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WRC BMS PORTAL USER GUIDE

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

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

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

What is the BMS Portal?

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

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

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

WATER

RESEARCH
COMMISSION

BUSINESS MANAGEMENT SYSTEM

- <  —

About Us

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

If you are new to the WRC Business Management System (BMS) and you intend to submit a research, development and innovation proposal to the WRC or perform any WRC RDI project
Management activity, you are required to register your details as a new user using your email address as your username.

To login in or to register, click on "Sign in/Register” link on the top right d corner of this page and follow the prompts.

Copyright © 2019. Al rights reserved. Support

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

RESEAR
ComMMIssion

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

Water Research Commission & | signin

gmMIEHHII%MWmmm

To register on the portal, please make use of your email address you previously used on the FMS portal. For new users, please register with any email address that you want to receive communication on regarding proposal submissions

For any support queries, please log a call on bms-support@wrc.org.za

Register for a new local account
* Email
* Username
* Password

* Confirm password

Copyright © 2019. Al rights reserved. Support

Contact us South African

Knowledge Base WATER RESEARCH COMMISSION
& \

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

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

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

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

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

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

J
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—_— — '®~ —_—
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Sign in to the BMS Portal

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

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

page.

Water Research Commission

WATER

RESEARCH
COMMISSION

BUSINESS MANAGEMENT SYSTEM

- <  —

About Us

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

If you are new to the WRC Business Management System (BMS) and you intend to submit a research, development and innovation proposal to the WRC or perform any WRC RDI project
Management activity, you are required to register your details as a new user using your email address as your username.

To login in or to register, click on "Sign in/Register" link on the top right-hand corner of this page and follow the prompts.

Copyright © 2019. Al rights reserved. Support

Contact us South African

Knowledge Base WATER RESEARCH COMMISSION
WATER (1
RESEARCH

11. On the Sign in page, enter your Username and Password as selected when you registered. When

completed, click on the Sign in button to complete the sign in process.

Water Research Commission & | signin

=] Sign in Register Redeem invitation

Sign in with a local account

* Username
*Password | eeeeceeces

Remember me?

n rgot your password?

Copyright © 2019, All rights reserved. Support

Contact us South African

Knowledge Base WATER RESEARCH COMMISSION
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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
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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

Copyright © 2010 All rights reserved.
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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

@_ =€D=
/ SR\
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l - _________________________________________________________________________________________________|
Water Research Commission

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

Home > Profile

Profile

Please provide some information about yourself.
The First Name and Last Name you provide will be displayed alongside any comments, forum posts, or ideas you make on the site.

The Email Address and Phone number are required but will not be displayed on the site.

Profile © Your email requires confirmation.
& Security Title E-mail *

Change Password M- M

Change Email o First Name * Last Name *

Job Title Mobile Phone *

Web Site Business Phone

Organisation Name

Should your organization not appear in search field above, please send an email to bms-Support@wrc.org.za with the name of the Organization as the
subject and please also include the following details

« Physicial Address
+ Postal Address

+ Business Phone Number
« Fax Number (if applicable)

Qualifications
Add Qualification

Name Contact

Areas of Expertise
Add Area of Expertise

Name Years' Experience 1

Areas of Interest

Add Area of Interest

Name 4

Organisation

Organisation Name 4 Main Phone  Provinee Country Website

There are no records to display.

Blue Directory
A web-based 'Who's Who' in the water and sanitation research space that will be profiling professionals who have done an incredible work within the
water research community while also providing details of their work in order to benefit South Africa and the international community. Should you wish to

be added to this Database kindly select “Yes" below.

® No © Yes

Save & Update

Copyright © 2019. All rights reserved.

Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION
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5.

If you are the Primary Contact of your organization, the organization will be listed in the Organisation

section of the profile page. Click on the arrow on the far right of the record and select the View
Organisation Details option to view the Organisation Details page.

Organisation

Organisation Name 4 Main Phone Province

Country Website

Gauteng South Africa

View Organisation Details

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

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

Page |12
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Water Research Commission

# | CallFor Proposals ~ Proposals v

Home > Profile > Organisation Details

Organisation Details

ORGANISATION INFORMATION

Organisation Name *
Primary Contact
Phone *

Alternate Email 1

Parent Account

SMME

Currency

South African Rand

ADDRESSES

Physical Address

SUPPORTING DOCUMENTS INFORMATION

Income Tax Number
Tax Clearance Certificate Expiry Date

Company Registration Number

DOCUMENTS

There are no notes to display.

Upload a Document

Copyright © 2019. All rights resarved. Support

Contact us
Knowledge Base

Page |13

Projects Reference Groups + Reviews ~ | Service Requests +

Account Number

Website

Alternate Email 2

Business Partner Group

Stakeholder Type

Stakeholder Category

Stakeholder Sub-Category

Postal Address

VAT Number

B-BBEE Certificate Expiry Date

Company Registration Certificate Expiry Date

South African
WATER RESEARCH COMMISSION

carch
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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

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

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

| RS | Proposals - | Contracts ~ Projects Reference Groups ~ Reviews Service Requests -

Call For Proposals

Proposal Guidelines

CaH for PfOpOS&ﬂS Call for Open Propasals

Call for Directed Proposals

Home > Call for Proposals

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

Section section at the bottom of the form.

Water Research Commission

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

Home > Call for Proposals

Call for Proposals

This page will contain information about open, directed and international calls. Guidelines are also available to aid and guide you every step of the way of what is expected.

WRC Call for Proposals for Projects Commencing on 1%t April 2020

The WRC hereby announces its annual call for proposals for the financial year commencing on 1 April 2020. 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 flexible within a financial year. Proposals in response to this Open Call can be submitted on-line. Proposals in response to the directed call and associated terms of reference will be opened on the
web as they become available.

The on-line submission system for open call will open on the Tst May 2019 and directed projects will open on 1 June 2019,

However international directed calls are open from the 1st of April 2019. Click on the directed calls under the menu to access them

Please familiarize yourself with the 2019 Annual Call for Proposals attachment in the link below and the WRC Guidelines for writing WRC Proposals, before you start preparing a proposal

¥ |n This Section
2019 Annual Call for Proposals

Suidelines

s for Directed Proposals

Copyright © 2019. All ights reserved. Support
Contact us T South African

Knowledge Base RC

RESEARCH
COMMISSION
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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

E ] call For Proposals - [[EIETEERIENY Contracts ~ Projects + Reference Groups ~ Reviews + Service Requests ~ -

Home > Callfor Proposals > Propesal Guidelines  Call For Proposals

Propoga\ GUId@\Iﬂ@' Call for Open Proposals

Call for Directed Proposals

2. The Proposal Guidelines page provides information regarding the guidelines on how to submit proposals to

the WRC. Click on the BMS Proposal Guideline link on the page to download the guidelines document.

