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List of Acronyms

B Tech Bachelor of Technology

CoG Conditions of Grant

CVv Curriculum Vitae

DA Designated Authority

GMSA Grants Management and Systems Administration
HEI Higher Education Institution

HICD Human and Institutional Capacity Development
Hons Honours

ID Identity Document

NRF National Research Foundation

NSFAS National Student Financial Aid Scheme

PoR Proof of Registration

RISA Research and Innovation Support and Advancement
uiD Unique Identification
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Contact Details

Ms Nozine Ngeketo
Professional Officer: Grants Management and Systems Administration (GMSA)
Telephone: 012 481 4184

Email Address: nozine.nqgeketo@nrf.ac.za

For technical online enquiries, please contact the NRF Support Desk during office hours from 08:00 to
16:30 Monday to Friday.

Tel: 012-481 4202

E-mail: supportdesk@nrf.ac.za
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1. Introduction

This Application Guide provides an overview of the application process for the NRF Honours’ and final
Year B Tech Block Grant Bursaries. It should be read in conjunction with the NRF Honours’ and final
year B Tech Block Grant Bursaries 2019 Framework document. The Framework document provides
detailed information with respect to the objectives of the funding instruments, eligibility criteria, etc. This
document does not however, constitute a complete set of the policies, procedures or systems applied by
the NRF.

2. Application Process

The NRF issues a call for NRF Honours’ and final year B Tech Block Grant Bursaries, is published on the

NRF website and is accessible online at https://nrfsubmission.nrf.ac.za. Each applicant is limited to only

one (1) application per Call.

When an application is submitted, it will be automatically routed to the designated authority (DA)
of the institution where the applicant intends to undertake the Hons / final year B Tech study.
Applicants should ensure that applications are submitted before or on the deadline date determined
by their institution. Applicants must enquire with their institutions regarding internal closing dates, which
is normally a week or two before the NRF closing date. Applicants must also enquire with designated
authorities in their institutional Postgraduate / Research Offices regarding their application status. The
processing of successful grant applications takes approximately five (5) months from the NRF closing date

for applications until the commencement of funding.

3. How to Create an Application

Applications must be completed on the NRF Online Submission System at https://nrfsubmission.nrf.ac.za.

Applicants are advised to complete their applications soon after the call has opened to prevent IT system
overload nearer the closing date of 14 December 2018. Below are steps to follow in order to create and

complete an application.
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Step 1: This is an electronic submission system and applicants must be registered on the system in order to create and complete an application.
If you have registered on the system before and your e-mail address is outdated, please contact the NRF Support Desk for assistance. Contact

details for the NRF Support Desk are on page 4 of this document.

If you are not yet registered on the NRF Online Submission System, you must register to access the application form.

&2 NRF Online Submission Sys...
File Edit View Favorites Tools Help

‘%RF

Foundation |

RISA

Research and innovation
Supoart and Advancement

NRE Online Submission System

Home
New Registration
Forgotten Password

Feedback °~ Support &

=

Instructions

© If you have already registered on the previous systems (NRF Online and Interim), please use your existing login details to access this
system. If you have forgotten your password, please click on the Forgotten Password link on the lefi-hand menu.

© For technical online enquiries, please contact the Support Desk (Mondays to Fridays from 08h0O to 16h30) on:
Tel: (012) 481-4202
E-mail: supportdesk@nrf.ac.za

© To access call related documents, please refer to the Open Calls block below. Click on the [+l icon next to the relevant call to show a list of
document(s). To open the document, click on the relevant link.

— Open Calls

D/ t/L Competitive Programme for Rated Researchers 2013
Password: [] Show Password | Competitive Support for Unrated Researchers 2014
Professional Development Programme for 2014
Nanotechnology Flagships Project (NFP) (2014)

THRIP 2014

NRF and Innovation Postdoctoral Fellowships for 2014

NRF and Innovation Masters and Doctoral Scholarship for 2014 ~
Sauth African Sauare Kilometre Arcav Praiect (SKA SA) Masters

[E Not registered? Click here to register.

