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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 stakeholders such as Reviewers, Project Leaders and Reference Group
Members are 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:

e Proposers

e Project Leaders

e Reviewers

e Reference Group Members
e Contract Signatories

e Researchers

e 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 Sign in page.
2. Onthe Sign in page, click on the Register tab. The Register for a new local account page is displayed.

Sign in / Register

Water Research Commission

] Signin / REQIS'EI’ Redeem invitation

When registering on the portal, please use the email address where you want to receive communications regarding activities on the portal. For any support queries, please send an email to bms-support@wrcorg.za

CONSENT CLAUSE

By registering on this website, you consent to the collection, processing, and storage of your personal information in accordance with POPI requirements. We may collect personal information such as your name, email address, contact details,
qualifications, addresses, and other necessary information ta fulfil the WRC mandate and reporting reguirements. You may withdraw your consent at any time by contacting us. However, please note that withdrawing consent is subject to WRC

privacy policy.

By clicking the "Register” button, you acknowledge that you have read and understood WRC Privacy Policies and agree to the collection, processing, and storage of your perscnal information in accordance with applicable laws and regulations

Register for a new local account

* Email

* Password

- Usemame | |

* Confirm password

Copyright © 2024. Al rights reserved. Support
South African
WATER RESEARCH COMMISSION
P

e d
WATER [,
RESEARCH

3. Enter your email address, a username, and a password. The same password must be entered in both the
Password and Confirm Password fields.

4. Note: Although any username can be entered, we recommend that you make the username the same as
the email address entered above it for ease of reference when logging in.

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
ii. 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.

/s S0U7, \
/S 7. \
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Sign in to the BMS Portal

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

you to the Sign in page.

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

Water Research Commission & | Signin

“DSignin  Register  Redeem invitation
Sign in with a local account

* Username
* Password | essssesees

Remember me?

orgot your password?

Support

Contact us South African
Knowledge Base

WATER

Copyright © 2019. Al rights reserved.

RESEARCH

T
[ & 57 \
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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.

Water Research Commission A | Signin/Register

Forgot your password?

* Email

Copyright © 2019, Al rights reserved. Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION

WATER
RESEARCH
CoMMISsION

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.

Water Research Commission A | signin/Register

Reset password
New password

Confirm new password

Knowledge Base

WATER RESEARCH COMMISSION

Copyright © 2019. Al rights reserved. Support
Contact us T South African
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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.

Water Research Commission

A | callFor Proposals + Proposals ~ Contracts ~ Projects ~ Reference Groups + Reviews ~ Service Requests + | _

Sign out

Home > Projects > My Active Projects

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

@_ — -:é:- —_— —
e ,,/\é\} sou}‘/ \
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Water Research Commission

A | Call For Proposals ~ Proposals - | Contracts = |  Projects ~ Reference Groups = | Reviews ~ |  Service Requests = |  Tutorials -

Home > Profile

Profile
Please provide some information about yourself.
The First Name and Last Name are required and will be displayed on the site.
The Email Address and Phone number are required but will not be displayed on the site.
© Your email requires confirmation.
Profile
E-mail * Title
i Security M. o
Change Password .
First Name * Last Name *
Change Email o ‘ ‘ ‘ ‘
Job Title Mobile Phone
Web Site Business Phone

Organisation Name

Should your organisation not appear when searching the list of organisations in the field below, please click on the "Create New Organisation” button at
the bottom of the list to add it. Once added, it will appear in the list for selection

[x]a]

Qualifications

Add Qualification

Name 4 Contact

Areas of Expertise
Add Area of Expertise

Name Years' Experience 4

There are no records to display.

Areas of Interest

Add Area of Interest

Name 4

There are no records to display.

Organisation

Organisation Name 4 Main Phone  Province Country Website

Profile Last Updated On

Save & Update

Page |11
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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

Country Website

South Africa

View Organisation Details

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

ORGANISATION INFORMATION

Organisation Name *

Primary Contact

Phone *

Email Address

Parent Account

SMME

HDI

Currency

South African Rand

Account Number

Website

Fax *

Alternate Email Address

Business Partner Group

Stakeholder Type

Stakeholder Category

Stakeholder Sub-Category

Page |12
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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.

Water Research Commission

A || callFor Proposals = ||  Proposals ~ Contracts ~ Projects ~ Reference Groups ~ Reviews ~ Service Requests ~ Tutorials -

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.

Water Research Commission
I Ml call For Proposals ~ Proposals ~ Contracts « Projects ~ Reference Groups ~ Reviews = Service Requests Tutorials

Home > Call for Proposals Call For Proposals

Proposal Guidelines
C a | | for P ro OSa ‘C Call for Open Concept Notes

p = Call for Directed Concept Notes

Call for Open Proposals

This page contains links to information about opg  Call for Directed Proposals s

2. The Call for Proposals page contains information about open, directed calls for concept notes and
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.

Water Research Commission

f | Call For Proposals ~ Proposals ~ Contracts ~ Projects ~ Reference Groups ~ Reviews ~ Service Requests ~ Tutorials -

Home > Call for Proposals

Call for Proposals

This page contains links to information about open and directed calls for project proposals.

The WRC hereby announce:
flexible within 2 fin year

call for project proposals. The WRC's financial year extends from 1 April to 31 March. All annual project budgets will be required to coincide with this financial year period although start and end dates of contracts are

sho

Please note that all project proposals in response to any call
alloy project proposals. Please familiarize yourself with the

be submitted online and the terms of reference for directed or out-of-cycle Calls are also opened on the portal. Alse note the closing date after which the system will close and not
s of each project proposal call and the Proposal Guidelines link below before you start preparing a proposal.

You are specifi programmes when you start the proposal. Failure to comply with this requirement may lead to your proposal being unnoticed and not considered and in some

instances the WRC reser  this requirement.

rest Form

load the declaration of interest form needed and must be completed by the person who is submitting the proposal

Page |13 g\
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Proposal Guidelines Page

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

Water Research Commission

£ .3 | Call For Proposals ~ | Proposals ~ Contracts ~ Projects ~ Reference Groups ~ Reviews ~ Service Requests ~ Tutorials -

Home > Call for Proposals > Proposal Guideli ~ Call For Proposals

Proposal Guidelines

PI’ODOSa\ GUIde\Iﬂt Call for Open Concept Notes

Call for Directed Concept Notes

Call for Open Proposals

This page provides two guidelines: Call for Directed Proposals

2. The Proposal Guidelines page provides information regarding the guidelines on how to submit proposals to
the WRC and this BMS Portal User Guide document. Click on the name of the document to openiitin a

new tab in your browser.

Water Research Commission

A | callFor Proposals ~ Proposals ~ Contracts + Projects + Reference Groups « Reviews + Service Requests Tutorials -

Home > Call for Proposals > Proposal Guidelines

Proposal Guidelines

This page provides two guidelines:

« BMS Portal User Guide (How to navigate your way throughout the portal).
« BMS Proposal Guideline (content that goes in the propasal).

These guidelines are intended to provide the proposer with details of the information required when submitting a proposal. Click on the links below to read up more on how to submit a proposal

& In This

BMS Po
This guidel

de

uction of how to navigate the portal. It indicates what the user should expect in every menu item.

BMS Pre L

This quideline is an instruction of how to submit a proposal. It includes key elements on what to include in proposal submissions.

Copyright @ 2024, All rigl Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION

rch

WATER
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Call for Open Concept Notes Page

1. To view the Calls for Open Concept Notes page, click on the Call for Proposals option in the Navigation

Menu and then click on Call for Open Concept Notes.

Water Research Commission

F Ml Call For Proposals - [[EIREEtRg Contracts ~ Projects ~ | Reference Groups ~ | Reviews ~ | Service Requests ~ Tutorials | -

Home > Call for Proposals > Calls for Open C(  Call For Proposals

Proposal Guideline

CaHS for— Open CCI Call for Open Concept Notes |

Call for Directed Concept Notes

Call for Open Proposals

Only open calls to submit concept notes will be dis ~ Call for Directed Proposals 1o applicable for the certain open period. Should you wish to read up on upcoming calls, visit our website.

2. The Calls for Open Concept Notes page will list any WRC open calls for concept notes that are currently

open for submissions.

Water Research Commission

A | CallFor Proposals ~ Proposals ~ Contracts ~ Projects + Reference Groups « Reviews « Service Requests ~ Tutorials

Home > Call for Proposals > Calls for Open Concept Notes

Calls for Open Concept Notes

Orly open calls to submit concept notes will be displayed on this page. These calls are also applicable for the certain open period. Should you wish to read up on upcoming calls, visit our website.

Click on the down arrow at the far right of the call to start submitting a concept note.

Name Submission Close Date

04/0ct/2024 5:00 PM

Copyright © 2024. All ights reserved. Support
Contact us South African
Knowledge Base AR

WATER
RESEARCH
CommisstoN
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Create a Concept Note for an Open Call

1. To create a concept note submission for an open call for concept notes, from the Calls for Open Concept

Notes page, click on the arrow on the far right of the record and select the Submit a Concept Note option.

Water Research Commission
#A | CallFor Proposals ~ Proposals + Contracts + Projects ~ | Reference Groups ~ | Reviews ~ | Service Requests ~ Tutorials | -

Home > Call for Proposals > Calls for Open Concept Notes

Calls for Open Concept Notes

Only open calls to submit concept notes will be displayed on this page. These calls are also applicable for the certain open period. Should you wish to read up on upcoming calls, visit our website.

Click on the down arrow at the far right of the call to start submitting a concept note.

Name

Submission Close Date 4

04/0ct/2024 5:00 PM

Submit a Concept Note

Copyright © 2024. Al rights reserved.

Support
Contact us South African

Knowledge Base

RESEARCH
COMMISSION

2. The Create Concept Note page is displayed. Fields with the * asterisk symbol indicate that they are
required in order to create a concept note record.

3. Capture the rest of the required information on the page and click the Create Concept Note button at the
bottom of the page to create the concept note submission.

Water Research Commission
#A | call For Proposals ~ Proposals ~ Contracts ~ Projects ~ Reference Groups ~ Reviews ~ Service Requests ~ Tutorials -

Home > Callfor Proposals > Calls for Open Concep... > Create Concept Note

Create Concept Note

Title of Proposed Project *

Proposer * Project Leader Name

Organisation Name Contact Person

Email Address of Contact Person Mobile Number of Contact Person

Thematic Area OQutcome

| a] | a
Project Time Frame Estimated Total Budget

Create Concept Note

4. Once the concept note record has been created, you will be redirected to the Edit Concept Note page.

Please follow the steps from step #2 in the Edit Concept Note section in this document to edit and

complete the concept note.

/SIS
[ &
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Call for Directed Concept Notes Page

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

Water Research Commission

A | U | Proposals + Contracts + Projects ~ Reference Groups ~ Reviews Service Requests v Tutorials -

Home > Call for Proposals > Calls for Directe¢  Call For Proposals
Proposal Guidelines

Ca pen Con Motes )
Call for Directed Concept Notes

Call for Open Proposals

Calls for Directed S

This page displays all the directed calls for concept ~ Call for Directed Proposals rence). Note that ToR's will be displayed with the earliest submission deadline reflected first.

2. The Calls for Directed Concept Notes page will list any WRC directed calls for concept notes that are
currently open for submissions.

Water Research Commission
A | callFor Proposals ~ Proposals ~ Contracts ~ Projects ~

Reference Groups « Reviews + Service Requests Tutorials -

Home > Call for Proposals = Calls for Directed Concept Notes

Calls for Directed Concept Notes

This page displays all the directed calls for concept notes with a linked ToR (Terms of Reference). Note that ToR's will be displayed with the earliest submission deadline reflected first.

To view the details of the ToR, click on the down arrow next to the ToR and select View details. You will be taken to the page where you can start submitting a concept note towards the mentioned ToR.

Name Submission Close Date 4

04/0ct/2024 4:00 PM

Copyright © 2024, All rights reserved. Support

Contact us South African

Knowledge Base

WATER RESEARCH COMMISSION
E able arch

commisston

//Q\* S0uz,, B\
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To view the details of the directed call for concept notes, click on the arrow at the far right of the call for

concept note record and select the View Details option. This will redirect you to the Call for Concept Note
Details page.

Water Research Commission

A | CallForProposals - | Proposals = | Contracts = | Projects ~ | Reference Groups = | Reviews - | Service Requests = |  Tutorials

Home > Call for Proposals > Calls for Directed Concept Notes

Calls for Directed Concept Notes

This page displays all the directed calls for concept notes with a linked ToR (Terms of Reference). Note that ToR's will be displayed with the earliest submission deadline reflected first.

To view the details of the ToR, click on the down arrow next to the ToR and select View details. You will be taken to the page where you can start submitting a concept note towards the mentioned ToR.

Name

Submission Close Date 4

04/0ct/2024 4:00 PM

View Details

Copyright © 2024. Al rights reserved.

Support

Contact us
Knowledge Base

South African

commissIoN

4. The Call for Concept Note Details page will display any ToR (Terms of Reference) records that are linked
to this directed call for concept notes.

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

Water Research Commission

A | CallForProposals - | Proposals = | Contracts~ | Projects ~ | Reference Groups ~ | Reviews - | Service Requests = |  Tutorials

Home > Call for Concept Note Details

Call for Concept Note Details

SUBMISSION DATES

Submission Start Date Submission Close Date

21/Aug/2024 8:00 AM 04/0ct/2024 4:00 PM

Terms of Reference

TORID + Title 4 Project Start Date Project End Date Budget

01/Sep/2024 31/Mar/2025

Copyright © 2024. All ights reserved.

Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION
thr

6. This will redirect you to the Terms of Reference — Concept Note 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.
=1 —
’/;;q s0u;, A\
{ & 7o \
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Create a Concept Note for a Directed Call

1. To create a concept note submission for a directed call for concept notes, from the Call for Concept Note

Details page, click on the arrow on the far right of the Terms of Reference (ToR) record and select the
Submit a Concept Note option.

Water Research Commission
A | CallFor Proposals ~ Proposals v Contracts ~ Projects Reference Groups + Reviews ~ Service Requests ~ Tutorials | .

Home > Call for Concept Note Details

Call for Concept Note Details

SUBMISSION DATES

Submission Start Date Submission Close Date

21/Aug/2024 8:00 AM 04/0ct/2024 4:00 PM
Terms of Reference

TORID ¥ Title 4+ Project Start Date Project End Date Budget

01/Sep/2024 31/Mar/2025

Submit a Concept Note
View Details

Copyright © 2024. All rights reserved. Support

Contactus South African

Knowledge Base WATER RESEARCH COMMISSION
rch

2. The Create Concept Note page is displayed. Fields with the * asterisk symbol indicate that they are
required in order to create a concept note record.

3. Capture the rest of the required information on the page and click the Create Concept Note button at the
bottom of the page to create the concept note submission (see screenshot below).

Water Research Commission
# | CallFor Proposals + Proposals Contracts = Projects Reference Groups ~ Reviews ~ Service Requests + Tutorials .

Home > Call for Concept Note.. > Create Concept Note

Create Concept Note

Title of Proposed Project *

Proposer *

Project Leader Name

Contact Person

Email Address of Contact Person

Organisation Name

Mobile Number of Contact Person

Thematic Area

Outcome
\ [a] | o]

Project Time Frame

Estimated Total Budget

Create Concept Note

’/;Qq S0U7, N\
[ &
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4. Once the concept note record has been created, you will be redirected to the Edit Concept Note page.