Water Research Commission

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

Home > Call for Proposals > Proposal Guidelines

Proposal Guidelines

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

¥ In This Section

BMS Proposal Guideline 2019

Copyright © 2019. All rights reserved. Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION
ent reh

WATER
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Call for Open Proposals Page

1. To view the Call 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

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

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

Proposal Guidelines

Call for Open Proposals

Calls For Open Pro

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

submissions.

Page |15 ,c?\
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Submit a Proposal for an Open Call

1. To create a proposal submission for an open call for proposals, from the Call 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

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

Home > Callfor Proposals > Calls For Open Proposals

Calls For Open Proposals

Only open calls will be displayed on this page. Open calls also applicable for the certain open period. Should you wish to read up on upcoming calls, visit our website.
Click on the down arrow to start to submit a proposal.

Please NOTE: Calls will only start being open from the 1st of May 2019

Name Submission Deadline 4

30/Mar/2019 5:30 PM

Submit 2 Proposal

Copyright © 2019. All rights reserved. Support

Contact us South African
Knowledge Base

WATER
RESEARCH
ConNISSION

2. The Capture Proposal Details page is displayed. Fields with the * asterisk symbol indicate that they are
required in order to create a proposal record.
3. Capture the rest of the required information on the page and click the Create Proposal button at the

bottom of the page to create the proposal submission.

Water Research Commission

#& | CallFor Proposals - Propasals ~ Contracts = Projects ~ |  Reference Groups - Reviews - Service Requests ~ -

fome > Propossls > My Submissions in Fro.. > 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 Q

[a]
Start Date * End Date *
[ ] ]

New Proposer First Time Project Leader
Have you submitted this proposal previously?

Previous Proposal Number Financial Year

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

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

complete the proposal.

Call for Directed Proposals Page

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

Water Research Commission

Home > Call for Proposals > Calls for Directed P Call For Proposals

Proposal Guidelines

L3 Call For Proposals - [[EEEESEe Contracts ~ Projects Reference Groups ~ Reviews ~ Service Requests ~

Calls for Directed

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

Water Research Commission

Home > Call for Proposals > Calls for Directed Proposals

Calls for Directed Proposals

Name

Africa Call - Water-Energy-Food Nexus (WEF) and Climate Change (CC)

@ In This Section

2019 WRC Annual Call for Proposals

Copyright © 2019, All rights reserved.

A& | callFor Proposals ~ Proposals ~ | Contracts ~ |  Projects ~ Reference Groups

Reviews ~ | Service Requests ~

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 reflected first. Click on the down arrow next to the interested TOR and select view details.
That page will then take you to a page where you can start submitting a proposal towards the mentioned ToR.

Submission Deadline 4

31/May/2019 4:00 PM El

Support

Contact us South African
Knowledge Base

WATER 1
RESEARCH
COMNISSION

3. To view the details of the directed call for proposal, click on the arrow at the far right of the call for proposal

record and select the View Details option. This will redirect you to the Call for Proposal Details page.
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Water Research Commission

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

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 reflected first. Click on the down arrow next to the interested TOR and select view details.
That page will then take you to a page where you can start submitting a proposal towards the mentioned ToR.

Name Submission Deadline 4

Africa Call - Water-Energy-Food Nexus (WEF) and Climate Change (CC) 31/May/2019 4:00 PM El

@ View details

@|n This Section

2019 WRC Annual Call for Proposals

Copyright © 2019, All rights reserved.

Support
Contact us South African
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4. The Call for Proposal Details page will display any ToR (Terms of Reference) records that are linked to this
directed call for proposals.

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

Water Research Commission

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

Home > Calls for Proposal Details

Calls for Proposal Details

Please select the drop down arrow and select view to view the details of the TOR. Once in the view TOR screen, select view and scroll down to the bottom to download and view the TOR details

SUBMISSION DATES

Submission Start Date Submission Deadline

01/Apr/2019 8:00 AM 31/May/2019 4:00 PM

Terms of Reference

TORID 4 Title 4 Project Start Date Project End Date Budget

Annexure A - From theory to practice: developing a case study and guidelines for Water — Energy — Food R2,000,000.00
(WEF) nexus implementation in Africa

Annexure B - Climate Change and Water Security: Developmental Perspectives for Water-Linked Sectors R2,000,000.00
in a Future Climate for Africa (Bi-National Assessment)

Submit a Proposal
View Details

Copyright © 2019. All rights reserved. Support

Contact us T South African

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

also a document version of the ToR at the bottom of the page that you can view or download.
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Submit a Proposal for a Directed Call

1. To create a proposal submission for a directed call for proposals, from the Call for Proposal Details page,

click on the arrow on the far right of the Terms of Reference (ToR) record and select the Submit a

Proposal option.

Water Research Commission

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

Home > Calls for Proposal Details

Calls for Proposal Details

Please select the drop down arrow and select view to view the details of the TOR. Once in the view TOR screen, select view and scroll down to the bottom to download and view the TOR details

SUBMISSION DATES

Submission Start Date Submission Deadline

01/Apr/2019 8:00 AM 31/May/2019 4:00 PM

Terms of Reference

TORID ¥ Title 4 Project Start Date Project End Date Budget

Annexure A - From theory to practice: developing a case study and guidelines for Water — Energy — Food R2,000,000.00
(WEF) nexus implementation in Africa

Annexure B - Climate Change and Water Security: Developmental Perspectives for Water-Linked Sectors R2,000,000.00
in a Future Climate for Africa (Bi-National Assessment)

Copyright © 2019, All rights reserved. Support

Contact us T South African

[v]

Submit a Proposal

View Details

2. The Capture Proposal Details page is displayed. Fields with the * asterisk symbol indicate that they are

required in order to create a proposal record.

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

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

# | CallFor Proposals ~

Home > Proposals > My Submissions in Pro.. > Capture Proposal Details

Capture Proposal Details

General Information

Full Title *

Financial Year *
Enter the financial year of the WRC in which this propesal is being submitted

Start Date *

New Proposer

Have you submitted this proposal previously?

Previous Proposal Number

Create Proposal

Copyright © 2019. Allrights reserved.

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

Strategic Area *
Enter the Strategic Area as prescribed in the Terms of Reference

End Date *

First Time Project Leader

Financial Year

Support

Contact us
Knowledge Base

South African
WATER RESEARCH COMMISSION
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4. Once the proposal record has been created, you will be redirected to the My Submissions in Progress

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

complete the proposal.
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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 N

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& | callFor Proposals » | | Contracts Projects Reference Groups Reviews + Service Requests » Kevin Manuel Garcia Matos +
Home > Proposals | Proposals |

My Submissions in Progress
P | Submitted Proposals
roposals ccepd Proposas
Rejected Proposals
This page contains information about all the submitted propo  Amendments for Acceptance v to access the pages related to proposals
Proposal Amendments

Incomplete Amendment Submissions
& |n This Section

2. The Proposals page contains links to the related pages that display information regarding proposals you
have submitted to the WRC as the Proposer. To view the related pages, you can click on the links under
the In This Section section at the bottom of the form.

e ____________________________________________________________________________________
Water Research Commission
# | CallForProposals » | Proposals + Contracts ~ Projects ~ Reference Groups + Reviews ~ |  Service Requests ~

Home > Proposals

Proposals

This page contains information about all the submitted proposals. You wil be able to select the links below to access the pages related to proposals.

