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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 concept notes or
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 concept notes, proposals and projects are managed through the WRC Business Management System
(BMS). Prospective WRC Proposers and WRC stakeholders such as Reviewers, Project Leaders and Reference

Group Members are required to use the BMS Portal.

What is the BMS Portal?

BMS Portal is the WRC’s web-based system that enables external stakeholders of the WRC to login and access
information relevant to the role they are fulfilling with the WRC. These roles include, but are not limited to:

e Proposers

e Project Leaders

e Reviewers

e Reference Group Members
e Contract Signatories

e Researchers

e Finance Officers

e Students
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Purpose

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

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

Support

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

Glossary of Terms

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

Term

Description

Navigation Menu

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

different sections of the BMS Portal.

Proposer

The BMS Portal user is that is currently logged in when creating a

concept note, a proposal submission, or amending a proposal.

Project Leader

The BMS Portal user that is currently logged in when viewing a contract,
creating a deliverable claim submission, uploading deliverable invoices,

or creating a contract amendment.

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, concept notes, 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.
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Register for the BMS Portal

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

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

Water Research Commission

When registering on the portal, pleass use the email address whers you Want 1o recaive communications regarding acthities on the ponal. For sny Suppon queries, please s

COMSENT CLAUSE

Copyght € 3034, AE nghts retcevad.

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

Password and Confirm Password fields.
Note: Although any username can be entered, we recommend that you make the username the same as
the email address entered above it for ease of reference when logging in.
Note: Your password must meet the following criteria:
a. Must be at least 8 characters;
b. Must contain characters from at least three of the following four classes:
i. Uppercase
i. Lowercase
ii. Digit
iv. Non-alphanumeric (special)
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.
When you have completed all the above information, click on the Register button. You will be re-directed
to the Profile page.
To view and update your profile, follow the steps as detailed in the Profile Page section below.
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Sign in to the BMS Portal

1.

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

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

Water Research Commission

# | signin
5 fece

£ 5gn n Register iwitation
Sign in with a local account

* Username

* Paseword

> ,-'/;’;J :Du:,y
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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 | Snin Regiter
Forgot your password?

= Email

South African

iCH

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 # | Sanin/ Register
Reset password
New password | sesssesses

Confirm new password

ican
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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

B | convervipeni - | wdpoi | Compieis | B | necrpee | e | Sens migues - ;_
1

- 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

' 8

P,?o(

.
ﬁ‘ ‘O
Y=
— —_— .®ﬁ =
/LSt N
i'7 :

Page |10

o Mpped

Supporting sustainable development through research funding, knowledge creation and dissemination



Nk I L
Water Research Commission
A | calForProposbk -~ | Proposals - Contracts = Projects = | Reference Groups = | Reviews = Service Redquests = Tutariols
- = Profile
Profile
e First Nemie and Last Name & ed and will b 1 e
ve Emiil Address anc Phone number & 1 Bust il st b iy o the sits
© four email requires confirmation
E-maill = 1o
First Nama = Last Mame ~
1]
Job Title Motiile Phone
Web Site

Business Phone

Organization Name

Kont Bae on” L it
x | q
Qualifications
Add Crialification
MNama 4 Contact
w
Areas of Exgertise
Add Aren of Expertior
Name Years Experience #
Theee are no-records to display.
Areas of nterest
Mame +
There a2 no records to display.
Drganisation
Drganisation Name $ Main Phone  Provines Country Website

Profile Last Updated On

Page |11
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5. If you are the Primary Contact of your organization, the organization will be listed in the Organisation
section of the profile page. Click on the arrow on the far right of the record and select the View
Organisation Details option to view the Organisation Details page.

Organisation

Organisation Name 4 Main Phone Province Country Website

Gauteng South Africa v

View Crganisation Details

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

@ view details x
ORGANISATION INFORMATION

Organisation Name * Account Number
Primary Contact Website
Phone * Fax *
Email Address Alternate Email Address
Parent Account Business Partner Group

SMME Stakeholder Type

HDI Stakeholder Category

Currency Stakeholder Sub-Category
South African Rand "

@_ = @ = =

Page |12 @
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BMS Portal Navigation Menu

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

BMS Portal.

AR e o o i e .
Water Research Commission

# || ol For Proposals - Fropasals = | Contracts - Projects = | Reference Groups = | Reviews = | Service Requests = | Tutorials |

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

then click on Call For Proposals.

Water Research Commission

SN Call For Proposals - |[IEEECEERERS Contracts - Projects = |  Reference Groups = Reviews = | Service Requests = | Tutorials

= Call for Proposals

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

In This Section section at the bottom of the form.

Water Research Commission

& | cCall For Propasals - Proposals = | Contracts - Projects = Referance Groups = | Reviews = Service Requests = Tutorlals

Home = Call for Propasals

Call for Proposals

vject propesals. Piease famiiarize yoursa|F with the contants of each project pro i tre Proposal Guidalines |k balow belore you 52311 preparin

Page |13 @f
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Proposal Guidelines Page
1.

then click on Proposal Guidelines.

Water Research Commission

Propasal Guideti

Call For Proposals

To view the Proposal Guidelines page, click on the Call for Proposals option in the Navigation Menu and
Proposal Guideline 5,

g |M| Proposals = Contracts = | Prajects = Reference Groups = | Reviews = | Service Requests + | Tutorfals

new tab in your browser.

Water Research Commission

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

the WRC and this BMS Portal User Guide document. Click on the name of the document to open itin a

& | callFor Proposals - | Proposals - Contracts ~ | Piojects - | Reference Groups - | Reviews - | Service Requests - | Tutarials =
sals = Proposal Guidelines
Proposal Guidelines
This g el
jate your way thraughout the port
tent that goes o the proposal)
< are intended 1o provide ty with details of 1 ma ok
ins igate thy
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Call for Open Concept Notes Page

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

1.
Menu and then click on Call for Open Concept Notes.
Water Research Commission
# | REASEETECEM|  Proposais = | Contracts = | Projects = | Reference Groups ~ | Reviews = | Service Requests ~ | Tuterials
Calls for Open Cd=
2. The Calls for Open Concept Notes page will list any WRC open calls for concept notes that are currently

open for submissions.

Water Research Cormmission
& | CallFor Proposals + | Proposals - Contracts = | Projects = Reference Groups = Reviews = | Service Requests = Tutorials

fome > Call for Proposals > Calls for Open Concept Notes

Calls for Open Concept Notes

Submission Close Date

Name
/L2024

i34 AN rights rasereed
South Af

Page |15
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Create a Concept Note for an Open Call

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

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

Water Research Commission

& | CallFar Proposais = | Proposals - Contracts = | Projects = | Reference Groups = | Reviews = | Service Requests = | Tutoriale -

Home > Call for Froposals = Calls for Open Concept Notes

Calls for Open Concept Notes

Name Submission Close Date 4

2. The Create Concept Note page is displayed. Fields with the * asterisk symbol indicate that they are

required in order to create a concept note record.
3. Capture the rest of the required information on the page and click the Create Concept Note button at the

bottom of the page to create the concept note submission.

[V U SO [ N—— . . -
Water Research Commission
# | canForProposals - Propasals » | Contracts - Projects - Referance Groups - Rewiews - Service Requests - Tutarisis | =

"® all for Fropossls alig for Open Concef » Create Concept Note

Create Concept Note

Title of Proposed Project *

Proposer * Project Leader Name
Organisation Mame Contact Person
Emall Address of Contact Person Mohile Number of Contact Person
|
Thematic Ares Outcome
Q =]
Project Time Frame Estimated Total Budget

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

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

complete the concept note.

o
oSO
o Ly

Page |16 "‘?@7
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Call for Directed Concept Notes Page

1. To view the Calls for Directed Concept Notes page, click on the Call for Proposals option in the
Navigation Menu and then click on Call for Directed Concept Notes.
Water Research Cormmissian
E Bl Call For Propesals - | ig Contracts » | Projects » | Reference Groups - feviews = | Sendce Requests » | Tutordals
d Il for Proposal; Calts for Dirgetet  Call For Propasals
1 b i ed i mession d i
2.

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

Water Research Commission

A& | CallFar Proposals = | Proposals - Contracts = | Projects = | Reference Groups = | Reviews = | Service Requests | Tutorials
Home 5 Call for Froposals > Calls for Directed Concept Notes

Calls for Directed Concept Notes

Mame

Submission Close Date 4

/2024 400 PM

Page |17
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3. To view the details of the directed call for concept notes, click on the arrow at the far right of the call for

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

WAL | - ot
Water Research Commission
# | CallforProposais = | Proposals = | Contracts = | Projects = | Reference Groups ~ | Reviews = | ServiceRequests~ | Tuterials

jome = Call for Proposals = Calls for Directed Concept Notes

Calls for Directed Concept Notes

0 the ToR and sslect View demls. You will be taken m1he pag

Name

Submission Close Date 4

D0 400 P

Copyrighd € 024, A nghis mereed

South Afri

RESEA

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

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

# | Call For Proposals - Proposals = | Contracts = Projects = |  Reference Groups = | Revlews = Service Requests = | Tutardals

Home = Eall for Concept Note Details

Call for Concept Note Details

SUBMISSION DATES

Submission Start Date Submission Close Date

Terms of Reference

TOR D + Title 4

Project Start Date Project End Date Budget

6. This will redirect you to the Terms of Reference — Concept Note page where you can view the details of the

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

e T
/50Uy,
o Ly

Page |18 f?@/
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Create a Concept Note for a Directed Call

1. To create a concept note submission for a directed call for concept notes, from the Call for Concept Note
Details page, click on the arrow on the far right of the Terms of Reference (ToR) record and select the
Submit a Concept Note option.

# | CaliforProposak - | Propasabs - Contracts + Frojects = | Reference Groups = | Reviews = | Service Fequests - | Tutarials | E

Call for Concept Mote Details

Call for Concept Note Details

SUE ey DAT
Submission Start Data Submission Closs Dato
1/Aug 2024 8:00 AM A0 224 400 PR

Terms of Reference

TOR ID 4 Titie + Project Start Date Project End Date Eudget

African

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

bottom of the page to create the concept note submission (see screenshot below).

Matar coare Miccior
Water Research Carmmission
# | CalForProposals = | Prapasats Contracts = Projects = | Referance Groups = | Reviews = | Service Requasts - | Tutorials

» Create Concept Note

Create Concept Note

Title of Proposed Project ©

Proposer * Project Lesdet Mame
Organisation Mame Contact Persan
Email Address of Contact Persen Mebile Number of Contact Person
Thematic Area Outcome
= Q
Project Time Frame Estimated Total Budget

Create Concept Note

PN

7

/<
N st
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4. Once the concept note record has been created, you will be redirected to the Edit Concept Note page.
Please follow the steps from step #2 in the Edit Concept Note section in this document to edit and

complete the concept note.