Please follow the steps from step #2 in the Edit Concept Note section in this document to edit and

complete the concept note.

Page |20 :?V%
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Call for Open Proposals Page

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

Water Research Commission a | | Proposals ~ Contracts ~ Projects ~ Reference Groups ~ Reviews - Service Requests + Tutorials -

Call For Proposals
Home > Call for Proposals > Calls For Open Propos

Proposal Guidelines

Call for Open Concept Notes

Calls For Open Prop_cueorees cospenees

Call for Open Proposals

Call for Directed Proposals

Only open calls will be displayed on this page. Open calls in period. Should you wish to read up on upcoming calls, visit our website.

2. The Calls for Open Proposals page will list any WRC open calls for proposals that are currently open for
submissions.

Water Research Commission A | CallForProposals ~ | Proposals - | Contracts - | Projects ~ | ReferenceGroups ~ | Reviews~ | ServiceRequests - | Tutorials -

Home > Call for Proposals » Calls For Open Proposals

Calls For Open Proposals

Only open calls will be displayed on this page. Open calls are also applicable for the certain open period. Should you wish to read up on upcoming calls, visit our website.

Click on the down arrow at the far right of the call to start submitting a proposal.

Name Submission Deadline 4

31/Dec/2024 400 PM [+]

Copyright © 2024. All rights reserved.

Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION
e ¢ e

//Q\‘ S0U7, \\
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Create a Proposal for an Open Call

1. To create a proposal submission for an open call for proposals, from the Calls for Open Proposals page,
click on the arrow on the far right of the record and select the Submit a Proposal option.

Water Research Commission & | il For Proposals -

Proposals ~ Contracts ~ Projects ~ | Reference Groups ~ Reviews ~ |  Service Requests ~ Tutorials

Home > Callfor Proposals > Calls For Open Proposals

Calls For Open Proposals

Only open calls will be displayed on this page. Open calls are also applicable for the certain open period. Should you wish to read up on upcoming calls, visit our website.

Click on the down arrow at the far right of the call to start submitting a proposal.

Name

Submission Deadline 4

31/Dec/2024 400 PM

Submit a Proposal
Copyright © 2024. Al rights reserved. Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION
bty becreh

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.

T
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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.

Water Research Commission

A& | Call For Proposals ~ Proposals + Contracts + Projects Reference Groups ~ Reviews ~ Service Requests + Tutorials -

Home > Proposals > Proposal Submissions .. > Capture Proposal Details

Capture Proposal Details

Note: ALL THE FIELDS ARE MANDATORY!
Kindly complete N/A or Not applicable for fields that require input.

General Information

Full Title *

Financial Year *

Enter the financial year of the WRC in which this proposal is being submitted
| 2024/2025

Start Date *

[ New Proposer

End Date

(O First Time Project Leader

O Have you submitted this proposal previously?

Create Proposal

Copyright © 2024. All ights reserved.

Support

Contactus South African
Knowledge Base WATER RESEARCH COMMISSION

WATER
RESEARCH
CoNMISSION

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

Progress page. Please follow the steps in the Proposal Submissions in Progress section in this document
to edit and complete the proposal.
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Call for Directed Proposals Page
7.

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

Water Research Commission ® | | Proposals ~ Contracts ~ Projects ~ |  Reference Groups ~ Reviews + Service Requests + Tutorials

i Call For Proposals
Home > Call for Proposals > Calls for Directed Prof

Proposal Guidelines

Calls for Directed P cieorme e

Call for Directed Concept Notes

Call for Open Proposals
This page view indicates all the directed proposals with J Call for Directed Proposals Ihe\ ToR's will be displayed with the earliest submission deadline reflected first.

The Calls for Directed Proposals page will list any WRC directed calls for proposals that are currently open
for submissions.

Water Research Commission A | CallFor Proposals ~ Proposals ~ Contracts Projects ~ |  Reference Groups ~ Reviews + Service Requests + Tutorials

Home > Call for Proposals > Calls for Directed Proposals

Calls for Directed Proposals

This page view indicates all the directed proposals with a linked ToR (Terms of Reference). Note that ToR's will be displayed with the earliest submission deadline reflected first.

To view the details of the ToR, click on the down arrow next to the ToR and select View details. You will be taken to the page where you can start submitting a proposal towards the mentioned ToR

Name Submission Deadline 4

31/0Oct/2024 8:00 AM

31/Dec/2024 4:00 PM

([

Copyright © 2024, Al rights reserved.,

Support

Contact us South African
Knowledge Base: WATER RESEARCH COMMISSION
g \
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WATER  runding,
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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 Calls for Proposal Details page.

Water Research Commission A | callFor Proposals ~ Proposals ~ Contracts ~

Projects ~ |  Reference Groups ~ Reviews ~ Service Requests + Tutorials

Home > Call for Proposals > Calls for Directed Proposals

Calls for Directed Proposals

This page view indicates all the directed proposals with a linked ToR (Terms of Reference). Note that ToR's will be displayed with the earliest submission deadline reflected first.

To view the details of the ToR, click on the down arrow next to the ToR and select View details. You will be taken to the page where you can start submitting a proposal towards the mentioned ToR.

Name Submission Deadline 4

31/0ct/2024 8:00 AM

31/Dec/2024 4:00 PM
© View details

South African

Copyright © 2024. Al rights reserved. Support
Contact us
Knowledge Base

WATER RESEARCH COMMISSION
ble d

CoMMISSION

10. The Calls for Proposal Details page will display any ToR (Terms of Reference) records that are linked to
this directed call for proposals.

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

option.

Water Research Commission

A& | Call For Proposals ~ Proposals ~ Contracts ~ Projects ~ Reference Groups ~ Reviews ~ Service Requests ~ Tutorials

Home > Calls for Proposal Details

Calls for Proposal Details

SUBMISSION DATES

Submission Start Date Submission Deadline

03/Apr/2024 8:00 AM 31/Dec/2024 4:00 PM

Terms of Reference

TORID ¥ Title 4 Project Start Date Project End Date Budget

01/0ct/2024 31/Mar/2025

Submit a Proposal
View Details

Copyright © 2024. Al rights reserved. Support

Contact us T South African
Knowledge Base WATER RESEARCH COMMISSION

12. 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 download.
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Create a Proposal for a Directed Call

5. To create a proposal submission for a directed call for proposals, from the Calls 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.

Water Research Commission

#A | CallFor Proposals ~ Proposals + Contracts ~ Projects Reference Groups + Reviews Service Requests ~ Tutorials | "

Home > Calls for Proposal Details

Calls for Proposal Details

SUBMISSION DATES

Submission Start Date Submission Deadline

03/Apr/2024 8:00 AM 31/Dec/2024 4:00 PM

Terms of Reference

TORID ¥ Title 4+ Project Start Date Project End Date Budget
01/0ct/2024 31/Mar/2025 ||
Submit a Proposal
View Details

Copyright © 2024. All rights reserved. Support

Contact us T South African
Knowledge Base WATER RESEARCH COMMISSION

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

== —
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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 below).

Water Research Commission

# | CallFor Proposals + Proposals + Contracts = Projects + Reference Groups ~ Reviews ~ Service Requests ~ Tutorials -

Home > Proposals > Proposal Submissions ... > Capture Proposal Details

Capture Proposal Details

General Information

Full Title *
Financial Year * Strategic Area
Enter the financial year of the WRC in which this proposal is being submitted Enter the Strategic Area as prescribed in the Terms of Reference
‘ 202472025
Start Date * End Date *
\ I &
O New Proposer O First Time Project Leader

O Have you submitted this proposal previously?

Create Proposal

Once the proposal record has been created, you will be redirected to the Proposal Submissions in

Progress page. Please follow the steps in the Proposal Submissions in Progress section in this document

to edit and complete the proposal.
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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.

Water Research Commission

A | CallFor Proposals + || Proposals - Contracts Projects ~ Reference Groups ~ Reviews ~ Service Requests ~

Proposals Page
1.

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

Water Research Commission

#A | Call For Proposals ~ | | Contracts ~ Projects ~ Reference Groups ~ Reviews ~ Service Requests ~ Tutorials | -

Home > Proposals Proposals |

Concept Note Submissions in Progress

P I’O po Sa ‘ S Submitted Concept Notes

Incomplete Concept Note Submissions

Proposal Submissions in Progress

This page c information about all the submitted proposals,  Submitted Proposals Ccess the pages related to proposals
Incomplete Proposal Submissions
& In This i P
Accepted Proposals

Rejected Proposals
Select this inl

I the proposals that have been acceptel  Amendments for Acceptance

Proposal Amendments
Rejected Proposals

The Proposals page contains links to the related pages that displays information regarding concept notes
or proposals you are currently submitting or 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.

Water Research Commission

A& | callFor Proposals ~ Proposals ~ Contraets ~ Projects ~ Reference Groups ~ Reviews ~ Service Requests ~ Tutorials

Home > Proposals

Proposals

This page contains information about all the submitted proposals. You will be able to select the links belo

& In This

W to access the pages related to proposals.

Select this link to accept amendments by the WR

NRC towards your proposal submission.
Pro| ts in Progress
Select this lir roposal amendments

Incomp
Select this lin

Pro|
Select this lr

Submitted P
Select this lir
Incom

Select this lin

are working on and have not yet submitted to the WRC

TN
(8
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Concept Note Submissions in Progress Page
1.

To view the Concept Note Submissions in Progress page, click the Proposals option in the Navigation
Menu and then click on Concept Note Submissions in Progress.

Water Research Commission

A& | CallFor Proposals + | | Contracts Projects v Reference Groups + Reviews Service Requests v Tutorials

Home > Proposals Proposals

Concept Note Submissions in Progress |

P FO po Sa ‘ S TBrmitted Concept Notes

Incomplete Concept Note Submissions

Proposal Submissions in Progress

This page contains information about all the submitted proposals, ~ Submitted Proposals Ccess the pages related to proposals.

Incomplete Proposal Submissions
& In This Section P P
Accepted Proposals

Rejected Proposals

I the proposals that have been acceptel  Amendments for Acceptance

Proposal Amendments

The Concept Note Submissions in Progress page displays a list of all concept note submissions that you
have created but have not yet submitted to the WRC. You can use this list to edit and submit your concept
notes before the Submission Close Date that is displayed for each concept note.

Water Research Commission A | CallFor Proposals ~ Proposals ~ Contracts Projects ~ |  Reference Groups ~ Reviews + Service Requests + Tutorials -

Home > Proposals > Concept Note Submissions in Progress

Concept Note Submissions in Progress

Below is  list of all active concept note submissions that are in progress that are editable. They are not yet submitted to the WRC. Note that if the submission date of the concept note has passed and you have not yet submitted the concept note, it will
no longer be available here for editing. The Concept Note Number is only assigned after the concept note is submitted

Remember to save the information on the concept note edit page first before you submit.
Select the Edit Concept Note option using the arrow to the right of the concept note listed below to continue with the submission.

Title of Proposed Project Terms of Reference Thematic Area Submission Close Date 4 Created On

2. Water Use 29/Aug/2024 4:00 PM 26/Aug/2024 10:43 AM E

Copyright © 2024. Allrights reserved.

Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION

RESEARCH
commissioN
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Edit Concept Note
1.

To edit a concept note, click on the arrow on the far right of the concept note record and select the Edit
Concept Note option. You will be directed to the Edit Concept Note page.

Water Research Commission A& | call For Proposals ~ Proposals ~ Contracts ~ Projects ~ | Reference Groups ~ | Reviews - | Service Requests - Tutorials

Home > Proposals > Concept Note Submissions in Progress

Concept Note Submissions in Progress

Below is a list of all active concept note submissions that are in progress that are editable. They are not yet submitted to the WRC. Note that if the submission date of the concept note has passed and you have not yet submitted the concept note, it will
no longer be available here for editing. The Concept Note Number is only assigned after the concept note is submitted

Remember to save the information on the concept note edit page first before you submit.
Select the Edit Concept Note option using the arrow to the right of the concept note listed below to continue with the submission.

Title of Proposed Project Terms of Reference Thematic Area Submission Close Date 4 Created On

2. Water Use

29/Aug/2024 4:00 PM 26/ 24

Edit Concept Note
Copyright © 2024. All ights reserved. Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION

WATER

RESEARCH
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2. Onthe Edit Concept Note page, all the details of your concept note are available for editing and are

separated into tabs.

Water Research Commission

A& | Call For Proposals ~ Proposals + Contracts + Projects Reference Groups ~ Reviews ~ Service Requests + Tutorials

Home > Proposals > Concept Note Submissi.. > Edit Concept Note

EDIT CONCEPT NOTE

To edit the information in a tab, dlick on the plus sign to expand it.

Please note that all fields on this form must be completed before the concept note can be submitted to the WRC. The Submit to WRC button will only be available once all fields are completed

Please remember to save your changes using the SAVE button below before you leave this page or submit your concept note.

Title of Proposed Project *

Proposer *

Organisation Name

Project Leader Name

Contact Person

Email Address of Contact Person

Mobile Number of Contact Person

Thematic Area

Outcome

| 2. Water Use

| x ‘ Q ‘ 5. Water adaptation and resilience

[x]a]

Project Time Frame

Estimated Total Budget

| | & |

+ Researchers

+ Focus Areas

+ Motivation

+ Problem to Solve
+ Aims

+ Approach

+ Unigueness

+ Qutcomes

+ Outputs (Products)

+ Attach Supporting Documents

Page |31
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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.

r Thematic Area Outcome
2 Water Use 5. Wator adaptation and resience
Project Time Frame Estimated Total Budget
R
+ Researchers
+ Focus Areas
Motivation
+ Problem to Solve
+ Aims
L + Approach
4. You can also add, view, edit, and delete or remove related records such as Researchers, Focus Areas,
Aims, Outputs (Products) and attach supporting documents. Related records are automatically saved to
your concept note each time you create or edit them.
| o
Thematic Area Outcome
Project Time Frame Estimated Total Budget
R
— Researchers
Title First Name Surname Organisation Name Created On
03/Oct/20R4 11:05 AM
View Researcher Details
+ Focus Areas Delete R
+ Motivation
+ Problem to Solve
+ Aims
+ Approach
+ Uniqueness
+ Outcomes
+ Outputs (Products)
+ Attach Supporting Documents
| _

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

the Edit Concept Note page. Note: Please remember to save your changes often!

Page |32 gvyi;:

Supporting sustainable development through research funding, knowledge creation and dissemination



Submit a Concept Note to WRC
1. When your concept note is completed, you can save any final changes and submit the concept note to the
WRC by clicking on the Submit to WRC button at the bottom of the Edit Concept Note page. You will be

re-directed to the Submitted Concept Notes page.

Submit to WRC

2. Note: All fields on the Edit Concept Note page must be completed and the form saved for the Submit to

WRC button to be available to be clicked. If the button is faded-out and not available to be clicked, check
all the fields in the section at the top of the form and in all tabs of the form are completed and that any
changes you have made to the form have been saved using the Save button at the bottom of the form.

3. Note: If you fail to submit your concept note to the WRC before the date and time shown in the Submission
Close Date column for the concept note, your concept note will no longer appear on the Concept Note
Submissions in Progress page or the Submitted Concept Notes page, and will be considered by the WRC
to be incomplete.

4. You can view the concept note on the Incomplete Concept Note Submissions page by following the steps

in the Incomplete Concept Note Submissions section below.

