboard, under Things To Do, select the respective application.

RCEI Contracts Manager. UNNVERSITY OF C.__

Dashboard UNIVERSITY OF CAPE TOWN .~ ca:
® Cape Town
Award Management

Person data
Organisations

Notifications Things to do

Statistics 1 Research application(s) ready for submission to funders

For Manus| -DA (ERADDOD1247); Rybicki, Edward Peter - Dept. of Molzcular & Cell Biclogy
Lazt eaited By Debarah Ajumosi on 1022019 at §:56 P
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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.

Select next step

Slease select the naxt step below and
add an optional comment.

Resgarchar reviaw
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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 Pl 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.

Cy Ssarch Hslp Researcher: Rybickl, Edward Poter (Ed]} A e

1 \few Profile [T Access Advanced Analytics £ OV 4 | Add Mew Content

Dashboard . L Edward Peter Rybicki ~ ca:

3 ' % Cape Town
Publications 4 1 e:  philippe spoden@clarivate com

Award Management

Project Applications!
| Approval Requests

L l

1 Submitted application(s) waiting for response from funders Wiew Al

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:

- - Research Areas and Resourcing, Ethics & Approwal amd -
b=y i P ™ Documents Biosafety * Cutcome
| Outcome |
Cutcome

If the application was unsuccessful, please indicate the reason

Selaect reason appli 1 WaES -

Select application cutcome -~ o

Cemments
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Once the outcome of the application has been recorded, click Save & close.

S -

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.

Select next step

Flease s=lect the next step below and
add an optional cormment.

Conditicnally awardad

Salel this slabs

Awardad- contract raquirad
‘Setecl this slabus i tha funding has baan
O O] sk Dad: Qesmaadal il

Unesucceszful
Selact this slatus i tha appicrion has bean
rapactand for funding
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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.

RCE&I Cantracts Manager. UNVERSITY OF C...

Dl Project Applications/ Approval Requests (14)

| Award Management

Project Applications/

Approval Requests
- T & ©
= s ki oS
Contracts - e S
Person data .
Select ! Deselect all | Updated on descending - - 01500100 MA1ciZpM

Organisations

Motifications [ For Manual -DA & [nternally visible
Rybicki, Edward Peter (Dept. of Molecular & Call SBiclogy)

Submitted
Standard approval form {clinical trials) (ERADODI1347) i
(AL047010-30004/2022)

Statistics

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:

Research Areas and Resourcing, Ethics & Approval amd

Key information = Documents Biosafety * Dutcomme

I Outcome |

Tutcome

Select application outcome - o

If the application was unsuccessful, please indicate the reason

Select reason application was unsuccessful ~

Comments
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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 Pl for any
information, select Returned to applicant for clarification, and click Done.

Select next step

Flzaze zalect the next step below and
add an optional comment.

Fasaarcher revigw i

Q Selecting the “Awarded-

Cconditionally awarded
: contract required” step

Ea

automatically creates a new

Awarded- contract reguired

kst thiz sizh i ¥ o findina hae Faon h contract request in the contracs
1 1 % 1L A S AL
module.
Unesuccesaful
Salet this sizhis B the appiication has bean
resecied for furading,
-

Cancel Done

6l|Page



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.

Status Log

OF/MS2017 | 168:21:57 || Mtshengu, CThristian | 014198688 | RCIPS Admin
Institutional review

RC&I| review

| -?‘ Reviewed relevant information

OF/MES2017 | 18:18:24 || Mtshengu. Thristian | 014198688 | Final Faculty Approver
RCE&I revieww

Submitted to Dean/Deputy Dean for review

| -?‘ Diraft a contract’

OFMSR017 | 18:17:14 || Mtshengu. Christian | 014198688 | Faculty Finance Approver
Submitted to Dean/Deputy Dean for review

Submitted to Faculty Finance Approver

| -?‘ "Rand f Dollar exchange rate acceptable™ o
OFMSE017 | 18:15:22 || Mitshengu. Christian | 015158686 | Ressarcher StatUS IOgS information comes
Submitted to Faculty Finance Approwver

Returned for clarification from the ”Se/eCt next Step”

| -?‘ "Exchange rate accounted for*™ Comment box'

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.