Page |20
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Call for Open Proposals Page

1. To view the Calls for Open Proposals page, click on the Call for Proposals option in the Navigation Menu
and then click on Call for Open Proposals.
Water Research Commission Propesals = | Contracts = | Prajests - Reference Groups = | Reviews = | Service Requests = | Tutoriaks | -
Fropossd > Calls For Open Propos Sl
o, Sh tor PO Site,

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

Water Research Commission  # | cabFor Propasas =

Proposale = | Contracts « Projects Reference Groups = Reviews »

Service Requests = | Tulorials
posss > Calls For Open Proposals

Calls For Open Proposals

Narme

Submission Deadline $
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Create a Proposal for an Open Call
1.

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

Water Research Commission A | CabForPropesais | Proposals s | Contracts -

Projects Reference Groups = Reviews » Service Requests = | Tulorials
Home rop Calis For Open PFrapesals

Calls For Open Proposals

Narme

Submission Deadline $

T South African

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. The Financial Year field may be pre-populated from the call
for proposal you created the proposal from.
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3.

Capture the rest of the required information on the page and click the Create Proposal button at the
bottom of the page to create the proposal submission.

Water Research Commission

# | CalForProposals - | Proposals - | Contracts -

Projects = | Reference Groups = | Peviews - | Service Bequests - | Tutorials
Home et Propasal Sishmissi « Capturs Prapesal Details
Mote: ALL THE FIELDS ARE MANDATORY!
Kindly complate N/# or Mot applicabia for fislds that require input.
General Information
Full Titte *
Fmancind Year
e WRC i ! sal 5 being submtted
Thomatic Area * Cutcoma *
= q
Start Date * End Date *
(=] .
Mew Propaser

First Time Praject Leader

Have you submittod this proposal proviousky?

Create Progosal

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

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

to edit and complete the proposal.
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Call for Directed Proposals Page
7. To view the Calls for Directed Proposals page, click on the Call for Proposals option in the Navigation

Menu and then click on Call for Directed Proposals.

Water Research Commission # || Popasals + | Contracts = | Projects = | Reference Groups - | Reviews = | Service Requests = | Tutoriaks

Fropousis = Calls for Directed Prog

s for Directed Pr

Ca

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

for submissions.

Water Research Comrmission A | ol For Proposals - Propasals » Cantracts - Projects = Reference Groups = Reviews = | Service Requests = | Tutorals *
e = Calls for Directed Proposals
Calls for Directed Proposals
& menttaned
Mame Submission Deadline 4
AN *

South Af
W ER

Page |24

Supporting sustainable development through research funding, knowledge creation and dissemination

" LS0ur, N



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

record and select the View Details option. This will redirect you to the Calls for Proposal Details page.

Water Research Commission A | Cabl For Proposals « Proposale » | Contracts = Projects « Reference Groups « Fieuiews = Service Requests = | Tutorials

Home = Call for Proposss > Calls for Directed Proposals

Calls for Directed Proposals

£k O tha dowr arT

= the mentianad ToR

Narme

Al rights semariscd

South African
WATER HC

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

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

option.

Water Research Commission

# | CaliforProposak - | Propasabs - Contracts + Frojects = | Reference Groups = | Reviews = | Service Fequests - | Tutarials |

Calls for Proposal Details

Calls for Proposal Details

SUBKISSION

| DATES

Submission Start Date Submission Deadiine

Terms of Reference

TOR ID + Title $ Project Start Date

Project End Date Budget

31 Mns /2025

Coppight & 2004, 4lf ights reserved.

antact us South African
Knoutedge Base WATER RESEARCH COMMISSION

12. This will redirect you to the Terms of Reference page where you can view the details of the ToR. There is
also a document version of the ToR at the bottom of the page that you can download.

Page |25 §@7

Supporting sustainable development through research funding, knowledge creation and dissemination




Create a Proposal for a Directed Call

Proposal option.

alls for Propasal Details

# | CaltForProposals = | Proposals

5. To create a proposal submission for a directed call for proposals, from the Calls for Proposal Details page,
click on the arrow on the far right of the Terms of Reference (ToR) record and select the Submit a
Water Research Commission

Contracls

Calls for Proposal Details

| Projects -

| Reterence Groups -

| Reviews
Submission Start Date

| Service Requests = | Tuterials |

Terms of Reference

Submission Deadiine
19/ Diec/2024 400 PN
TOR ID + Title

Project Start Date
o
Cappight € 2024, All rights reserved

Project End Date

Budget
Sarf202

South African

WATER RESEARCH COMMISSION

6. The Capture Proposal Details page is displayed. Fields with the * asterisk symbol indicate that they are
required in order to create a proposal record. Some of the fields may be pre-populated from the Terms of
Reference from which you created the proposal.
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Capture the rest of the required information on the page and click the Create Proposal button at the
bottom of the page to create the proposal submission (see screenshot below).

Water Research Commission

A | CalForProposaks » | Proposas « Contracts Prajects = Feference Groups » Reviews = Service Requests = Tutorials |
F T " > Capture Proposal Detalis
Capture Proposal Details
General Infarmation
Full Titke ™
Financial Year
E i =al i
Themetic Area * Outcome *
| 1. Water Availability a
Start Date *

End Date *
| o ¥ ] ¥

L Now Proposar

First Thme Praject Loader

[ Have you submitted this propesal previously?

South African
VAT RE H

w

8. Once the proposal record has been created, you will be redirected to the Proposal Submissions in
Progress page. Please follow the steps in the Proposal Submissions in Progress section in this document
to edit and complete the proposal.

— o,
,‘) Lsour, \
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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

M | CallFor Proposals = || Fropasaks = | | Contracts = | Projects = Reference Groups = Roviews = Servica Requasts «

Proposals Page

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

Proposals.
Wate |;:-. R | O e
Valer resedrch Lommission
# | CaliFor Propasal - _| Contracts - Frojects = | Reference Groups - Reviews - | Serviee Requests - | Tuteriabs |
Fropasals PiDpogals |

Proposals

—
-

2. The Proposals page contains links to the related pages that displays information regarding concept notes
or proposals you are currently submitting or have submitted to the WRC as the Proposer. To view the

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

\Alata P B RS .
Water Research Commission
# | CalForProposals - | Proposals - | Contracts - Projects = | Reference Groups = | Beviews - |  Service Requests - | Tutorials

Propesals

Proposals

the submittad proposals. You will be able to selact the knks below to acooss the pages related to proposals

o 'gfi \0.-,.,&\ :

PRo,,
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Concept Note Submissions in Progress Page

1. To view the Concept Note Submissions in Progress page, click the Proposals option in the Navigation
Menu and then click on Concept Note Submissions in Progress.
Water Research Commission
# | CallFor Propasals - |M| Cantracts = Projects = | Reterence Groups = | Reviews = | Service Requests = | Tuterials |
Proposals o sals

Proposals
he page cont: Tl b T asal: fce T
2l )

2.

The Concept Note Submissions in Progress page displays a list of all concept note submissions that you

have created but have not yet submitted to the WRC. You can use this list to edit and submit your concept
notes before the Submission Close Date that is displayed for each concept note.

Water Research Commission # | CabForProposas + | Proposalss | Cenwacts = | Projects « | ReferenceGroups + | Reviews s | ServiceRequesti | Tutersals
Hame woposdls * Concept Note Submissions in Progross
Concept Note Submissions in Progr

oncept Note >ubmissions 1IN Frogress

s a listiot ki it the ¢ anil you have ot yet L

e be v I Ve i
Remember to save the infarmation on the cancept note edit page first before yeu submit,

b ciption uiii e sre K e gt ot e iy
Title of Proposed Praject Terms of Reference Thematic Area Submission Close Date 4 Created On
Water Use

gt remmrerd

outh African
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Edit Concept Note

1.

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

Water Research Commission & | CollFoPoposas » | Proposals | €onwacts» | Projects « | Reference Groups « | Reviews v | Service Requests v | Tutarials
- Proposals > Concept Note Submissions in Progress
Concept Note Submissions in Progress
that if the submission date of the concept note d nave n itted the 1
n pt i -~ are he sight sbii
Titte of Propoted Praject Terms of Reference Thematic Area Submission Clase Date 4 Creatsd On

2 Water Use
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2. Onthe Edit Concept Note page, all the details of your concept note are available for editing and are
separated into tabs.

Water Research Commission
# | CallForProposals - | Proposals - | Contracts - Projects » | Reference Growps ~ | Reviews - Service Requests - Tutorials | -

Homs = Proposale = Concept Note Submissi., = Edit Concapt Note

EDIT CONCEPT NOTE

T edit the mfarmation in 2 tab, o

e that all fields

ks form must be completed and the Project Leader must be coptured as a researcher in the Researcher tab belore the concept nole can be sule matted to the WHRE The Subeit o WRC button will only be available

o i o nd tha form is saved

Please remamber to save yous changes using the SAVE button below befors you leave this page or submit your concept note,

Titie of Proposad Project =

Proposar * Project Laader Mama
Organisation Name Contact Person
Email Address of Contact Person Mobile Number of Contact Person
Thematic Area Outcome
), Water Lse | = Q| captaty ilience x | Q

Project Time Frame Estimatzd Totsl Budget

+ Approach
+ Uniqueness

+ Dutco

+ Outputs

zch Supporting Documents

T South Afr
Aol AL

|
"age 1o @
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3. To edit the information in a tab, click on the name of the tab to expand it. Multiple tabs can be expanded at

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

F
Thematic Area Outcome
x| 2 S Waer adaptation ad resdience x a
Project Time Frame Estimated Total Budget
F
"
Martivatian
+ T F
+
| + A 1
4. You can also add, view, edit, and delete or remove related records such as Researchers, Focus Areas,
Aims, Outputs (Products) and attach supporting documents. Related records are automatically saved to
your concept note each time you create or edit them.
F
Thematic Area Outcome
Project Time Frame Estimated Total Budget
F
— Resea
Title First Name Sumame Crganisation Name Project Role Created On
|
5. You can save any changes to your concept note at any time by clicking on the Save button at the bottom of
the Edit Concept Note page. Note: Please remember to save your changes often!
/ '\&\'i Sou7, -
ke
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Submit a Concept Note to WRC
1. When your concept note is completed, you can save any final changes and submit the concept note to the
WRC by clicking on the Submit to WRC button at the bottom of the Edit Concept Note page. You will be

re-directed to the Submitted Concept Notes page.