=
=
=
==]

#100% ~
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Step 2: After logging onto the NRF Online Submission System, applicants get to the Landing Page where there is a menu at the top left side of

the screen (tab indicated with blue arrow below). Start by filling in all the sections under My Profile — My CV to create a CV.

My Profile

My Applications

My Progress Reports
Tools

Reports

Logout

'

Li:g N REOnline Submission System

My Details

My CV

Print View

Qualifications

Research Expertise

Student Supervision Record
Personal Profile

Absence from Research
Career Profile

Research Outputs

° PLEASE NOTE: The summary below only lists output records that were migrated from the previous NRF Online system. New records that are added
on this system will not form part of this summary.

° Applicants must ensure that their CV is updated/completed before creating an application.

° In order for your migrated research outputs to show on the CV or be accessible for selection on applications that require your publication record,
you must verify (review) the outputs listed in the Research Outputs Summary table below. In order to do this, click on the output type that still
has outputs to be verified (see the To be Reviewed column). Scroll to the bottom of the screen and a heading saying cleaned-up research output
records from NRF Online will be displayed. Click on the little black arrow. This will display the output(s) that needs to be verified. Then click on the
View icon, it will open a screen with the data for the output. Please fill in the missing information and save the page. If you have more than one
output per output type, dick on View for the next output, Do this for all the outputs, the output type on the landing page should now say 0. Move
on to the next output type and repeat the process. Should you wish to delete an output, then click on the Feedback box, fill in the Feedback to
the NRF box (e.g. output duplicated, please delete) and in the Status field, please select Delete.

° In some cases, researchers’ outputs don't show at all. The reason for this is
1. The 1D/passport number which the cleaned data was linked to when the clean-up exercise was undertaken differs from the 10/passport number
you have just used to login to the NRF Online Submission System.

2. No outputs were added on the old NRF Online system so there was nothing to migrate. If there were outputs on the old NRF Online system but
they do no show in the summary below, you need to ensure that the 10/passport numbers used on both the old NRF Online and this system (NRF
Online Submission System) are the same. Please contact the NRF should your outputs not show so that this can be rectified.
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Step 3: To add the field of study under Qualifications, click on the ‘Add’ button as shown below. As you start typing the name of the field, the
system will provide options on the drop-down list.

If you have already obtained the undergraduate degree, please attached the academic records as shown below.

Quialification Record 2]
and PhD {degree).
2 Postdoctoral fellowships do not fall under Qualifications. Please capture these under Career Profile. e

2 Should your qualifications history have been migrated from a previous NRF Online system, please
click on "Edit’ and check that all the fields have been completed and are correct.

Level (e.g Honowurs / Doctoral) Select an option |~ | @ *

Mame of Degree/Diploma (e.g. PhD) | |«

List of Primary and Secondary ResearchFields

+ In order to add a Field of Study to the grid below, please click on the "Add" or "Add Another" button below the grid.

Field of Study | Delete |
-
Institution Select an option [l '@' *
Full-time O¥es U No»
Distinction Select an option [l .
Diate of First Registration .
Completed ®yes () No*
) . ) O Yes
Highest Completed Qualification ON
LA Mo *

Date Obtained .

Description | File |

Mo academic transcript uploaded.

[Add Transcript] —

| Save | | Cancel |
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Step 4: To create a new application, click on My Applications - Create Application.

My Profile

My Applications
Tools

My Progress Reports
Reports

Logout

“ Grantholder Tools

® Institution Facilities
“ Panel Meetings

® Application and
Qutput History (NRF
Online)

“ Application History
(NRF Interim)

“ SKA SA Grants

\% RISA

National Research | Research and innovation
Foundation | Suppoet and Advancement

Create Application

List of Applications )

Welcome Mrs Melissa Govender
Feedback = Support &

E |

Information

@ PLEASE MOTE: The summary below only lists output records that were migrated from the previous MRF Online system. Mew records that are added
on this system will not form part of this summary.