W |n This Section

My Submissions in Progress
Submitted Proposals
Accepted Proposals
Rejected Proposals

Amendments for Acceptance

Amendments in Progress

plete Amendment Submissions

Copyright © 2019. All rights reserved.
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My Submissions in Progress Page

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

Water Research Commission

# | callForProposals ~ | | Contracts ~ Projects ~ Reference Groups ~ Reviews Service Requests ~ Kevin Manuel Garcia Matos ~

Home > Proposals > My Submissions in Progress Proposals

| My Submissions in Progress
Ubmitted Proposals

My Submissions in Prc

Accepted Proposals
Rejected Proposals

Here i a list of all active submissions in progress that are editc ~ Amendments for Acceptance

 Note that f 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

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

Edit Proposal Page

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

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
Created On

Name 4 Proposal Number Terms of Reference Start Date

Annexure A - From theory to practice: developing a case study ~ 01/Apr/2020 21/May/2019 400 PM
and guidelines for Water — Energy - Food (WEF) nexus
implementation in Africa

Copyright ® 2019. Al rights reserved. Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION
=

2. On the Edit Proposal page, all the details of your proposal are available for editing and are separated into
tabs.
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Water Research Commission

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

Home > Proposals > My Submissions in Progress > Edit Proposal

EDIT PROPOSAL

To ediit the information in a tab, click on the arrow to expand it. To view updates 10 the amounts in the Budget Summary tab, save your changes and expand the tab again. Always remember to save your changes before you leave this page.

~vGeneral Information
vAdministrative Staff
vResearch Information
vlead Organisation
vCollaborating Organisations
vResearchers

vADbstract

vRationale

vAims

vMethodology
vDeliverables

~vProducts

vInnovation

vBackground Intellectual Property
vHuman Resource Costs
vQOperational Expenses
v(Capital Expenses
vDissemination/Uptake Activity Expenses
vBudget Summary
vKnowledge Dissemination
vCapacity Building
vinstitutional Development
vCommunity Development
v3rd Party Funding

vOther Information

vAttach Supporting Documents

Copyright © 2019. All rights reserved. Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION
ble \

nt th

commIssIoN

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.
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To edit the information in a tab, lick on the arrow to expand it. To view updates to the amounts in the Budget Summary tab, save your changes and expand the tab again. Always remember to save your changes before you leave this page.

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?
® No O Yes

Address Line 1 Address Line 2

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

To edit the information in a tab, click on the arrow to expand it. To view updates to the amounts in the Budget Summary tab, save your changes and expand the tab again. Always remember to save your changes before you leave this page.

vGeneral Information
~vAdministrative Staff
vResearch Information
vlead Organisation
vCollaborating Organisations

AResearchers

Add Researcher

ew Researcher Details

Name 4 Organisation Name Project Role Created On

Project Leader 31/Mar/2019 §2:3

vAbstract

vRationale
vAims
vMethodology
vDeliverables
~vProducts
vlnnovation

vBackground Intellectual Property

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!
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Submit a Proposal to WRC

1. When your proposal is completed, you can save any final changes and submit the proposal to the WRC by

clicking on the Submit to WRC button at the bottom of the Edit Proposal page. You will be re-directed to
the Submitted Proposals page.

Submit to WRC

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

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

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

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 | callForProposals + | | Contracts Projects » Reference Groups = Reviews v Service Requests ~

Home > Proposals > Submitted Proposals Proposals

My Submissions in Progress
Submitted P sals

Submitted Proposals

Accep E
Rejected Proposals

Here is a list of all submitted proposals that are read only. Yo ~Amendments for Acceptance y are still within the date of submission. Note that your proposal submission may not appear immediately after submission until it has
completed processing. Proposal Amendments

Incomplete Amendment Submissions

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

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

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

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

.
Q‘ 'O
0)
—_— — '®~ —_—
. X300
/ 2007/ o\
§OV
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Water Research Commission
A | callFor Proposals + Proposals + Contracts = Projects Reference Groups + Reviews Service Requests ~ -

Home > Proposals > Submitted Proposals

Submitted Proposals

Here s a list of all submitted proposals that are read only. You can start the process of editing them if they are still within the date of submission. Note that your proposal submission may not appear immediately after submission unti it has
completed processing.

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

30/Mar/2019 5:30 PM  Review in Progress 30/Mar/2019 320 PM | [+]
@ View details
Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSIO

esearch

Copyright © 2019, All rights reserved.

COMNISSION

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 +

PROPOSAL DETAILS

vGeneral Information
~vAdministrative Staff
vResearch Information
vLead Organisation
vCollaborating Organisations
vResearchers

vAbstract

vRationale

vAims

vMethodology
vDeliverables

vProducts

vInnovation

vBackground Intellectual Property
vHuman Resource Costs
vQOperational Expenses
w(apital Expenses
vDissemination/Uptake Activity Expenses
vBudget Summary
vKnowledge Dissemination
vCapacity Building
vinstitutional Development
vCommunity Development
v3rd Party Funding

~QOther Information

vAttach Supporting Documents

Amend Submission

Capyright © 2019, All rights reserved. Support

Contact us South African
Knowledge Base

COMMISSION
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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.

Amend Submission

Copyright © 2019. All ights reserved.

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

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

sections in this document.

3. Note: If you recall and amend your proposal submission, remember to submit it to WRC again before the
Submission Close Date and time displayed on the My Submissions in Progress page by following the steps
in the Submit a Proposal to WRC section in this document.

Accepted Proposals Page

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

Water Research Commission

A | callForProposals | | Contracts Projects Reference Groups « Reviews Service Requests ~ »

Home > Proposals > Accepted Proposals Proposals

My Submissions in Pragress

Acce pted Proposa|s Submitted Propasals

Accepted Proposals

Rejected Proposals
This page displays all the propasals accepted by the WRC afte  Amenciments for Acceptance
Proposal Amendments

Incomplete Amendment Submissions
Name S ——— +ams of Reference Proposal Status Created On

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

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

4. To view the Decision Letter, click on the arrow to the far right of the proposal record and select the View

Decision Letter option. This will open the View Decision Letter window.
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Water Research Commission

Home > Proposals > Accepted Proposals

Accepted Proposals

This page displays all the proposals accepted by the WRC after submission

Copyright © 2019. All igt

A | callFor Proposals +

Name Proposal Number +

Support

Contact us

Knowledge Base

Proposals ~ | Contracts =

Terms of Reference

Projects ~

Reference Groups +

Reviews ~ | Service Requests ~ -
Proposal Status Created On
Proposal Accepted with Amendments 30/Mar/2019 3:20 PM

View Decision Letter

South African
WATER RESEARCH COMMISSION
arc

WATER

RESEARCH

5. Inthe View Decision Letter window, you can view or download the attached Approval Letter document by

clicking on the document name link.