Submit to WRC

2. Note: All fields on the Edit Concept Note page must be completed and the form saved, and the Project

Leader must be captured in the Researchers tab for the Submit to WRC button to be available to be
clicked. If the button is faded-out and not available to be clicked, check all the fields in the section at the top
of the form and in all tabs of the form are completed and that any changes you have made to the form have
been saved using the Save button at the bottom of the form. Please also check that you have captured at
least one Researcher record where the Project Role field is set to Project Leader.

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

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

the steps in the Incomplete Concept Note Submissions section below.

P,?o(

.
ﬁ‘ ‘O
=)=
— —_— .®~ =
- o
/ 50,
7 \g\‘i“'?& o
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Submitted Concept Notes Page

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

Water Research Cammission # | CallFor Proposais - || Contracts = | Projects » | Reference Groups = | Reviews = | Service Requests = | Tutoriaks | -

i PFroposals
wils = Submitted Concept Notes

oo fimrs Cobmissions | Proaress

Submitted Concept Noth==

rop

Title of Proposed Project ms of Retoronce Submission Clase Date Submitted On

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

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

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

Water Rp:_-_\,-%:“.] rch Commission M | Col For Proposas = Proposals = | Contracts = Projects = Reference Groups + Reviews = | Senvice Requests = | Tutorals

Home Piopodals > Submitted Concept Notes

Submitted Concept Notes

Title of Proposed Project Concept Mote Number 4 Terms of Reference Submission Close Date Submitted On

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

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

Water Research Comrission

Title of Proposed Project *

Propozer *

Organisation Name

Email Addross of Contact Person

Thematic Area

Project Time Frame

A | calFermopesaks - | Poposals - | Contracts - | Profects - | Reference Groups - | Reviews -
H [ reept Mate Submi in P » Concopt Nots Details
CONCEPT NOTE DETAILS
i SN S Al GOt i bRt s e i aadiig Ut T vt e boes Bt o ik ot A Siben bt ot the it vl i sige

Praject Leader Name

Contact Person

Mobiie Number of Contact Person

Dutcome

Wiares adaptation and

Estimated Total Budget

Service Requasts -

Tutorials

RESEARCH
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Amend a Concept Note Submission

1. If you have submitted your concept note to the WRC, and the current date and time is before the
Submission Close Date and time displayed on the Submitted Concept Notes page, you can recall and
amend your concept note submission by clicking on the Amend Submission button at the bottom of the
Concept Note Details page (refer to step #4 in the Submitted Concept Notes Page section above).

Amend Submission

Copynght @ 2024, All ights reserved.

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

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

Edit a Concept Note sections in this document.

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

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

.
\‘ “
— — -@- —
: L o
L SBUR, N
7
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Incomplete Concept Note Submissions Page

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

Water Research Commission # | cat For Proposals - | convacts = | Projects » | Reference Groups - | Reviews = | Service Requests = | Tutoriaks
= Pr mals = Incompécte Concept Note Submissions et
—=
A listof ¢ ept notes that weve not subimitted before the § taii: i al 1the =
fata cpticr
Thie of Propozed Praject Thematic Aren Submission Close Dite 4 Created On
mination 26/AUG/2024 3:04 PM [+]

2. The Incomplete Concept Note Submissions page displays concept notes that were not submitted to the
WRC before the Submission Close Date for the concept note.

3. To view the details of the concept note, click on the arrow on the far right of the concept note record and
click on the View Concept Note option.

Water Research Commission & | CollForPoposais » | Proposals | €onracts = | Projects «

Reference Groups « Feviews » | Service Requests = | Tutoriaks
= Prn wals = Incomplets Concept Note Submissions

Incomplete Concept Note Submissions

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

4. The Concept Note Details - Incomplete page is displayed, where you can view the details you captured for
the concept note, but the details cannot be edited.
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Proposal Submissions in Progress Page
1. To view the Proposal Submissions in Progress page, click on the Proposals option in the Navigation Menu

and then click on Proposal Submissions in Progress.

Water Research Commission

# | calFer Praposal - Imi Contrarts ~ | Projects - | Reference Groups - | Reviews - Service Requasts - Tutorials

Hom Pr six > Proposal Submissions in Prograss Fr

2. The Proposal Submissions in Progress page displays a list of all proposal submissions that you have
created, or that were automatically created from a concept note that was accepted by WRC, but have not
yet been submitted to the WRC. You can use this list to edit and submit your proposals before the

Submission Close Date that is displayed for each proposal.

Water Research Commission

# | CaliforProposak - | Propasabs - Contracts + Frojects = | Reference Groups = | Reviews = | Service Fequests - | Tutarials | E

Proposal: Proposal Submissions in Progress

Proposal Submissions in Progress

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

Submiccion Closo Date
Name 4 Tarms of Referonce Start Date End Date * Created On

Cict/2024 B:00 AW 13/5ep,/2024 1038 AN

Y ApT/2025 /02024 800 AM 14/5ep/2024 11:04 AM j

outh African

PN

7

<
N st
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Edit Proposal Page
1.

Water Research Commission

proposal record and select the Edit Proposal option. You will be redirected to the Edit Proposal page.
# | CaliforProposak - | Propasabs -

To edit a proposal, on the Proposal Submissions in Progress page, click on the arrow on the far right of the

Proposal Submissions in Progress

Frojects = |  Reference Groups

| Reviews = | Service Requests - | Tutarials |

Mame +

Torms of Referonce

jownloaded from
Start Date End Date

Submission Closg Date
t

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

Water Research Commission

# | call For Proposals = Proposals = | Contracts - Projects = | Reference Groups = | Reviews = | Service Requests - Tutorials -

> Edit Proposal

EDIT PROPOSAL

PLEASE READ THE FOLLOWING IMPORTANT INFORMATION:

AVE Lt
dget Summary expand the Lab again

s The Submit to WRI |tk eh elde af
+ Please remember 1o click the SAVE button before you leave this page of before you submit the proposal

Proposal Preview Document:

1l ther click an thie Preview Proposal baittor
. Attachment Supporting Documents saction bilew and can be downicaded

lalg]

v ollabo

Organisations
wResearchers

wAbstract

~Raticnale
wAims

»hM

odology
vleliverablas
~Products

~|nnc

wBudget Summa

wKnowledge Dissemination

wCammunity Development
w3ra Party Funding
»Other Information

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

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

F
wihaneral Inf 1atia
0 the
Contribution
PE L ADDRESS
Address Line 3 City
Postal Code
4. You can also add, view, edit, and delete related records such as Researchers, Deliverables, Expenses,
and attach supporting documents. Related records are automatically saved to your proposal each time you
create or edit them.
- £
wis 1
(=
Nams + Drganisation Name Project Role Crested On
act
~Delivera
wF
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!
— ——
/ ;@fi sou7,, -
sy o
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Generate Proposal Preview Document

1. You can preview your proposal in PDF document format before submitting it to the WRC. To generate the

preview document, scroll to the bottom of the Edit Proposal page and click the Preview Proposal button.

m Preview Proposal Submit to WRC

Copyright © 2024, All nghts reserved.

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

®
GENERATE PREVIEW DOCUMENT

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

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

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

Proceed Cancel

3. A green banner will appear at the top of the Edit Proposal page to confirm that the Proposal Preview
document has been generated. Please wait one minute and then refresh the browser window.

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

v Attach Supporting Documents

* The foliowing documents must be added below before submitting the proposal:

d Organisation SARS Pin Number
rganisation BBBEE Certificate

WRC B B Proposal Submission Preview.pdf (89.72 KB)

Add Document

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

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

o T
S0
/ o e
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Submit a Proposal to WRC

1. When all the mandatory fields and related information for your proposal is completed, you can save any

final changes using the Save button at the bottom of the Edit Proposal page and submit the proposal to the
WRC by clicking on the Submit to WRC button. You will be re-directed to the Submitted Proposals page.

Save Preview Proposal Submit to WRC

Copyright © 2024, All nghts reserved.

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

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

4. Related information that is mandatory to submit the proposal are indicated in the instructions at the top of
the form and in the relevant tab. These include Research Locations, Researchers, Aims, Deliverables, and
Human Resource Costs. At least one related record must be captured in each of these tabs before you can
submit the proposal, but more than one can be captured.

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

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

Incomplete Proposal Submissions section below.

.
\‘ “
— — -@- — =
) o
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Submitted Proposals Page

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

Water Research Commission A | Cabl For Proposals « | conacts « Projects « Reference Groups « Fieuiews = Service Requests = | Tutorials

Hame = Proposils > Submitted Proposals

Submitted Proposals

Harme Propy Submission Deadline  Proposal Status Created On

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

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

4. To view the details of the submitted proposal, click on the arrow on the far right of the proposal record and
select the View details option. This will re-direct you to the Proposal Details page.

Water Research Commission # | Call For Proposals - Proposals » | Contracts = Prajects « Reference Groups « Feviews » |  Service Requests » | Tutoriaks

- Proposals = Submitted Proposals

Submitted Proposals

Masrme Propasal Number + Terms of Reference Submission Deadline  Proposal Status Created On

South Af
ER RE

WATER

.,
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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).
Water Research Commission

A | call ForBropasais -

Cantracts =

PROPOSAL DETAILS

Prajects =

Reference Groups =
s it

| aviews -

Sorvice Requests = | Tutorlais |

T South African
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Amend a Proposal Submission

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

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

Amend Submission

Copyright © 2019. All ights reserved.

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

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

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

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

@_ =gey—=
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Incomplete Proposal Submissions Page

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

Water Research Commission A | coll For Propesais = Proposals « |IEETLET ] Projects = Reference Groups » Feuiews « Service Requests » | Tuterials

Proposals
- Fropesals = Incomplete Proposal Submissions

Incomplete Proposal Sul .

proposa inthe list and sstect tha Visw Prepssal option

tof t b
Incomple
Hame

TRCCE e PICEa

Start Date End Date ission Close Date 4 Created On

Apr2 12/Sep/ 2024 1104 A0 -]

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

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

Water Research Commission A | Cabl For Proposals « Proposale » | Contracts = Projects « Reference Groups « Fieuiews = Service Requests = | Tutorials

- Incompiots Proposal Submissions

Incomplete Proposal Submissions

i£ & listof progosals that were not subimitted! béfore the submission dose date and deemed to be incomplete. To view the detsiis of the proposal clice on the gmow on the nght side of the proposal in the list and select tha Visw Propssal option

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

South African
HE

4. The Proposal Details page is displayed, where you can view the details you captured for the proposal, but
the details cannot be edited.
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Accepted Proposals Page

1. To view the Accepted Proposals page, click on the Proposals option in the Navigation Menu and then click
on Accepted Proposals.
Water Research Commission A | Cat For Propasas - | conrarts = | Projects + | ReferenceGroups - | Reviews = | Service Requests = | Tutoriaks
Hame w=als » Accopted Proposals FIRE
Accepted Proposals
2.