@ Applicants must ensure that their CV is updated/completed before creating an application.

@ In order for your migrated research outputs to show on the CV or be accessible for selection on applications that require your publication record,
you must verify (review) the outputs listed in the Research Outputs Summary table below. In order to do this, click on the output type that still
has outputs to be verified (see the To be Reviewed column). Scroll to the bottom of the screen and a heading saying cleaned-up research output
records from MNRF Online will be displayed. Click on the little black arrow. This will display the output(s) that needs to be verified. Then click on the
View icon, it will open a screen with the data for the output. Please fill in the missing information and save the page. If you have more than one
output per output type, click on View for the next output. Do this for all the outputs, the output type on the landing page should now say 0. Move
on to the next output type and repeat the process. Should you wish to delete an output, then click on the Feedback box, fill in the Feedback to
the NRF box (e.g. output duplicated, please delete) and in the Status field, please selact Delete.

2 In some cases, researchers’ outputs don't show at all. The reason for this is
1. The ID/passport number which the cleaned data was linked to when the clean-up exercise was undertaken differs from the ID/passport number
you have just used to login to the NRF Onling Submission System.

2. No outputs were added on the old NRF Online system so there was nothing to migrate. If there were outputs on the old NRF Online system but
they do no show in the summary below, you need to ensure that the ID/passport numbers used on both the old NRF Onling and this system (NRF
Online Submission System) are the same. Please contact the NRF should your outputs not show so that this can be rectified.
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Step 5: Select NRF Honours’ and final year B-Tech Bursaries 2019 on the Create Application screen and a new application will open for the

applicant to complete. Please note that this must be selected only once.

Create Application

=l
Instructions

¢ Check your intended institution's internal closing date as it will be prior to the closing date listed for applications.

¢ A timeout will appear when there is no activity on the system for 25 minutes. Click on the refresh button (in the popup
box) as this will enable the continuation/completion of the application. When clicking on the close button the system will
close.

¢ Due to potential international review of applications and progress reports, the NRF requires that all applications and
progress reports be completed in English.

Call Open Date Closing Date Apply
CSIR National Laser Centre Rental Pool Programme 2014 ;gllgnuary 31 December 2018 &
Earth Systems Science 3 01 August 2018 31 August 2018 ()
:gr;zgris Block Grants - NRF Freestanding, Innovation and Scarce Skills (incl. 21 August 2018 21 August 2018 o
ICTP - NRF Bilateral Travel 2019 02 August 2018 03 October 2018 ()
Indigenous Knowledge Systems Call 2015 18 June 2014 01 August 2214 ()
Internship Programme — Host Institutions 2019-2020 01 July 2018 31 August 2018 ()
NRF Honours and Final Year B-Tech Bursaries 2019 — 21 August 2018 31 August 2018 (]
South Africa/ Tunisia Call 2018 V2 01 May 2018 20 September o

2018
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Step 6: To continue working on the same application, go to My Applications - List of Applications, and click the edit button.

List of Applications

=l
Instructions

° Strictly adhere to your institution’s internal closing date for submission of applications, as this will be prior to the NRF's
closing date.

© Applications must successfully pass through the institution’s internal evaluation processes before submission to the NRF.

° A timeout will appear when there is no activity on the system for 25 minutes. Click on the refresh button (in the popup

box) as this will enable the continuation/completion of the application. When clicking on the close button the system will
close.

°Rating 2017 applications:
Telephone support from Mondays to Fridays (excluding public holidays) from 09:00 to 13:00 and from 13:30 to 15:30.

° Note to applicants: If migrated data is all in CAPS, please change this to title case/lower case (whichever is relevant) as
it is difficult to read.

© Due to potential international review of applications and progress reports, the NRF requires that all applications and
progress reports be completed in English.

