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WRC BMS PORTAL USER GUIDE

WRC gives an opportunity to researchers on an annual basis to research funded topics around water and
sanitation environments. Two types of calls are available: Open and directed. Open calls are proposals that are
open to any topics within the water and sanitation environment, whereas as directed calls are linked to Terms of

Reference that indicate a specific topic or research along with their outcomes.

All WRC proposals and projects are managed through the WRC Business Management System (BMS).
Prospective WRC proposers and WRC stake holders such as Reviewers, Project Leaders and Reference Group
Members will be required to use the BMS Portal.

What is the BMS Portal?

BMS Portal is the WRC’s web-based system that enables external stakeholders of the WRC to login and access

information relevant to the role they are fulfilling with the WRC. These roles include, but are not limited to:

 Proposers

* Project Leaders

* Reviewers

« Reference Group Members
« Contract Signatories

* Researchers

« Finance Officers

e Students
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Purpose

The purpose of this user guide is to provide users with instructions on how to navigate the BMS portal and access

the specific information that is relevant to their engagement with the WRC.

Support

If you have any queries regarding this guide, please contact the WRC Support Desk at bms-support@wrc.org.za.

Glossary of Terms

The following are is a list of terms and descriptions referenced throughout this document.

Term

Description

Navigation Menu

The menu bar at the top all pages that allows you to navigate to the

different sections of the BMS Portal.

Proposer The BMS Portal user is that is currently logged in when creating a
proposal submission.
Record A record is a complete set of information: for example, all the information

about a proposal. There are many types of records in the BMS portal,
including your profile, proposals, projects, contracts, reviews, service

requests, etc.

Related Record

A record related to a primary record. For example, a Researcher record
that is captured as part of a proposal submission and is a related record

to the proposal.

WRC

Water Research Commission
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Register for the BMS Portal

1. Navigate to the BMS Portal by visiting the website https://wrc.microsoftcrmportals.com, which will direct
you to the Home page.

2. Click on the Sign in / Register link at the top right of the home page, which will direct you to the Sign in
page.

TWATER
RESEARCH

COMMISSION

BUSINESS MANAGEMENT SYSTEM

Symmen (HMSL Prospoctive WHRE proposeit ard WHC stowe hoiders such 2 Resewees, Projoct Leackers and
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4. Enter your email address, a username, and a password. The same password must be entered in both the
Password and Confirm Password fields.

5. Note: Your password must meet the following criteria:

a. Must be at least 8 characters;
b. Must contain characters from at least three of the following four classes:
i. Uppercase
i. Lowercase
iii. Digit
iv. Non-alphanumeric (special)

6. Note: If you previously used the WRC’s FMS portal, enter the same email addressed you used on the FMS
portal. New users can use any email address to which they want to receive communications and
notifications from the WRC.

7. When you have completed all the above information, click on the Register button. You will be re-directed
to the Profile page.

8. To view and update your profile, follow the steps as detailed in the Profile Page section below.

Page |7 @— —@_ \Q//
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Sign in to the BMS Portal

9. Navigate to the BMS Portal by visiting the website https://wrc.microsoftcrmportals.com, which will direct

you to the Home page.
10. Click on the Sign in / Register link at the top right of the home page, which will direct you to the Sign in
page.

TWATER
RESEARCH

COMMISSION

BUSINESS MANAGEMENT SYSTEM

11. On the Sign in page, enter your Username and Password as selected when you registered. When
completed, click on the Sign in button to complete the sign in process.

Page |8 | ?@/
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Forgot Password

1. If you have forgotten your BMS password, click on the Forgot your password? button on the Sign In

page, which will direct you to the Forgot Password page.

Enter the email address that you used when you registered for the portal and click the Send button.

An email will be sent to you with a link to reset your password.

Click on the Reset Password link in the email, which will redirect you to the Reset Password page. Enter

your new password in the New password and Confirm new password fields and click the Reset button to

complete the process.

South African
WATER RESEARDH COWMMI 10N

WATER
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Profile Page

1. Once signed in, the Profile page is displayed. On this page you can update your profile details, which
includes adding Qualifications, Areas of Expertise, and Areas of Interest.
2. You can also view the Profile page at any time by clicking on your name on the far-right side of Navigation
Menu and then selecting the Profile option.
W —
3. To save the changes to your profile, click on the Save & Update button at the bottom of the page (see
screenshot located on the next page).
4. Note: If you were re-directed to this page after registering, please remember to complete the following
mandatory fields and save & update your profile before you leave the profile page or log out of the portal:
a. First Name
b. Last Name
c. Mobile Phone
igjiM
9— —@—
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5. If you are the Primary Contact of your organization, the organization will be listed in the Organisation
section of the profile page. Click on the arrow on the far right of the record and select the View

Organisation Details option to view the Organisation Details page.

Organisation

Organisation Name 4 Main Phone Province Country Website

6. On the Organisation Details page, you can view the details of your organization and upload supporting

documents by using the Upload a Document button at the bottom of the page (see screenshot on the next

page).

Page |11 g/
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BMS Portal Navigation Menu

Call For Proposals
This section details the pages and actions found in the Call for Proposals section in the Navigation Menu of the

BMS Portal.

Call for Proposals Page

1. To view the Call for Proposals page, click on the Call For Proposals option in the Navigation Menu and

then click on Call For Proposals.

2. The Call for Proposals page contains information about open, directed and international calls for proposals
that are advertised by the WRC. To view the related pages, you can click on the links under the In This

Section section at the bottom of the form.

South African

WATTR NESEARCH COMMISSION
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E L Guideli E
1. To view the Proposal Guidelines page, click on the Call for Proposals option in the Navigation Menu and
then click on Proposal Guidelines.

Proposal Guideline!

2. The Proposal Guidelines page provides information regarding the guidelines on how to submit proposals to
the WRC. Click on the BMS Proposal Guideline link on the page to download the guidelines document.

Proposal Guidelines

Call for Directed Proposals Page
1. To view the Call for Directed Proposals page, click on the Call for Proposals option in the Navigation
Menu and then click on Call for Directed Proposals.

‘j r]| S 101 |:)H{—le'é:’.',? B

A
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2. The Call for Directed Proposals page will list any WRC directed calls for proposals that are currently open
for submissions. Additionally, click on the links in the In This Section section of the page to download

documents containing additional information about the call.

Calls for Directed Proposals

rwre it rnies Deastone ©

South African
WAT REAEARCH COMM

WATER

3. To view the details of the directed call for proposal, click on the arrow at the far right of the call
for proposal record and select the View Details option. This will redirect you to the Call for

Proposal Details page

Calls for Directed Proposals

Mare Sibmniien Deastone

South African
WATEN NEAEANCH COMMIIEIO

Page |18 @/,

Supporting sustainable development through research funding, knowledge creation and dissemination



4. The Call for Proposal Details page will display any ToR (Terms of Reference) records that are linked to this

directed call for proposals.

5. To view the details of the ToR, click on the arrow on the far right of the record and select the View Details

option.

o0 & The ¢ Progect Rart Dets Proget trd Dete Seriget

6. This will redirect you to the Terms of Reference page where you can view the details of the ToR. There is

also a document version of the ToR at the bottom of the page that you can view or download.