O view details

View Decision Letter

4.minuies. 290
WRC Business | i Approval Letter.pdf (0 bytes)

Management #
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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
IS

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

Home > Proposals > Rejected Proposals Proposals

My Submissions in Progress
Submitted Proposals

Rejected Proposals

Accepted Proposals

Rejected Proposals

This page displays all the proposals rejected by the WRC after  Amendments for Acceptance d, they cannot be re-opened
Proposal Amendments

Incomplete Amendment Submissions
Name R — +ems of Reference Proposal Status Created On

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

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

l —____________________________________________________________________________________________________________________________________________________________________|
Water Research Commission

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

Rejected Proposals

Name Proposal Number 4 Terms of Reference Proposal Status Created On

Proposal Accepted with Amendments 30/Mar/2019 3:20 PM \Z|

View Decision Letter

Copyright © 2019. All rights reserved. Support
Contact us outh African

Knowledge Base

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
IS

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

Home > Proposals > Amendments for Acceptance Proposals

My Submissions in Progress

Amendments for Acce e e

Accepted Proposals
Reiected Proposal:

The WRC will recommend amendments after viewing the p\ol: Amendments for Acceptance nlect lead will have to make amendment will be on this page
Proposal Amendments

Incomplete Amendment Submissions
Name P ——— rwrmarneference Start Date Proposal Status Submission Deadline

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

# | CallForProposals - | 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 project 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 800 AM

Accept Amendment:

Copyright © 2019. All rights reserved. Support
Contact us South African
Knowledge Base WATER RESEARCH COMMISSION
)

WATER
RESEARCH
conmission

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

Contact us South African
Knowledge Base

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

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

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

L

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

Home > Proposals > Proposal Amendmentsin Progress  Proposals

My Submissions in Progress

Proposal Amendment e e
p Accepted Proposals

Rejected Proposals

All proposal due for amendments will be displayed here. mendments for Acceptan

Proposal Amendments

Name

v snmame s miference Start Date Proposal Status Submission Deadline

The Proposal Amendments in Progress page displays a list of proposals that have been accepted for

funding by the WRC with requested amendments, and you have accepted the requested amendments.

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

4. To edit the details of the proposal, click on the arrow on the far right of the proposal record and select the

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

Water Research Commission

# | callFor Proposals ~ 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

01/Apr/2020

Proposal Status

Open for Proposal Amendments

Submission Deadline

05/Apr/2019 8:00 AM

Edit Proposal
Create a Service Request

Copyright © 2019. Al right: Support
Contact us
Knowledge Base

South African
WATER RESEARCH COMMISSION
\
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5. To edit the details of the proposal, you can follow the steps from step #2 in the Edit Proposal page section
of this document.

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

and Submitted Proposals page sections of this document, with the exception that you must submit it before
the date and time in the Submission Deadline column for the proposal as detailed on the Proposal
Amendments in Progress page.

7. Note: If you fail to submit your proposal amendments to the WRC before the Submission Deadline, your
proposal record will be considered incomplete, will be removed from this page, and will appear on the

Incomplete Amendment Submi e following steps.

/520

[ & % |
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Incomplete Amendment Submissions Page

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

Water Research Commission
IS

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

Home > Proposals > Incomplete Amendment Submissiy  Proposals

My Submissions in Progress
| ‘ A Submitted Proposals
ncomp ete Amendme sccepted Proposas

Rejected Proposals

This page will indicate all the proposals with incomplete amen ~ Amendments for Acceptance made then submitted to the WRC
Proposal Amendments
L Incomplete Amendment Submissions l
Name P

Proposal Status Start Date Submission Deadline

2. The Incomplete Amendment Submission page displays a list of proposals that that were open for proposal
amendments but were not submitted to the WRC before the date and time in the Submission Deadline

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

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

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

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

Home > Proposals > Incomplete Amendment Submissions

Incomplete Amendment Submissions

This page will indicate all the proposals with incomplete amendments. Please ensure all amendments are made then submitted to the WRC

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

Proposal Amendments Incomplete  01/Apr/2020 ofy v

Copyright © 2019, All rights reserved.

Support

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION
reh

sup
WATER
RESEARCH
CoMMISSION

Page |34

Supporting sustainable development through research funding, knowledge creation and dissemination



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

nproved Contracts

Contracts for Signature |G |

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

Letter with Contract and Contract documents.
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PROJECT 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

43 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 Contract 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.

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.

@_ == -:é:- o —
o P Q& sou;‘/ \
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COURIER DETAILS (For Hard Copy of Contract Sent to WRC)

Courier Company Name
Courier Tracking Number

Date Couriered

CONTRACT DOCUMENTS

45 minutes ago
WRC Business I Letter with Contract.pdf (0 bytes)

Management #

43 minutes ago
WRC Business K contract - pdf (467.97 KB)
Management #

Upload Your Signed Contract

Browse... | No files selected.

Save

Submit Uploaded Contract to WRC

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 | M| Projects Reference Groups ~ Reviews Service Requests ~ -

Home > Contracts > Approved Contracts Contracts

Appro\/ed COﬂtraCtS Contracts for Signature

Contract Amendments

Accept WRC Contract Amendments

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

Contract Amendments Pending Signature

Contract Number 4 Project Approved Contract Amendments Contract Signatory 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.
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Water Research Commission A | callForProposals ~ | 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 [v]
@ View details

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION
ch
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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

|—contsactin

Contract Amendments to g p——

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
Contract Number ¥ Project Approved Contract Amendments \ange Description Created On ¥

2. The Contract Amendments to be Submitted page displays a list of contract amendment requests that have

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

Create a Contract Amendment 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 - | [ELISTSCERAN | 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 Invoice for Deliverable

Paid Deliverables

Capital Expenses

Contract Number

Name Start Date Enc Completed Projects Total Amount Paid Research Manager Proposal Status
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2. The My Active Projects page displays a list of projects that are currently active, meaning that the Start Date
has already passed, the project has commenced, and for which you are designated as the Project Leader.
3. To create a contract amendment request against the active project, click on the arrow to the right of the

project record and select the Create Contract Amendment Request option. This will open the Create
Contract Amendment Request window.

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 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

Support | Create Contract Amendment Request

Contact us South African
Knowledge Base

Copyright © 2019. All right
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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).
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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.

/ LS0Uz N
S /s
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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
A | CallFor Proposals ~ 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 ¥

Copyright © 2019. All right
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03/Apr/2019 10:25 AM

& Edit

2. From the Edit Contract Amendment Request window can continue to edit the contract amendment request

and save your changes by clicking on the Save button at the bottom of the window.