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

The proposal will appear on this list after the WRC has sent the decision letter.

To view the Decision Letter, click on the arrow to the far right of the proposal record and select the View
Decision Letter option. This will open the View Decision Letter window.

P — —  — }  } _ ] — — } | . . — —  EEEEEEE—
Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Refarence Groups - Reviews » | Seriee Requests - | 2
a5 = Accepted Froposaks
! ’ - s
Name Proposal Mumbar + Terms of Reference Proposal Status Created On
P

5. Inthe View Decision Letter window, you can download and view the attached Outcome of Proposal

Submission letter document by clicking on the document name link.
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Rejected Proposals Page

1. To view the Rejected Proposals page, click on the Proposals option in the Navigation Menu and then click
on Rejected Proposals.
Water Research Commission A | Cabl For Proposals « | contracts - Projects « Reference Groups « Fisfews = Service Requests = | Tutorials
Rejected Proposals
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.

Water Rp:_-_\,-%:“.] I-L'.l'l Comrmission M | Cal For Proposals - Proposals » | Contracts = Projects = Reference Groups + Reviews = | Sewvice Requests = | Tutorsals =
aire Propodals > Rejected Proposals
ail the propasait iEacted by the WHT aftel submiseion. Nota that pros they ara rejecied, they tannat b
Mame Proposal Number + Turms of Reforence Proposal Stotus Created On
posal Rejecte: v

South African
Knowledge Base H CoMMI

| _
4. In the View Decision Letter window, you can download and view the attached Outcome of Proposal
Submission letter document by clicking on the document name link.
— —
g,d mu,‘;\
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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 # | Call For Proposals - (I | Contracts = Prajects « Reference Groups « Feviews » |  Service Requests » | Tutoriaks

- Proposals > Amendments for Acceptance

lsaive to rivake amendment will be an this page

Start Date Froposal Status Submission Deadiine

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 Comrmission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Seriee Requests - | 5

+ Amendments far Acceptance

Amendments for Acceptance

Name Proposal Mumber + Terms of Reference Start Date Proposal Status Submission Deadline

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

Amendments window.

l . ________________________________________________________________________________________________|
Water Research Commission

# | callForFroposals - | Propesik - | Contracts - Projects = | Refarence Groups - Reviews ~ | Seriee Requests - | -
Amendments for Acceptance
Name Proposal Number +

ta make amendr
Terms of Reference

Start Date

Proposal Status

Submission Deadline

5.

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

Proposal Amendments

Accept WRC's Proposed Amendments?

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

6.
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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.

50U N
P LN
I &

(4|

Supporting sustainable development through research funding, knowledge creation and dissemination



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 # | cat For Proposals - | convacts = | Projects » | Reference Groups - | Reviews = | Service Requests = | Tutoriaks

Proposals
als = Proposal Amendments in Progress

Proposal Amendments i

Start Date Proposal Status Submission Deadfine

2. The Proposal Amendments in Progress page displays a list of proposals that have been accepted for
funding by the WRC with requested amendments, and you have accepted the requested amendments.
The proposals on this page can be edited up until the Submission Deadline date and time displayed.

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

Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Serviee Requests - |

sals » Proposal Amendments in Progress

Proposal Amendments in Progress

Hame Proposal Number + Terms of Reference Start Date Proposal Status Submission Deadline

Copyright © 2010 All ighis smanvesd

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

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

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

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

proposal record will be considered incomplete, will be removed from this page.
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Contracts

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

Portal.

\Water Research Commission

& | CaliforPropozals - | Propasas - 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

A | CallFor Frapasals - Proposak - | i Projects - Reterencs Grodps - Reévitws - Service Requests - -

Home > Contracts I Contracts |

Contracts

2. The Contracts page contains links to the related pages that display information regarding contracts and

contract amendments you have with the WRC as the Project Leader. To view the related pages, you can

click on the links under the In This Section section at the bottom of the form.

Water Research Commission
A | CallForfroposak - | Fropesals - | Comtracs - Projects = | Referénce Graups - Resiews » | Service Requests -
> Contracts
Contracts
This i€ Where 3l e CoOnEract relatd IATCEmation & found. ¥ou wil b 3ble o SUbm e your Contract, Sgn il nd amend a5 per ieccmmendations
= =

Copemght € 2608 Al nghts meersed
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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

# | CallFor Proposals - | Proposals - || Projects = | Reference Groups ~ Reviews = | Service Requests - | 5

Contracts = Cantracts for Signatura

Contracts for Signature L

Contract Numbar + Projact s b Organisation Contract Signatary

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 « Piopossls » | Conmacts » | Projects s | ReferenceGroups » | Reviews « | Service Requests -

fome = Confracts = Contracts for Signature

Contracts for Signature

Contract Mumber 4 Project Lead Organisation Contract Signatory

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

Letter with Contract and Contract documents.

PROJECT INFORMATION

Project *

Contract Number
Lead Organisation
Contract Signatory

Project Leader

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

Courier Company Name
Courisr Tracking Number

Date Couriered

CONTRACT DOCUMENTS

15 minu

K Letter with Contract pdf {0 bytes)

B Contract - Jpdf [467.07 KB

Upload Your Signed Contract

Browse... | Mo files sele

m Submit Uploaded Contract to WRC

e

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

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

8. Once you have the details of the hard copy that is being couriered back to the WRC, you can enter them in

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

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

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

Courier Company Name
Courier Tracking Number

Date Couriered

CONTRACT DOCUMENTS

45 min. i8]

B Letrer with Contractpdf (0 bytes)

B Contract

pdf (467.97 KB)
Upload Your Signed Contract
Browse... | Mo files select ed
CEWEN [ Submit Uploaded Contract to WRC
—
i
Py gd ‘.10._.';6.
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Approved Contracts

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

Water Research Commission

& | callFor Proposals - | Propasals - |M| Projects = | Reference Groups - Reviews = | Serviee Requests - | 5

Contracts = Approved Contracts Contracts

Approved Contracts

Contract Number 4 Project 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.

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

{ome = Contracts = Approwved Contracts
Approved Contracts

Contract Number Project Fropaser Contract Signatory Status Reason Approval Date

T South Afric
e i
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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

& | callFor Proposals - | Propasals - |M| Projects = | Reference Groups - Reviews = | Service Reguests - |

omtracts = Contract Amendmaents ta be Submitted

Contract Amendments to LI

Contract Number 4

Project

ange Description Created On 4

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.

Page |58
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Create a Contract Amendment Request

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

Water Research Commission
Call For Fropesals ~ | Proposals - | Contracts - Prejects - Refarence Groups - Reviews - Service Reguests +
* | prap J | | 4
Hime rpects > My Active Projects
My Active Projects
Contract Numbar
+ Mame Start Date Tatal Amount Paid Research Manager Proposal Status

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

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

Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Serviee Requests - | 5
= My Active Projects
My Active Projects
active projects. L Pragects that are in progress
Contract Number
Name Start Date End Date Total Budget Total Amount Paid Research Menager Proposal Status
201 Mari20 Broisct in Bragress

South African
EAR
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4. Inthe Create Contract Amendment Request window, you can add the required information as indicated by

the * asterisk next to the mandatory fields and save the contract amendment request record by clicking on
the Create button at the bottom of the window (see screenshot on the next page).

General
INFORMATION

Project *
Change Description *

Motivation *

REASON FOR CHANGE

Change to Contract End Date MNew Contract End Date

L]

Change to Deliverable/Contract Budget Additional Funds Requested

™ No Yes

Change to Deliverable Target Date(s)

LI NE Yes

Change to Deliverable Content

. N fe
Change of Project Leader MNew Project Leader (Researcher)

o Mo Yes ,T

DETAILS OF CHANGE

Attachments

Attach a file

Choose Files | Mo 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.
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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 Cormrmission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews ~ | Seriee Requests - |

wracts = Contract Amendments to be Submitted

Contract Amendments to be Submitted

mis i 3 list of Contract Amendmants that the user has created, bt not yet su

Contract Number + Froject Change Description Created On +

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

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

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

can no longer be edited.
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Submitted Contract Amendments Page

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

and then click on Submitted Contract Amendments.

Water Research Commission

A | callFor Proposals + | Proposals - im| Projects » | Refersnee Gioups = Reviews = | Serice Requests » |

wracts = Submitted Contract Amendments

Submitted Contract Amenc

Contract Mumber + Praject

Date
Research Manager Status Submitted

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.

P ———————————————EE—
Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews ~ | Seriee Requests - | 5

wracts > Submitted Contract Amendments

Submitted Contract Amendments

spiays all suberstted contract amendments

Date
Contract Number + Project Approval Dote Research Manager Status Submitted

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

the Status column.
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Accept WRC Contract Amendments Page

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

Menu and then click on Accept WRC Contract Amendments.

\Water Research Commission

# | CallFor Proposals - | Proposals - || Projects = | Reference Groups ~ Reviews = | Service Requests - | 5

Cantracts > Accept WRC Contract Amandmants

Accept WRC Contract Ame
[

e Ty

Contract Number 4 Project Rescarch 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.

l . ________________________________________________________________________________________________|
Water Research Commission

# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Seriee Requests - | 5

wracts = Accept WIRC Contract Amendments

Accept WRC Contract Amendments

miake amandmant and recommendations to the contract The project leader will view 2l the contracts Rens that ey have to atcept the amendments for

Contract Number + Project Change Description Research Manager Date Submitted
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4.

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).

General
INFORMATION

Project *

Change Description =

Motivation =

REASON FOR CHANGE

Change te Contract End Date
Mo s

Change to Deliverable/Contract Budget

Mo Yes

Change to Dellverable Target Date(s)
Mo * Yes

Change to Deliverable Content

Mo Yes

Change of Project Leader

Mo

DETAILS OF CHANGE

Attachments

There are no notes to display.