Page |19 @/,
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omi L1 : | Call

1. To create a proposal submission for a directed call for proposals, from the Call for Proposal Details page,
click on the arrow on the far right of the Terms of Reference (ToR) record and select the Submit a
Proposal option.

roa o & e 4 Pregect et Dets Progeet b Dute -

2. The Capture Proposal Details page is displayed. Fields with the * asterisk symbol indicate that they are
required in order to create a proposal record.

3. Capture the rest of the required information on the page and click the Create Proposal button at the

bottom of the page to create the proposal submission (see screenshot on the next page).

Page |20 g/
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NB: COMPULSORY AREAS TO COMPLETE

****NB: Make sure that the completed EOI template is uploaded onto the BMS system

NB: AREAS TO SKIP FOR THE WADER PROPOSAL

(you can enter N/A in the fields to allow for the page to save)

4. Once the proposal record has been created, you will be redirected to the My Submissions in Progress

page. Please follow the steps in the My Submissions in Progress section in this document to edit and

complete the proposal.

Page |21 . 3@/
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Proposals

This section details the pages and actions found in the Proposals section in the Navigation Menu of the BMS

Portal.
t (
» ok - ‘ 3 | |
Proposals Page
1. To view the Proposals page, click on the Proposals option in the Navigation Menu and then click on
Proposals.
& I
L et . vn Comtem | | | v
' J
Proposals
=

2. The Proposals page contains links to the related pages that display information regarding proposals you
have submitted to the WRC as the Proposer. To view the related pages, you can click on the links under

the In This Section section at the bottom of the form.

Page |22 g/

Supporting sustainable development through research funding, knowledge creation and dissemination



My Submissi in F E
1. To view the My Submissions in Progress page, click on the Proposals option in the Navigation Menu and
then click on My Submissions in Progress.

r
" Cal 1 Pragames | Corrbacts » Praen + Seteerrs Trrane o PR P — S Mawue! Gervie Mot
srogrem

My Submissions in Pr¢

TEERYRS T

2. The My Submissions in Progress page displays a list of all proposal submissions that you have created but
have not yet submitted to the WRC. You can use this list to edit and submit your proposals before the

Submission Close Date that is displayed for each proposal.

Edit Proposal Page
1. To edit a proposal, click on the arrow on the far right of the proposal record and select the Edit Proposal
option. You will be redirected to the Edit Proposal page.

My Submissions in Progress

Sadrverwem Ovee Date
Mo ¢ Pozpois Mumter Terrae of Satwsmcs Start Danve ' Crentag On

outh Africar

WATIR RESEARCH COMM

2. On the Edit Proposal page, all the details of your proposal are available for editing and are separated into
tabs.
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T g sen

EDIT PROPOSAL

South African
WATER RESLARCH COMM

3. To edit the information in a tab, click on the name of the tab to expand it. Multiple tabs can be expanded at

the same time. If a tab is expanded, click on the name again to collapse it.

Page |24 @/,
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4. You can also add, view, edit, and delete related records such as Researchers, Deliverables, Expenses,
and attach supporting documents. Related records are saved to your proposal each time you create or edit

them.

5. You can save any changes to your proposal at any time by clicking on the Save button at the bottom of the

Edit Proposal page. Note: !

Page |25
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Submit a Proposal 1o WRC
1. When your proposal is completed, you can save any final changes and submit the proposal to the WRC by
clicking on the Submit to WRC button at the bottom of the Edit Proposal page. You will be re-directed to
the Submitted Proposals page.

Submit to WRC

2. Note: If you fail to submit your proposal to the WRC before the date and time shown in the Submission

Close Date column for the proposal, your proposal will no longer appear on the My Submissions in

Progress page or the Submitted Proposals page, and will be considered by the WRC to be incomplete.

mi Pr Is P

1. To view the Submitted Proposals page, click on the Proposals option in the Navigation Menu and then
click on Submitted Proposals.

2. The Submitted Proposals page displays a list of proposals that have been submitted to the WRC. Once a
proposal has been submitted, it can no longer be edited.

3. You can track the progress of your proposal submission over time by checking the status in the Proposal
Status field for the respective proposal.

4. To view the details of the submitted proposal, click on the arrow on the far right of the proposal record and

select the View details option. This will re-direct you to the Proposal Details page.
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Submitted Proposals

|8
w

Havre Sreperel evier & Torres of Reterener Swbriniien Deadine  Fropesd Vahan Ureamd Oy

South African
WATER NEALARCH COMM

WATESR

5. On the Proposal Details page, you can view the details of the proposal by clicking on the tab names to
expand and collapse them (see screenshot on the next page).
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Pripacd Detase

PROPOSAL DETAILS
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: laF | Submissi
1. If you have submitted your proposal to the WRC, and the current date and time is before the Submission
Close Date and time displayed on the Submitted Proposals page, you can recall and amend your proposal
submission by clicking on the Amend Submission button at the bottom of the Proposal Details page.

Amend Submission

Copyright © 2019. All rights reserved.

2. You will be re-directed to the My Submissions in Progress page, where you can continue to edit your

proposal submission by following the steps in the My Submissions in Progress and Edit a Proposal

sections in this document.
3. Note: If you recall and amend your proposal submission, remember to submit it to WRC again before the

Submission Close Date and time displayed on the My Submissions in Progress page by following the steps
in the Submit a Proposal to WRC section in this document.

Accepted Proposals Page

1. To view the Accepted Proposals page, click on the Proposals option in the Navigation Menu and then click
on Accepted Proposals.

22 Mrepotan

Accepted {-’::;:p::u_.dl-;.‘ [ s ; ]

Mare e evr— L Srvparel Sates Cramtent O

2. The Accepted Proposals page displays a list of proposal submissions that have been accepted for funding
(with or without amendments) by the WRC.

3. The proposal will appear on this list after the WRC has sent the decision letter and will be removed from
this list when either the proposal goes into the contracting process to become a WRC project, or when the
WRC makes the proposal available for amendments before the contracting process.

4. To view the Decision Letter, click on the arrow to the far right of the proposal record and select the View
Decision Letter option. This will open the View Decision Letter window.
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5. Inthe View Decision Letter window, you can view or download the attached Approval Letter document by

clicking on the document name link.
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Rejected Proposals Page
1. To view the Rejected Proposals page, click on the Proposals option in the Navigation Menu and then click

on Rejected Proposals.
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2. The Rejected Proposals page displays a list of proposal submissions that have not been accepted for
funding by the WRC. The proposal will appear on this list after the WRC has sent the decision letter.
3. To view the Decision Letter, click on the arrow to the far right of the proposal record and select the View

Decision Letter option. This will open the View Decision Letter window.

Rejected Proposals
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4. Inthe View Decision Letter window, you can view or download the attached Rejection Letter document by

clicking on the document name link.
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Amendments for Acceptance Page
1. To view the Amendments for Acceptance page, click on the Proposals option in the Navigation Menu and

then click on Amendments for Acceptance.
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2. The Amendments for Acceptance page displays a list of proposals that have been accepted for funding by
the WRC but require you to accept the amendments to the proposal as requested by the WRC and detailed
in the Approval Letter. Once you have accepted the WRC’s requested amendments, you will be able to edit
the proposal record.

3. To view the details of the proposal, click on the arrow on the far right of the proposal record and select the

View Proposal Details option. This will re-direct you to the Proposal Details page.

Amendments for Acceptance
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4. To accept the WRC’s requested amendments to the proposal, click on the arrow to the far right of the
proposal record and select the Accept Amendments option. This will open the Accept Proposal

Amendments window.
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5. Inthe Accept Proposal Amendments window, you can select your response and submit it to the WRC by

clicking on the Submit button at the bottom of the window.