3. Note: Remember to save any changes you make to the contract amendment request record, including any

documents that have been uploaded, before submitting the request to the WRC for approval.

4. To submit the contract amendment request to the WRC for approval, be sure to save any changes, then

open the Edit Contract Amendment Request window again and click on the Submit to WRC button at the

bottom of the window. You will be re-directed to the Submitted Contract Amendments page and the request

can no longer be edited.

Submitted Contract Amendments Page

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

and then click on Submitted Contract Amendments.

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

REJECTE COMTTacT AMENamenT:

Contract Amendments Pending Signature
Date

A i Contract Amendments
pproved Contract Amendmen Research Manager Status Submitted

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

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

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

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 % Project Approval Date Research Manager Status Submitted
Pending Contracts Manager 03/Apr/2019
Approval

@ View details

Copyright © 2019, All rights reserved.
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4. You can also return to this page to view the status of the contract amendment request which is shown in
the Status column.

Accept WRC Contract Amendments Page

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

Water Research Commission
A& | callFor Proposals ~ proposals + | [RCINICYNNN |  Projects ~ Reference Groups « Reviews Service Requests v
Home > Contracts > Accept WRC Contract Amendments Contracts
Approved Contracts

Accept WRC Contract Ame e oo

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 ¥ Project Approved Contract Amendments Research Manager Date Submitted

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.
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Water Research Commission

# | callFor 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

Rescarch Manager

Date Submitted

03/Apr/2019 Il
View Amendment Detals
Accept WRC Amendments
Copyright © 2019. Al righ Support
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In the Contract Amendment Details window, the details of the contract amendment request from the WRC

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

There are no notes to display.

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.

=1 —
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Water Research Commission

# | callFor 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 Rescarch Manager Date Submitted

03/Apr/2019 -l

View Amendment Details

Accept WRC Amendments

Copyright © 2019. All right 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.

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

Home > Contracts > Rejected Contract Amendments Contracts

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

ubmitted Contract Amendment:

| Rejected Contract Amendments

Contract Number 4 Project Contract Amendments Panding Signatare—ription Research Manager Date Submitted

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

Home > Contracts > Rejected Contract Amendments

Rejected Contract Amendments

Contract Number 4 Project Change Description Research Manager Date Submitted

03/Apr/2019

& 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.

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
A f Contracts for Signature
Contract Amendments for s e
Accept WRC Contract Amendments

Submitted Contract Amendments
Date

Contract Number % Project Bejected Confract 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.
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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 Description Contract Signatory Research Manager Submitted

03/Apr/2019

@ View details

2019, All rights r
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5. Inthe Attachments window, you can view and download the Contract Amendment Cover Letter and
Contract Amendment documents.

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

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

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

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

@_ —_€D_—
- /;‘;‘ sou}; N
Page |48 §<’¢E§;

Supporting sustainable development through research funding, knowledge creation and dissemination



O View details *

Attachments

9 minutes ago

[ Contract Amendment Cover Letter.pdf (0 bytes)

[ WRC Contract Amendment pdf
(122.19 KB)

Attach a file

Save

Browse...

Submit Signed Amendment to WRC

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 | CcallFor Proposals + Proposals + | | Projects ~ Reference Groups + Reviews ~ Service Requests ~

Home > Contracts > Approved and Finalized Contract Amendments ~ Contracts

Approved Contracts
: H Contracts for Signature
A d and Finalized C : nt
pprove an nalze C Contract Amendments :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

Approved Contract Amendments ption Research Manager

Contract Number ¥ Project

2. The Approved and Finalized Contract Amendments page displays a list of contract amendment requests

that have been approved and finalized by the WRC where you are the Project Leader for the project for

which the amendment was approved.

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

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

Request Details window (see screenshot on the next page).
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Water Research Commission

# | 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 + Project Change Description Rescarch Manager Date Submitted

03/Apr/2019
© View details
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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 ~ Reviews -

flome > Projects

My Active Projects

P FOJeC‘[S Deliverables

Deliverable Submissions

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.

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

Copyright © 2019. Allrights reserved.
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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 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 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. All rights reserved. Support Treate Contract Request
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4. You can also create a Service Request or a Contract Amendment Request from the active projects listed

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

Create a Contract Amendment Reguest sections of this document.

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

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

WRC Business Management #

WRC Business Management #

b Approval Letter.pdf (0 bytes)

b Contract - pdf (467.97 KB)

WRC Business Management #

WRC Busi

B NAP 1.pdf (0 bytes)

B NAP 2.pdf (0 bytes)

Deliverables Page

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

Deliverables.

Water Research Commission

A | callFor Proposals ~

Home > Projects > Deliverables

Deliverables

This page contains a list of all deliverables related to a project currently in progress

Contract Number Project Name

Proposals Contracts = | m| Reference Groups « Reviews Service Requests v

Projects

Iy

Deliverables

Deliverable SUbmissions

Submitted Deliverables
Rejected Deliverables
Submit Invoice for Deliverable

Paid Deliverables

Name Target Date 4 Amount

Capital Expenses

Completed Projects

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

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

the WRC for approval and payment.

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

the View Deliverable Details option. This will open the Deliverable Details window.
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Water Research Commission

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

Home > Projects » Deliverables

Deliverables

This page contains a list of all deliverables related to a project currently in progress

Contract Number Project Name Deliverable Number  Name Target Date 4 Amount

1 Advance 01/Apr/2020

2 Mid-Project Research Report 01/Apr/2020

View Deliverable Details

Create Deliverable Submission

8 Final Research Report 31/Mar/2022
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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

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

Home > Projects » Deliverables

Deliverables

This page contains a list of all deliverables related to a project currently in progress

Contract Number Project Name Deliverable Number  Name Target Date 4 Amount

1 Advance 01/Apr/2020

2 Mid-Project Research Report 01/Apr/2020

Create Deliverable Submission
8 Final Research Report 31/Mar/2022
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2. Inthe Deliverable Submission Information window, you can complete the necessary information and

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

Comments

EXECUTIVE SUMMARY

RESEARCH MANAGER COMMENTS

RM Recommendation Comments

DOCUMENTS

Attach a file

Choose Files | Mo 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.

4. To create the deliverable submission, click on the Create button at the bottom of the window. The
Deliverable Claim Created window will appear.
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Create Deliverable Submission

Water Research Commission [ ]

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 menu and select
Deliverable Submissions

Copyright © 2019. All rights reserved.
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5. To edit and submit your deliverable submission, close the Deliverable Claim Created window, navigate to

the Deliverable Submissions page and follow the steps in the Deliverable Submissions in Progress page

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

Deliverables Page.