Call Reference Description Agglil:zd Status Complete | Edit | Dele
MRF Honours and Final Year 21 Aug Application ~ -
B-Tech Bursaries 2019 IEERTAL e A2 1) 2018 in progress “ =
MRF Honours and Final Year Application ~ y p
B-Tech Bursaries Call for 2018 e Loz By in progress e = <
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Step 7: All sections in this application are compulsory. These sections must all be completed in order for the final submit button to appear.

Completed sections will be indicated by a green tick on the main menu, while incomplete sections will have a yellow cross.

Application screens have application specific instructions to help the applicant work through the sections. Please read the instructions carefully
before completing the section.

By Facrfl b

Py Applcaticn
Tools Lence=g § Ky Spedeatcnn @ Ede Sk sieen - BB 1E0800 1 200w

Walkezri doatire Nesira
Desigrates Auther By Suspore L

B gz

o

Eristernsc i res

EThe anbine appicatios is a e consosreng orocess, acd 2 s reccmmended Bal poa Set sl de sresre Do n suliTie el sckeoou ba Hime for

e pll e DFma asgsd abion. Tres asgsd Eabion <ot Ba cosrplelEst in more Chan ofw session - rersaritsr o click an Ssave afber sach ankry.
m = Sprictly adhere o your EFstitution®s internal closeng date for sehmission of applicetices, as it eill b prsser Do thee NP S clhomimg
= Graaviholdar Tesds =Okok on e Bl oon reecl o aoees st en D skl or s it thae rakee ot inforeation.
- Sagn ¢ at e ared of a feld Dbl within a section denotes a compuisory Meld, ot S section will not be sereed wn bess all oorspuise s ot
Mot teitices Facilitess Parsw brman corspebalad.
- N = agn T oab e el of @ screan derochEes a cormgslsosy scresn; (L is nol poksitle o feal Sutesit D eyl atian ondess ol cormssksory Scraaco Fu e
Painel Blastiveys b cu rensd ol
- = Wz ‘Final Sabmit® bofton el De sctivated once all compuiaory Pl s aere < crmes ot
Spedication and = m chrseaout: mill oppeaar wifsan thara B oo activwby an the Sysberss bor 25 el notess . Tl an the relreash bottan (in tha popup Beex) for
it His MEF xrn v B oy e i ot el Des aogsl besli o, W clesaing cn B choms Butten ha S yveters il close.
= Clbek o B SAWE Buthen be s o mabinn befors clbsaing en BETUR T MERL, aliaswise ol oyt @ata will B kot
S SR EMERON s ages appaearing sigeefios thet ficlds are inco S arsd saee am ursaved irforesatien weill boe
= el o Koy ROy [t
PEESF LipEEi om pavtden marked mith a8 oross (-_:'-:| i e S et colurmn reticatem that u-u_-...u\.km 'r!. ez g sl o rrareadn Lo b o Pricheim Pz
plo_—alili-Till o e s et sl Grelo e Nt S bl e e by e e el saney Ui sl D reelica et Brp @ asberiake 005 S Shae and of Sosection .
= SRR SA Graists ik on tha Bt wen (= b and < ek locr=p et D soction and theas ‘Sava’. Tha il charsge o a gy et leater sl T seeboan B
o pataas beun uzstatod. Tha dets in ho Dete Updstad® colume will cfungs bo S date the cpdabe was msta.
& Please opdate all incoorypslete records i OV sectiora rmarked as incorsplete, for ecasrpde, Gaoalificatione and Caresar Profle:

For Clual Fca o, check that a highes: gual Foation Mo besn sekctad, hat ro dabse e defau s bo 19485, ad that s is a Fled of Soedy
s e .
& For Carsas Proefie, chack that o dote eld delouits o 1545

= Floase snsurs hal pou Bave reasd all the Call Inlosrsatiors Doccr=ants and abicks by e aigisiicy radoas.