Fv...p- sal Amendments
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6. If you choose to accept the WRC'’s requested proposal amendments, you can start editing the proposal by

navigating to the Proposal Amendments page as detailed in the following steps.
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Proposal Amendments in Progress Page
1. To view the Proposal Amendments in Progress page, click on the Proposals option in the Navigation
Menu and then click on Proposal Amendments.
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2. The Proposal Amendments in Progress page displays a list of proposals that have been accepted for
funding by the WRC with requested amendments, and you have accepted the requested amendments.

3. The proposals records listed in on this page are available to be edited up until the Submission Deadline
date and time displayed for each proposal.

4. To edit the details of the proposal, click on the arrow on the far right of the proposal record and select the
Edit Proposal option. You will be re-directed to the Edit Proposal page.

Proposal Amendments in Progress
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5. To edit the details of the proposal, you can follow the steps from step #2 in the Edit Proposal page section

of this document.

6. To submit the amended proposal to the WRC, you can follow the steps in the Submit a Proposal to WRC

and Submitted Proposals page sections of this document, with the exception that you must submit it before

the date and time in the Submission Deadline column for the proposal as detailed on the Proposal
Amendments in Progress page.
7. Note: If you fail to submit your proposal amendments to the WRC before the Submission Deadline, your

proposal record will be considered incomplete, will be removed from this page, and will appear on the

Incomplete Amendment Submisgi Page as detailedgmathe following steps.
E— e e
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1. To view the Incomplete Amendment Submissions page, click on the Proposals option in the Navigation
Menu and then click on Incomplete Amendment Submissions.
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2. The Incomplete Amendment Submission page displays a list of proposals that that were open for proposal
amendments but were not submitted to the WRC before the date and time in the Submission Deadline

column for the proposal on the Proposal Amendments in Progress page.

3. You can view the details of the proposal by click on the arrow on the far right of the proposal record and

selecting the View Proposal Details option. You will be re-directed to the Proposal Details page.

ncomplete Amendment Submissions
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Contracts

This section details the pages and actions found in the Contracts section in the Navigation Menu of the BMS
Portal.

ntr P
1. To view the Contracts page, click on the Contracts option in the Navigation Menu and then click on
Contracts.
= l
Contracts
-

2. The Contracts page contains links to the related pages that display information regarding contracts and
contract amendments you have with the WRC as the Project Leader. To view the related pages, you can
click on the links under the In This Section section at the bottom of the form.

Contracts

South African
WATER RESEARCH COMMES

Page |35 g/

Supporting sustainable development through research funding, knowledge creation and dissemination



Contracts for Signature Page
1. To view the Contracts for Signature page, click on the Contracts option in the Navigation Menu and then

click on Contracts for Signature.

Contracts for Signature v iebe e |
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2. The Contracts for Signature page displays a list of contracts for new projects that have been prepared by
the WRC and require your signature as the Contract Signatory that was captured as part of the proposal
submission.

3. Note: Only the user that is allocated as the Contract Signatory as part of the proposal submission will be
able to view the contract records displayed on this page. The Proposer or the Project Leader allocated to
this submission will not see the contract listed on this page.

4. To view the details of the contract and download a copy on the contract document, click on the arrow on
the far right of the contract record and select the View details option. This will open the Contract Details

window.
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5. Inthe Contract Details window, you can view the project information as well as view and download the

Letter with Contract and Contract documents.
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PROJECT INFCRMATION

Comtract Mumber

COURIER DETAILS (For Hard Copy of Contract Sent to WRC)
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6. Itis required for you as the Contract Signatory for the project to download a copy of the Contract
document, sign and initial it, upload a file with the scanned copy of the document to this contract record,
and submit it to the WRC.

7. You are also required to send a signed and initialed hard copy of the Contract document to the WRC via
courier. This hard copy will be couriered by the WRC to the physical address of the Lead Organisation of
the project.

8. Once you have the details of the hard copy that is being couriered back to the WRC, you can enter them in
the Courier Details section of this form before you submit the uploaded scanned copy of the document.

9. You can submit the uploaded scanned copy of the Contract document along with the courier details of the
hard copy by clicking on the Submit Uploaded Contract to WRC button at the bottom of the window.

10. Note: Please be sure to save any changes made to this contract record by clicking the Save button at the
bottom of the window before you submit the uploaded contract document to the WRC.
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COURIER DETAILS (For Hard Copy of Contract Sent to WRC)

Caurler Comparry Name
Courier Tracking Nussber

Date Courlerwd

CONTRACT DOCUMENTS
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Upload Your Signad Contract

o

Approv ntr
1. To view the Approved Contracts page, click on the Contracts option in the Navigation Menu and then click

on Approved Contracts.
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2. The Approved Contracts page displays a list of contracts for projects that have been approved and
finalized by the WRC and you are designated as the Contract Signatory for the new project.

3. To view the details of the contract, as well as the original and uploaded signed copies of the Contract
document, click on the arrow on the far right of the contract record and select the View details option. The

Contract Details window will open.
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1. To view the Contract Amendments to be Submitted page, click on the Contracts option in the Navigation

Menu and then click on Contract Amendments.
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2. The Contract Amendments to be Submitted page displays a list of contract amendment requests that have

been created by you as the Project Leader that has been designated for the active project.

Create a Contract Amendment Reqguest

1. To create a contract amendment request, click on the Projects option in the Navigation Menu and then

click on My Active Projects.

My Active Projects
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2. The My Active Projects page displays a list of projects that are currently active, meaning that the Start Date
has already passed, the project has commenced, and for which you are designated as the Project Leader.

3. To create a contract amendment request against the active project, click on the arrow to the right of the
project record and select the Create Contract Amendment Request option. This will open the Create
Contract Amendment Request window.

My Aies Pramen
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4. Inthe Create Contract Amendment Request window, you can add the required information as indicated by
the * asterisk next to the mandatory fields and save the contract amendment request record by clicking on
the Create button at the bottom of the window (see screenshot on the next page).

Page |40 @/g

Supporting sustainable development through research funding, knowledge creation and dissemination



General
INFORMATION

Project
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REASON FOR CHANGE
Change 10 Contract End Dats New Comtract End Dae

Change 1o Dwitverable/Contract Budge Additionsl Funde Roquestest

Change to Defiverable Target Date(x

Change 1o Defiveraiiie Comemt

Change of Project Leader New Project Leader (Researcher)
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DETAILS OF CHANGE

5. After the contract amendment request is created, you can view and continue to edit the amendment

request by following the steps in the Contract Amendments to be Submitted page section in this document.
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1. To edit the contract amendment request, from the Contract Amendments to be Submitted page, click on
the arrow on the far right of the contract amendment request record and select the Edit option. This will

open the Edit Contract Amendment Request window.

Contract Amendments to be Submitted
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2. From the Edit Contract Amendment Request window can continue to edit the contract amendment request
and save your changes by clicking on the Save button at the bottom of the window.

3. Note: Remember to save any changes you make to the contract amendment request record, including any
documents that have been uploaded, before submitting the request to the WRC for approval.

4. To submit the contract amendment request to the WRC for approval, be sure to save any changes, then
open the Edit Contract Amendment Request window again and click on the Submit to WRC button at the
bottom of the window. You will be re-directed to the Submitted Contract Amendments page and the request

can no longer be edited.