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& | call For Proposals ~ Proposals ~ Contracts ~ | M| Reference Groups - Reviews - Service Requests ~ -

Home > Projects > Deliverable Submissions in Progress Projects

My Active Projects
D | b | S b H H H P Deliverables
eliverable SUDMISSIONS 1IN FIOgIesS [ ame oo
Submitted Deliverables
This page displays deliverable submissions are claims for payment against a deliverable that they submit  Rejected Deliverables for payment.
Submit Invoice for Deliverable
Paid Deliverables
Name Deliverable PR Capital Expenses Created On ¥

Completed Projects

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

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

submission record and select the Edit option. This will open the Edit Deliverable Submission window.
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Water Research Commission

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

Home > Projects » Deliverable Submissions in Progress

Deliverable Submissions in Progress

This page displays deliverable submissions are claims for payment against a deliverable that they submit to WRC for approval and eventually for payment.

Name Deliverable Project

Created On +

02/Apr/2019 4:53 PM E
& Edit

Advance
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Submit a Deliverable Submission to WRC

1. To submit your deliverable submission to the WRC, from the Edit Deliverable Submission window and save
any changes, which will close the window.

2. Re-open the Edit Deliverable Submission window as detailed in step #3 in the Deliverable Submissions in
Progress Page section of this document, and click on the Submit to WRC button (see screenshot on the
next page). This will re-direct you to the Submitted Deliverables page.
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Claim Information
PROJECT LEADER COMMENTS

Comments

EXECUTIVE SUMMARY

RESEARCH MANAGER COMMENTS

RM Recommendation Comments

DOCUMENTS

Attach a file

Choose Files | No file chosen

3. Note: Please remember to save any changes you have made to the deliverable submission record,
including the uploading of any documents, before you submit the deliverable submission to the WRC for
approval.

=1 —
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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 ~ | m| Reference Groups ~ Reviews Service Requests ~ -

Home > Projects > Submitted Deliverables Projects

My Active Projects

Submitted Deliverables

Deliverable Submissions

Submitted Deliverables
This page contains all the deliverable claims submitted to the WRC awaiting approval Rejected Delveraples

Submit Invoice for Deliverable

Paid Deliverables
Name + Deliverable - Status Reason Created On
Capital Expenses

Final Research Report Completed Projects Deliverable Accepted by RM 03/Apr/2019 357 PM

2. The Submitted Deliverables page displays a list of deliverable submission records that you as the Project
Leader of the active project have submitted to the WRC for approval.

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

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

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

Home > Projects > Submitted Deliverables

Submitted Deliverables

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

Name + Deliverable Project Status Reason Created On

Advance Deliverable Submitted
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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

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

Home > Projects » Deliverable Submissions Rejected Projects

My Active Projects

Deliverable Submissions Rejected

Deliverable Submissions

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

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.

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.

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 | call For Proposals ~ Proposals Contracts = | m| Reference Groups = Reviews v Service Requests ~

Home > Projects > Deliverable Claims Pending Invoice Submission Projects

My Active Projects

Deliverable Claims Pending Invoice S ===, ..

Submitted Deliverables

This page contains all the deliverable claims awaiting invoice uploads in order to be processed by the W]

Submit Invoice for Deliverable

Paid Deliverables

Name + Deliverable ~ Status Reason Created On
Capital Expenses

Final Research Report Completed Projects Deliverable Accepted by RM 03/Apr/2019 3:57 PM ~]

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.

T
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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 4:53 PM

]
[_viow Sumision et

View Submission Details

Submit Deliverable Tnvoice
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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 ~ o
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

Submit Deliverable Invoice
Copyright © 2019. Al rights reserved.
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2. Inthe Invoice Information window, enter the invoice number and date, upload invoice document, and save
your changes, which will close the window.
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3. Re-open the Invoice Information window and click on the Submit Invoice to WRC button. This will re-
direct you to the Submitted Deliverables page where you can continue to track the progress of your

submission.

G Edit *

Invoice Information

Invoice Number

Invoice Date

DOCUMENTS
13.minyies. 00

Attach a file

Choose Files | No file chosen

Submit Invoice to WRC

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

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

Home > Projects » Paid Deliverables Projects

My Active Projects
P d D | N b | Deliverables
aid beliverables Delverabe Suomsons
Submitted Deliverables
This page displays all the paid deliverables for the certain projects Rejected Deliverables
Submit Invoice for Deliverable
Paid Deliverables

FPTATERpenses
Contract Number Project Name 4 pitatop Target Date ¥ Amount Status Reason
Completed Projects

3 Final Research Report 31/Mar/2022 Paid E|

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

the View details option. This will open the Deliverable Details window.
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Water Research Commission

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

Home > Projects » Paid Deliverables

Paid Deliverables

This page displays all the paid deliverables for the certain projects

Deliverable
Contract Number Project Name 4 Number Name Target Date 4 Amount Status Reason
1 Advance 01/Apr/2020 Paid E|
@ 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 ~ | [EISESOR | Reference Groups « Reviews v Service Requests v -

Home > Projects > Capital Expenses Projects

My Active Projects
C t | E Deliverables

apital EXpenses Detersbe Submisons

Submitted Deliverables

This is where you will find all the capital expenses related to the project. Below you will be able to access ~ Rejected Deliverables signed, submitted capital expenses and approved capital expense. submitted capital expenses show a
Tist of all the expenses you submitted to the WRC. Capital expenses to be signed indicates a list of all the  supmit Invoice for Deliverable lit- Approved capital expenses is those approved by the WRC and payment to be made soon.
Paid Deliverables
Capital Expenses

£ 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.

\@d SOU@ \
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Water Research Commission

# | 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 = |

Capital Expenses to be Signed

Submitted Capital Expenses

Financial Year End Date Annexure E Sent
Project Number Project Amount Status Reason Date
Approved Capital Expenses

There are no records to display.
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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

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.

o be Signed~

I Capital Expenses to be Signed l

Financial Year End Date Annexure E Sent
UbmTtted Capral EXpenses

Project Number Project Amount Status Reason Date
Approved Capital Expenses

There are no records to display.
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2. The Capital Expenses to be Signed view displays a list of capital expense records for active projects where
you are the Project Leader, and the Annexure E document for the capital expense has been made
available to you to be signed and submitted to the WRC.

3. To view the details of the capital expense, click on the arrow on the far right of the capital expense record

and select the View Details option. This will open the Capital Expense Details window.
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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

Ubmit Signed Annexure

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

O view details x
Proposal *
Capital Item Description * Financial Year *
Laptop 201972020
Amount * Deliverable the Capital Expense was

acquired for

Motivation *

Attachments

[ 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.

7. You can upload and submit scanned copy of the Annexure document by going back to the Capital

Expenses to be Signed view as iled in steps #1 aueki? above;.clicking arrow on the far right of the

sis
-~

’
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capital expense record, and selecting the Submit Signed Annexure E option. This will open the Submit

Annexure E window.