= Do Lo patant rternatienal recs ks of aopica o and progress reports, tha RF ren uires that ol aspslica o ond prograss reports be
Sz prsatad i English.

rEF Cab Indformatken Goccmants [Moesss resd Sefors starrting this apad lcatsend ik F8 Easy Z01E -
Fagisbration Details = - EH Ay Z01E -
Crrtoet Cltails = - FH Sy 20LE 4
e Pfcalioee - el T8 Ay ZO1E .
D bl b = - D5 A 2O1F o
=i == FH Beay 2OLE -
Dt s o’ Mol nat kzn - - F8 Easy Z01E -
Dt s o D g = il FH Sasy ZO1E =
Artachrsants - - L Aaey TOLE .
Parmom HETosy = - L Aasy Z01E -
P P s irve N T Sy 2018 wd

Final Easbrit | 40
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Step 8: ORCID provides a persistent digital identifier that distinguishes you from other researchers and, through integration in key research
workflows such as manuscript and grant submission, supports automated linkages between you and your professional activities ensuring that
your work is recognized. If you don’t have an ORCID ID, please click on Create or Connect your ORCID iD, you will be redirected to the ORCID
website where you will have to register to obtain an ORCID ID. If you already have an ORCID ID, please click on Create or Connect your ORCID

iD and your ORCID number will be pulled through.

ORCID

F
Instructions

® QORCID provides a persistent digital identifier that distinguishes you from other researchers. Learn more at orcid.org

®To link your ORCID ID with the NRF you must "Authorise' ORCID to allow this. This is an NRF prerequisite for
applications/progress reports to proceed to review.

®PLEASE NOTE this is a compulsory section in all applications/progress reports to the NRF for funding and rating.

b Late or Connect your ORCID iD | * _

ORCID iD not connected, please click on the button above to create or retrieve your ORCID iD.

| Save | | Retum to Menu
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Step 9: The Details of Nomination section requires an applicant to select the proposed institution. South African Higher Education Institutions
(HEI) will be listed on the drop-down list.

Under Funding Period the applicant is required to indicate whether funding is required for a semester or a full year.

Details of Nomination

=
Instructions

o Please complete all information below.

Applicant’s Institution | Select an option hdl @~

Funding Period ®) Full Year U Semester =
| Save | | Return to Menu
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Step 10: Under the Details of Degree section, applicants are required to fill in details of the degree, field of study that is being applied for and

information related to past studies and future intentions.

Under Degree/Diploma, please provide the name of degree you are applying for e.g. B Com (Accounting).

Details of Degree

=

Instructions

° Employed applicants in 2019 will not be considered.

° Average cumulative percentage mark for major subjects in the previous year or final year of undergraduate degree {add marks for all
courses/ modules of diploma/degree divide by number of courses/modules).

Level of this Degree

Degree/Diploma _
Field of Study

Department

Full/Part-time

Registration Year

Required Start Date

End Date

Cumulative Grade Point Average

Do you intend to continue to Master’s in the future?

When do intend registering for Master's?

| Select an option

| Select an option

(® Full-time ) Part-time *
2019

CCYY/MM/DD *
CCYY/MM/DD *
[ I+
® ves U No *

| Select an option

| Save | |Return to Menu |

In the cumulative grade point average block, applicants are required to enter an academic average by adding two major subjects relevant to

Honours degree applied for, in the final year of study of the undergraduate degree and divide these by the total number of major subjects.
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Step 11: Person History section is required for statistical purposes by the NRF.

=
Instructions

2 Proof of NSFAS or University financial aid scheme must be attached.

Previous studies funded by 1 NSFAS funded

] University Financial Aid

L] self funded

[ | other Government departments

] International donor funds

LI NRF Funded

[ I Mot funded from any other source =

Current degree funding [ 1 NSEAS funded
[ university Financial Aid
[] self funded
[| other Government departments
[ International donor funds
[ I NRF Funded
[I Mot funded from any other source =

Are you currently a DST-NRF intern O ves® No =

| Save | |Return to Menu |
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Step 12: The Attachments section provides specific instructions to upload attachments to the application. The applicant is required to upload
the following documents: (i) certified academic record, and in cases of outstanding fees academic record, applicant must attach an official letter
on a university letterhead stating that the transcript is not issued due to outstanding fees (Statements of fees won’t be accepted as proof) (ii)
proof of NSFAS or University Financial Aid funding to be attached where the applicant indicated they were funded by these sources, (iii) medical

certificate where applicant indicated that they have a disability.