Submitted Contract Amendments Page
1. To view the Submitted Contract Amendments page, click on the Contracts option in the Navigation Menu

and then click on Submitted Contract Amendments.
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2. The Submitted Contract Amendments page displays a list of contract amendment request records that are
pending approval by the WRC that you as the Project Leader of the active project have submitted to the
WRC, or that the WRC has submitted to you and you have accepted.

3. To view the details of the submitted contract amendment request, click on the arrow on the far right of the
contract amendment request record and select the View details option. This will open the Contract

Amendment Request Details window where you can view the details of the request.

Submitted Contract Amendments
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4. You can also return to this page to view the status of the contract amendment request which is shown in

the Status column.

Accept WRC Contract Amendments Page
1. To view the Accept WRC Contract Amendments page, click on the Contracts option in the Navigation

Menu and then click on Accept WRC Contract Amendments.
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2. The Accept WRC Contract Amendments page displays a list of contract amendment requests that have
been created by the WRC Research Manager that is overseeing the project and require your acceptance
as the designated Project Leader for the project, before it can be approved and finalized by the WRC.

3. To view the details of the contract amendment request, click on the arrow on the far right of the contract

amendment record and select the View Amendment Details option. This will open the Contract

Amendment Details window.
s e b
Page |43 g/

Supporting sustainable development through research funding, knowledge creation and dissemination



Accept WRC Contract Amendments

Coreract Neraer § Pramct Change Deacngtias Passarcd Manager Date Susnrmes

South Afy

4. Inthe Contract Amendment Details window, the details of the contract amendment request from the WRC

are displayed, along with any attached documents for your attention (see screenshot on the next page).
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Attachments

Ihere are no notes to disphay

5. To accept the contract amendment requested by the WRC, close the Contract Amendment Details window,
and from the Accept WRC Contract Amendments page, click on the arrow on the far right of the contract

amendment record and select the Accept WRC Amendments option. The Contract Amendments
Accept/Reject window will open.
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6. Inthe Contract Amendments Accept/Reject window, select your response and submit it to the WRC by
clicking on the Submit Response to WRC button. You will be re-directed to the Submitted Contract

Amendments page and you can follow the steps in the Submitted Contract Amendments page section of

this document.

Rejected Contract Amendments Page
1. To view the Rejected Contract Amendments page, click on the Contracts option in the Navigation Menu

and then click on Rejected Contract Amendments.
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2. The Rejected Contract Amendments page displays a list of submitted contract amendment requests that
you as the Project Leader for the active project have submitted but were rejected by the WRC.

3. The rejected contract amendment request will only be displayed on this page while it is in rejected status
and has not yet been re-submitted to the WRC for approval.

4. To edit the details of the contract amendment request, click on the arrow on the far right of the contract
amendment request record and select the Edit option. This will open the Edit Contract Amendment

Request window.
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5. You can edit the details of the contract amendment request, upload supporting documents, and re-submit
the contract amendment request to the WRC in the same manner as detailed in the Edit and Submit a

Contract Amendment Request section of this document.

Contract Amendments for Signature Page
1. To view the Contract Amendments for Signature page, click on the Contracts option in the Navigation

Menu and then click on Contract Amendments Pending Signature.
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2. The Contract Amendments for Signature page displays a list of contract amendment request records that
have been approved by the WRC and require your signature as the Contract Signatory designated for the
project.

3. Note: Only the user that is allocated as the Contract Signatory as part of the proposal submission will be
able to view the contract amendment records displayed on this page. The Project Leader allocated to this
project will not see the contract amendment request listed on this page.

4. To view the details of the contract amendment request, click on the arrow on the far right of the contract

amendment request record and select the View details option. This will open the Attachments window.
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5. In the Attachments window, you can view and download the Contract Amendment Cover Letter and
Contract Amendment documents.

6. Itis required for you as the Contract Signatory for the project to download a copy of the Contract
Amendment document, sign and initial it, upload a file with the scanned copy of the document to this
contract amendment record and submit it to the WRC.

7. You are also required to send a signed and initialed hard copy of the Contract Amendment document to the
WRC via courier. This hard copy will be couriered by the WRC to the physical address of the Lead
Organisation of the project.

8. You can submit the uploaded scanned copy of the Contract Amendment document by clicking on the
Submit Signed Amendment to WRC button at the bottom of the window.

9. Note: Please be sure to save any changes made to this contract amendment record by clicking the Save
button at the bottom of the window before you submit the uploaded contract amendment document to the
WRC.
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Approv nd Finaliz ntr Amendments P

1. To view the Approved and Finalized Contract Amendments page, click on the Contracts option in the
Navigation Menu and then click on Approved Contract Amendments.
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2. The Approved and Finalized Contract Amendments page displays a list of contract amendment requests
that have been approved and finalized by the WRC where you are the Project Leader for the project for
which the amendment was approved.

3. To view the details of the contract amendment request, click on the arrow on the far right of the contract
amendment request record and select the View details option. This will open the Contract Amendment
Request Details window (see screenshot on the next page).
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Projects

This section details the pages and actions found in the Projects section in the Navigation Menu of the BMS Portal.

Projects Page

1. To view the Projects page, click on the Projects option in the Navigation Menu and then click on Projects.

Projects

2. The Projects page contains links to the related pages that display information regarding projects,
deliverables, and capital expenses where you are the Project Leader of the active project. To view the

related pages, you can click on the links under the In This Section section at the bottom of the form.

South African
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1. To view the My Active Projects page, click on the Projects option in the Navigation Menu and then click on

My Active Projects.

My Active Projects e
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2. The My Active Projects page displays a list of projects where you are the Project Leader and are in the
status of Project in Progress. Projects will only appear on this date on or after the date in the Start Date
column on this page.

3. To view the details of the project, click on the arrow on the far right of the project record and select the

View Project Details option. This will re-direct you to the Project Details page.

My Active Projects
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4. You can also create a Service Request or a Contract Amendment Request from the active projects listed

on this page. To follow these processes, view the steps to follow in the Create a Service Request and

Create a Contract Amendment Reguest sections of this document.

5. Note: Documentation that is made available near the end of a project by the WRC to you as the Project
Leader (i.e. New Audit Procedure (NAP) letters, etc.) can be viewed or downloaded on the Project Details

page detailed in step #3 above and then expanding the Attach Supporting Documents tab on the form.
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Deliverables Page

1. To view the Deliverables page, click on the Projects option in the Navigation Menu and then click on

Deliverables.

Target [ate ¢ Ances "

2. The Deliverables page displays a list of project deliverables where you are the Project Leader for the

project, the project is in the status of Project in Progress, and the deliverable has not yet been submitted to

the WRC for approval and payment.

3. To view the details of the deliverable, click on the arrow on the far right of the deliverable record and select

the View Deliverable Details option. This will open the Deliverable Details window.
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Deliverables
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1. To create a deliverable submission, from the Deliverables page click on the arrow on the far right of the

deliverable record and select the Create Deliverable Submission option. This will open the Deliverable
Submission Information window.
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2. Inthe Deliverable Submission Information window, you can complete the necessary information and

upload any required documentation if you have it at this time, or you can edit the deliverable submission
later after it is created.

st v,
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Claim Information
PROJECT LEADER COMMENTS

covments

EXECUTIVE SUMMARY

RESEARCH MANAGER COMMENTS
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DOCUMENTS

3. Note: You are only required to complete the Executive Summary field if the deliverable you are submitting

is the final deliverable of the project and the retention amount is being claimed.
4. To create the deliverable submission, click on the Create button at the bottom of the window. The

Deliverable Claim Created window will appear.
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5. To edit and submit your deliverable submission, close the Deliverable Claim Created window, navigate to
the Deliverable Submissions page and follow the steps in the Deliverable Submissions in Progress page
section detailed below.