Page |33 5@%
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Submitted Concept Notes Page

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

then click on Submitted Concept Notes.

Water Research Commission A | CallFor Proposals ~ | | Contracts ~ Projects ~ |  Reference Groups ~ Reviews + Service Requests ~ Tutorials -

X Proposals
Home > Proposals > Submitted Concept Notes

Concept Note Submissions in Progress

Submitted Concept Nothmenee |

Proposal Submissions in Progress

Below is a list of all submitted concept notes that are read only, You  >UCMitted Proposals licking on the down arrow o the right of the concept note and selecting the View details option.

Incomplete Proposal Submissions
You can still edit a submitted concept note before the submission de  Accepted Praposals n viewing the details click on the Amend Submission button at the bottom of the page.
Rejected Proposals .
Note that your concept note submission may not appear in this list i leted processing. If the concept appears in the list after refreshing the browser, processing is complete.
Amendments for Acceptance

Title of Proposed Project Proposal Amendments ms of Reference Submission Close Date Submitted On

2. The Submitted Concept Notes page displays a list of concept notes that have been submitted to the WRC
but have not yet been accepted or rejected. Once a concept note has been submitted, it can no longer be
edited after the Submission Close Date of the concept note.

3. To view the details of the submitted concept note, click on the arrow on the far right of the concept note

record and select the View details option. This will re-direct you to the Concept Note Details page.

Water Research Commission A | callFor Proposals ~ Proposals ~ Contracts + Projects + |  Reference Groups ~ Reviews Service Requests + Tutorials -

Home > Proposals > Submitted Concept Notes

Submitted Concept Notes

Below is  list of all submitted concept notes that are read only. You can view the details of the concept note by clicking on the down arrow to the right of the concept note and selecting the View details option.
You can still edit a submitted concept note before the submission deadline date. To amend the concept note, when viewing the details click on the Amend Submission button at the bottom of the page.

Note that your concept note submission may not appear in this list immediately after submission ntil it has completed processing. If the concept appears in the list after refreshing the browser, processing is complete.

Title of Proposed Project Concept Note Number ¥ Terms of Reference Submission Close Date Submitted On
29/Aug/2024 4:00 PM 03/Oct/2024 11:09 AM E
04/0ct/2024 5:00 PM 29/Aug/2024 12:14 PM
04/0ct/2024 4:00 PM 29/Agq/2024 12:04 PM

Copyright © 2024. All rights reserved. Support
Contact us South African
Knowledge Base

WATER |,
RESEARCH
Commission
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4. On the Concept Note Details page, you can view the details of the concept note by clicking on the tab

names to expand and collapse them (see screenshot on the next page).

Water Research Commission

#A | call For Proposals ~ Proposals + Contracts + Projects ~ Reference Groups ~ Reviews + Service Requests + Tutorials -

Home > Proposals > Concept Note Submissions in Progress > Concept Note Details

CONCEPT NOTE DETAILS

You can still edit a submitted concept note before the submission deadline date. To amend the concept note, click on the Amend Submission button at the bottom of this page.

Title of Proposed Project *

Proposer * Project Leader Name
Organisation Name Contact Person

Email Address of Contact Person Mobile Number of Contact Person
Thematic Area Outcome

2. Water Use 5. Water adaptation and resilience
Project Time Frame Estimated Total Budget

+ Researchers

+

Focus Areas

+ Motivation

+ Problem to Solve
+ Aims

+ Approach

+ Uniqueness

+ Outcomes

+ Outputs (Products)

+ Attach Supporting Documents

Amend Submission

Copyright © 2024, Al rights reserved., Support

Contact us South African
Knowledge Base

WATER
RESEARCH
ConMISSION
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Amend a Concept Note Submission

1. If you have submitted your concept note to the WRC, and the current date and time is before the

Submission Close Date and time displayed on the Submitted Concept Notes page, you can recall and
amend your concept note submission by clicking on the Amend Submission button at the bottom of the

Concept Note Details page (refer to step #4 in the Submitted Concept Notes Page section above).

Amend Submission

Copynght @ 2024, All ights reserved.

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

your proposal submission by following the steps in the Concept Note Submissions in Progress Page and

Edit a Concept Note sections in this document.

3. Note: If you recall and amend your concept note submission, remember to submit it to WRC again before
the Submission Close Date and time displayed on the Concept Note Submissions in Progress page by

following the steps in the Submit a Concept Note to WRC section in this document.

0-0-0@-
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Incomplete Concept Note Submissions Page

1. To view the Incomplete Concept Note Submissions page, click on the Proposals option in the Navigation
Menu and then click on Incomplete Concept Note Submissions.

Water Research Commission A | callFor Proposals ~ | | Contracts ~ Projects ~ |  Reference Groups ~ Reviews + Service Requests - Tutorials -

. Proposals
Home > Proposals > Incomplete Concept Note Submissions

Concept Note Submissions in Progress
wbmitted ncent Notes

Incomplete Concept N s ot i simson |

Proposal SUBMISSIons 1 Progiess

Submitted Proposal N
ubmitted Froposals nplete. To view the details of the concept note, click on the arrow on the right side of the concept note in the list and select the View

Incomplete Proposal Submissions
Accepted Proposals
Title of Proposed Project Rejected Proposals Thematic Area Submission Close Date 4 Created On

Amendments for Acceptance

5. Knowledge Dissemination 28/Aug/2024 8:00 AM 26/Aug/2024 3:04 PM -
Proposal Amendments 9 o 9
2. Water Use 04/0ct/2024 4:00 PM 11/5ep/2024 10:10 AM [v]

— —

2. The Incomplete Concept Note Submissions page displays concept notes that were not submitted to the
WRC before the Submission Close Date for the concept note.
3. To view the details of the concept note, click on the arrow on the far right of the concept note record and

click on the View Concept Note option.

Water Research Commission A | callFor Proposals ~ Proposals ~ Contracts = Projects = |  Reference Groups « Reviews v Service Requests + Tutorials .

Home > Proposals > Incomplete Concept Note Submissions

Incomplete Concept Note Submissions

Title of Proposed Project Terms of Reference Thematic Area Submission Close Date 4 Created On
5. Knowledge Dissemination 28/Aug/2024 8:00 AM 26/Aug/2(24 3:04 PM E
2. Water Use 04/0ct/2024 4:00 PM 11/Sep/20ps  View Concept NO(U
1. Water Availability 04/0ct/2024 5:00 PM 16/Aug/2024 3:26 PM
3. Water Quality & Health 04/0ct/2024 5:00 PM 11/5ep/2024 10:11 AM
5. Knowledge Dissemination 04/0ct/2024 5:00 PM 26/Aug/2024 11:27 AM

Copyright © 2024. All rights reserved. Support
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4. The Concept Note Details - Incomplete page is displayed, where you can view the details you captured for
the concept note, but the details cannot be edited.
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Proposal Submissions in Progress Page

1.

To view the Proposal Submissions in Progress page, click on the Proposals option in the Navigation Menu

and then click on Proposal Submissions in Progress.

Water Research Commission
P

Home > Proposals > Proposal Submissions in Progress

Proposal Submissions ir

Call For Proposals ~ | |

Proposals

Concept Note Submissions in Progress
Submitted Concept Notes

Incomplete Concept Note Submissions

Contracts ~

Projects ~ Reference Groups ~ Reviews + Service Requests + Tutorials -

Proposal Submissions in Progress

Below is  list of all active proposal submissions that are in progref
available here for editing. The Proposal Number is only assigned a

Remember to save the information on the proposal edit page

The functionality to print out your proposal now exists. Please foll¢

« Select the Edit Proposal option using the arrow to the right ¢
+ Scroll to the end of the bottom of the proposal edit page and click on the

UDTTETeT PTOposar
Incomplete Proposal Submissions
Accepted Proposals

Rejected Proposals

Amendments for Acceptance

Proposal Amendments

oposal button

d to the WRC. Note that if a proposal submission date has passed and you have not yet submitted the proposal, it will no longer be

The Proposal Submissions in Progress page displays a list of all proposal submissions that you have

created, or that were automatically created from a concept note that was accepted by WRC, but have not

yet been 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.

Water Research Commission
a |

Home > Proposals > Proposal Submissions in Progress

Proposal Submissions in

Call For Proposals ~ | Proposals +

Progress

Contracts = | Projects ~ | Reference Groups ~ | Reviews = |  Service Requests = |  Tutorials | -

Below is  list of all active proposal submissions that are in progress that are editable. They are not yet submitted to the WRC. Note that if a proposal submission date has passed and you have not yet submitted the proposal, it will no longer be
available here for editing. The Proposal Number is only assigned after the proposal is submitted

Remember to save the information on the proposal edit page first before you submit.

The functionality to print out your proposal now exists. Please follow these steps:

Select the Edit Proposal option using the arrow to the right of the proposal listed below.

Click the Proceed button in the Generate Preview Document pop up window.

« Scroll to the end of the bottom of the proposal edit page and click on the Preview Proposal button,

After 30 seconds, refresh the browser and the document will be availabe in the Attach Supporting Documents at the bottom of the proposal edit for and can be downloaded from there.

Name 4

Copyright © 2024. All rights reserved.

Terms of Reference

Support
Contact us
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Page |38

Supporting sustainable development through research funding, knowledge creation and dissemination

Submission Close Date
Start Date

End Date

Created On

31/Aug/2024

31/Oct/2024 8:00 AM 13/Sep/2024 10:38 AM

01/Apr/2025 31/0ct/2024 8:00 AM 12/5ep/2024 11:04 AM

v

01/Jun/2024 31/May,

31/Dec/2024 PM 20/N

4 2:38 PM

01/Apr/2025 31/Mar/2028 31/Dec/2024 4:00 PM 18/Jul/2024 9:227 AM

South African
WATER RESEARCH COMMISSION

supportinj
funding, knowle

/Xt S0U7 N\
D 4

Ro,

7\
/2

2/

<)
,/’




Edit Proposal Page

1. To edit a proposal, on the Proposal Submissions in Progress page, 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.

Water Research Commission

#A | CallFor Proposals ~ Proposals + Contracts ~ Projects Reference Groups + Reviews Service Requests ~ Tutorials | .

Home > Proposals > Proposal Submissions in Progress

Proposal Submissions in Progress

Below is a list of all active proposal submissions that are in progress that are editable. They are not yet submitted to the WRC. Note that if a proposal submission date has passed and you have not yet submitted the proposal, it will no longer be
available here for editing. The Proposal Number is only assigned after the proposal is submitted

Remember to save the information on the proposal edit page first before you submit.
The functionality to print out your proposal now exists. Please follow these steps:
« Select the Edit Proposal opticn using the arrow to the right of the proposal listed below:
= Scroll to the end of the bottom of the proposal ediit page and click on the Pre posal button.

« Click the Proceed button in the Generate Preview Document pop up window
- After 30 seconds, refresh the browser and the document will be availabe in the Attach Supporting Documents at the bottom of the proposal edit for and can be downloaded from there

Submission Close Date
Name 4 Terms of Reference Start Date End Date + Created On

31/Aug/2024 30/Mar/2025 31/0ct/2024 8:00 AM 13/Sep/2024 10:38 AM

01/Apr/2025 31/0ct/2024 8:00 AM 4}  Edit Proposal

Create a Service Request
01/1un/2024 31/May/2026 31/Dec/2024 400 PM 2opviayreoze eI vl
01/Apr/2025 31/Mar/2028 31/Dec/2024 400 PM 18/Jul/2024 927 AM

Copyright © 2024. All rights reserved. Support
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2. Onthe Edit Proposal page, all the details of your proposal are available for editing and are separated into

tabs.

Water Research Commission

A | CallForProposals - | Proposals ~ Contracts ~ Projects ~ | Reference Groups ~ Reviews ~ Service Requests ~ Tutorials Kevin Matos ~

Home > Proposals > Proposal Submissions in Progress > Edit Proposal

EDIT PROPOSAL

PLEASE READ THE FOLLOWING IMPORTANT INFORMATION:

« To edit the information in a tab, dlick on the arTow next to the name of the tab to expand it
« To save changes to the proposal, click on the SAVE button at the bottom of the form.

+ To view updates to the amounts in the Buclget Summary tab, save the proposal and expand the tab again

Mandatory fields are indicated with a * symbol next to the field label

The Submit to WRC button will remain disabled if any of the mandatory fields are not completed, and if there are any unsaved changes on the form

Please remember to click the SAVE button before you leave this page or before you submit the proposal.

Proposal Preview Document:

« To generate a PDF copy of the proposal, save the proposal, scrall to the bottom of this form and then click on the Preview Proposal button.
« After one minute, refresh the browser page and the proposal dacument will be available in the Attachment Supporting Documents section below and can be downloaded

vGeneral Information
vAdministrative Staff
vResearch Information
vlead Organisation
vCollaborating Organisations
vResearchers

wvAbstract

vRationale

vAIms

vMethodology
vDeliverables

wvProducts

wlnnovation

wBackground Intellectual Property
vHuman Resource Costs
vOperational Expenses
vCapital Expenses
vDissemination/Uptake Activity Expenses
vBudget Summary
vKnowledge Dissemination
v(Capacity Building

vin

utional Development
vCommunity Development
v3rd Party Funding
~QOther Information

vAttach Supporting Documents

Copyright © 2024. All rights reserved Support
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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.

Proposal Preview Document: To be able to access a PDF copy of your proposal, save your changes, scroll to the bottom of this form and then click on the Preview Proposal button. After one minute, you can refresh your browser page and the
proposal document will then be available in the Attachment Supporting Documents section below and can be downloaded

vGeneral Information
vAdministrative Staff

vResearch Information

alead Organisation

Organisation Name

Contribution

PHYSICAL ADDRESS

Address Line 1 Address Line 2

Address Line 3

city

Postal Code

POSTAL ADDRESS
Postal Address is the same as the Physical Address?

 § i

4. You can also add, view, edit, and delete related records such as Researchers, Deliverables, Expenses,

and attach supporting documents. Related records are automatically saved to your proposal each time you
create or edit them.

| o

Proposal Preview Document: To be able to access a PDF copy of your proposal, save your changes, screll to the bottom of this form and then click on the Preview Proposal button. After one minute, you can refresh your browser page and the

proposal document will then be available in the Attachment Supporting Documents section below and can be downloaded

vGeneral Information

v Administrative Staff

vResearch Information

vlead Organisation

vCollaborating Organisations

AResearchers

Name 4 Organisation Name Project Role Created On
27/Aug/2024 2:29 PM E
27/Aug/2024 217 PM
View Researcher Details
Edit Re: T
vAbstract Delete Researcher
wvRationale
vAims
vMethadology
vDeliverables
vProducts
|

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: Please remember to save your changes often!

/ 430Uz N\
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Generate Proposal Preview Document

1. You can preview your proposal in PDF document format before submitting it to the WRC. To generate the
proposal preview document, scroll to the bottom of the Edit Proposal page and click on the Preview
Proposal button.

m Preview Proposal Submit to WRC

Copyright © 2024. All nghts reserved.

2. The Generate Preview Document pop-up window will appear over the form. Please read the instructions
carefully and click the Proceed button.

®
GENERATE PREVIEW DOCUMENT

Click "Proceed’ to generate a preview document of your proposal.

After one minute, refresh the browser window and the document can then be viewed

and downloaded from the Attach Supporting Documents tab at the bottom of the
Edit Proposal form.