For Manual -DA (ERA0DD0134T); Rybicki, Edward Peter - Dept. of Molecular &

Cell Biclogy

© Internally visible ™ Submitted -- Admin Info a

——
Status Log
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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 function. Using the
Navigation pane on the left, go to Award Management and Project

Applications/Approval Requests to open the edit view.

InCites  Jdeurnal Citation ] rdicators EndMote

min: UNIWERSITY OF CAFE

[rashboard = P

Dashhoard Project Applications/ Approval Requests (166)

Award Management

Project Applications/ 3

Approval Requests

: Y S
Fitter

Export Report Deduplicate

Contracts

Progress steps

-

Select / Desalect all Updated on descending - - 10ls0l400  M410f17 p M

Person data

Organisations Th?s i= atest for Shashid Champion 4 Mot publichy visible
ilanratiamsielis=s © Notintemally visible
(Intemational Academic Frogrammes Office) netitutional revi

Research Areas Prirmary Funder: Telkom 5S4 Limited ™ Institutional review
Fropozal approval (nen-clinical trials) (ERADODOZ02E)

) . (05/1042019-02/07/2025)
Notifications Edit
Statistics

Testing sawe as for DA E Mot publicly visible
PI: Micoko, Zikhona Shallort & MNotintemally visible
(Dept. of Public Health & Family Medicine)

Prirmary Funder: 10 Minutes With

Froposal approval (non-clinical trials) (ERADOODZOZTY
(26/10/2019-21/12/20189)

Edit

™ |nstitutional approval- ready for
submission by PI

3. Click the filter button

4, Use the drop down arrows to select attributes to specify your filter criteria.
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Project Applications/ Approval Requests (166)

h A— A

Filter Export Report Ceduplicate

Switch to query mode

Froject Applicationf Approy < Type of project application ~ equals

~ [Otherfunding SChEmes +

InternalflURC Grants
Conference travel

Close

UCT-managed awards
Other LUICT-managed awards
MRF

Select / Deselect all Updated on descending

Thuthuka
Other fundi
Letter of intent
Application stage appravals

Froposal approval (non-clinical trials)

(1 This is a test for Shaahid Champion
PI: Abrahams, Melissa
{International Academic Programmes Office)
Primary Funder: Telkom SA Limited
Froposal approval (non-clinical trials) (ERADOODDZ028)
(0501 0/2019-02/07/2025)
Edit

5. Click apply to run the filter

FProposal approval (clinical trials)

FPreliminary proposal approval (f funder requires budget breakdown)
Contract stage approvals

Contract approval inon-clinical trials)

Contract approval dclinical trials)
“Uther external Unders

Cancer Azsociation of Sauth Africa (CANSA)

Foliomyelitis Foundation

South African Medical Research Council Selt-Initiated Research Scheme
T

Switch to query mode

Project Application/ Approw: ~ | Type of project application  ~ | | equals

Proposal approval (clinice ~ | +

Close

Reset Save filter App
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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.

Standard Approvals
Workf[]opw 1 Draft Researcher
~
2 [ Returned for clarification Researcher
5 [ Submri‘tte_d toBudget Budget Reviewer
gviewer y,
~
6 Submitted toFinance Finance Approver Role
Approver J
9 [ Submitted to Dean/Deputy Dean Final Faculty Approver Role
1 [ RC&IReview ] RC&IContracts Admin
-
14 Institutional Review ] RC&IContracts Manager -
- Individual or DVC
-
16 Researcher Review ] Researcher
( - -
18 Institutional approval-ready for
submission hy Pl Researcher
A
19 Institutional approval-ready for RC&I Contracts Manager
submission by UCT
20 [ Submitted ] ResearcherandRC&IContracts
Manager and Contract Admins
7N Conditionally Awarded Researcher andRC&IContracts
Manager
22 [ Awarded, contract required ]—b[ Activate Contract ]
Researcher andRC&I Contracts
23 [ Unsuccessful ] Manager
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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&lI 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

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

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/

Research Support Hub

Home About Research Announcements eRA Login
X

R DEVELOPMENT FUNDING & CONTRACTS RESEARCH INTEGRITY RESI CH DATA.  RESEARCH O uTS REDITATION & EVALUATION E

FIND FUNDING FOR YOUR

RESEARCH

See what funding opportunities — internal, national and intemational — are cumently
open. :