6. Note: Once a deliverable has been submitted to the WRC for approval, it will no longer appear on the
Deliverables Page.

i le Submissions |

1. To view the Deliverable Submissions in Progress page, click on the Projects option in the Navigation
Menu and then click on Deliverable Submissions.

Deliverable Submissions in Progress p==S————
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2. The Deliverable Submissions in Progress page displays a list of deliverable submission record that you as
the Project Leader for the active project have created but have not yet been submitted to the WRC for
approval.

3. To edit or submit the deliverable submission, click on the arrow on the far right of the deliverable

submission record and select the Edit option. This will open the Edit Deliverable Submission window.
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Deliverable Submissions in Progress

Paxve Detnverabie Pragect Crestod On &

South African

Submit a Deli ble Submissi WRC
1. To submit your deliverable submission to the WRC, from the Edit Deliverable Submission window and save
any changes, which will close the window.
2. Re-open the Edit Deliverable Submission window as detailed in step #3 in the Deliverable Submissions in
Progress Page section of this document, and click on the Submit to WRC button (see screenshot on the
next page). This will re-direct you to the Submitted Deliverables page.
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3. Note: Please remember to save any changes you have made to the deliverable submission record,
including the uploading of any documents, before you submit the deliverable submission to the WRC for

approval.
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1. To view the Submitted Deliverables page, click on the Projects option in the Navigation Menu and then
click on Submitted Deliverables.
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2. The Submitted Deliverables page displays a list of deliverable submission records that you as the Project
Leader of the active project have submitted to the WRC for approval.

3. You can view the progress of your submission by referring to the Status Reason column for the deliverable
submission displayed on this page.

4. To view the details of the deliverable submission, click on the arrow on the far right of the deliverable
submission record and select the View Submission Details option. This will open the Deliverable

Submission details window.

Submitted Deliverables
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1. To view the Deliverable Submissions Rejected page, click on the Projects option in the Navigation Menu
and then click on Rejected Deliverables.

et
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2. The Deliverable Submissions Rejected page displays a list of deliverables submissions that were submitted
to the WRC for approval but were rejected.

3. To edit the deliverable submission, click on the arrow on the far right of the deliverable submission record
and select the Edit option. This will open the Edit Deliverable Submission window.

4. To re-submit the deliverable submission to the WRC for approval, you can follow the steps as detailed in
the Submit a Deliverable Submission to WRC section of this document.

Deli ble Clai E ling | . submission F
1. To view the Deliverable Claims Pending Invoice Submission page, click on the Projects option in the
Navigation Menu and then click on Submit Invoice for Deliverable.

uare Debanambe States Brason Comatad On

2. The Deliverable Claims Pending Invoice Submission page displays a list of deliverable submissions that
were approved by the WRC and now require you as the Project Leader to submit the invoice for the
deliverable payment to the WRC for approval.

3. You can view the details of the deliverable submission by clicking on the arrow on the far right of the
deliverable submission record and selecting the View Submission Details option. This will open the
Deliverable Submission Details window.

0-0-0-
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1. To submit the invoice for the deliverable to the WRC for approval, click on the arrow on the far right of the

deliverable submission record and select the Submit Deliverable Invoice option. This will open the
Invoice Information window.
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2. Inthe Invoice Information window, enter the invoice number and date, upload invoice document, and save
your changes, which will close the window.
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3. Re-open the Invoice Information window and click on the Submit Invoice to WRC button. This will re-

direct you to the Submitted Deliverables page where you can continue to track the progress of your

submission.
G
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2
DOCUMENTS
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|

1. To view the Paid Deliverables page, click on the Projects option in the Navigation Menu and then click on

Paid Deliverables.

Paid Deliverables
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2. The Paid Deliverables page displays a list of deliverables that have been approved by the WRC for
payment and you are the Project Leader of the active project.
3. To view the details of the deliverable, click on the arrow on the far right of the deliverable record and select

the View details option. This will open the Deliverable Details window.
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Capital Expenses Page
1. To view the Capital Expenses page, click on the Projects option in the Navigation Menu and then click on

Capital Expenses.

,

Capital Expenses

2. The Capital Expenses page displays three different views of capital expense records that are part of any
active project for which you are the Project Leader:

a. Capital Expenses to be Signed

b. Submitted Capital Expenses

c. Approved Capital Expenses

3. To select a view, click on the view list heading as shown below and then select a view from the list.
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Capital Expenses to be Signed View
1. To view the Capital Expenses to be Signed view, on the Capital Expenses page, click on the view list

heading and select the Capital Expenses to be Signed option.
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2. The Capital Expenses to be Signed view displays a list of capital expense records for active projects where
you are the Project Leader, and the Annexure E document for the capital expense has been made
available to you to be signed and submitted to the WRC.

3. To view the details of the capital expense, click on the arrow on the far right of the capital expense record
and select the View Details option. This will open the Capital Expense Details window.
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4. Inthe Capital Expense Details window, you can view the details of the capital expense, and view or

download the attached Annexure E document.

Prupossd

Capital em Deseription * Financial Year *

Amaount * Deltverable the Capitsl Expenss was

sogured for

Motivaton *

Attachments

5. ltis required for the Contract Signatory for the project to sign and initial the copy of the Annexure E
document, then you as the Project Leader to upload the file with the scanned copy of the document to this
capital expense record, and then submit it to the WRC.

6. You are also required to send a signed and initialed hard copy of the Contract Amendment document to the
WRC via courier.

7. You can upload and submit scanned copy of the Annexure document by going back to the Capital
Expenses to be Signed view as iled in steps #1 & 2 above;.clicking arrow on the far right of the
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capital expense record, and selecting the Submit Signed Annexure E option. This will open the Submit

Annexure E window.
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8. Inthe Submit Annexure E window, you can upload the document, save your changes, which will close the
window.
9. Re-open this window and submit the Annexure E the document to the WRC by clicking on the Submit

Signed Annexure E to WRC button at the bottom of the window.

Proposal
Capital Mem Description * Francial Yesr
Amocmt Devorabie the Capetal Exponse was

scquited Sor

Mativetion *

Attachments

Artach a file

Chocse Fle
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10. Note: Please be sure to save any changes made to this contract amendment record by clicking the Save

button at the bottom of the window before you submit the uploaded Annexure E document to the WRC.

Submitted Capital Expenses View
1. To view the Submitted Capital Expenses view, on the Capital Expenses page, click on the view list heading
and select the Submitted Capital Expenses option.
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2. The Submitted Capital Expenses view displays a list of capital expense records for active projects where
the Annexure E document has been submitted to the WRC for approval.

3. You can track the status of the submitted capital expense by checking the Status Reason column for each
capital expense record in the list.

4. You can view the details of the capital expense by clicking on the arrow on the far right of the capital
expense record and selectin the View Details option.