Proceed Cancel

3. A green banner will appear at the top of the Edit Proposal page to confirm that the Proposal Preview

document has been generated. Please wait one minute and then refresh the browser window.

4. After waiting one minute and refreshing the browser window, scroll to the bottom of the page and click on
the Attach Supporting Documents tab to expand it. The proposal submission preview document will be
displayed in this tab in PDF format.

~Attach Supporting Documents

2 mi

k Proposal Submission Preview.pdf (196.42 KB)

5. Click on the hyperlinked name of the document to have the document downloaded to the default

downloads folder on your computer. From there you can open the document and review the contents.

%
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Submit a Proposal to WRC
1. When your proposal is completed, you can save any final changes using the Save button at the bottom of
the Edit Proposal page and submit the proposal to the WRC by clicking on the Submit to WRC button. You

will be re-directed to the Submitted Proposals page.

Save Preview Proposal Submit to WRC

Copyright © 2024, All nghts reserved.

2. Note: All mandatory fields on the Edit Proposal page must be completed for the Submit to WRC button to
be available to be clicked. If the button is faded-out and not activated, check all the mandatory fields in all
tabs of the form are completed.

3. Fields that are mandatory to submit the proposal are indicated with a * symbol next to the field label and
the text “This field must be completed before submitting the proposal.” below the field label. If the field is
not relevant to your submission, you may enter “N/A” into the field.

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

5. You can view the proposal on the Incomplete Proposal Submissions page by following the steps in the

Incomplete Proposal Submissions section below.

Page |43 §\ /:5
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Submitted Proposals Page

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

Water Research Commission A | callFor Proposals ~ | | Contracts ~ Projects ~ |  Reference Groups ~ Reviews + Service Requests - Tutorials -

X Proposals
Home > Proposals > Submitted Proposals

Concept Note Submissions in Progress
Submitted Concept Notes

Submitted Proposals

Dropasal inD,

Below is a list of all submitted proposals that are read only. You (arl Submitted Proposals the down arrow to the right of the proposal and selecting the View details option

Thcomplete Proposal SUBMISSIONs
You can still edit a submitted proposal before the submission deadlil  Accepted Praposals } the details click on the Amend Submission button at the bottom of the page.

Rejected Proposals i
Note that your proposal submission may not appear in this list imme d processing. If the proposal appears in the list after refreshing the browser, processing is complete.
Amendments for Acceptance

Name prop roposal Amendments Submission Deadline ~ Proposal Status Created On

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 after the Submission Close Date of the proposal.

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.

Water Research Commission A | callFor Proposals ~ Proposals ~ Contracts = Projects = |  Reference Groups « Reviews v Service Requests + Tutorials .

Home > Proposals > Submitted Proposals

Submitted Proposals

Below is  list of all submitted proposals that are read only. You ¢an view the details of the proposal by clicking on the down arrow to the right of the proposal and selecting the View details option
You can still edit a submitted proposal before the submission deadline date. To amend the proposal, when viewing the details click on the Amend Submission button at the bottom of the page,

Note that your proposal submission may not appear in this list immediately after submission until it has completed processing. If the proposal appears in the list after refreshing the browser, processing is complete

Name Proposal Number % Terms of Reference Submission Deadline  Proposal Status Created On

31/0ct/2024 8:00 AM Proposal Submitted 135 10:38 AM E
@ View details
Copyright © 2024. All rig| Support

Contact us South African
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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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Water Research Commission

# | callFor Proposals ~ Proposals + Contracts + Projects + Reference Groups = Reviews Service Requests + Tutorials

Home > Proposals > Proposal Submissions in Progress > Proposal Details

PROPOSAL DETAILS

You can still edit a submitted proposal before the submission deadline date. To amend the proposal, dlick on the Amend Submission button at the bottom of this page.

vGeneral Information
vAdministrative Staff
vResearch Information
vlead Organisation
vCollaborating Organisations
vResearchers

wvAbstract

wvRationale

vAims

vMethodology
vDeliverables

vProduct:

wlnnovation

wBackground Intellectual Property
vHuman Resource Costs
~QOperational Expenses
v(apital Expenses
vDissemination/Uptake Activity Expenses
vBudget Summary
vKnowledge Dissemination
v(Capacity Building
wvinstitutional Development
wCommunity Development
w3rd Party Funding

~QOther Information

vAttach Supporting Documents

Amend Submission

Copyright © 2024. All rights reserved. Support
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Amend a Proposal Submission
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 (refer

to step #5 in the Submitted Proposals Page section above).

Amend Submission

Copyright © 2019. All ights reserved.

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

proposal submission by following the steps in the Proposal 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 Proposal Submissions in Progress page by following the

steps in the Submit a Proposal to WRC section in this document.

@— =) :@: — —
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Incomplete Proposal Submissions Page

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

Water Research Commission A& | callForProposals ~ | | Contracts ~ Projects ~ Reference Groups ~ Reviews - Service Requests + Tutorials -

. Proposals
Home > Proposals > Incomplete Proposal Submissions

Concept Note Submissions in Progress
Submitted Concept Notes

Incomplete Proposal Sul s coepe e susmsons
Proposal Submissions in Progress

Submitted Proposals

Below is a list of proposals that were not submitted before the subm te. To view the details of the proposal, click on the arrow on the right side of the proposal in the list and select the View Proposal option.

Incomplete Proposal Submissions -
Name Start Date End Date Submission Close Date 4 Created On

Ccepted Proposars

Rejected Proposals 01/Apr/2025 12/Sep/2024 11:04 AM
Amendments for Acceptance

Proposal Amendments

2. The Incomplete Proposal Submissions page displays proposals that were not submitted to the WRC before
the Submission Close Date for the proposal.

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

Water Research Commission A | callFor Proposals ~ Proposals ~ Contracts + Projects + |  Reference Groups ~ Reviews Service Requests + Tutorials .

Home > Proposals > Incomplete Proposal Submissions

Incomplete Proposal Submissions

Below is  list of proposals that were not submitted before the submission close date and deemed to be incomplete. To view the details of the proposal, click on the arrow on the right side of the proposal in the list and select the View Praposal option.

Name Terms of Reference Start Date End Date Submission Close Date 4 Created On

12/Sep/p024 11:04 AM E

View Proposal

Copyright © 2024. All rights reserved. Support
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4. The Proposal Details page is displayed, where you can view the details you captured for the proposal, but
the details cannot be edited.
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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.

Water Research Commission A | callFor Proposals ~ | | Contracts ~ Projects ~ |  Reference Groups ~ Reviews + Service Requests + Tutorials

Proposals
Home > Proposals > Accepted Proposals
Concept Note Submissions in Progress

Submitted Concept Notes

Accepted Proposals

Proposal Submissions in Progress

This page displays all the proposals accepted by the WRC after supy  >uomitted Proposals

Incomplete Proposal Submission:
Name i

Accepted Proposals

[ Reference Proposal Status Created On

Rejected Proposals
Amendments for Acceptance

Proposal Amendments

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.

Water Research Commission
A& | callFor Proposals ~ Proposals Contracts Projects Reference Groups « Reviews Service Requests v -
Home > Proposals > Accepted Proposals
This page displays all the proposals accepted by the WRC after submission.
Name Proposal Number + Terms of Reference Proposal Status Created On
Proposal Accepted with Amendments 30/Mar/2019 3:20 PM E

Copyright © 2019, All rights reserved.
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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.

Water Research Commission A | CallFor Proposals ~ | | Contracts ~ Projects ~ |  Reference Groups ~ Reviews + Service Requests + Tutorials

. Proposals
Home > Proposals > Rejected Proposals

Concept Note Submissions in Progress

Rejected Proposa|5 Submitted Concept Notes

Incomplete Concept Note Submissions
Proposal Submissions in Progress

This page displays all the proposals rejected by the WRC after submi  >uomitted Proposals annot be re-opened
N Incomplete Proposal Submissions
ame

f Reference Proposal Status
ccepted Proposal

Created On
| Rejected Proposals

TRenamMents Tor ACceptan

Proposal Amendments

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.

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.

Water Resea I'Ch Commission A& | callFor Proposals ~ Proposals Contracts Projects = Reference Groups « Reviews v Service Requests v Tutorials -
Home > Proposals > Rejected Proposals
This page displays all the proposals rejected by the WRC after submission. Note that once they are rejected, they cannot be re-opened
Name Propesal Number % Terms of Reference Proposal Status Created On
Proposal Rejected 2 21 PM

View Decision Letter

Copyright © 2024. All rights reserved. Support

Contact us South African

Knowledge Base WATER RESEARCH COMMISSION
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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.

Water Research Commission A& | callForProposals ~ | | Contracts Projects = Reference Groups « Reviews v Service Requests +

Tutorials -
Proposals
Home > Proposals > Amendments for Acceptance
Concept Note Submissions in Progress
Submitted Concept Notes
Amendments for ACCEP! e coep e susmsons
Proposal Submissions in Progress
- Submitted Proposals
he WRC will recommend amendments after viewing the proposal. | d will have to make amendment will be on this page
Incomplete Proposal Submissions o X
Name Pra nce Start Date Proposal Status Submission Deadline

Accepted Proposals

Reigcted Proposals

Amendments for Acceptance

Proposal Amendments

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.

Water Research Commission
A | callFor Proposals ~ Proposals Contracts Projects Reference Groups « Reviews Service Requests ~ -
Home > Proposals > Amendments for Acceptance
The WRC will recommend amendments after viewing the proposal. All proposal submission where the project lead will have to make amendment will be on this page
Name Proposal Number + Terms of Reference Start Date Proposal Status Submission Deadline
01/Apr/2020 Proposal Accepted with Amendments  05/Apr/2019 8:00 AM -I

Accept Amendments

Copyright © 2019. All rights reserved. Support

Contact us South African
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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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Water Research Commission

# | callFor Proposals ~ Proposals + | Contracts + |  Projects ~ Reference Groups » | Reviews ~ | Service Requests ~

Home > Proposals > Amendments for Acceptance

Amendments for Acceptance
The WRC will recommend amendments after viewing the proposal. All proposal submission where the praject lead will have to make amendment will be on this page

Name Proposal Number 4 Terms of Reference Start Date Proposal Status Submission Deadline

01/Apr/2020 Proposal Accepted with Amendments  05/Apr/2019 8:00 AM

Accept Amendments

View Proposal Details

(]

Copyright © 2019. All right Support
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5. In the 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.

Proposal Amendments

Accept WRC's Proposed Amendments?

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.

Water Research Commission A | callFor Proposals ~ | | Contracts ~ Projects ~ |  Reference Groups ~ Reviews + Service Requests + Tutorials

: Proposals
Home > Proposals > Propesal Amendments in Progress
Concept Note Submissions in Progress

Submitted Concept Notes

Proposal AMendments | e conce ot sssmisens

Proposal Submissions in Progress

Al proposal due for amendments will be displayed here. Submitted Proposals
Incomplete Proposal Submissions - )

Name Pro nee Start Date Proposal Status Submission Deadline

Accepted Praposals

Rejected Proposals

Amendments for ptanc

| Proposal Amendments |

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.
The proposals on this page can be edited up until the Submission Deadline date and time displayed.

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.

Water Research Commission

# | Call For Proposals ~ Proposals ~ | Contracts ~ |  Projects ~ Reference Groups ~ | Reviews ~ | Service Requests ~ -

Proposal Amendments in Progress
All proposal due for amendments will be displayed here.

Name Proposal Number Terms of Reference Start Date

Proposal Status Submission Deadline
01/Apr/2020 Open for Proposal Amendments 05/Apr/2019 8:00 AM
Edit Proposal

Create 2 Service Request
Copyright © 2019. Al rights reserved.
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5. To edit the details of the proposal, follow the steps from step #2 in the Edit Proposal page section.

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 Submissions Page as detailed in the following steps.
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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.

Water Research Commission

A | callFor Proposals + Proposals || Contracts = | | Projects « Reference Groups + Reviews ~ Service Requests + Kevin Manuel Garcia Matos =

Contracts Page

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

Water Research Commission

# | CcallFor Proposals + Proposals ~ | IREIUCYSORN | Projects + | Reference Groups ~ Reviews ~ | Service Requests ~ -

Home > Contracts | Contracts |

Approved Contracts
C t -t Contracts for Signature
ontracts Contact Amendments
Accept WRC Contract Amendments
This is where all the contract related information is found. You will be able t¢ ~ Submitted Contract Amendments recommendations.
Rejected Contract Amendments
Contract Amendments Pending Signature

— This Section
& |n This Section Approved Contract Amendments

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.

Water Research Commission
# | CallFor Proposals ~ Proposals ~ Contracts ~ Projects ~ Reference Groups ~ Reviews ~ Service Requests ~

Home > Contracts

Contracts

This is where all the contract related information is found. You will be able to submit your contract, sign it, and amend as per recommendations.

¥ n This Section

Contract Amendments to be Submitted

Acc Contract Amendments
Submitted Contract Amendments

Rejected Contract Amendments

Contract Amendments for Signature

nd Finalized Contract Amendments

Copyright © 2019. Allrights reserved.
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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.

Water Research Commission

A& | callFor Proposals ~ Proposals ~ | | Projects ~ Reference Groups ~ Reviews Service Requests ~ -

Home > Contracts > Contracts for Signature Contracts
Velelce) Contracts
f H | Contracts for Signature |
Contracts for Signature o o

Accept WRC Contract Amendments
Submitted Contract Amendments
Rejected Contract Amendments
Contract Number ¥ Project Contract Amendments Pending Signature  2d Organisation Contract Signatory

Approved Cantract Amendments

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.

Water Research Commission A | call For Proposals ~ Proposals ~ Contracts ~ Projects ~ Reference Groups ~ Reviews + Service Requests ~ -

Home > Contracts > Contracts for Signature

Contracts for Signature

Contract Number ¥ Project Lead Organisation Contract Signatory

All rights reserved. Support
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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.

PROJECT INFORMATION

Project *

Contract Number

Lead Organisation

Contract Signatory

Project Leader

COURIER DETAILS (For Hard Copy of Contract Sent to WRC)

Courier Company Name

Courier Tracking Number

Date Couriered

CONTRACT DOCUMENTS

42.minutes.ago
WRC Business B Letter with Contract.pdf (0 bytes)

Management #

43 minutes ago
WRC Business B Contract - pdf (467.97 KB)

Management #

Upload Your Signed Contract

Browse... | No files selected.

Save

Submit Uploaded Centract to WRC ‘

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.
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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.

COURIER DETAILS (For Hard Copy of Contract Sent to WRC)

Courier Company Name

Courier Tracking Number

Date Couriered

CONTRACT DOCUMENTS

WRC Business B Letter with Contract.pdf (0 bytes)

Management #

WRC Business B Contract - .pdf (467.97 KB)
Management #

Upload Your Signed Contract

Browse... | No files selected.

Save

Submit Uploaded Contract to WRC
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Approved Contracts

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

on Approved Contracts.

Water Research Commission

A& | callFor Proposals ~ Proposals ~ | | Projects ~ Reference Groups ~ Reviews Service Requests ~ -

Home > Contracts > Approved Contracts Contracts

A d C t t Contracts for Signature

pprovea Lontracts Contact Amendments

Accept WRC Contract Amendments

This page displays all approved contracts for submitted and approved propc  Submitted Contract Amendments
Rejected Contract Amendments

Contract Amendments Pending Signature
Contract Number 4 Project Approved Contract Amendments Contract Signatery Status Reason Approval Date

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.