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.

iE 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
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8. Inthe Submit Annexure E window, you can upload the document, save your changes, which will close the

window.
9. Re-open this window and submit the Annexure E the document to the WRC by clicking on the Submit

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

Proposal *

Capital Item Description * Financial Year *

Laptop 201872020

Amount * Deli ble the Capital Exp: was

acquired for

Motivation *

Attachments
4.mi 299

C Business
Management #

B Annexure E.pdf (0 bytes)

less.than.a.minuis

agn I Signed Annexure E.pdf (98.16 KB)

Attach a file
Choose File | No file chosen

Save

Submit Signed Annexure E to WRC
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10. Note: Please be sure to save any changes made to this contract amendment record by clicking the Save

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

Submitted Capital Expenses View
1. To view the Submitted Capital Expenses view, on the Capital Expenses page, click on the view list heading

and select the Submitted Capital Expenses option.

Water Research Commission

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

apital Expenses fo be Signe
Submitted Capital Expenses

Date Electronic

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

Copyright © 2019. Al rights reserved. 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.

5. If the WRC rejects the electronic copy of the Annexure E document that was submitted, you can re-submit
Annexure E document by clicking on the arrow on the far right of the capital expense record, selecting the
Submit Signed Annexure E option and following the step #7 to step #10 as detailed in the Capital

Expenses to be Signed View section above.
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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.

= Submitted Capital Expenses~

Date Electronic

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

V

Submit Signed Annexure E

Details
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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 +
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2. The Approved Capital Expenses view displays a list of capital expense records where the electronic and
hard copes Annexure E document submitted by you, the Project Leader of the project, have been approved
and finalized by the WRC.

3. To view the details of the capital expense, click on the arrow of the far right of the capital expense record

and select the View Details option. This will open the Capital Expense Details window.
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Water Research Commission

# | 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.

£Z Approved Capital Expenses+

Capital Item Deseription Project Number Project Amount Financial Year Date Approved 4

Lapiop 2019/2020
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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

A | callFor Proposals ~ Proposals Contracts ~ | [EISESOR | Reference Groups « Reviews v Service Requests v -

Home > Projects > Completed Projects Projects

My Active Projects
M Deliverables

Completed Projects

Submitted Deliverables

Contract Number 4 Name Startpay  (ejected Deliverables otal Budget Total Amount Paid Research Manager
Submit Invoice for Deliverable

01/API/2  p3id Deliverables !
Capital Expenses
Completed Projects

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

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

Details page.
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Water Research Commission

A | callFor Proposals + Proposals + Contracts = Projects

Reference Groups » | Reviews ~ | Service Requests ~ -
Home > Projects > Completed Projects
Contract Number % Name Start Date End Date Total Budget Total Amount Paid Research Manager

01/Apr/2019 31/Mar/2022
© View details
Support
Contact us South African
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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

M R f G S&T Claim Submissions in Progress
y reterence Lroups Submited S8 Clams

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
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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

/ Qe\‘ SOU;A/ o\
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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 the WRC to participate in the reference group, you will need to
accept the non-disclosure agreement before you can be a member of the reference group and view the
project information.

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

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

6. To accept the non-disclosure agreement, click on the arrow to the far right of the non-disclosure agreement

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

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

Home > My Reference Groups > Accept Non-Disclosure Agreement

Accept Non-Disclosure Agreement

This page is 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. Support

Contact us South African
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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, ge., This will.re ou to the My.Reference Group.page.

/520

[ & % |

Page |73 \/”
g

Supporting sustainable development through research funding, knowledge creation and dissemination



Water Research Commission

# | CallFor Proposals ~ 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
1 hereby agree to serve as a reference group committee member for the above-mentioned project by the Water Research Commission

| 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 *

Knowledge Base

Copyright © 2019. All rights reserved. Support
Contact us T South African
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8. Note: If you chose to accept the non-disclosure agreement, you will be able to view the details of the

project by following the steps in the My Reference Groups page section of this document. If you chose not

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

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

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 ~ | EESEUSYCNNERAN | Reviews - Service Requests ~ -

Home > My Reference Groups | Reference Groups |

Accept Non-Disclosure Agreement
M R f G S&T Claim Submissions in Progress
y grerence rou pS 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 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 8 paid S&T Claims

2. From the My Reference Groups page, click the arrow on the far right of the project for which you attended

the meeting, and select the Create S&T Claim option. This will re-direct you to the Create S&T Claim

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

Home > My Reference Groups

My Reference Groups

This is 2 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 alloy

ws 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

®¥|n This Section Create S&T Claim

Accept Non sure 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

[a]

Add Documents or Comments

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

# | Callforproposais - | Proposa - | Contracts + | Projects < | Reference Groups - | Reviews - | Service Requests -

Create S&T Clsim

Create S&T Claim

Claim Information

Date of Mesting *

BANK DETAILS

Bank~ Account Number *
Branch Name * Branch Cade =

s the Beneficiary an Organization * Beneficiary Name *
i the Beneficiary Registered for VAT * VAT Number

Suk =rice Allowance

Description

Departure from Home Town/City Aurival Back in Home Town/City

Transport
AIRFARE

From To

Amount

CAR RENTAL

From To

Company Amount

PRIVATE CAR

From To
KM Travelled Viehicle Type
Model and Type Petrol or Diesel
Engine €C

Accommodation

Total Amaunt

Meals
BREAKFAST

Description Amount

LUNCH

Deseription Amount

DINNER

Deseription Amount

Other Expenses

Total Amaunt

Documents

Attach a file

Chose 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.

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 » | IESENSIITRAN | Reviews Service Requests v -

Home > My Reference Groups > S&T Claim Submissions in Progress Reference Groups
pt Non-Disclosure Agreement
H 1 1 1 | S&T Claim Submissions in Progress |
S&T Claim Submissions in Progress

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

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

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.

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 %
STC- 01/Apr/2019 02/Apr/2019 3:11 PM
@ View details

% Edit
Copyright © 2019, All rights reserved.
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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.

/sl
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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 +
STC-! 01/Apr/2019

02/Apr/20193:11 PM

@ View details
Copyright © 2019. All right
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Contact us South African
Knowledge Base

WATER

RESEARCH

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).
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| 00— |
Water Research Cor
# | CalForProposals = | Proposals < | Canacts = | Pro | re Group [ — Service Request
S ST Ciaim

Edit S&T Claim
Claim Information

Project -

s N

Oate o Mecting
BANK DETAILS

5 the Beneficery an Organdation * Benefcary Name *

1 the Baneicery Rgistaed for VAT - VAT Number
Sul ence Allowance

Coparius from Horss FwnvCty Arrval Back i Homs Town/Gity
Transport
AIRFARE
CAR RENTAL

Company Amount
PRIVATE CAR

XM Travlid Vehica Type

odel and Type petrl o ieses

Engine cC

dation

Hame + Amount Created On
Meals
BREAKFAST

P— p—
LUNCH

Descrption pr—
Other Expenses

Hame # Amount
Documents

L]
Attachafle
e Fies
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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
This page displays all the submitted S&T claims for projects for review by the WRC Rejected S&T Claims

Paid S&T Claims

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& | CallFor 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

Copyright © 2019, Allrights reserved.
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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

S u b m it | nvo | Ce for_ S &T C | a ‘l 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& aims’

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

02/Apr/2019 3:25 PM
pload Invoice
Support
Contact us South African
Knowledge Base

STC

01/Apr/2019

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.