5. If the WRC rejects the electronic copy of the Annexure E document that was submitted, you can re-submit
Annexure E document by clicking on the arrow on the far right of the capital expense record, selecting the
Submit Signed Annexure E option and following the step #7 to step #10 as detailed in the Capital
Expenses to be Signed View section above.
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Approved Capital Expenses View
1. To view the Submitted Capital Expenses view, on the Capital Expenses page, click on the view list heading
and select the Submitted Capital Expenses option.
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2. The Approved Capital Expenses view displays a list of capital expense records where the electronic and
hard copes Annexure E document submitted by you, the Project Leader of the project, have been approved
and finalized by the WRC.

3. To view the details of the capital expense, click on the arrow of the far right of the capital expense record
and select the View Details option. This will open the Capital Expense Details window.
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Completed Projects Page
1. Toview the Completed Projects page, click on the Projects option in the Navigation Menu and then click
on Completed Projects.

Cantraet Nanihes & Pasee Mt Op e e hakger Totsl Advaart Put Reronih Mareger

The Completed Projects page displays a list of projects that have been finalized by closed by the WRC.

3. To view the details of the completed project, click on the arrow on the far right of the project record and
select the View details option (see screenshot on the next page). This will re-direct you to the Project
Details page.
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Reference Groups

This section details the pages and actions found in the Reference Groups section in the Navigation Menu of the

BMS Portal.

My Reference Groups Page

1. Toview the My Reference Groups page, click on the Reference Groups option in the Navigation Menu

and then click on Reference Groups.

O - Dafaranca fore -
MY nererence uroups

2. The My Reference Groups page displays a list of reference group records for WRC funded projects where
you have accepted the WRC’s invitation to be a member of the reference group for the project.
3. The My Reference Groups page also contains links to the related pages that display information regarding

reference groups to which you have been invited to be a part of by the WRC. To view the related pages,

you can click on the links under the In This Section section at the bottom of the form.
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4. To upload any documents or add any comments as requested by the WRC Research Manager for the
project, click on the arrow on the far right of the reference group record and select the Add Documents or

Comments option. This will open the Reference Group Project Details window.

Powjert # Fregerd Phsvrane Sragnrt Mares Rerzarth Waregn

5. Inthe Reference Group Project Details window, you can view and download the attached Proposal
Submission for RG Member document, which contains the full details of the project.

6. In this window, you can also add any comments or attach any documents and save your changes by
clicking on the Save button at the bottom of the window. The WRC Research Manager for the project will

be able to view the comments and uploaded documents.

ACTIVITIES AND DOCUMENTS

m_
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Accept Non-Disclosure Agreement Page
1. To view the Accept Non-Disclosure Agreement page, click on the Reference Groups option in the
Navigation Menu and then click on Accept Non-Disclosure Agreement.

ey

t Non-Disclosure Agreement T
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2. The Accept Non-Disclosure Agreement page displays a list of non-disclosure agreement records that need
to be accepted by you, having been invited by the WRC to participate in the reference group.

3. If you accepted the email invitation from the WRC to participate in the reference group, you will need to
accept the non-disclosure agreement before you can be a member of the reference group and view the
project information.

4. Note: The non-disclosure agreement is only displayed on this page if you chose the Accept Invitation
option in the email invitation received from the WRC. If you chose the Reject Invitation option in the email
invitation, you do not need reject the non-disclosure agreement.

5. To view more information, click on the arrow to the far right of the non-disclosure agreement record and
select the View details option. This will open the Reference Group Details window.

6. To accept the non-disclosure agreement, click on the arrow to the far right of the non-disclosure agreement
record and select the Accept NDA option. This will re-direct you to the Accept Non-Disclosure Agreement
Form page.

Agivesismt

Accept Non-Disclosure Agreement
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7. On the Accept Non-Disclosure Agreement Form page, you can read the agreement, select your choice

between yes or no in the Accept NDA field, and submit your response to the WRC by clicking on the

Submit button at the bottom of@e. This will re@ou to the My Reference Group. page.
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8. Note: If you chose to accept the non-disclosure agreement, you will be able to view the details of the
project by following the steps in the My Reference Groups page section of this document. If you chose not

to accept the non-disclosure agreement, you will no longer be able to participate in the reference group for

this project and it will not be displayed on the My Reference Groups page.

bsi | L ) Claj
1. To create an S&T claim for reimbursement of subsistence and travel expenses related to your attendance

of a WRC reference group meeting, navigate to the My Reference Groups page.

oo —

My Reference Groups

2. From the My Reference Groups page, click the arrow on the far right of the project for which you attended
the meeting, and select the Create S&T Claim option. This will re-direct you to the Create S&T Claim

page.
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3. Onthe Create S&T Claim page, you will need to enter at least the mandatory fields as indicated by the *
asterisk symbol before you can create the S&T claim record.
4. Once you finish capturing the mandatory fields, create the S&T claim record by clicking on the Save button

at the bottom of the page (see screenshot on the next page).
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5. You will be re-directed to the S&T Claim Submissions in Progress page where you can continue to edit

your S&T claim record and add related Accommodation and Other expenses.
6. Note: You will only be able to add individual Accommodation and Other Expense records to the S&T claim
after it has been created.

lai bmissi .
1. Toview the S&T Claim Submissions in Progress page, click on the Reference Groups option in the

Navigation Menu and then click on S&T Claim Submissions in Progress.

Claim Submissions in Progress

c O
S& |

2. The S&T Claim Submissions in Progress page displays a list of S&T claims that you as the Reference
Group Member for the active project have created and are editing but have not yet been submitted to the
WRC for approval.

3. Toview a read-only page with the details of the S&T claim that you have captured so far, click on the
arrow on the far right of the S&T claim record and select the View details option. This will re-direct you to
the S&T Claim Details page.

S&T Claim Submissions in Progress
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4. To edit the S&T claim, click on the arrow on the far right of the S&T claim record and select the Edit option.
This will re-direct you to the Edit S&T Claim page.
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5. On the Edit S&T Claim page, you can edit the claim information, upload documents, and add related
Accommaodation and Other expenses using the buttons on the form. Be sure to save your changes often

using the Save button at the bottom of the form (see screenshot on the next page).
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1. When you are ready to submit your completed S&T claim to the WRC for approval, open the Edit S&T

Claim page as detailed in step #4 and step #5 in the S&T Claim Submissions in Progress section above,

and click on the Submit to WRC button at the bottom of the page. You will be re-directed to the Submitted
S&T Claims page.

Submit to WRC

2. Note: Once the S&T claim is submitted to the WRC, you will not be able to edit the details of the claim as it

will no longer appear in the list of S&T claims on the S&T Claim Submissions in Progress page.

mi T Claims P
1. To view the Submitted S&T Claims page, click on the Reference Groups option in the Navigation Menu
and then click on Submitted S&T Claims.

Submitted S&T Claims T

2. The Submitted S&T Claims page displays a list of S&T claim records that you as a Reference Group
Member for the project have submitted to the WRC and are pending approval.

3. To view the details of the submitted S&T claim, click on the arrow on the far right of the S&T claim record
and select the View details option. This will re-direct you to the S&T Claim Details page.

[e)

Submitted S&T Claims
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1. To view the Submit Invoice for S&T Claim page, click on the Reference Groups option in the Navigation

Menu and then click on Submit Invoice for S&T Claim.

Submit Invoice for S&T Claim

2. The Submit Invoice for S&T Claim page displays a list of S&T claim records where the WRC has requested
that you submit an invoice for the S&T claim.
3. To upload and submit the invoice for the S&T claim, click on the arrow on the far right of the S&T claim

record and select the Upload Invoice option. This will open the Upload S&T Claim Invoice window.