Water Research Commission A | call For Proposals ~ Proposals ~ Contracts ~ Projects ~ Reference Groups ~ Reviews ~ Service Requests ~ -

Home > Contracts > Approved Contracts

Approved Contracts

This page displays all approved contracts for submitted and approved proposals.

Contract Number 4 Project Proposer Contract Signatory Status Reason Approval Date

Contracting Complete 02/Apr/2019 [+]
© View details
. All rights reserved. Support
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Contract Amendments to be Submitted Page

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.

Water Research Commission

A& | callFor Proposals ~ Proposals ~ | | Projects ~ Reference Groups ~ Reviews Service Requests ~ -

Home > Contracts > Contract Amendments to be Submitted Contracts

Approved Contracts

Contract Amendments to 'L| ——

Contract Amendments |

RCcept WRC Comtract
This is a list of Contract Amendments that the user has created, but notyet s  Submitted Contract Amendments )at are initiated by the Project Leader and that they are editing before they submit to WRC for approval will be listed here
Rejected Contract Amendments

Contract Amendments Pending Signature

Approved Contract Amendments {ange Description Created On 4

Contract Number ¥ Project

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.

Qe“ sou;/ N
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Create a Contract Amendment Request

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

click on My Active Projects.

Water Research Commission

A& | callFor Proposals ~ Proposals Contracts ~ | m| Reference Groups ~ Reviews Service Requests ~ -

Home > Projects > My Active Projects Projects

My Active Projects

Deliverable Submissions
Submitted Deliverables
This page display all the active projects. i.e Projects that are in progress. Rejected Deliverables
Submit Invaice for Deliverable
Paid Deliverables
Contract Number Capital Expenses
Name Start Date Enc Completed Projects Total Amount Paid Research Manager Proposal Status

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.

Water Research Commission

# | Call For Proposals ~ Proposals ~ | Contracts ~ |  Projects ~ Reference Groups ~ | Reviews ~ | Service Requests ~ -

Home > Projects > My Active Projects

My Active Projects

This page display all the active prajects. i.e Projects that are in progress.

Contract Number
Name Start Date End Date Total Budget Total Amount Paid Research Manager Proposal Status

01/Apr/2019  31/Mar/2022 Projectin Progress

Create a Service Request

View Project Details

| Create Contract Amendment Request

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION
=
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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).

General
INFORMATION

Project *

Change Description *

Motivation *

REASON FOR CHANGE

Change to Contract End Date

New Contract End Date
® No Yes

Change to Deliverable/Contract Budget

Additional Funds Requested
® No © Yes

Change to Deliverable Target Date(s)
® No © Yes

Change to Deliverable Content
® No Yes

Change of Project Leader

New Project Leader (Researcher)
® No © Yes

]

DETAILS OF CHANGE

Attachments

Attach a file

Choose Files | No file chosen

3

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.

Qe“ sou;/ N
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Edit and Submit a Contract Amendment Request

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.

Water Research Commission

# | CallForProposals - | Proposals ~ | Contracts ~ | Projects ~ | Reference Groups = | Reviews ~ | Service Requests ~ -

Home > Contracts > Contract Amendments to be Submitted

Contract Amendments to be Submitted

This is  list of Contract Amendments that the user has created, but not yet submitted to the WRC. In other words, Contract Amendments that are initiated by the Project Leader and that they are editing before they submit to WRC for approval

Contract Number 4 Project Change Description Created On ¥

03/Apr/2019 10:25 AM

Knowledge Base

Copyright © 2019. All rights reserved. Support
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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.
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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.

Water Research Commission

A | CallFor Proposals ~ Proposals | | Projects Reference Groups ~ Reviews Service Requests ~ -

Home > Contracts > Submitted Contract Amendments Contracts

Approved Contracts
Submitted Contract Ameng e e

ccent WRC Contract

This page displays all submitted contract amendments Submitted Contract Amendments

Contract Amendments Pending Signature
Date

A i Contract Amendments
pproved Contract Amendment Research Manager Status Submitted

Contract Number ¥ Project

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.

Water Research Commission
A | callFor Proposals + Proposals + Contracts = Projects Reference Groups + Reviews Service Requests ~ -

Home > Contracts > Submitted Contract Amendments
Submitted Contract Amendments
This page displays all submitted contract amendments.

Date
Contract Number 4 Project Approval Date Research Manager Status Submitted

Pending Contracts Manager 03/Apr/2019 E|
Approval
o © View details
Support
Contact us South African
Knowledge Base
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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.
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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.

Water Research Commission

A& | callFor Proposals ~ Proposals ~ | | Projects ~ Reference Groups ~ Reviews Service Requests ~ -

Home > Contracts > Accept WRC Contract Amendments Contracts

Approved Contracts

ACCept WRC Contract Ame Contracts for Signature

Contract Amendments

Accept WRC Contract Amendments

The WRC will make amendment and recommendations to the contract. The | SUBTItted Contract Amenaments t they have to accept the amendments for,
Rejected Contract Amendments

Contract Amendments Pending Signature
Contract Number 4 Project Research Manager Date Submitted
Approved Contract Amendments

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.

Water Research Commission

# | CallForProposals - | Proposals - | Contracts ~ | Projects ~ | Reference Groups = | Reviews ~ | Service Requests ~ -

Home > Contracts > Accept WRC Contract Amendments

Accept WRC Contract Amendments
The WRC will make amendment and recommendations to the contract. The project leader will view all the contracts here that they have to accept the amendments for.

Contract Number 4 Project Change Description Research Manager Date Submitted

03/Apr/2019 [T+T]
Support
Contact us South African
Knowledge Base ESEARCH

Accept WRC Amendments

Copyright © 2019, All rights reserved.
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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).

General
INFORMATION

Project *

Change Description *

Motivation *

REASON FOR CHANGE

Change to Contract End Date New Centract End Date
No ' Yes _

Change to Deliverable/Contract Budget Additional Funds Requested
No Yes

Change to Deliverable Target Date(s)
No Yes

Change to Deliverable Content

No Yes
Change of Project Leader New Project Leader (Researcher)
No ' Yes

DETAILS OF CHANGE

Attachments

There are no notes to display.

Vs SN
[ S V«/ \
[ & /“;_; \
\ \ 2 |
\ 2

Supporting sustainable development through research funding, knowledge creation and dissemination T

Page |64



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.

Water Research Commission

A | Call For Proposals ~ Proposals ~ | Contracts ~ | Projects ~ Reference Groups ~ | Reviews ~ | Service Requests ~ -

Home > Contracts > Accept WRC Contract Amendments

Accept WRC Contract Amendments

The WRC will make amendment and recommendations to the contract. The project leader will view all the contracts here that they have to accept the amendments for.

Contract Number % Project Change Description Research Manager Date Submitted

03/Apr/2019 ~]]

View Amendment Details

Accept WRC Amendments

Copyright © 2019. All rights reserved. Support
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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.
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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.

Water Research Commission

A& | callFor Proposals ~ Proposals ~ | | Projects ~ Reference Groups ~ Reviews Service Requests ~ -

Home > Contracts > Rejected Contract Amendments Contracts

Approved Contracts
R . A Contracts for Signature
ejected Contract Amendn e
Accept WRC Contract Amendments

ubmitted Contract Amendments

| Rejected Contract Amendments

Contract Number 4 Project Contact Amendments Panding Signatareription Research Manager Date Submitted

Approved Cantract Amendments

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.

Water Research Commission
A | CcallFor Proposals + Proposals + Contracts + Projects Reference Groups ~ Reviews ~ Service Requests ~

Home > Contracts > Rejected Contract Amendments

Rejected Contract Amendments

Contract Number ¥ Project

Change Description Research Manager Date Submitted

03/Apr/2019
G Edit

Copyright © 2019, All rights reserved.
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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.
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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.

Water Research Commission

A& | callFor Proposals ~ Proposals ~ | | Projects ~ Reference Groups ~ Reviews Service Requests ~ -

Home > Contracts > Contract Amendments for Signature Contracts

Approved Contracts
Contract Amendments for e
Contract Amendments
Accept WRC Contract Amendments
Submitted Contract Amendments
Date
Contract Number 4 Project Rejected Contract Amendment: Contract Signatory Research Manager Submitted

Contract Amendments Pending Signature |

Approved Contract Amendments

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.

Water Research Commission A | CallForProposals - | Proposals - | Contracts - | Projects - | Reference Groups - | Reviews - | Service Requests - -

Home > Contracts > Contract Amendments for Signature

Contract Amendments for Signature

Date
Contract Number 4 Project Change Deseription Contract Signatory Research Manager Submitted

03/Apr/2019

@ View details

© 2019, Allrights reserved. Support
Contact us South African
Knowledge Base

WATER
R

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.
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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

O View details *
Attachments

9 minutes ago
WRC Business [ Contract Amendment Cover Letter.pdf (0 bytes)

Management #

4 minutes ago
WRC Business [ WRC Contract Amendment .pdf

Management # (12219 K8)

Attach a file

Browse...

| Submit Signed Amendment to WRC
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Approved and Finalized Contract Amendments Page

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.

Water Research Commission

A | CallFor Proposals ~ Proposals | | Projects Reference Groups ~ Reviews Service Requests ~ -

Home > Contracts > Approved and Finalized Contract Amendments ~ Contracts

Approved Contracts
M : Contracts for Signature
Approved and Finalized Cg e e :nts
Accept WRC Contract Amendments
Below is a list of contract amendment requests that have been approved an¢  Submitted Contract Amendments
Rejected Contract Amendments
Contract Amendments Pending Signature

Contract Number ¥ Project Approved Contract Amendments iption Research Manager Date Submitted

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).

Water Research Commission

A | callFor Proposals ~ Proposals + | Contracts » | Projects ~ Reference Groups = | Reviews ~ | Service Requests + -

Home > Contracts > Approved and Finalized Contract Amendments

Approved and Finalized Contract Amendments

Below is a list of contract amendment requests that have been approved and finalized by the WRC.

Contract Number 4 Project Change Description Research Manager Date Submitted

03/Apr/2019 [+]
© View details
Copyright © 2019. All rights reserved. Support
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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.

Water Research Commission

A | callFor Proposals ~ Proposals + | Contracts »| | Projects + | |Reference Groups ~ | Reviews ~ | Service Requests ~ -

Projects Page

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

Water Research Commission

A | CallForProposals - | Proposals ~ | Contracts - | ISR | Reference Groups ~

flome > Projects

My Active Projects

P FOJeC‘[S Deliverables

Deliverable Submissions

Reviews ~ | Service Requests ~

Submitted Deliverables

This is where all the project related information is found. You will be able to see capital expenses, project ~ Rejected Deliverables ation. You will be able to access related links also below.
Submit Invoice for Deliverable

Paid Deliverables

& n This Section Capital Expenses

Completed 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.

l - ____________________________________________________________________________________________________|
Water Research Commission

# | CallForProposals » | Proposals + Contracts ~ Projects ~ Reference Groups + Reviews ~ |  Service Requests ~ Kevin Manuel Garcia Matos +

Home > Projects

Projects

This is where all the project related information is found. You will be able to see capital expenses, project information and deliverables information. You will be able to access related links also below.

¥ |n This Section

My Active Projects

Submissions in Progress
Submitted Deli
Deliverable Sub ns Rejected

Deliverable Claims Pending Invoice Submission

Paid Deliverables

nses

Completed Projects
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My Active Projects Page

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

Water Research Commission

A& | callFor Proposals ~ Proposals Contracts ~ | m| Reference Groups ~ Reviews Service Requests ~ -

Home > Projects > My Active Projects Projects
My ACt‘ve PrOJeCtS Deliverable Submissions

Submitted Deliverables

This page display all the active projects. i.e Projects that are in progress. Rejected Deliverables

Submit Invaice for Deliverable

Paid Deliverables

Contract Number Capital Expenses
Name Start Date Enc Completed Projects Total Amount Paid Research Manager Project Status

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.

Water Research Commission

# | Call For Proposals ~ Proposals ~ | Contracts ~ |  Projects ~ Reference Groups ~ | Reviews ~ | Service Requests ~ -

Home > Projects > My Active Projects

My Active Projects

This page display all the active prajects. i.e Projects that are in progress.

Contract Number
Name Start Date End Date Total Budget Total Amount Paid Research Manager Proposal Status

01/Apr/2019  31/Mar/2022 Projectin Progress

te 2 B +

View Project Details

Copyright © 2019, Allrights reserved.

Treate Contract Request

Support
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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.
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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.

aAttach Supporting Documents

WRC Business Management # b Approval Letter.pdf (0 bytes)
WRC Business Management # b Contract - pdf (467.97 KB)
WRC Business Management # B NAP 1.pdf (0 bytes)

ahoul.a.minule.agn . )
WRC Business Management # i NAP 2.pdf (0 bytes)
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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

Water Research Commission
A | CallFor Proposals ~ Proposals ~ Contracts v | [IN2C0|  Reference Groups ~ Reviews ~ Service Requests ~ Tutorials -

Home > Projects > Deliverables Project:

Submitted Deliverables
This page contains a list of all deliverables related to a project currently in progress and that has not yet be ~ Submit Invaice for Deliverable  fal.

Rejected Deliverables Target Date
Contract Number Project Name Paid Deliverables Name Amount

T

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.

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.

Water Research Commission

A | callFor Proposals ~ Proposals v | Contracts » | Projects + Reference Groups = | Reviews = | Service Requests = | Tutorials -
Home > Projects > Deliverables
This page contains a list of all deliverables related to a project currently in progress and that has not yet been submitted to the WRC for approval.
Target Date
Contract Number Project Name Deliverable Number ~ Name 1 Amount

1 Advance 01/Jun/2024 [~]
2 Mid-project research report 30/Sep/2024 View Deliverable Details ‘

Create Deliverable Submissicn

e

3 Final research report 01/Dec/2024

Copyright © 2024, Al ights reserved. Support
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Create a Deliverable Submission

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.

Water Research Commission
A | CcallFor Proposals ~ Proposals + Contracts + Projects + Reference Groups « Reviews + Service Requests Tutorials .
Home > Projects > Deliverables
This page contains a list of all deliverables related to a project currently in progress and that has not yet been submitted to the WRC for approval.
Target Date
Contract Number Project Name Deliverable Number Name Amount
1 Advance 01/Jun/2024
2 Mid-project research report 30/Sep/2024 View Deliverable Details |
3 Final research report

Create Deliverable Submission
01/Decf2024

Copyright © 2024. All rights reserved.
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2.

In the Deliverable Submission Information window, complete the mandatory Comments field and upload

the required documentation. You can edit the deliverable submission fields or attach additional documents
later after it is created.

Submission Information

PROJECT LEADER COMMENTS

Comments *

EXECUTIVE SUMMARY

RESEARCH MANAGER COMMENTS

RM Recommendation Comments

DOCUMENTS

Attach a file *

[ choose Files | No file chosen

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.
—_—
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4. To create the deliverable submission, click on the Create button at the bottom of the window. A

confirmation screen will appear in the window. Please read the important information before closing the

window.

Create Deliverable Submission

Water Research Commission |:|

IMPORTANT: PLEASE READ

Your deliverable submission has been successfully created but not yet submitted to the WRC.

To view, edit and submit your deliverable, close this window then navigate to the Projects option in the
website menu and select the Deliverable Submissions option.