New Contract End Date

Additional Funds Requested

New Project Leader (Researcher)
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5. To accept the contract amendment requested by the WRC, close the Contract Amendment Details window,
and from the Accept WRC Contract Amendments page, click on the arrow on the far right of the contract
amendment record and select the Accept WRC Amendments option. The Contract Amendments

Accept/Reject window will open.

Water Research Commission

# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Seriee Requests - |

wracts = Accept WIRC Contract Amendments

Accept WRC Contract Amendments

¢.all the contracts Rere that they have 1o aceept the amendments fo

Project Change Description Research Manager Date Submitted

Contract Number +

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

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

this document.

.
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Rejected Contract Amendments Page

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

\Water Research Commission

# | CaliForProposaks - | Proposaks - Projects = | Reference Groups - Reviews = | Service Requests - |

Contracts = Rajected Contract Amendmants

Rejected Contract Amendn

I

Contract Numbar + Projoct FFE ription Research Manager Date Submitted

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.

P ———————————————EE—
Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Seriee Requests - |

wracts = Rejected Comtract Amendments

Rejected Contract Amendments

Contract Number + Project Change Description Researd] h Manager Date Submitted

T South African

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

Contract Amendment Request section of this document.
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Contract Amendments for Signature Page

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

Menu and then click on Contract Amendments Pending Signature.

\Water Research Commission

* | Call For Propasals ~ | Propasalk - |m| Projects = | Reference Groups - Reviews = | Serviee Requests - i
for Signatura Co

Contract Amendments for

Date
Contract Signatory Research Manager Submitted

Contract Number + Project |

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 Aftachments window.

Water Research Commission # | CallForProposais = | Proposals + | Contracts = Projects = | Reference Groups = Reviews = Service Requests «

ontracts Contract Amendmaents for Signature

Contract Amendments for Signature

Date
Contract Humbar 4 Projoct Change Description Contract Signatory Research Managar Submitted

5. In the Attachments window, you can view and download the Contract Amendment Cover Letter and
Contract Amendment documents.

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

contract amendment record and submit it to the WRC.

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

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

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

button at the bottom of the window before you submit the uploaded contract amendment document to the

WRC.
. ______________________________________________________________________________|
O view details x
Attachments

B Contract Amendment Cover Letter.pdf (0 bytes)

B WRC Contract Amendment pdf
(122,19 KB)

Attach a file

Browse..

m[ Submit Signed Amendment to WRC
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Approved and Finalized Contract Amendments Page

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

Water Research Commission

# | callFor Froposals - | Propesal - |m| Projects = | Reference Groups - Reviews ~ | Seriee Requests - | 5

wracts = Approved and Finalired Contract Amendments | Contrects

ized Cc c

oy I 3 Fst of contract amandmaant requasts that hive heen approved ang

Approved and Fina :nts

- S
Contract Number + Project I . rpuen Research Manager Date Submitted

2. The Approved and Finalized Contract Amendments page displays a list of contract amendment requests
that have been approved and finalized by the WRC where you are the Project Leader for the project for
which the amendment was approved.

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

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

Water Research Comrmission
# | callForFroposals - | Propesik - | Contracts - Projects = | Refarence Groups - Reviews » | Seriee Requests - |

Contracts = Approved and Finalized Contract Amendments

Approved and Finalized Contract Amendments

loiws i5 3 Bt of cONTTACT AManderant fagquasts that have bean spproved and finslized by the WRC

Contract Number + Project Change Description Research Manager Date Submitted

Copyright © 2010 All ighis smanvesd
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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

L Call For Froposals = | Proposais = | Contracts = Projects = | | Reference Groups = Reviews = | Service Requests =
il

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

& | callforfrapasals - | Poposak - | Contracts - ;m| Reference Groups = | Reviews = | Service Requests - -

Home > Projocts

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.

I ——
Water Research Commission

A | Callforprapssak - | fropesals - | Cantraes - Projects - | Referénce Graups - Reviews ~ | Servics Requests Keln Manuel Gareia Matos -
> Projects

Projects

Copyright © 101 Al rights

Support

South African
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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

& | cCallFor Proposals » | Proposak =+ | Contracts < |i Refersnce Gioups = Reviews = | Serice Requests » |

ts » My Active Projects

My Active Projects

Contract Number

Hame Start Date 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
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Seriee Requests - | 5
= My Active Projects

My Active Projects

active projects. L Pragects that are in progress
Contract Number

Name Start Date End Date Total Budget Total Amount Paid Research Menager Proposal Status

EDLE Mar/2) Eroisct in Frogress [+]

South African
EAR

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 Request sections of this document.

.,
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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 Aftach Supporting Documents tab on the form.

aAttach Supporting Documents

WRC Business Management # B Approval Letter.pdf (0 bytes)
WRC Business Management # B Contract - pdf (467.57 K8]
WRC Business Management # B NAP 1.pdf (0 bytes)

WRC Bu

B NAP 2.pdf (D bytes)
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Deliverables Page

1.

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

Watar Research Cormmission

#A | callFor Propesats = | Proposals = | Contracts = Iml Reference Groups = | Reviews = | Service Requests - | Tutorials

ts » Defiverables

Deliverables

list oF all deliverabies related to a proje

Target Date
Contract Number Praject Name +

Amount

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.

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

the View Deliverable Details option. This will open the Deliverable Details window.

Water Research Cormmission

A | CallForPropesals = | Proposals ~ | Contracts ~ | Projects = | Reference Groups - | Reviews - | Service Reguests - | Tuterials
Hame » Dofiverables
it of al ing and ! i ar appral
Target Date
Contract Number Projoct Name Delivarable Number  Name + Amount
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Create a Deliverable Submission
1.

To create a deliverable submission, from the Deliverables page click on the arrow on the far right of the

deliverable record and select the Create Deliverable Submission option. This will open the Deliverable
Submission Information window.

Water Research Commission

#A | CallFor Propesats = | Proposals = | Contracts = | Projects = | Reference Groups = | Reviews -

| Service Requasts = | Tutorials
Homg » Doliveratlos
ist of ak in progress an i t spproval
Target Date
Contract Number Projoct Name Delivarable Number  Name + Amount

South Af
ER RE

./"-.4 mu-;:y\
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2. Inthe Deliverable Submission Information window, complete the mandatory Comments field and upload

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

Submission Information

PRC

ECT LEADER CO

Comments *

MENTS

EXECUTIVE SUMMARY

RESEARCH MANAGER COMME

RM Recommendation Comments

DOCUMENTS

Attach a file *

[ Choose Files | o file ch

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.

Page |75
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window.

2liveragie submission

4. To create the deliverable submission, click on the Create button at the bottom of the window. A
confirmation screen will appear in the window. Please read the important information before closing the
reate Dalivs

Water Research Commission

IMPORTANT: P!

Sup- ort

k3
R
Your delverable submiszion has been sugcessiully created but net yei submitted to the WEL.
v, edit and submit your deliverable, close this window then navigate to the Projects optian in the
website m and seleci the Deliverable Submissions option

Al rghts reserued
Contact us

Knowledge Base

South African

section detailed below.

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

Page |76
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Deliverable Submissions in Progress Page

1. To view the Deliverable Submissions in Progress page, click on the Projects option in the Navigation
Menu and then click on Deliverable Submissions.
Water Research Commission
A& | CallFor Proposals = | Proposals = Contracts = Eml Feference Groups = Reviews = | Senvice Reguests » | Tuterials
Deliverable Submissions in Progress
Name Daliverable Project Created On 4
2. The Deliverable Submissions in Progress page displays a list of deliverable submission record that you as
the Project Leader for the active project have created but have not yet been submitted to the WRC for
approval.
3.

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

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

Water Research Commission
A | CallForPropesals = | Proposals ~ | Contracts ~ | Projects = | Reference Groups - | Reviews - | Service Reguests - | Tuterials
Hom » Dofiverable Submissions in Prograss
Deliverable Submissions in Progress
] payrrent
3 ¢ : aubrmilsiicin showi Beiow and selact the ESIEanten Review the deliverable infaamatian in the 1
and k the Submit to WRC button &t the bottom of furm
Name Deliverable Projact Croatad On &
favance 249 [+]

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

2. Re-open the Edit Deliverable Submission window as detailed in step #3 in the Deliverable Submissions in

Progress Page section of this document.

y A
- -
] - — '@“' —_— —
: - T
VAR TN
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3. To submit the deliverable to WRC, click the Submit to WRC button. This will re-direct you to the Submitted

Deliverables page.

Submission Information

PRC

Comments *

ECT LEADER CC

EXECUTIVE SUMMARY

\RCH MANAGER CO

RM Recommendation Comments

Attach a file

Choose Files | Mo file choses

4. Note: Please remember to save any changes you have made to the deliverable submission record,
including the uploading of any documents, before you submit the deliverable to the WRC for approval.
5. Note: Once a deliverable has been submitted to the WRC for approval, it will no longer appear on the

Deliverables Page.

7 'Q,d, souy, e
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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 Cormmissian

A | Call For Proposals » | Proposals « Contracts » [El fieterence Groups » Reviews » | Service Requests + | Tutorfals

Homg frojacts = Submitted Deliverables Projects

Submitted Deliverables

the daliverable claims submitted to the WRL swaiting approval
Name 4 Deliversble Status Reason Crested On

crable Subrmitted 10 Moy 2024 T8 AM

[

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

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

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

Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Seriee Requests - | 5

» Submitted Deliverabics

Submitted Deliverables

srtains &l the-defiveest

Name ¥ Dliveratie Project Status Reasan Created On

Aefvarce elivrroble Submitted 02 {Apr {208 453 PM [¥]

.,
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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

& | caltforfroposals = | Proposak s | Contvacts Reviews = | Serviee Requests » |

Deliverable Submissions Rejected

Name ¥ Deliverakie Status Reason Created On

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

3. To edit the deliverable submission, click on the arrow on the far right of the deliverable submission record
and select the Edit option. This will open the Edit Deliverable Submission window. Any comments or
recommendations made by the RM will appear in the RM Recommendation Comments field.

4. To re-submit the deliverable submission to the WRC for approval, you can follow the steps as detailed in

the Submit a Deliverable Submission to WRC section of this document.
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Deliverable Claims Pending Invoice Submission Page

1. To view the Deliverable Claims Pending Invoice Submission page, click on the Projects option in the

Navigation Menu and then click on Submit Invoice for Deliverable.

r

Water Research Commissian

#A | callFor Propesals = | Proposals = | Contracts - !ml Reference Groups = | Reviews = | Service Requests - | Tutorials

Home Projects > Defiverable Claims Pending Invoice Submission Projects

Deliverable Claims Pending Invoice St

This page comteins ol the defiverable chaims avwaiting invoice uploads in onder to be processed by the WRES
Name 4 Deliverable Status Reason Created On

seliverable Acczpted by RM 30/May/2024 345 AM [+]

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.