Submit Invoice for S&T Claim
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4. Inthe Upload S&T Claim Invoice window, you can upload the invoice document to the S&T claim by
choosing under the Attach a file field. It is mandatory to attach a file before you can click the Save button at
the bottom of the window.

5. Note: Please remember to save the uploaded invoice first by using the Save button at the bottom of the
window before you submit it to the WRC for approval. Saving the attachment will close the Upload S&T

Claim Invoice window.

Page |81 9— —@_ \Q//

Supporting sustainable development through research funding, knowledge creation and dissemination



Attach » fie

Chogse Fies

Documents

6. To submit the uploaded invoice to the WRC for approval, re-open the Submit S&T Claim Invoice window

and click the Submit to WRC button. This will re-direct you to the Submitted S&T Claims page.
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Rei | S&T Clai E
1. Toview the Rejected S&T Claims page, click on the Reference Groups option in the Navigation Menu and
then click on Rejected S&T Claims.

Rejected S&T Claims

2. The Rejected S&T Claims page displays a list of S&T claims that you submitted to the WRC for approval
but were rejected.

3. You can edit the rejected S&T Claim by clicking on the arrow on the far right of the S&T claim record and
selecting the Edit option. You will be re-directed to the Edit S&T Claim page.

Rejected S&T Claims
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4. You can edit the S&T claim as detailed in step #4 to step #5 in the S&T Claim Submissions in Progress

Page section of this document. Remember to save any changes made to the S&T claim before re-
submitting it to the WRC for approval.

3. To submit the rejected S&T claim back to the WRC for approval, open the Edit S&T Claim page as detailed
in the previous step, and click on the Submit to WRC button at the bottom of the page. You will be re-
directed to the Submitted S&T Claims page.

Submit to WRC

4. Note: Once the S&T claim is submitted to the WRC, you will not be able to edit the details of the claim as it

will no longer appear in the list @ted S&T claim@e Rejected S&T Claims page.
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1. Toview the Paid S&T Claims page, click on the Reference Groups option in the Navigation Menu and
then click on Paid S&T Claims.

Paid S&T Claims

2. The Paid S&T Claims page displays a list of your submitted S&T claims that the WRC has approved for
payment.
3. To view the details of the approved S&T claim, click on the arrow on the far right of the S&T claim record

and select the View details option. This will re-direct you to the S&T Claim Details page.

Paid S&T Claims
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Reviews

This section details the pages and actions found in the Reviews section in the Navigation Menu of the BMS Portal.

Reviews Page

1. To view the Reviews page, click on the Reviews option in the Navigation Menu and then click on Reviews.

2. The Reviews page contains links to the related pages that display information regarding reviews that the
you have been invited to complete as a Reviewer for proposals that the WRC is considering to fund. To
view the related pages, you can click on the links under the In This Section section at the bottom of the
form.

South African
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1. Toview the My Reviews in Progress page, click on the Reviews option in the Navigation Menu and then

click on My Reviews in Progress.

r
N | Cotwhopsicns | Mosstie | Comdorne | Prgum's | Oolecorse uess « nw Sorvice g

Weaser e {hay vy Tearm—mtt

My Pavicar m Progres

My Reviews in Progress

v

2. The My Reviews in Progress page displays a list of review records for proposals submitted to the WRC
where you have accepted the WRC's invitation to review the proposal.
3. To start capturing your review of the proposal, click on the arrow on the far right of the review record and

select the Edit Review option. You will be re-directed to the Edit Review page.

My A o FTongenee

My Reviews in Progress
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4. On the Edit Review page, you can add your scores, comments, and view or download the attached
Proposal Submission for Reviewer document at the bottom of the page, which contains the full details of

the proposal (see screenshot on the next page).
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5. Note: Please remember to save your changes by clicking on the Save button at the bottom of the window.
This will re-direct you back to the My Reviews in Progress page. You can follow the steps #3 and #4

above to come back and edit the review at any time.

Accept Non-Disclosure Agreement Page
1. To view the Accept Non-Disclosure Agreement page, click on the Reviews option in the Navigation Menu
and then click on Accept Non-Disclosure Agreement.

,

37 Durtrmary Agrasmemy

Accept Non-Disclosure Agreement : ‘ |

2. The Accept Non-Disclosure Agreement page displays a list of non-disclosure agreement records that need
to be accepted by you, having been invited by the WRC to review the proposal.

3. If you accepted the email invitation from the WRC to review the proposal, you will need to accept the non-
disclosure agreement before you can view the proposal information and review the proposal.

4. Note: The non-disclosure agreement is only displayed on this page if you chose the Accept Invitation
option in the email invitation received from the WRC. If you chose the Reject Invitation option in the email
invitation, the invitation is considered as rejected and you are not required to accept or reject the non-
disclosure agreement.

5. To view more information, click on the arrow to the far right of the non-disclosure agreement record and
select the View details option. This will open the Review Details window.

6. To accept the non-disclosure agreement, click on the arrow to the far right of the non-disclosure agreement
record and select the Accept NDA option. This will re-direct you to the Accept Non-Disclosure Agreement
Form page.
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7. Onthe Accept Non-Disclosure Agreement Form page, you can read the agreement, select your choice
between yes or no in the Accept NDA field, and submit your response to the WRC by clicking on the

Submit button at the bottom of the page. This will re-direct you to the My Reviews in Progress page.

Accept Non-Disclosure Agreemen
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8. Note: If you chose to accept the non-disclosure agreement, you will be able to view the details of the

proposal by following the steps in the My Reviews in Progress Page section of this document. If you chose

not to accept the non-disclosure agreement, you will no longer be able to review the proposal and it will not

be displayed on the My Reviews in Progress page.

. .
1. If you had previously accepted both the email invitation and the non-disclosure agreement to review a
proposal for the WRC, but you are now no longer able to complete the review, you need to notify the WRC
by rejecting the review request.
2. Toreject the review, navigate to the My Reviews in Progress page, click on the arrow on the far right of the
review you need to reject, and select the Reject Review option. You will be re-directed to the Reject

Review page.
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3. Onthe Reject Review page, select Yes under the Reject Review field, and select a reason from the Reason
for Rejecting Review field. If you select the Other option, please enter why in the Other Reason for
Rejecting Review field.

4. To submit the review rejection to the WRC Research Manager, click on the Submit to WRC button at the
bottom of the page.

South Africa
WAT PESEARCH

WATER

5. Note: Please enter the details before submitting the review rejection to the WRC, as you will only be able
to submit the rejection once. After the review rejection is submitted, you will not be able to edit the review

and it will no longer appear on the My Reviews in Progress page.
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Submit a Revi he WRC
1. To submit your completed review to the WRC, from the My Reviews in Progress page, click on the arrow

on the far right of the review record and select the Edit Review option.
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South African
WATER RESEARCH COMM

2. On the Edit Review page, click on the Submit to WRC button at the bottom of the page. You will be re-
directed to the Reviews page and the review record will no longer appear in the My Reviews in Progress

page but rather on the Submitted Reviews page.