Copyright © 2024. All rights reserved.
Support
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South African
WATER RESEARCH COMMISSION
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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.

=1 —
=N
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Deliverable Submissions in Progress Page

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

Water Research Commission

A | CallFor Proposals ~ Proposals ~ Contracts v | [IN2C0|  Reference Groups ~ Reviews « Service Requests ~ Tutorials -

Home > Projects > Deliverable Submissions in Progress Projects

My Active Projects
D | b | S b H N i P Deliverables
eliveraple >upmissions In Frogress
Submitted Deliverables
Deliverable claims are submissions for payment against a deliverable that you submit to WRC for approval ~ Submit Invoice for Deliverable
This page displays deliverable claims that have been created but have not yet been submitted for approval ~ Rejected Deliverables

_ ~ Paid Deliverables ~
o submit the deliverable claim to WRC for approval, click the down arrow next to the deliverable submissi| bption. Review the deliverable information in the form that appears, ensure that the deliverable is

attached, and click the Submit to WRC button at the bottom of form Capital Expenses
Completed Projects

Name Deliverable Project Created On +

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.

Water Research Commission

A | callFor Proposals ~ Proposals ~ Contracts ~ Projects ~ Reference Groups ~ Reviews ~ Service Requests ~ Tutorials -

Home > Projects > Deliverable Submissions in Progress

Deliverable Submissions in Progress

Deliverable claims are submissions f ent against a deliverable that you submit to WRC for /al and eventually for payment.

This page displays deliverable claims that have been created but have not yet been subm r approval.

To submit the deliverable claim to WRC for a
attached, and click the Submit to WRC butto

click own arrow next to the deliverable submission shown below and select the Edit option. Review the deliverable information in the form that appears, ensure that the deliverable is
e bottom of form.

Name Deliverable Project Created On ¥

Advance 30/May/2024 9:46 AM

Copyright © 2024, Al rights reserved. Support
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Submit a Deliverable Submission to WRC

1. Review the details in the Edit Deliverable Submission window. If you need to make changes, update the
necessary information and click the Save button at the bottom of the window. The window will close.

2. Re-open the Edit Deliverable Submission window as detailed in step #3 in the Deliverable Submissions in
Progress Page section of this document.
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3. To submit the deliverable to WRC, open the Edit Deliverable Submission window as detailed in the

previous step and click on the Submit to WRC button (see screenshot on the next page). This will re-direct
you to the Submitted Deliverables page.

Please ensure that the comments are completed and the deliverable report is attached before submitting the
deliverable to WRC.

Please only complete the Executive Summary field if the deliverable is for the final retention amount.

Submission Information

PROJECT LEADER COMMENTS

Comments *

EXECUTIVE SUMMARY

RESEARCH MANAGER COMMENTS

RM Recommendation Comments

DOCUMENTS

18.minutes 290
’ (12.46 KB)

Attach a file

[ choose Files | No file chosen

4. 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.

=1 —
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Deliverables Page.

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

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

Water Research Commission

A | CallFor Proposals ~ Proposals ~ Contracts v | [IN2C0|  Reference Groups ~ Reviews « Service Requests ~ Tutorials -

Home > Projects > Submitted Deliverables Projects

My Active Projects

Submitted Deliverables

Submitted Deliverables

UBmIt Invaice Tor Delverable

This page contains all the deliverable claims submitted to the WRC awaiting approval.
Rejected Deliverables
Name Deliverable | Status Reason Created On
Paid Deliverables
Advance 7 Capital Expenses Deliverable Submitted 30/May/2024 9:46 AM
| Completed Projects

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 returning to this page at any time and 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.

Water Research Commission

A& | callFor Proposals ~ Proposals + | Contracts + |  Projects ~ Reference Groups = | Reviews ~ | Service Requests ~ -

Home > Projects > Submitted Deliverables

Submitted Deliverables

This page contains all the deliverable claims submitted to the WRC awaiting approval

Name + Deliverable Project Status Reason Created On

Advance Deliverable Submitted 02/Apr/2019 4:53 PM EI

View Submission Deta

Copyright © 2019, All rights reserved. Support
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Deliverable Submissions Rejected Page

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

and then click on Rejected Deliverables.

Water Research Commission

Home > Projects » Deliverable Submissions Rejected

Deliverable Submissions Rejected

This page contains all the deliverable claims rejected by the WRC.

A& | callFor Proposals ~ Proposals Contracts ~ | m| Reference Groups ~ Reviews Service Requests ~ -

Projects

My Active Projects
Deliverables

Deliverable Submissions

Rejected Deliverables
BT TIVOTE TOT DENVeTDTe
Paid Deliverables

Name + Deliverable Status Reason Created On

Capital Expenses

Completed Projects

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. Any comments or
recommendations made by the RM will appear in the RM Recommendation Comments field.

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.
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Deliverable Claims Pending Invoice Submission Page

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.

Water Research Commission
A | CallForProposals + | Proposals v | Contracts + | [ESIS=URSM| Reference Groups = | Reviews~ | Service Requests~ | Tutorials o
Home > Projects > Deliverable Claims Pending Invoice Submission Projects
My Active Projects
Deliverable Claims Pending Invoice Su e
Deliverable Submissions
I d Del ab
This page contains all the deliverable claims awaiting invoice uploads in order to be processed by the WRQ ~ Submit Invaice for Deliverable
Rejected Deliverables
Name + Deliverable . . Status Reason Created On
Paid Deliverables
Advance © Capital Expenses Deliverable Accepted by RM 30/May/2024 9:46 AM
| Completed Projects

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.

Water Research Commission
A | callFor Proposals ~ Proposals + Contracts ~ Projects ~ Reference Groups ~ Reviews ~ Service Requests ~ -
Home > Projects > Deliverable Claims Pending Invoice Submission
This page contains all the deliverable claims awaiting invoice uploads in order to be processed by the WRC
Name ¥ Deliverable Project Status Reason Created On
Advance Deliverable Accepted by RM 02/Apr/2019 453 PM I~
View Submission Details

Submit Deliverable Invoice
Copyright © 2019, All rights reserved.
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Submit Deliverable Invoice to WRC

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.

Water Research Commission
A | CallFor Proposals ~ Proposals + Contracts ~ Projects ~ Reference Groups ~ Reviews Service Requests ~ -
Home > Projects > Deliverable Claims Pending Invoice Submission
Deliverable Claims Pending Invoice Submission
This page contains all the deliverable claims awaiting invoice uploads in order to be processed by the WRC
Name + Deliverable Project Status Reason Created On
Advance Deliverable Accepted by RM 02/Apr/2019 4:53 PM II

Submit Deliverable Invoice
Copyright © 2019. All right
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2. Inthe Invoice Information window, complete the mandatory Invoice Date and Invoice Number fields,

upload the mandatory invoice document, and save your changes by clicking the Save button, 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 Edit

Please ensure that all invoice information below is completed and the invoice is uploaded before submitting
the invoice to WRC.

Invoice Information

Invoice Date *

Invoice Number *

DOCUMENTS

ahout.an.hour.agg
] (12.46 KB)

Attach a file *

Choose Files |No file chosen

Submit Invoice to WRC

Save
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Paid Deliverables Page

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

Paid Deliverables.

Water Research Commission

Home > Projects > Paid Deliverables

Paid Deliverables

This page displays all the paid deliverables for the certain projects

Contract Number Project Name 4

A | CallFor Proposals ~ Proposals Contracts ~ | m| Reference Groups ~ Reviews Service Requests ~

Projects

My Active Projects
Deliverables

Deliverable Submissions
Submitted Deliverables
Rejected Deliverables

Submit Invoice for Deliverable
Paid Deliverables

pital Expenses
P P Target Date ¥ Amount
Completed Projects

3 Final Research Report 31/Mar/2022

Status Reason

Paid

[v]

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.

Water Research Commission

A& | call For Proposals ~

Home > Projects > Paid Deliverables

Paid Deliverables

This page displays all the paid deliverables for the certain projects

Contract Number Project Name 4

Copyright © 2019, All rights reserved.
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Deliverable
Number Name Target Date 4 Amount
1 Advance 01/Apr/2020
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Status Reason

Paid
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@ View details
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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.

Water Research Commission

A& | callFor Proposals ~ Proposals Contracts ~ | m| Reference Groups ~ Reviews Service Requests ~ -

Home > Projects > Capital Expenses Projects

My Active Projects

C t | E Deliverables
a pl a Xpenses Deliverable Submissions

Submitted Deliverables
This is where you will find all the capital expenses related to the project. Below you will be able to acces¢ ~ Rejected Deliverables signed, submitted capital expenses and approved capital expense. submitted capital expenses show a
list of all the expenses you submitted to the WRC. Capital expenses to be signed indicates a list of all the  submit Invoice for Deliverable it Approved capital expenses is those approved by the WRC and payment to be made soon.

Paid Deliverables

Capital Expenses

1= Capital Expenses to be Signed
Completed Projects

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.

Water Research Commission

# | CallForProposals - | Proposals - | Contracts ~ | Projects ~ | Reference Groups = | Reviews ~ | Service Requests ~

Home > Projects > Capital Expenses

Capital Expenses

This is where you will find all the capital expenses related to the project. Below you will be able to access the options: capital expenses to be signed, submitted capital expenses and approved capital expense. submitted capital expenses show a
list of all the expenses you submitted to the WRC. Capital expenses to be signed indicates a list of all the expenses the user is to sign to submit. Approved capital expenses is those approved by the WRC and payment to be made soon.

Submitted Capital Expenses

Capital Expenses to be Signed
Financial Year End Date Annexure E Sent
+

Project Number Project Amount Status Reason Date
Approved Capital Expenses

There are no records to display.

Copyright © 2019. All rights reserved. Sul pport
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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.

Water Research Commission

# | CallForProposals - | Proposals ~ | Contracts ~ | Projects ~ | Reference Groups = | Reviews ~ | Service Requests ~

Home > Projects > Capital Expenses

Capital Expenses

This is where you will find all the capital expenses related to the project. Below you will be able to access the options: capital expenses to be signed, submitted capital expenses and approved capital expense. submitted capital expenses show a
list of all the expenses you submitted to the WRC. Capital expenses to be signed indicates a list of all the expenses the user is to sign to submit. Approved capital expenses is those approved by the WRC and payment to be made soon.

0 be Signed+
I Capital Expenses to be Signed I
T — Financial YearEnd  Date Annexure E Sent
Britted
pitar e Project Number Project Amount Status Reason Date +

Approved Capital Expenses

There are no records to display.

Copyright © 2019. All rights reserved. Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION

ble o
WATER
RESEARCH
CoMMISSION

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.

Water Research Commission

A | Call For Proposals ~ Proposals ~ | Contracts ~ | Projects ~ Reference Groups ~ | Reviews ~ | Service Requests ~ -

Home > Projects > Capital Expenses

Capital Expenses

This is where you will find all the capital expenses related to the project. Below you will be able to access the options: capital expenses to be signed, submitted capital expenses and approved capital expense. submitted capital expenses show a
list of all the expenses you submitted to the WRC. Capital expenses to be signed indicates a list of all the expenses the user is to sign to submit. Approved capital expenses is those approved by the WRC and payment to be made soon.

£ Capital Expenses to be Signed -

Financial Year End Date Annexure E Sent
Capital Item Description 4 Project Number Project Amount Status Reason Date
Laptop Annexure E Sent 31/Mar/2019 02/Apr/2019

View Details

DIt SIgned Annexure

Copyright © 2019. All rights reserved. Support
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4. In the Capital Expense Details window, you can view the details of the capital expense, and view or
download the attached Annexure E document.

O view details *
Proposal *
Capital Item Description > Financial Year *
Laptop 201972020
Amount * Deliverable the Capital Expense was
acquired for
Motivation *
Attachments
2
B Annexure E.pdf (0 bytes)

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.

/LS00,
)2 %)
[ &
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7. You can upload and submit scanned copy of the Annexure document by going back to the Capital
Expenses to be Signed view as detailed in steps #1 and #2 above, clicking arrow on the far right of the
capital expense record, and selecting the Submit Signed Annexure E option. This will open the Submit
Annexure E window.

Water Research Commission
A | callFor Proposals ~ Proposals + Contracts ~ Projects ~ Reference Groups ~ Reviews Service Requests ~ -

Home > Projects > Capital Expenses

Capital Expenses

This is where you will find all the capital expenses related to the project. Below you will be able to access the options: capital expenses to be signed, submitted capital expenses and approved capital expense. submitted capital expenses show a
list of all the expenses you submitted to the WRC. Capital expenses to be signed indicates a list of all the expenses the user is to sign to submit. Approved capital expenses is those approved by the WRC and payment to be made soon.

£ Capital Expenses to be Signed ~

Financial Year End Date Annexure E Sent
Capital Item Description 4 Project Number Project Amount Status Reason Date
Laptop Annexure E Sent 31/Mar/2019 02/Apr/2019

View Details

Submit Signed Annexure E

Copyright © 2019, All rights reserved.
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8. Inthe Submit Annexure E window, you can upload the document, save your changes, which will close the
window.
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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 Item Description * Financial Year *
Laptop 2018/2020
Amount * Deli ble the Capital Exp: was
acquired for
Motivation *
Attachments

B Annexure E.pdf (0 bytes)

less.than.a.minuis
a0 1 Signed Annexure E.pdf (98.16 KB)

Attach a file

Choose File | No file chosen

Save

Submit Signed Annexure E to WRC

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.

Page |91 §\

Supporting sustainable development through research funding, knowledge creation and dissemination



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.

Water Research Commission

# | CallForProposals - | Proposals ~ | Contracts ~ | Projects ~ | Reference Groups = | Reviews ~ | Service Requests ~ -

Home > Projects > Capital Expenses

Capital Expenses

This is where you will find all the capital expenses related to the project. Below you will be able to access the options: capital expenses to be signed, submitted capital expenses and approved capital expense. submitted capital expenses show a
list of all the expenses you submitted to the WRC. Capital expenses to be signed indicates a list of all the expenses the user is to sign to submit. Approved capital expenses is those approved by the WRC and payment to be made soon.

££ Submitted Capital E

Submitted Capital Expenses

Date Electronic

Financial Year End Annexure E
Approved Capital Expenses Project Number Project Amount Status Reason Date Submitted 4
Laptop Electranic Copy Submitted 31/Mar/2019 02/Apr/2019

Copyright @ 2019. Al righ Support
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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.
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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.

Water Research Commission

A | Call For Proposals ~ Proposals ~ | Contracts ~ | Projects ~ Reference Groups ~ | Reviews ~ | Service Requests ~ -

Home > Projects > Capital Expenses

Capital Expenses

This is where you will find all the capital expenses related to the project. Below you will be able to access the options: capital expenses to be signed, submitted capital expenses and approved capital expense. submitted capital expenses show a
list of all the expenses you submitted to the WRC. Capital expenses to be signed indicates a list of all the expenses the user is to sign to submit. Approved capital expenses is those approved by the WRC and payment to be made soon.

i€ Submitted Capital Expenses~

Date Electronic

Financial Year End Annexure E
Capital Item Description 4 Project Number Project Amount Status Reason Date Submitted 4
Leptop Electronic Copy Submitted 31/Mar/2019 02/Apr/2019

View Details
Submit Signed Annexure E

Copyright © 2019, Allrights reserved.
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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.