P ———————————————EE—
Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews ~ | Seriee Requests - | 5

» Deliverabie Claims Pending Invoice Submission

Deliverable Claims Pending Invoice Submission

2 contamns ol tha deliversbia claims awarbng mvoice uploads in orderts ba proce

Name ¥ Dliveratie Project Status Reasan Created On

hetvarce eliverable Accepted by R

Copyright © 2010 All ighis smanvesd
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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

* | Call For Propasals » | Propesaks = | Contvacts - Projects = | Reference Groups - Reviews - |

| service Requests ~ |
Deliverabie Claims Pending Invoice Submission

Deliverable Claims Pending Invoice Submission

s ice st e
Name ¥ Dliveratie Project

Status Reason Created On
hehvance

2. Inthe Invoice Information window, complete the mandatory Invoice Date and Invoice Number fields,
upload the mandatory invoice document, and save your changes by clicking the Save button, which will
close the window.

:,’;\).g\* S0z, \
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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.

cﬂ‘ Edit -

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

the invoice 1o WRC.
Invoice Information

Invoice Date *

Invoice Number *

DOCUMENTS

E (1246 KB)

Attach a file *

Choose Files | No file chosen

.,

0y,
& s,

Page |84 "‘? /E

Supporting sustainable development through research funding, knowledge creation and dissemination



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

# | CallForProposals - | Proposals - | Contracts - |i Reference Groups - Reviews = | Service Requests - | 5

scts = Paid Dolwverables Projects

Paid Deliverables

Contract Numiber Project Name § Target Date + Amount Status Reason

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

the View details option. This will open the Deliverable Details window.

Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Serviee Requests - | g
ts » Paid Deliverables
e
Paid Deliverables
Deliverable
Contract Mumber Project Name 4 Mumber Name Target Date 4+ Amount Status Reason
ance A 2020

sghts seserved

T South African

.,
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Capital Expenses Page
1.

Capital Expenses.

Nater Research Commission

Capital Exponses

# | calForProposals - | Propesik - | Contacts - |
Capital Expenses

5B Capital Expensas fo ba Siged=

active project for which you are the Project Leader:
a.

Cc

b. Submitted Capital Expenses

Projects - ||

Reference Groups -

Rahons -

To view the Capital Expenses page, click on the Projects option in the Navigation Menu and then click on

Serviee Reguests - |

Project Number

Project

Amount

Status Reason

Finameial Yaar End
Date

Date Annexurs E Sent
t+

2. The Capital Expenses page displays three different views of capital expense records that are part of any
Capital Expenses to be Signed

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.
P ———————— ————— — — — —— —  — . —
\Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Refarence Groups - Reviews ~ | Seriee Requests - | -
i Torects > Capital Expenses
Capital Expenses
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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.

P ———————————————EE—
Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews ~ | Seriee Requests - |

= Capital Expenses

Capital Expenses

Finanecial Yaar End Date Annexurs E Sent
Project Number Project Amount Status Reasen Dat=

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.

P ———————————————EE—
Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews ~ | Seriee Requests - | 5

ts » Capital Expenses

Capital Expenses

Financiai Year End Date Annexure E Sent
Capital ltem Description 4 Project Mumber Project Amount Status Reason Date

] —
:/;)";d wu;&;-.___x
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4. In the Capital Expense Details window, you can view the details of the capital expense, and view or

download the attached Annexure E document.

O view details *
Proposal ~
Capital ltem Description * Financial Year *

aptop 2019/2020

Ameount * Deliverable the Capital Expense was
acquired for

Metivation "

Attachments

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

Expenses to be Signed view as detailed in steps #1 and #2 above, clicking arrow on the far right of the

Annexure E window.

l . ________________________________________________________________________________________________|
Water Research Commission

# | callForFroposals - | Propesak - |

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

Contracts - Projects = | Reference Groups -
» Capital Expenses

Reviews » | Serviee Requests - |

Capital Expenses

Capital Item Description 4

Project Number Project

Financiai Year End
Amount

Date Annexure £ Semt
Date

8.

In the Submit Annexure E window, you can upload the document, save your changes, which will close the
window.
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9. Re-open this window and submit the Annexure E the document to the WRC by clicking on the Submit
Signed Annexure E to WRC button at the bottom of the window.

Proposal *

Capital Item Description Financial Year *

Laptop 201972020
Amount * Deliverable the Capital Expense was
acquired for
Motivation =
Attachments
4 iy
B Annesure Epdf (0 bytes)
a1 ¥

a0 B Signed Annexure Epdf (38,16 KB)

Attach a file

Choose File | Mo file cho:

SENn

Submit Signed Annexure E o WRC |

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

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

Page |90
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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

all For Propasals - | Proposals = | Contracts - rojects - erence Groups - kg - Serviee Requests ~
* Call For B I | Prop. Pigj | Ren G R | Ret

- Capital Bxponses

Capital Expenses

Date Eloctronic
Financial Year End Annesure
Date Submitted 4

Project Mumibser Project Amount Status Reason

:'JME!

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.

O-0-0)- =

,‘) g,d mu-;:y\
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5. If the WRC rejects the electronic copy of the Annexure E document that was submitted, you can re-submit
Annexure E document by clicking on the arrow on the far right of the capital expense record, selecting the

Submit Signed Annexure E option and following the step #7 to step #10 as detailed in the Capital
Expenses to be Signed View section above.

\Water Research Commission

# | callForProposals - | Propesal - | Conwacts - | Prejects - | Reference Groups - Revlews - Service Reguests - |

Hime mierts » Capital Exponses

Capital Expenses

£ Sybmitted Capital Expense:
Date Electronic
Financial Year End Annesure
Capital Hem Deseription $ Project Numbser Project Amount Status Reason Date Submitted +

T South African

Page |92 ‘?@7

Supporting sustainable development through research funding, knowledge creation and dissemination



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
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Serviee Requests - | 5

= Capital Expenses

Capital Expenses

Prajoct Number Projoct Amount Fimancial Year Date Appreved +

outh African
EAR OMBM |5

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.

P ———————————————EE—
Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Seriee Requests - | 5

ts » Capital Expenses

Capital Expenses

Capital Item Deseription Prajoct Numbar Projoct Amaunt Finaneial Year Dato Approved 4

] —
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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

L] Call For Proposals » | Propossi » | Contracts = ST | Retersnce Groups = Reviews » | Service feguests «
i | |

t1 » Completed Projects Projects

Completed Projects

Contract Mumber + Name StartDe otal Budget Total Amount Paid Research Manager

[

The Completed Projects page displays a list of projects that have been finalized by closed by the WRC.
To view the details of the completed project, click on the arrow on the far right of the project record and

select the View details option (see screenshot on the next page). This will re-direct you to the Project
Details page.

P ———————— ————— — — — —— —  — . —
Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Serviee Requests - | 5

ts » Completed Projects

Completed Projects

Contract Mumber + Name Start Date End Date Total Budget Total Amount Paid Research Manager

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

# | callForFroposals - | Propesik - | Contracts - Projects - | Reference Grougs - | | Reviews » | Seriee 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

My Referonce Groups

My Reference Groups

# | Call For Fropasals - Progosak ~ Contracts = | Projects = | | Reviews ~ Service Requests - -

2. The My Reference Groups page displays a list of reference group records for WRC funded projects where

you have accepted the WRC'’s invitation to be a member of the reference group for the project.

3. The My Reference Groups page also contains links to the related pages that display information regarding
reference groups to which you have been invited to be a part of by the WRC. To view the related pages,
you can click on the links under the In This Section section at the bottom of the form.

Water Research Commission

L

= My Referance Grougps

My Reference Groups

his s 3 fist 6f réferance group records that ane linked to pr

Project $

Copyight © 2013, All igh

Call For Proposals =
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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.

I —
Water Research Commission

# | CallForPropasak - | Proposals - | Comtracts - | Prajects = | Reference Graups - Feviews - Service Requests -

My Reference Groups

My Reference Groups

Project # Project Number Project Status Research Manager

oect in Prograss

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

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

be able to view the comments and uploaded documents.

Project =

Reference Group Member *

Commaents

ACTIVITIES AND DOCUMENTS

B Proposal Submission for RG Member.pdf (170,13 KB]

Attach a file
Choose Files | No file choser

L S0,

)
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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
# | CallForProposals - | Proposals - | Contracts -

Aty Reference Groups = Accapt Mon-Disclosure Agreement

Accept Non-Disclosure Agreement

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

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

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

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

6. To accept the non-disclosure agreement, click the arrow at the end of the non-disclosure agreement and

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

Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Seriee Requests - |

Accept Non-Disclosure Agreement

Project + Project Numbser Research Manager

Copyright © 2010 All ighis smanvesd
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7. On the Accept Non-Disclosure Agreement Form page, you can read the agreement, select your choice
between yes or no in the Accept NDA field, and submit your response to the WRC by clicking on the
Submit button at the bottom of the page. This will re-direct you to the My Reference Group page.

Water Research Commission

# | CallForPrapasak - | Proposals = | Contracts - | Projects = | Reference Groups - Feviews ~ | Service Requests ~

3 Accept Non-Disclosure Agreement

Accept Non-Disclosure Agreement

Accept NDA

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.

.
\‘ “
— — -@- — =
: — .
7 oad S0UR
£ e,
/3 AR

Wik

Page |98

b

Supporting sustainable development through research funding, knowledge creation and dissemination



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

M | Call For Fropasals - Propasak ~ Contracks = | Projects =

2 = My Referonce Groups

My Reference Groups

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

page.
[

Water Research Commission

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

- My Reference Groups

My Reference Groups

Project # Project Number Project Status Research Manager

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

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

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

after it has been created.

Page [101 @
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S&T Claim Submissions in Progress Page

1. To view 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

# | callForFroposals - | Propesik - | Contracts - Projects - im| Reviews ~ | Seriee Requests - | &

Wy Reference Grovps = S&T Claim Submissions in Progress Reference Groups

S&T C

aim Submissions in Progress

ayed 3 ST claim submsiens tat you Rave created but not yet submithes to the WIE for approvs

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

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

Water Research Comrmission
# | callForFroposals - | Propesik - | Contracts - Projects = | Refarence Groups - Reviews » | Seriee Requests - |

My Refeiznce Grovps > S&T Clalm Submissions in Progress

S&T Claim Submissions in Progress
Claim Number Project Date of Meeting Created On +
VAP 20TS 2/Apr2079 331 P
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Water Research Commission

This will re-direct you to the Edit S&T Claim page.

rence Gr

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.