Attachments

Ll
Instructions

2 Please consult with the Call documents to determine what attachments are compulsory. Please note that if they are not attachead, the
application will not be processed for reviewing.

o Capture an appropriate Description for the document to be uploaded.

@ Select the Document Type to be uploaded.

@ Click the Browse button below to select the file on vour local machine.

o Click on the Upload button to save.

2 Upload pages individually if document is larger than 4MB. (For rating applications, please see specific instructions in this section of
the rating application.)

= Please do not upload zip files. Acrobat reader has built-in security to prevent the opening of zip files by default {please read the article at
http: //forums.adobe.com/thread/520515 for more information).

Description Tyvpe | File Name | Edit | View | Delets
i ID Copy ID.doc & Wl (=]

| Add Ancther | | Return to Menu |
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Step 13: The final submit button will only be activated when all compulsory sections are complete, Press Final Submit and then OK to submit the

application.

If all the compulsory sections are complete and the final submit button does not appear, select any section and resave to refresh the application,

the final submit button should then be active.

Applications that are incomplete, contain incorrect detail or fail to comply with requirements, will be rejected. The application must be

completed in sufficient detail to allow for a comprehensive validation and institutional review.

4. Screening and Review Processes

4.1 Overview of the Screening Process

All submitted applications will be validated and screened by the various institutions for compliance using the eligibility criteria specified in the

call documents. Institutions will reject applications that fail to meet the stipulated requirements.
4.2 Overview of the Review Process

The NRF’s peer review policy requires that all applications are subjected to a review process. Applications submitted under this call will go

through a competitive institutional review process.
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5. The Designated Authority Nomination and Award Processes

The review process will follow the steps shown in the diagram below:

Call for Honours / B-Tech
Block Grants opens on NRF

Online Submission System for
individual applications

DA Receives applications and evaluates them

v

GMSA Creates UID on Phoenix per

institution according to signed funding

Application Accepted decisions

Application for review

Rejected for
funding

DA approves applications on NRF Online
Submission System, uploads relevant
documentation and cantures UID

|

System creates Nominations for the relevant
uiD

¥

. o A _ NRF pays
GMSA Staff review Nominations and Institution claims funds T E e
prepares & approves release

claim
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The NRF will allocate a set number of bursaries to each university, based on institution historical uptake of grants, equity targets, expressed need

and the available budget. Institutions will use a standard score card (Please refer to the Framework document) provided by the NRF to evaluate

each application. The NRF will reject nominations / applications that fail to meet the stipulated requirements.

6. Application Feedback and Disputes

Applicants must enquire with their institutional designated authorities (DAS) regarding the applications outcomes.

7. Application and Nomination Process Timelines

The call will be accessible on the NRF Online Submission system at: https://nrfsubmission.nrf.ac.za from 05 September 2018. The NRF
deadline for submission of applications is 14 December 2018.

Applicants must ensure that they adhere to their institution’s internal closing date for submission of their application to allow for internal
institutional screening and review.

Institutions will nominate students for a bursary award on the NRF Online Submission System, based on the Block Grant allocation to each
institution and set equity targets. This nomination process will take place from 23 January 2019 to 28 February 2019.

NRF will review the nominations and communicate the outcomes to the institutions.

If the nomination is approved by the NRF, the institution will have to upload and submit the duly signed and initialled agreement form and all
the relevant documentation no later than 22 March 2019.

Unspent or unclaimed institutional funds under this allocation will automatically be cancelled by 28 June 2019.

Institutions must report on student completion by 31 March 2020 on the NRF student completion database.
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