Water Research Commission
A | CallFor Proposals ~ Proposals + Contracts ~ Projects ~ Reference Groups ~ Reviews Service Requests ~ -

Home > Projects > Capital Expenses

Capital Expenses

This is where you will find all the capital expenses related to the project. Below you will be able to access the options: capital expenses to be signed, submitted capital expenses and approved capital expense. submitted capital expenses show a
list of all the expenses you submitted to the WRC. Capital expenses to be signed indicates a list of all the expenses the user is to sign to submit. Approved capital expenses is those approved by the WRC and payment to be made soon.

ital Expenses~

Capital Expenses to be Signed

Submitted Capital Expenses
Approved Capital Expenses

There are no records to display.

Project Number Project Amount Financial Year Date Approved +

Copyright © 2019, All rights reserved. Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION

ble d arch

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.

Water Research Commission
A | callFor Proposals ~ Proposals + Contracts ~ Projects Reference Groups ~ Reviews ~ Service Requests ~

Home > Projects > Capital Expenses

Capital Expenses

This is where you will find all the capital expenses related to the project. Below you will be able to access the options: capital expenses to be signed, submitted capital expenses and approved capital expense. submitted capital expenses show a
list of all the expenses you submitted to the WRC. Capital expenses to be signed indicates a list of all the expenses the user is to sign to submit. Approved capital expenses is those approved by the WRC and payment to be made soon.

= Approved Capital Expenses~

Capital Item Description Project Number Project Amount Financial Year Date Approved ¥

Laptop 2019/2020 02 19 El

Copyright © 2019, All rights reserved.
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Completed Projects Page

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

on Completed Projects.

Water Research Commission

Home > Projects > Completed Projects

Completed Projects

Contract Number % Name

Capital Expenses
Completed Projects

A& | callFor Proposals ~ Proposals Contracts ~ | m| Reference Groups ~ Reviews Service Requests ~

Projects

My Active Projects
Deliverables

Deliverable Submissions
Submitted Deliverables
Rejected Deliverables

Start Daf ‘otal Budget
submit Invoice for Deliverable

Total Amount Paid Research Manager

OT/APT/2. paid Deliverables

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

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.

Water Research Commission

Home > Projects > Completed Projects

Completed Projects

Contract Number ¥ Name

Copyright © 2019, All rights reserved.

A | CallFor Proposals Proposals Contracts ~ Projects ~

Reference Groups = | Reviews ~ |  Service Requests =

Start Date End Date Total Budget Total Amount Paid Research Manager

01/Apr/2018 31/Mar/2022

Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION
reh

WATER
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© View details
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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.

Water Research Commission

A | callFor Proposals + Proposals ~ Contracts ~ Projects = | | Reference Groups = || Reviews + Service Requests + -

My Reference Groups Page

1. To view the My Reference Groups page, click on the Reference Groups option in the Navigation Menu
and then click on Reference Groups.

Water Research Commission

A | CallFor Proposals | Proposals « Contracts + | Projects v | [ECSEUCYCINNERA] | Reviews Service Requests ~ -

Home > My Reference Groups |

Reference Groups |

Accept Non-Disclosure Agreement

My Reference Grou PS e e

Submitted S&T Claims

Submit Invoice for S&T Claim
This is  list of reference group records that are linked to projects where the viewer is a part of the reference group for that pr¢ ~ Rejected S&T Claims

put the Reference Group record from BMS which allows them to add
comments, upload documents, and view the document with the details of the project. You will be able to access related links al

Paid S&T Claims

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.

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.

Water Research Commission

# | call For Proposals ~ Proposals ~ Contracts + Projects ~ Reference Groups ~ Reviews ~ Service Requests ~

Home > My Reference Groups

My Reference Groups

This is a list of reference group records that are linked to projects where the viewer is a part of the reference group for that project. They don't see the proposal record, but the Reference Group record from BMS which allows them to add
comments, upload documents, and view the document with the details of the project. You will be able to access related links also below.

Project 4

Project Number Project Status Research Manager

Project in Progress [v]

& In This Section

Submitted S&T Claims
Submit Invoice for S&T Claim
Rejected S&T Claims

Paid S&T Claims

Accept NDA

Copyright © 2019. All rights reserved. Support
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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.

Water Research Commission

# | CallForProposals » | Proposals + Contracts ~ Projects + Reference Groups + Reviews ~ |  Service Requests ~

Home > My Reference Groups

My Reference Groups

This is @ list of reference group records that are linked to projects where the viewer is a part of the reference group for that project, They don't see the proposal record, but the Reference Group record from BMS which allows them to add

comments, upload documents, and view the document with the details of the project. You will be able to access related links also below.
Project + Project Number Project Status Research Manager
Project in Progress |
Add Documents or Comments
W |n This Section

Create S&T Claim
Accept Non-D

Agreement

S&T Claim Submis: n Progress

Submitted S&T Claims

Submit Invoice for S&T Claim
Rejected S&T Claims
Paid S&T Claims

Accept NDA

In the 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.

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.

Project *

Reference Group Member *

Comments

ACTIVITIES AND DOCUMENTS

A0.minwtes.age

RC Business I Proposal Submission for RG Member.pdf {170.13 KB)

Attach a file

Choose Files | No file chosen

Save

00“ sou;‘/ \
| & \
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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.

Water Research Commission

A | CallFor Proposals ~ Proposals Contracts ~ Projects - | [EEESENSKEERN | Reviews - Service Requests ~ -

Home > My Reference Groups > Accept Non-Disclosure Agreement Reference Groups

Accept Non-Disclosure Agreement
Accept Non-Disclosure Agreement

Submitted S&T Claims

Submit Invoice for S&T Claim
This page is a list of accepted reference group invitations that require you to accept the Non-Disclosure Agreement before yot ~ Rejected S&T Claims
Paid S&T Claims

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 WRC to participate in the reference group, you must accept the
non-disclosure agreement before you become 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 the arrow at the end of the non-disclosure agreement and

select the Accept NDA option. This will re-direct you to the Accept Non-Disclosure Agreement Form page.

Water Research Commission
A | callFor Proposals ~ Proposals + Contracts ~ Projects Reference Groups ~ Reviews ~ Service Requests ~

Home > My Reference Groups > Accept Non-Disclosure Agreement

Accept Non-Disclosure Agreement

This page s a list of accepted reference group invitations that require you to accept the Non-Disclosure Agreement before you can review the proposal.

Project 4 Project Number Research Manager

© View details

Accept NDA

Copyright © 2019, All rights reserved.
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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 the page. This will re-direct you to the My Reference Group page.
P  —  — }  } ] J .  — — — ] ] ] } ] J — } . A

Water Research Commission

# | CallForProposals » | Proposals + Contracts ~ Projects ~ Reference Groups + Reviews ~ |  Service Requests ~

Home > Accept Non-Disclosure Agreement

Accept Non-Disclosure Agreement

Invitee

CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT FOR REFERENCE GROUP COMMITTEE MEMBERS
I hereby agree to serve as a reference group committee member for the above-mentioned project by the Water Research Commission
1 undertake to keep all information regarding the project confidential and will not directly or indirectly disclose, use and/ or share the information unless on written permission from the WRC

Please note that if you choose "No”, you will no longer be able to participate in the Reference Group for this project

Accept NDA *

Capyright © 2019. All rights resarved. Support
Contact us T South African

Knowledge Base

WATER
RESEARC

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.
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Create a Subsistence and Travel (S&T) Claim

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.

Water Research Commission

A& | CallFor Proposals - | Proposals ~ Contracts ~ |

Projects - | [GECENTIICIRAN | Reviews - Service Requests ~ -

Home > My Reference Groups |

Reference Groups

My Reference Groups

This is  list of reference group records that are linked to projects where the viewer is a part of the reference group for that prc
comments, upload documents, and view the document with the details of the project. You will be able to access related links a

Accept Non-Disclosure Agreement
S&T Claim Submissions in Progress
Submitted S&T Claims

Submit Invoice for S&T Claim
Rejected S&T Claims

Paid S&T Claims.

but the Reference Group record from BMS which allows them to add

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.

Water Research Commission

# | CallForProposals » | Proposals + Contracts ~ Projects ~ Reference Groups + Reviews ~ |  Service Requests ~ -
Home > My Reference Groups
This is a list of reference group records that are linked to projects where the viewer is a part of the reference group for that project. They don't see the proposal record, but the Reference Group record from BMS which allows them to add

comments, upload documents, and view the document with the details of the project. You will be able to access related links also below.

[a]

Project + Project Number Project Status Research Manager

Project in Progress

Add Documents or Comments
W |n This Section

Create S&T Claim

Accept Non-Disclosure Agreement

S&T Claim Submissions in Progress

Submitted S&T Claims

Submit Invoice for S&T Claim
Rejected S&T Claims

Paid S&T Claims

Accept NDA

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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Water Research Commission

# | Callforproposss + | Proposas | Contiacts | Projects = | Reference Groups « | Reviews + | Service Requests +

Create AT Claim

Create S&T Claim

Claim Information

Date of Mssting *

L ]
BANK DETAILS
sar ——
Sranch o Branch Cod
I Beneficlary sn Onganizaton Benchiciary Harme
1+ the Benefciaey Registred for VAT VAT Mumber
Subsistence Allowance
P—
Daartus from Homa TomndCiy Artee Back I Home TommiCy
[ ] L]

Transport

AIRFARE

From T

st
CAR RENTAL

From To

Company Amount
PRIVATE CAR

From T

KM Travedied Vehicke Type

Model and Type Petrol or iesel

Engine CC

Accommodation

Total Amount

Meals
BREAKFAST

Deseription Amount

LUNCH

Description Amount

DINNER

Description Amaunt

Qther Expenses

Total Amount

Attach 8 fle

Cnoase Files
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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.

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

TN
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S&T Claim Submissions in Progress Page

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.

Water Research Commission

A& | callFor Proposals ~ Proposals Contracts ~ Projects - | [EECSENSNEERN | Reviews - Service Requests ~ -

Home > My Reference Groups > S&T Claim Submissions in Progress Reference Groups

nt Non-Disclosire

S&T Claim Submissions in Progress

S&T Claim Submissions in Progress |

UBmited S& T CIams
Submit Invoice for S&T Claim
This page displayed all S&T claim submissions that you have created but not yet submitted to the WRC for approval. Rejected S&T Claims

Paid S&T Claims

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. To view 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.

Water Research Commission
A | callFor Proposals ~ Proposals Contracts Projects Reference Groups « Reviews Service Requests ~

Home > My Reference Groups > S&T Claim Submissions in Progress

This page displayed all S&T claim submissions that you have created but not yet submitted to the WRC for approval

Claim Number Project Date of Meeting Created On 4

STC- 01/Apr/2019 02/Apr/2019 3:11 PM EI
© View details
2 Edit
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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.

Water Research Commission
A | CallFor Proposals ~ Proposals + Contracts ~ Projects ~ Reference Groups ~ Reviews Service Requests ~ -
Home > My Reference Groups > S&T Claim Submissions in Progress
This page displayed all S&T claim submissions that you have created but not yet submitted to the WRC for approval.
Claim Number Project Date of Meeting Created On 4
STC- 01/Apr/2019

02/Apr/2019 3:11 PM

© View details
Copyright © 2019, All rights reserved.
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5. Onthe Edit S&T Claim page, you can edit the claim information, upload documents, and add related

Accommodation 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).

T
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Water Research Commission

Edit S&T Claim

Claim Information

Projeet®

rp—

BANK DETAILS

Eranch Name

1 the Banericiary Registersd for WAT

Subsistence Allowance

CAR RENTAL
From

Company

PRIVATE CAR

From
Modet ana Typ
Engine cc.

[
Meals
BREAKFAST
LUNCH
DINNER

Other Expenses

roame

Documents

L

ol For Propsils

£ ST Gaim

VAT Musiber

Veicke Type

Pt or Dicsst

Amasunt
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Submit an S&T Claim to WRC

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

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.

Submitted S&T Claims Page

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.

Water Research Commission

A | callFor Proposals + Proposals + Contracts + Projects ~ | [IECSEVSNNEERN | Reviews Service Requests ~ .

Home > My Reference Groups > Submitted S&T Claims Reference Groups

Accept Non-Disclosure Agreement

Submitted S&T Claims

Submitted S&T Claims

SUBmIt Invoice for S&T Claim
Rejected S&T Claims
Paid S&T Claims

This page displays all the submitted S&T claims for projects for review by the WRC

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.

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.

Water Research Commission

A | Call For Proposals ~ Proposals ~ | Contracts ~ | Projects ~ Reference Groups ~ | Reviews ~ | Service Requests

Home > My Reference Groups > Submitted S&T Claims

Submitted S&T Claims

This page displays all the submitted S&T claims for projects for review by the WRC

Claim Number Project Date of Meeting Total Claim Amount Date Claim Submitted ¥

02/Apr/2019 3:25 PM

@ View details

01/Apr/2019
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Submit Invoice for S&T Claim Page

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.

Water Research Commission

A | CallFor Proposals ~ Proposals Contracts ~ Projects - | [EEESENSKEERN | Reviews - Service Requests ~ -

Home > My Reference Groups > Submit Invoice for S&T Claim Reference Groups

Accept Non-Disclosure Agreement
Su b m|t | nvo'ce for. S&T C | a|m S&T Claim Submissions in Progress

Submitted S&T Claims

Submit Invoice for S&T Claim
This page contains all the S&T claims invoices that need to be submitted to the WRC

Rejected S&T Claims

Paid S&T Claims

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.

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.

Water Research Commission

A | Call For Proposals ~ Proposals ~ | Contracts ~ | Projects ~ Reference Groups ~ | Reviews ~ | Service Requests ~

Home > My Reference Groups > Submit Invoice for S&T Claim

Submit Invoice for S&T Claim

This page contains all the S&T claims invoices that need to be submitted to the WRC

Claim Number ¥ Project Date of Meeting Total Claim Amount Date Claim Submitted
STC 01/Apr/2019 02/Apr/2019 3:25 PM
pload Invoice
Copyright © 2019, All rights reserved.
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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.

Documents

A0.MINKIES.A09
E

Attach a file *

Choose Files | No file chosen

Submit to WRC

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.

Documents

26.minutes age

Attach a file *

Choose Files | No file chasen

Save Submit to WRC
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Rejected S&T Claims Page

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

Water Research Commission

A | CallFor Proposals ~ Proposals Contracts ~ Projects - | [EEESENSKEERN | Reviews - Service Requests ~ -

Home > My Reference Groups > Rejected S&T Claims Reference Groups

Accept Non-Disclosure Agreement
R . d S &T C | - S&T Claim Submissions in Progress
ejecte alms

Luhmit Inuaice for SRT Clais

This page displays S&T claims where the claim or the invoice for the claim have been rejected and require you to re-submit to| ~ Rejected S&T Claims

Al ST Claims

2. The Rejected S&T Claims page displays S&T claims 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.

Water Research Commission
A | CallFor Proposals ~ Proposals + Contracts ~ Projects ~ Reference Groups ~ Reviews -

Service Requests ~

Home > My Reference Groups > Rejected S&T Claims

Rejected S&T Claims

This page displays S&T claims where the claim or the invoice for the claim have been rejected and require you to re-submit to the WRC

Claim Number ¥ Project Date of Meeting Status Reason Total Claim Amount Date Claim Submitted

sTC 01/Apr/2019 nvoice Rejected by PA 02/Apr/2019 3:25 PM

Copyright © 2019, Allrights reserved.
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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 of rejected S&T claims on the Rejected S&T Claims page.