READ MORE
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http://www.researchsupport.uct.ac.za/

2. Go to ERA System> Support > FAQ

Research Support Hub

Home About ResearchAnnouncements eRA Login
seacnsee________

RESEARCHER DEVELOPMENT FUNDING & CONTRACTS RESEARCH INTEGRITY RESEARCHDATA RESEARCH OUTPUTS ACCREDITATION & EVALUATION ERA SYSTEM

Want a short-cut? Why not just save \
this link to go directly to the FAQs in one

step? Click here:

https://uct.service-

SRA overview

now.com/kb view customer uct.do?sysp

\arm article=KB0010763 /

FIND FUNDING FOR YOUR —=

#RA pre-awards application w
procass

RESEARCH p

+ B8 ]
See what funding opportunities — infemal, national and intemational — are currenfly h l Loga call RA 2015 rollout updates

open.

READ MORE

g Hew-to guides #RA team

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 call through All Research Support information

can be found on

ServiceNow for more information on the same Research Support website. http://www.researchsupport.uct.ac.za

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

Home About Research Announcements eRA Login

RESEARCHER DEVELOPMENT FUNDING & CONTRACTS RESEARCH INTEGRITY RESEARCH DATA RESEARCH OUTPUTS CREDITATION & EVALUATION

FIND FUNDING FOR YOUR

RESEARCH

See what funding opportunities — internal, naticnal and intemational — are cumen ]
open.

READ MORE

Go to ERA System> Support > Log a Call

Research Support Hub

Home About Research Announcements  eRA Login
TETEEEEE
upy + &
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3. This will take you to the university’s call logging system called ServiceNow
where you can complete your request.

< Research Office > System Issues and Reguests = Report a bugfissuelerror
This is a form for reporting a bugfissusiermor to the Research Cifice.

Zpen on behalf of this user
I More information

Karen Sowon o || D

A Flease select the affected application or senice
I More information

— Mone — g

# Pleasa provide a short description of your request

# Pleass provide a defailed description of the type of assisiance you regquire

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.

Open on behalf of this user

P More information

Kimi Keith Q| @
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5. Be sure to choose eRA under Please select the affected application or service

Please select the affected application or service

P More information

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

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

Options

— Mone -

ontracis
Ethics

Pre-awards
FPublication Count
FResearch Cutputs
FResearch Porial
Fesearcher Profiles
General Issues

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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This is a form for reporting a bugfissue/error to the Research Office.

= Open on behalf of this user
p Iore information

| Melizza Abrahams ‘ o || @ |

2 Please select the affected application or service
B Iore information

| erA v
Options
| Contracts '|

#< Please provide a short description of your request

| Upload error |

 Please provide a detailed description of the type of assistance vou require

| | can't seem to upload a file and | am getfing an error.

8. Click the submit button to log your call. You will receive an email confirming

your call number.

=} Please provide a detailed description of the type of assistance you require

I can't seem to upload a file and 1 am getting an error.
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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
Pl — Principle Investigator
RC&I — Research Contract and Innovation

URC — University Research Committee
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	Version: 6.10 Role(s): Researcher, Finance Approver, Budget Reviewer, Final Faculty Approver, RC&I
	Admin and RC&I Contracts Manager
	About eRA
	Lesson time: 75 Minutes
	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.

	Dashboards
	Switching Roles
	1. The researcher role
	2. Finance Approver
	3. Budget Reviewer
	4. Final Faculty Approver
	5. RC&I Admin
	6. RC&I Contract Manager
	Key Information Tab
	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 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.
	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.
	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.
	Research Areas and Documents Tab
	Resourcing, Ethics & Biosafety Tab
	Financial Information Tab
	Person Effort Tab
	Further action by the Contracts Manager or PI after submission has been made to the external funder
	A small window will pop up for you to select the next applicable step in the process. Select the
	Recording the final outcome of the application
	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 .
	5. Click apply to run the filter

	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
	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
	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”.



	Accessing the FAQ and Logging Calls
	Accessing the FAQ
	1. Go to the research support hub: http://www.researchsupport.uct.ac.za/
	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/
	2. Go to ERA System> Support > Log a Call
	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.
	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

	8. Click the submit button to log your call. You will receive an email confirming your call number.
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