# | calforfropesals - | Propassie - | Conteacts - Projects = | Refarence Groups ~
SHT Clalm Submissions in Progress
S&T Claim Submissions in Progress
Claitm Number

eated byt not yET submittes
Preject

Reviews ~ | Seriee Requests - |

Date of Meeting

Crented On +

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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Submit a 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 per step #4 and step #5 in the S&T Claim Submissions in Progress section above, and
click the Submit to WRC button at the bottom of the page. You are re-directed to the Submitted S&T
Claims page.

Submit to WRC

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

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

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
# | CallForProposals - | Proposals - | Contracts -

Wiy Reference Groups = Submitted S&T Claims

Submitted S&T Claims

s gyt il the Culbmitles S&T cens 107 profects Tor review by the Wi

2. The Submitted S&T Claims page displays a list of S&T claim records that you as a Reference Group
Member for the project have submitted to the WRC and are pending approval.
3. To view the details of the submitted S&T claim, click on the arrow on the far right of the S&T claim record

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

| 00— |
VAt Dimcmarel e e e
Water Research Commission

# | <aWforProposals - | Froposals - | Contracts - Prajects = PReference Groups = Raviews = | Service Requests -

My Reference Group: Submitted ST Claims

Submitted S&T Claims

Claim Number Project Date of Mesting Tatal Claim Ameunt Date Claim Submitted +
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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

# | CallForProposak - | Proposais ~ | Contracks - Projects - | USSR Reviews = | Service Requests + | B

Wiy Reference Groups = Submit Invaice fer S&T Claim

Submit Invoice for S&T Claim

IS PAgE Comtains 3 the ST eaims invaices that need ta e sulmased 10 he WAL

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

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

P ———————————————EE—
Water Research Cormrmission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Seriee Requests - |

Wy Reference Grovps = Submit Invoice for S&T Claim

Submit Invoice for S&T Claim

sritamns ol the SAT daims invoices that need to ba submitzed 1o the Wi

Claim Number 4+ Project Date of Meeting Total Claim Amount Date Claim Submitted
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4. Inthe Upload S&T Claim Invoice window, you can upload the invoice document to the S&T claim by
choosing under the Attach a file field. It is mandatory to attach a file before you can click the Save button at
the bottom of the window.

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

Claim Invoice window.

Documents

Attach a file *

Chioose Files | No lile choser

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

and click the Submit to WRC button. This will re-direct you to the Submitted S&T Claims page.

Documents

36.minuies ago

Attach a file =

Chpose Files | Mo file =
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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
# | CallForProposals - | Proposals - | Contracts -

My Rsference Groups = Rejectad SHT Claims

Rejected S&T Claims

2. The Rejected S&T Claims page displays S&T claims submitted to the WRC for approval but were rejected.
3. You can edit the rejected S&T Claim by clicking on the arrow on the far right of the S&T claim record and
selecting the Edit option. You will be re-directed to the Edit S&T Claim page.

P ———————————————EE—
Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews ~ | Seriee Requests - |

vy Reference Grovps > Rejected S&T Ciaims

Rejected S&T Claims

spiays SAT clarrs whene the claim or the irvace for the dam have baen repacted and requIte you bo re-submit 4o tha WF

Claim Number 4+ Project Date of Mecting Status Renson Total Claim Amount Date Claim Submitted

Copyright © 2010 All ighis smanvesd

T South African
W

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

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

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

Submit to WRC

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

will no longer appear in the list of rejected S&T claims on the Rejected S&T Claims page.
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Paid S&T Claims

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

\Water Research Commission

# | CallForProposak - | Proposais ~ | Contracks - Projects - | USSR Reviews = | Service Requests + | 3

My Reference Groups = Paid S&T Claims

Paid S&T Claims

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

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

Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews » | Serviee Requests - | 5
iy Ref nce Grovps > Pakd S&T Claims
Paid S&T Claims
Claim Number + Project Date of Meuting Total Clakm Ameunt Date Claim Submitted
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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

# | CallFor Progosals = | Proposals = | Contracts = | Projects = | Reference Groups - ServIwReq.lesLs- Tutorials |

Reviews Page

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

Water Research Comrission

& | CalFer Propesak - | Preposals - | Convacts - | Projects - | Reference Groups - | Service Requasts - Tutorials
e > Profile

Profile

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 In This Section at the bottom of the page.

Water Research Commission A | Call For Proposais « Proposals » | Centracts = Projects Reference Gioups « Fieuiews = Service Requests = | Tutorials

Home = Rewiews

Reviews

his page contams links to all pages regarding the proposal reviews.

Please refer 1o the Roviews saction of the WHL BWG

uide for irstructions on how 1o navigate the pages in the balow links.
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Reviewer Guidelines Page

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

Water Research Commission # | Call For Proposals - Proposals - | Contracts = | Projests - Reference Groups = || Service Requests = | Tutorials |
= Reviews by
Reviewer Guidefines |
R ey | eWs TR N TS T

2. The Reviewer Guidelines page displays information related to the guidelines for reviewing a research
proposal. This includes the scoring system used and the questions to consider when commenting on each
section of the review. Scroll down the page to view the guidelines relevant to each section of the review.

W | Cnfermposake | Fropmk - | Comamee | Fmcse | WewencsGrapse | fmsewse | SereceRemesme | Tesnals

Reviewer Guidelines
WATER RESEARCH COMMISSION

Guideline for Review of Research Proposal

TACHHICAL FOVHDNESS AND CRIDINILTY

INNEATION

KWL APPUCATION SO MMERCALSATION

KNDWLEDGE DISSTMINATION

AL PO MONEY
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Accept Non-Disclosure Agreement Page

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

and then click on Accept Non-Disclosure Agreement.

Water Research Commission
A& | CallforProposals - | Proposals - | Contracts - Projects = | Reference Groups - |m| Service Requests = | Tutorials

= Reviewer Guidelines Reviews

Reviewer Guidelines

2. The Accept Non-Disclosure Agreement page displays a list of non-disclosure agreement records that need

to be accepted by you for each proposal, having been invited by the WRC to review the proposal.

Water Research Commission & | Call For Proposals - Proposals | Conracts = Projects = Reference Groups = Feviews = | Service Requests = | Tutorials

- Reviews = Accept Non-Disclosure Agreement

Accept Non-Disclosure Agreement

2 3 fist of roview invitations that were accepted and still require you o accept the Man-Disciasors Agreement hefore you can review the proposal

Proposal Number (Propesal| Invitation Sent By (Research Manager) Date Invite Sent + Roview Pariod End Dats

3. If you accepted the email invitation from the WRC to review the proposal, you 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 with the same proposal number. If you chose the
Decline Invitation option in the email invitation, the invitation is considered declined and a non-disclosure

agreement for the review of that proposal will not be displayed on this page.
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5. To accept the non-disclosure agreement, click the arrow at the right of the non-disclosure agreement

record and click Accept NDA. This re-directs you to the Accept Non-Disclosure Agreement page.

Water Research Commission & | CaliFor Pogesals « | Proposals = | Contracts = | Projects « | Reference Groups = | Reviews = | Service Requests « | Tutorials |

- Accept Non-Disclosure Agreement

Accept Non-Disclosure Agreement

This prege displays a list of review invitations that were scoepted and still require you 1o sccept the Non-Disdosiee Agreement before you can review the propasal,

Proposal Number (Proposal} Invitation Sent By (Research Manager} Date Invite Sent 4 Rewiew Period End Date:

6. On the Accept Non-Disclosure Agreement Form page, you can read the agreement, select your choice
between Yes or No in the Accept NDA field, and submit your response to the WRC by clicking on the

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

Water Research Commission

# | caiiFar Proposals - Proposals = | Comtracts - Projects = | fieference Groups = | Reviews = | Servies Requests + | Tutoriais

waress = Accopt Non-Disclosure Agreement

Accept Non-Disclosure Agreement

Invitee

CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT FOR WRC PROPOSAL REVIEWERS

uth Afri

7. Note: If you choose 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

choose 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. This non-disclosure agreement will also no

longer be displayed on the Accept Non-Disclosure Agreement page.

.,
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My Reviews in Progress Page

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

Water Research Commission A | Call For Proposais « Proposals » | Centracts = Projects Reference Gioups « |m| Service Requests = | Tutorials
Reviee

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 email invitation to review the proposal and accepted the non-

disclosure agreement as per the steps in the Accept Non-Disclosure Agreement Page section above.

1.
click on My Reviews in Progress.
My Reviews in Progress
2.
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 are re-directed to the Edit Review page detailed in the next section.

My Reviews in Frogress

My Reviews in Progress

Proposal 4 Propasal Number

4 £ D025, 411 rghts risanwed

Water Research Commission # | catFor Propasais = | Proposals - « | Projects+ | Reference Groups + | Reviews = | Service Requests -
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Edit Review
1. On the Edit Review page, you must upload the signed Conflict of Interest form, add your scores and
comments for each section, and download the Proposal Submission for Reviewer and Conflict of Interest
Form for Reviewer Panel Member documents from the Documents section the bottom of the page.
2. The Proposal Submission for Reviewer document contains the full details of the proposal. Refer to the next

page for the screenshot of the Edit Review page.
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Edit Review
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3. Note: Please read the important information in both sections at the top of the page before starting with the

review. A link to the Reviewer Guidelines page is included in this section to assist you with the review.

4. Before completing the review scores and comments, please download the Conflict of Interest Form for
Reviewer Panel Member document from the Documents section at the bottom of the form, complete and
sign it, and upload the signed copy to the Upload Signed Conflict of Interest Form field at the bottom of

the Conflict of Interest Form section of the page. You will not be able to save or submit the review until the

form has been uploaded. Immediately after uploading the form, click the Save button at the bottom of the

form to save the uploaded form.

ME MNTE ORM:

D Plamss s the mview by ching i

3 Yaur mevew of the prapesal wil nat be conside

Upload Signed Conflict of Interest Form *

5. All score and comment fields on the form are mandatory and must be completed and the form saved using
the Save button at the bottom of the form before the Submit to WRC button will be enabled to submit your

review to the WRC.
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Submit Review to the WRC

1.  When the signed Confiict of Interest Form for Reviewer Panel Member document is uploaded, all the

mandatory score and comments fields are completed, and the changes to the Edit Review form have been
saved using the Save button, the Submit to WRC button at the bottom of the page will be enabled.

m Submit to WRC

2. Click the Submit to WRC button to submit your review to the WRC. You are be re-directed to the

Submitted Reviews page, the review can no longer be edited, and the review will no longer appear in the

My Reviews in Progress page.