/Qe“ 7500;;/ N
[ & § 7 |\
Page |109 ‘50/33

2 )

X

Supporting sustainable development through research funding, knowledge creation and dissemination



Paid S&T Claims

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

then click on Paid S&T Claims.

Water Research Commission

A | CallFor Proposals ~ Proposals Contracts ~ Projects - | [EEESENSKEERN | Reviews - Service Requests ~

Home > My Reference Groups > Paid S&T Claims Reference Groups

Accept Non-Disclosure Agreement
P d S &T C | : S&T Claim Submissions in Progress
al alms Submitted S&T Claims
ubmit Invoice for S&T Claim
Rejected S&T Claims
Paid S&T Claims

This page displays all the paid S&T Claims

payment.

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

The Paid S&T Claims page displays a list of your submitted S&T claims that the WRC has approved for

To view the details of the approved S&T claim, click on the arrow on the far right of the S&T claim record

Water Research Commission

A | Call For Proposals ~ Proposals ~ | Contracts ~ | Projects ~ Reference Groups ~ | Reviews ~ | Service Requests ~

Home > My Reference Groups > Paid S&T Claims

Paid S&T Claims

This page displays all the paid S&T Claims

Claim Number ¥ Project Date of Meeting Total Claim Amount Date Claim Submitted
STC- 01/Apr/2019

02/Apr/2019 3:25 PM
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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.

Water Research Commission

A | callFor Proposals ~ Proposals + | Contracts » | Projects ~ Reference Groups + Service Requests ~ -

Reviews Page

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

Water Research Commission

A | callFor Proposals ~ Proposals Contracts Projects - |  Reference Groups ~ | M| Service Requests ~

Reviews

Home > Reviews

Reviews

Accept Non-Disclosure Agreement

Submitted 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.

Water Research Commission

# | callFor Proposals ~ Proposals ~ | Contracts ~ |  Projects ~ Reference Groups ~ | Reviews ~ | Service Requests ~

Home > Reviews

his page contains all the reviews information. Here you will be able to give review on a proposal and accept the NDA. You will be able to access related links also below.
@ In This Section

My Reviews in Prc

Accept Non-Disclosure Agreement

Submitted Reviews

Copyright © 2019, All rights reserved. Support
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My Reviews in Progress Page

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

Water Research Commission

A | CallFor Proposals ~ Proposals Contracts ~ Projects Reference Groups = | M| Service Requests ~ -

Home > Reviews > My Reviews in Progress Reviews

My Reviews in Progress |

My Re\/ieWS In Prog ’,_eSS Accept Non-Disclosure Ag

Submitted Reviews

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.

Water Research Commission

# | callFor Proposals ~ Proposals + | Contracts + |  Projects ~ Reference Groups » | Reviews ~ | Service Requests ~ -

Home > Reviews > My Reviews in Progress
My Reviews in Progress
This page lists all the proposal reviews currently in progress.

Proposal 4+ Proposal Number Research Manager Date Invite Sent Review Period End Date

02/Apr/2019 8:00 AM [+l

Copyright © 2019. All right
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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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# | convorpoposas - | Proposats - | Convacts + | Puojects « | RefevnceGiowps = | eviews = | Service Requests =

Edit Review

Review
RELEVANCE

Belevance Score

Comments

/TECHNICAL SOUNDNESS AND CREDIBILITY

Comments

NNOVATION

Innovation Score

Comments

KNOWLEDGE APPLICATION/COMMERCIALISATION

Application/Commercialisation Stare

Comments

KNOWLEDGE DISSEMINATION

Knowhgs Disiminetion Scere

Comments

VALUE FOR MONEY
Value for w

Comments

B Propcsal Submission for Reviewsr g [165.70 KE)

Attach File
Chioose Files |

South
£R
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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.
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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.

Water Research Commission

A | CallFor Proposals ~ Proposals Contracts ~ Projects Reference Groups = | M| Service Requests ~ -

Home > Reviews > Accept Non-Disclosure Agreement Reviews

My Reviews in Progress

ACCept NOﬂ—DISdOSUV’e Agreemeﬂt Accept Non-Disclosure Agreement |

Submitted Reviews

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.

Water Research Commission

A& | callFor Proposals ~ Proposals ~ | Contracts - | Projects ~ Reference Groups ~ | Reviews - |  Service Requests ~ -

Home > Reviews > Accept Non-Disclosure Agreement

Accept Non-Disclosure Agreement

This page is a list of accepted review invitations that require you to accept the Non-Disclosure Agreement before you can review the proposal

Invitation Sent By (Research Manager) 4 Date Invite Sent Review Period End Date

01/Apr/2019 11:19 AM 02/Apr/2019 6:00 AM

@ View details

Accept NDA
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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 the page. This will re-direct you to the My Reviews in Progress page.

Water Research Commission

A | CallFor Proposals -+ | Proposals ~ Contracts Projects Reference Groups ~ Reviews Service Requests + -

Home > Reviews > My Reviews in Progress > Accept Non-Disclosure Agreement

Accept Non-Disclosure Agreement

1 undertake to keep all information regarding the above-mentioned project disclosed to me highly confidential and will not use the information without obtaining prior written permission from the WRC

Reviewer

CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT FOR WRC PROPOSAL REVIEWERS
I hereby agree to review this research proposal submitted to the Water Research Commission.

1 undertake to keep all information regarding the proposal, including both the content of the proposal and the outcomes of my review, confidential and will not directly or indirectly disclose, use and/ or share the information for any

personal or commercial purpose.
Please note that if you choose *No*, you will no longer be able to review this proposal.

Accept NDA *

Copyright ® 2019. All rights reserved. Support
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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.
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Reject a Review

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.

Water Research Commission
A | callFor Proposals ~ Proposals Contracts Projects Reference Groups « Reviews Service Requests ~ -

Home > Reviews > My Reviews in Progress

My Reviews in Progress

This page lsts all the proposal reviews currently in progress.

Proposal + Proposal Number Research Manager Date Invite Sent Review Period End Date

02/Apr/2019 8:00 AM

Edit Review

Reject Review

Copyright © 2019, All rights reserved.
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3. On the 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.
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4. To submit the review rejection to the WRC Research Manager, click on the Submit to WRC button at the
bottom of the page.

Water Research Commission

# | CallForProposals - | Proposals = | Contracts ~ | Projects ~ | Reference Groups = | Reviews ~ | Service Requests ~

Home > Reviews » My Reviewsin Progress > Reject Review

Reject Review

Reject Review
®No © Yes

Reason for Rejecting Review

Other Reason for Rejecting Review

Submit to WRC

Copyright © 2019, All rights reserved.
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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 Review to the 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.

Water Research Commission
A& | callFor Proposals ~ Proposals ~ Contracts ~ Projects ~ Reference Groups ~ Reviews ~ Service Requests ~

Home > Reviews > My Reviews in Progress
My Reviews in Progress
This page lists all the proposal reviews currently in progress.

Proposal 4 Proposal Number Research Manager Date Invite Sent Review Period End Date

02/Apr/2019 8:00 AM

Edit Review

Reject Review
Copyright © 2019. All rights reserved.
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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
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Submitted Reviews Page

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

Water Research Commission
A | CallFor Proposals ~ Proposals Contracts ~ Projects Reference Groups = | M| Service Requests ~ -
Home > Reviews > Submitted Reviews Reviews

My Reviews in Progress

S u b m itted Rev| eWS Accept Non-Disclosure Agreement |

Submitted Reviews

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.

Water Research Commission
A | callFor Proposals + Proposals + Contracts = Projects Reference Groups + Reviews Service Requests ~ -

Home > Reviews > Submitted Reviews
This page displays all the reviews you have submitted to the WRC.
Proposal 4 Proposal Number Research Manager Date Review Submitted +

01/Apr/2019

© View details
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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 emalil

Priority of Service Reqguests

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

Priority Response Time
Priority 1 — Critical 2 hours
Priority 2 — High 4 hours
Priority 3 — Medium 1 working day
Priority 4 — Low 2 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
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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.

Water Research Commission

A& | callFor Proposals ~ Proposals + | Contracts + | Projects ~ Reference Groups = | Reviews » | | Service Requests ~ | -

Service Requests Page

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

Water Research Commission
A& | callFor Proposals ~ Proposals ~ Contracts ~ Projects ~ Reference Groups « [T Service Requests ~

riome = Service Reauests

Open Service Requests

Service Requests

.

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.

Water Research Commission
# | callFor Proposals ~ Proposals + Contracts ~ Projects Reference Groups ~ Reviews ~ Service Requests ~

Home > Service Requests

Service Requests

You are able to create a service request should you have any issues or enguries. Click on any of the links below to view open and closed service requests, and to create a new service request.

@ In This Section
My Open Service Requests

My Closed Service Requests

Copyright © 2019, All rights reserved.
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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 Reguest from the Open & Closed Service Reguests 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.

Water Research Commission

A | callForProposals | | Contracts Projects Reference Groups « Reviews Service Requests ~ Kevin Manuel Garcia Matos =

Home > Proposals > My Submissions in Progress Proposals

| My Submissions in Pragress
Ubmitted Propasals

My Submissions in Prc

Accepted Proposals
Rejected Proposals

Here s a list of all active submissions in progress that are edity  Amendments for Acceptance

. Note that if a proposal submission date has passed and you have not yet submitted the proposal, the submission will no longer be
available here for editing. The Proposal Number is only assign  proposal Amendments

Incomplete Amendment Submissions

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.

Water Research Commission
A | callFor Proposals + Proposals + Contracts = Projects Reference Groups + Reviews Service Requests ~ -

Home > Proposals > My Submissions in Progress

My Submissions in Progress

Here is a list of all active submissions in progress that are editable. They are not yet submitted to the WRC. Note that if a proposal submission date has passed and you have not yet submitted the proposal, the submission will no longer be
available here for editing. The Proposal Number is only assigned after the proposal is submitted.

Submission Close Date
Name 4 Proposal Number Terms of Reference Start Date + Created On
Annexure A - From theory to practice: developing a case study ~ 01/Apr/2020 31/May/2019 400PM  31/Mar/2019 1123 AM  [[]

and guidelines for Water — Energy — Food (WEF) nexus
Create a Service Request

implementation in Africa
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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.

Water Research Commission

f | CallFor Proposals ~ | Proposals + Contracts ~ Projects ~ Reference Groups + Reviews ~ |  Service Requests ~

Home > All Service Requests > Open a New Service Request

Open a New Service Request

Summary

Service Request Details

Contact

Service Request Title *

Type Category *

Organisation * Proposal/Project

Description

Attach a file

Choose Files | No file chosen

Copyright © 2019. Allights reserved. Support
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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 Requests section of this document to track the progress of your service request.
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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.

Water Research Commission
S

Call For Proposals » | | Contracts » |  Projects » Reference Groups = | Reviews ~ | Service Requests ~ -

Home > Proposals > Proposal Amendmentsin Progress ~Proposals

My Submissions in Progress
Submitted Proposals

Proposa‘ Amendment Accepted Proposals

Rejected Proposals

All proposal due for amendments will be displayed here mendments for Acceptan
Proposal Amendments |
TREOpTETe ATENament
Name P ——— rwnma e meference Start Date Proposal Status Submission Deadline

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.

Water Research Commission

# | CallForProposals - | Proposals ~ | Contracts ~ | Projects ~ | Reference Groups = | Reviews ~ | Service Requests ~ -

Home > Proposals > Proposal Amendments in Progress

Proposal Amendments in Progress

All proposal due for amendments will be displayed here

Name Proposal Number 4 Terms of Reference Start Date Proposal Status Submission Deadline

01/Apr/2020 Open for Proposal Amendments 05/Apr/2019 8:00 AM

Create 2 Service Request
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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.
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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).

Water Research Commission

f | CallFor Proposals - | Proposals Contracts ~ Projects + Reference Groups ~ Reviews ~ |  Service Requests ~ -

Home > All Service Requests > Open a New Service Request

Open a New Service Request

Summary

Service Request Details

Contact

Service Request Title *

Type Category *
v v
Organisation * Proposal/Project
Description

Attach a file

Choose Files | No file chosen

Knowledge Base
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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 Requests section of this document to track the progress of your service request.
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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.

Water Research Commission

A | callFor Proposals ~ Proposals Contracts ~ | m| Reference Groups ~ Reviews + Service Requests ~ -

Home > Projects > My Active Projects Projects

My Active Projects

Deliverable Submissions
Submitted Deliverables

My Active Projects

This page display all the active prajects. i.e Projects that are in progress. Rejected Deliverables
Submit Invoice for Deliverable
Paid Deliverables

Capital Expenses
Contract Number preel B

Name Start Date En¢ Completed Projects Total Amount Paid Research Manager Project Status

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.

Water Research Commission

A | callFor Proposals ~ Proposals + | Contracts » | Projects ~ Reference Groups = | Reviews ~ | Service Requests + -

Home > Projects > My Active Projects

My Active Projects

This page display all the active projects. i.e Projects that are in progress.

Contract Number
Name Start Date End Date Total Budget Total Amount Paid Research Manager Proposal Status

01/Apr/2019  31/Mar/2022 Project in Progress
Create a Service Request

Vi Project Detae
Copyright © 2010. Al ights reserved. Support Create Contract Amendment Request
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4. On the 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.
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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).

Water Research Commission

f | CallFor Proposals - | Proposals Contracts ~ Projects + Reference Groups ~ Reviews ~ |  Service Requests ~ -

Home > All Service Requests > Open a New Service Request

Open a New Service Request

Summary

Service Request Details

Contact

Service Request Title *

Type Category *
v v
Organisation * Proposal/Project
Description

Attach a file

Choose Files | No file chosen

Knowledge Base
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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 Requests section of this document to track the progress of your service request.
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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.

Water Research Commission

A | callFor Proposals + Proposals + Contracts + Projects + Reference Groups + [EYCCRAMN service Requests ~ || -

Home > Service Requests > My Open Service Requests Service Requests

Open Service Requests
[55ed Service Requests

My Open Service Requests

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.

Water Research Commission
A | CallFor Proposals Proposals + Contracts ~ Projects ~ Reference Groups ~ Reviews Service Requests ~ -

Home > Service Requests > My Open Service Requests

My Open Service Requests

This page displays all the open service requests (help desk support) queries.

Service Request Number Service Request Title Service Request Type  Category Status Created On
Submission n Progress 02/Apr/2019 107 PM
Question Submission n Progress 31/Mar/2019 11:47 AM \_o View details
Question Submission n Progress 31/Mar/2019 1052 AM  [w]
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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. To view the My Closed Service Requests page, click on the Service Requests option in the Navigation
Menu and then click on Closed Service Requests.

Water Research Commission

A& | callFor Proposals ~ Proposals Contracts ~ Projects ~ Reference Groups ~ [EYCCRAMN service Requests - || -

Home > Service Requests > My Closed Service Requests Service Requests

Open Service Reguests

My Closed Service Requests

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.

Water Research Commission
A | callFor Proposals + Proposals + Contracts = Projects Reference Groups + Reviews Service Requests ~ -

Home > Service Requests > My Closed Service Requests

My Closed Service Requests

This page displays all the service requests (help desk support) queries that have been closed. If you are not entirely satisfied with the resolution of your query, kindly open another one.

El Create a Service Request

Service Request Number Service Request Title Service Request Type Category Status Created On +

Problem Solved 29/Mar/2019 621 PM
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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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