‘ m Submit to WRC

Submitted Revi E
1. To view the Submitted Reviews page, click on the Reviews option in the Navigation Menu and then click

on Submitted Reviews.

r
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2. The Submitted Reviews page displays a list of proposal reviews that you have completed and submitted to
the WRC.
3. To view the details of the proposal review, click on the arrow on the far right of the review record and select

the View details option. This will re-direct to the Review Details page.
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Logging Service Requests for WRC Business Systems Support

How to log a Service Request

Service Requests can be created on the BMS Portal by following the steps in the Service Requests section below.

Alternatively, if you cannot access the BMS Portal, you can email us at bms-support@wrc.org.za. Service

Requests submitted to the support email address must have the following format:
1. Subject — a brief description of the problem
2. Email body — Use plain text to type a description to further explain the issue

3. Attachment - You can also attach screenshots to the email

Priority of Service Requests

Service Requests will be prioritized according to the nature of the request:

Priority Response Time
C — Critical 1 -4 hours
H —High 4 — 8 hours
M — Medium 1 - 2 working days
L—-Low 3 working days

The severity, priority and resolution of the calls will be decided by the business systems team and communicated to
the business. Priority calls will be classified as such:
1. Critical: Unavailability or significant impairment of business-critical systems. Customer’s business has
halted.
2. High: System Impaired. Customer’s business has moderate loss, but business can reasonably continue in
this situation.
Medium: Minor Impairment. No significant impact to customer’s business.

Low: General guidance request. No impact to customer’s business.

Our support team will remain in-contact with the end-user logging a support request. Should any indicated SLA be

unachievable - we will always update the user prior to the SLA being breached.

Operational Times
Weekdays: Monday to Friday from 8:00am to 4:00pm

0-0-6-
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Service Requests
This section details the pages and actions found in the Service Requests section in the Navigation Menu of the
BMS Portal.

Service Requests Page
1. Toview the Service Requests page, click on the Service Requests option in the Navigation Menu and

then click on Service Requests.

Val
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2. The Service Requests page contains links to the related pages that display information regarding service

requests that are currently open, service requests that have been closed, and where you can create a new

service request. To view the related pages, you can click on the links under the In This Section section at

the bottom of the form.
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Create a Service Request
1. Inthe BMS Portal, there are different ways to create a service request depending on the nature of the

request:
a. Create a Service Request from a Proposal Submission in Progress

Create a Service Request from a Proposal Amendments Submission in Progress

b
c. Create a Service Request from an Active Project
d

Create a Service Request from the Open & Closed Service Requests Pages

Create a Service Request from a Proposal Submission in Progress
1. Creating a service request from a proposal submission will link the request to the submission and make it
easier for the WRC Business Systems Support Team to assist you if the service request is related to the
submission.
2. To create a service request from a proposal submission that you currently have in progress, click on
Proposals in the Navigation Menu, then select My Submissions in Progress. You will be re-directed to

the My Submissions in Progress page.
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3. From the My Submissions in Progress page, click on the arrow on the far right of the proposal submission
that you wish to open the service request for, and select the Create a Service Request option. You will be

re-directed to the Open a New Service Request page.

My Submissions in Progress
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4. Onthe Open a New Service Request, you will see that the proposal is already linked to the service request
as the name of the proposal is in the Proposal/Project field.

5. Complete all the details of the service request, including the mandatory fields indicated by the * asterisk,
upload any files or screenshots that will assist the WRC Business Systems Support Team (if applicable),

and create the service request by clicking the Create Service Request button at the bottom of the page.

Open a New Service Request

we Request Detanl
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6. You will be re-directed to the Open Service Requests page. You can follow the steps in the My Open

Service Reguests section of this document to track the progress of your service request.

Create a Service Request from a Proposal Amendments Submission in Progress
1. Creating a service request from a proposal amendments submission will link the request to the submission
and make it easier for the WRC Business Systems Support Team to assist you if the service request is
related to the submission.
2. To create a service request from a proposal amendments submission that you currently have in progress,
click on Proposals in the Navigation Menu, then select Proposal Amendments. You will be re-directed to

the Proposal Amendments in Progress page.
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3. From the Proposal Amendments in Progress page, click on the arrow on the far right of the proposal record

that you wish to open the service request for, and select the Create a Service Request option. You will be

re-directed to the Open a New Service Request page.

Proposal Amendments in Progress
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4. On the Open a New Service Request, you will see that the proposal is already linked to the service request
as the name of the proposal is in the Proposal/Project field.

5. Complete all the details of the service request, including the mandatory fields indicated by the * asterisk,
upload any files or screenshots that will assist the WRC Business Systems Support Team (if applicable),

and create the service request by clicking the Create Service Request button at the bottom of the page

(see screenshot on the next page).
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6. You will be re-directed to the Open Service Requests page. You can follow the steps in the My Open

Service Reguests section of this document to track the progress of your service request.

Create a Service Request from an Active Project
1. Creating a service request from an active project will link the request to the project and make it easier for
the WRC Business Systems Support Team to assist you if the service request is related to the project.
2. To create a service request from an active project that is currently in progress, click on Projects in the
Navigation Menu, then select My Active Projects. You will be re-directed to the My Active Projects page.

My Active Projects v —
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3. From the My Active Projects page, click on the arrow on the far right of the project record that you wish to
open the service request for, and select the Create a Service Request option. You will be re-directed to
the Open a New Service Request page.

My Aswes v
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4. Onthe Open a New Service Request, you will see that the project is already linked to the service request
as the name of the project is in the Proposal/Project field.

5. Complete all the details of the service request, including the mandatory fields indicated by the * asterisk,
upload any files or screenshots that will assist the WRC Business Systems Support Team (if applicable),
and create the service request by clicking the Create Service Request button at the bottom of the page
(see screenshot on the next page).
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6. You will be re-directed to the Open Service Requests page. You can follow the steps in the My Open

Service Reguests section of this document to track the progress of your service request.

Create a Service Request from the Open & Closed Service Requests Pages
1. If you wish to create a service request that is not related to a proposal submission, proposal amendments

submission, or an active project, you can create the service request by clicking on the Create Service

Request button that is found on both the My Open Service Requests page and My Closed Service

Requests page as detailed in the respective sections below.
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My Open Service Requests Page
1. To view the My Open Service Requests page, click on the Service Requests option in the Navigation

Menu and then click on Open Service Requests.
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2. The My Open Service Requests page displays a list of service requests that you have opened and that are
still in progress.

3. You can track the status of your service request by checking the Status column for each service request in
listed on the page.

4. You can also create a new service request by clicking on the Create a Service Request button on the right
side of the page above the list.

5. To view the details of the service request, click on the arrow on the right of the service request record and

select the View details option. You will be re-directed to the Service Request Details page.
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My Open Service Requests
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6. Note: A service request cannot be edited after it is created. If further information is needed, the BMS
Support Team will be in contact via email or phone. Once the WRC Business Systems Support Team is
satisfied that the request can be closed, they will close the request and it will appear on the My Closed
Service Requests page.
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My Closed Service Requests Page
1. Toview the My Closed Service Requests page, click on the Service Requests option in the Navigation

Menu and then click on Closed Service Requests.
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1. The My Closed Service Requests page displays a list of service requests that have been closed by the

BMS Support Team.
2. You can also create a new service request by clicking on the Create a Service Request button on the right

side of the page above the list.
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Conclusion

The BMS Portal is designed to simplify and streamline your engagements with the WRC.

We welcome any feedback or suggestions you have that will help improve your experience. Please send your

comments or suggestions to us via email to bms-support@wrc.org.za.
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