3. Note: After submitting the review to the WRC, a confirmation message appears on the Submitted Reviews
page to confirm the review has been successfully submitted. Please note that it may take some time until
the review appears on the Submitted Reviews page while the review is being processed.

Water RE‘!SS:’iI’l’_’h Commission A | CalFor Proposats - Proposals = | Contracts = | Projects - Referonce Groups « Reviews = |  Service Requests = | Tutorials

Feviews > Submitted Reviews

Submitted Reviews

The resiew has besn successfully submitted to the WRE While the review is Being piocessed, it may take same time tnfil the review appears an the Submitted Reviews page. *

Proposal + Proposal Number Reswarch Manager Date Review Submitted 4
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Submitted Reviews Page

1.

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

Water Research Caommission  # | catfapoposais = | Proposats = | €ontracts = | Projects = | Reference Graups - |ﬂ| Service Requests = | Tutorials

SVIEWE
> Submitted Reviews e
Reviewer Gudelimes

Submitted Reviews e

TSP

2.
3.

I Submitted Reviens

The Submitted Reviews page displays a list of proposal reviews you completed and submitted to the WRC.
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 opens the Review Details window.

Water Research Comrission A | ol For Propasats - Proposals + | Contracts = | Projects « | Reference Groups = | Reviews = | Service Requests = Tutorsals -

Home Feviews = Submitted Reviews

Submitted Reviews

ke of 1he

Froposal 4

Proposal Number Rescarch Manager Date Review Submitted 4

0

2025 Tl

O View details

outh African

Review

COMFLICT OF INTEREST FORM
tpload Signed Conflict of Interest Form

tonfiict of intersst Form for Rewevanr Baral Membe:
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Logging Service Requests for WRC Business Systems Support

How to log a Service Request

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

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

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

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

Priority of Service Requests

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

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

The severity, priority and resolution of the calls will be decided by the business systems team and communicated to
the business. Priority calls will be classified as such:
1. Critical: Unavailability or significant impairment of system. User cannot access the system.
2. High: System Impaired. User can access the system and experiences a moderate loss of functionality or
access to data, but business can reasonably continue in this situation.
Medium: Minor Impairment. No significant impact to user’s access, functionality, or data.

Low: General guidance request. No impact to user’s access, functionality, or data.

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

.
Sy
= — -@- =
= o,
P
/o,

Page [120 ( Q/

Supporting sustainable development through research funding, knowledge creation and dissemination

P)?o
AT

%


mailto:bms-support@wrc.org.za

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

& | CallForProposals - | Proposals = | Contracts = Projects = | Reference Groups = Riiews =

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

* | Call For Propasals - | Propesaks = | Contracts - Projects = | Reference Groups - Reviews - |

Home > Servica Requests

Service Requests

2. The Service Requests page contains links to the related pages that display information regarding service
requests that are currently open, that have been closed, and where you can create a new service request.
To view the related pages, click on the links under the In This Section section at the bottom of the form.

Water Research Commission

# | califorProposals = | Proposals = | Contracts - Projects = | Referance Groups = | Reviews « | Serviea Requasts « | Timerias
~ Service Requests
Service Requests
Vo e ae te CTEate 3 SENCE raquest Shoukd you have any |5 nguitles. Tk on any of the Biks Bakow to vew open and clesd sarvics regquetts and 1o creats

SLA Terms

South African
i
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Create a Service Request

1.

In the BMS Portal, there are different ways to create a service request:
a. Create a Service Request from a Proposal Submission in Progress

Create a Service Request from a Proposal Amendments Submission in Progress

b
c. Create a Service Request from an Active Project
d. Create a Service Request from the Open & Closed Service Requests Pages

Create a Service Request from a Proposal Submission in Progress

1. Creating a service request from a proposal submission will it 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 Proposal Submissions in Progress. You will be re-

directed to the Proposal Submissions in Progress page.

Water Research Commission

# | callFor Proposals - lml Contracts - | Projests - | Reference Groups - | Reviews - Service Requests - Tutariale

Service Requests

3. From the Proposal 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 & | CobForProposais « | Proposals + | Conwacts » | Projects « | Reference Groups « | Reviews v | Service Requests » | Tutarials
« Propesals > Proposal Submissions in Progress
Proposal Submissions in Progress
ot bimitt P e that if 3 pr bimissio assed and you have not yet suhmitted the propiosal, it wil na Ionger be. avsilable
ra s
af the propesal edit for ane can be dewnloaded from theee
Mame + Tering of Reference Start Date End Date Submission Close Date 4 Created On
7 | Marf 2026 13/Mat/ 2025 50 P

Capyright £ 205 All ighrs reseived
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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.

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

# | CallForPrapasak - | Proposals = | Contracts - | Projects = | Reference Groups - Feviews ~ | Service Requests ~

+ Al Senace Requesis > Open 8 New Service Request

Open a New Service Request

Summary

Service Request Details

Contect

Service Request Title *

Type Categery ”

Organisstion * Froposal/Project

Description

Attech a flle

Chioga Files | Mo Mk chosan

Copmght € 2018 A0 rights resred

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.

O-0-0)- =
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Create a Service Request from a Proposal Amendments Submission in Progress
1. Creating a service request from a proposal amendments submission will link the request to the submission

and make it easier for the WRC Business Systems Support Team to assist you if the service request is

related to the submission.

To create a service request from a proposal amendments submission that you currently have in progress,

click on Proposals in the Navigation Menu, then select Proposal Amendments. You will be re-directed to
the Proposal Amendments in Progress page.

Water Research Commission A | Call For Proposais « | contracts - Projects Reference Gioups « Fieuiews = Service Requests = | Tutorials

- Proposal Amendments in Pragrass

s in Frogress

Proposal Amendments i

Mame Prej Start Date Propasal Status Submission Deadling
i

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 # | catForPoposais - | Proposals » | Conmacts « | Prajects = | Reforence Groups » | Rieviews « | Service Reauests = | Tutaraals -

Home Piopcdals = Proposal Amendments in Progress

Proposal Amendments in Progress

Mame Proposal Number 4 Terms of Reference Start Date Proposal Status

Submission Deadiine

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.

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

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

I —
Water Research Commission

# | CallForPrapasak - | Proposals = | Contracts - | Projects = | Reference Groups - Reviews ~
+ Al Senvice Raguests

| Service Requests -
= Open a New Service Request

Open a New Service Request

Summary

Service Request Details

Contect

Service Request Title *

Type Categery ”

Organisation *

Froposal/Project

Description

Attech a flle

Choaes Files | Mo fike ehogan

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.
— » - I
:,’;\).g\* S0z, \
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Create a Service Request from an Active Project

1. Creating a service request from an active project will link the request to the project and make it easier for

the WRC Business Systems Support Team to assist you if the service request is related to the project.
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 Propesais - Proposals + | Convacts + | ISP | Reference Groups « | Feviews « | Service Requests « | Tutorials
- Fromcts > My Active Projects PieyEch
: , e
My Active Projects Detverae S
ey all thie act ve-pihiiecta: g nie
Contract Mumbar +  Mamo Start Dato Total Amount Paid Resaarch Manager Prajact Status

3. From the My Active Projects page, click on the arrow on the far right of the project record that you wish to

open the service request for, and select the Create a Service Request option. You will be re-directed to
the Open a New Service Request page.

Water Research Commission  # | cstFoc propesass «

Proposals = | Contracts = Projects Reference Groups = Reviews » Service Requests = | Tulorials
Fiiiiig 1= > My Active Projcts
iz all the active projects. ia Project SETH Bosd
Contract Humber +  Name Start Date End Date Total Budget Total Amourt Paid FResearch Manager Project Status

W Projes

Creale O

South African

4. On the Open a New Service Request, you will see that the project is already linked to the service request

as the name of the project is in the Proposal/Project field.
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5. Complete all the details of the service request, including the mandatory fields indicated by the * asterisk,
upload any files or screenshots that will assist the WRC Business Systems Support Team (if applicable),

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

I —
Water Research Commission

# | CallForPrapasak - | Proposals = | Contracts - | Projects = | Reference Groups - Reviews ~
+ Al Senvice Raguests

| Service Requests -
= Open a New Service Request

Open a New Service Request

Summary

Service Request Details

Contect

Service Request Title *

Type Categery ”

Organisation *

Froposal/Project

Description

Attech a flle

Choaes Files | Mo fike ehogan

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.
— » - I
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Create a Service Request from the Open & Closed Service Requests Pages
1. If you wish to create a service request that is not related to a proposal submission, proposal amendments
submission, or an active project, you can create the service request by clicking on the Create Service
Request button that is found on both the My Open Service Requests page and My Closed Service

Requests page as detailed in the respective sections below.
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My Open Service Requests Page

1. To view the My Open Service Requests page, click on the Service Requests option in the Navigation

Menu and then click on Open Service Requests.

\Water Research Commission

# | calforfropesals - | Propassie - | Conmacts - | Prejects - | Retersnce Groups - Revens

rvice Requists » My Open Sorvics Roquasts.

My Open Service Requests

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

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

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

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

select the View details option. You will be re-directed to the Service Request Details page.

Water Research Commission
# | callForFroposals - | Propesik - | Contracts - Projects = | Reference Groups - Reviews ~ | Seriee Requests - |

rvice Aequests > My Open Service Requests

My Open Service Requests

ispiays all the open senvice requests (e desk support queries
L

Servies Reguest Numbor Sarvice Request Title Sarvice Raguest Type Categary Status Created On 4

%
K
3]

South Afri
W ER

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

# | CallForProposak - | Proposais ~ | Contracks - Projects = | Reference Groups - Reviews - | [T B

ervice ARquists = My Closed Sarvice Regquasts

My Closed Service Requests

1. The My Closed Service Requests page displays a list of service requests that have been closed by the
BMS Support Team.

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

Water Research Commission
# | calforfropesals - | Propassie - | Conteacts - Projects = | Refarence Groups ~

Reviews » | Serviee Requests - | 5

Service Requests = My Closed Service Requests

My Closed Service Requests

) quenies that b ) are not pot: wing ne.
- R
Servieo Request Numbaor Serviea Request Title Sarvice Request Type Categary Status Created On 4
e e 29/ M s/ 2098 521 P

T South African

" gulsgur, B
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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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