;Qu SN
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@ tdit

Documents

Ae.minyies.ag0

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.

@ tdit

Documents

36.minutes. age

Attach a file *

Choose Files | No file chosen

Save Submit to

L3007 N\
D 4/
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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

Rej ected S &T C | a " m S S&T Claim Submissions in Progress

Submitted S&T Claims

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 a list of S&T claims that you submitted to the WRC for approval
but were rejected.

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

Water Research Commission

A | Call For 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 Invoice Rejected by PA 02/Apr/2019 3:25 PM

Copyright © 2019, All rights 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 ted S&T claimg

ge Rejected S&T Claims page.

/L8007, O\
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Paid S&T Claims

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

then click on Paid S&T Claims.

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

Copyright © 2019, All rights reserved.
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@ View details
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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

My Reviews in Progress
Rev' EWS 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

Reviews

This 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. Toview 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
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 [+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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Water Research Commission

# | Conrorpoposts -+ | Proposais = | Contacts = | Pojecs + « | Revews +

it Review

Edit Review

Review
RELEVANCE

Relevance Score

Comments

SCIENTIFIC/TECHNICAL SOUNDNESS AND CREDIBILITY
Scientin Scare

Comments

INNCVATION

nnovation Score

Comments

KNOWLEDGE APPLICATION/COMMERCIALISATION

A

Comments

KNOWLEDGE DISSEMINATION

Knowledge Dissemination Score

VALUE FOR MONEY

Value for Money Score.

Comments

Attach File

Ghocse Files

South African
RES om)

Page |87

Supporting sustainable development through research funding, knowledge creation and dissemination




5. Note: Please remember to save your changes by clicking on the Save button at the bottom of the window.
This will re-direct you back to the My Reviews in Progress page. You can follow the steps #3 and #4
above to come back and edit the review at any time.

Accept Non-Disclosure Agreement Page

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

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‘DlSdOSU?’@ Agreemeﬂt Accept Non-Disclasure 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
# | 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/2018 6:00 AM
@ View details

Accept NDA
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7. Onthe Accept Non-Disclosure Agreement Form page, you can read the agreement, select your choice
between yes or no in the Accept NDA field, and submit your response to the WRC by clicking on the

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

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

Contact us South African
Knowledge Base WATER RESEARCH COMMISSION
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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.

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. To reject 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.

Page |89 ,c?\

Supporting sustainable development through research funding, knowledge creation and dissemination



Water Research Commission
A | callFor Proposals + Proposals + Contracts + Projects Reference Groups + Reviews Service Requests ~ »
Home > Reviews > 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 right
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3. Onthe Reject Review page, select Yes under the Reject Review field, and select a reason from the

Reason for Rejecting Review field. If you select the Other option, please enter why in the Other Reason for
Rejecting Review field.

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

bottom of the page.

Water Research Commission

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

Home > Reviews » My Reviewsin Progress > Reject Review

Reject Review

Reject Review
®No O 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
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 I

Reject Review
Copyright © 2019. All rights reserved.

Support

Contact us South African
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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

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.
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Water Research Commission

A | callFor Proposals +

Home > Reviews » Submitted Reviews

Submitted Reviews

This page displays all the reviews you have submitted to the WRC.

Proposal 4

Copyright © 2019. Al rights reserved.

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

Proposal Number Rescarch Manager Date Review Submitted +

01/Apr/2019
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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 Reguests

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

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

The severity, priority and resolution of the calls will be decided by the business systems team and communicated to
the business. Priority calls will be classified as such:

1. Critical: Unavailability or significant impairment of business-critical systems. Customer’s business has
halted.

2. High: System Impaired. Customer’s business has moderate loss, but business can reasonably continue in
this situation.

Medium: Minor Impairment. No significant impact to customer’s business.

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

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

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

Operational Times

Weekdays: Monday to Friday from 8:00am to 4:00pm
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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 hew
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

Knowledge Base

Copyright © 2019. Allights reserved. Support
Contact us T South African
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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.

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.

Page |96

Supporting sustainable development through research funding, knowledge creation and dissemination



Water Research Commission
#

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

Home > Proposals > Proposal Amendments in Progress Proposals

My Submissions in Progress

P rO po Sa ‘ A me n d me ﬂt Submitted Proposals
Accepted Proposals
Rejected Proposals

All proposal due for amendments will be displayed here mendments for Acceptan

Proposal Amendments |

Name

wrms e neference 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
A | CcallFor Proposals + Proposals + Contracts + Projects ~ Reference Groups + Reviews ~ Service Requests ~ -
Home > Proposals > 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

2 Service Request
Copyright © 2019. Al rights reserved.
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4. Onthe Open a New Service Request, you will see that the proposal is already linked to the service request
as the name of the proposal is in the Proposal/Project field.

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

and create the service request by clicking the Create Service Request button at the bottom of the page
(see screenshot on the next page).
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Water Research Commission

# | 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 N
Organisation * Proposal/Project
Description
4
Attach a file

Ghoose Files | No file chosen
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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.

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& | call For Proposals ~ Proposals ~ Contracts ~ | M| Reference Groups - Reviews - Service Requests ~ -

Home > Projects > My Active Projects Projects

My Active 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 Invoice for Deliverable
Paid Deliverables
Capital Expenses
Contract Number
Name Start Date Enc Completed Projects Total Amount Paid Research Manager Project Status
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3. From the My Active Projects page, click on the arrow on the far right of the project record that you wish to
open the service request for, and select the Create a Service Request option. You will be re-directed to

the Open a New Service Request page.

Water Research Commission

# | CallForProposals - | 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 [v]

Create  Service Request

Tew Project Detalls

Copyright © 2019, Al rights reserved. Support Create Contract Amendment Request
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4. Onthe Open a New Service Request, you will see that the project is already linked to the service request
as the name of the project is in the Proposal/Project field.

5. Complete all the details of the service request, including the mandatory fields indicated by the * asterisk,
upload any files or screenshots that will assist the WRC Business Systems Support Team (if applicable),
and create the service request by clicking the Create Service Request button at the bottom of the page

(see screenshot on the next page).
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Water Research Commission

# | 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 N
Organisation * Proposal/Project
Description

Attach a file

Ghoose Files | No file chosen
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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.

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 Reguests 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
My Open Service Requests i

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 hew service request by clicking on the Create a Service Request button on the right

side of the page above the list.

Water Research Commission

# | 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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