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1. GRM LOGIN PROCESS:

• STEP1: Go to the University the Free State 

www.ufs.ac.za 
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STEP2: Click on staff and scroll down 

http://www.ufs.ac.za/


GRM LOGIN PROCESS:

STEP 3:Click on Staff Intranet STEP 4: Scroll down on the self-service option and 
click on PeopleSoft campus solution.
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GRM LOGIN PROCESS:

STEP 5: Enter your UFS login credentials STEP 6: Use the Duo mobile system to 
authenticate your identity
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STEP 7: Click on the drop-down arrow and select ‘GRM Supervisor’. 
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STEP 1: Click on ‘Research Supervisor Agreement’

2. SUPERVISION AGREEMENT 
Follow the steps below to sign the supervision agreement form after you have had a discussion with your student.
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STEP 2: Click on ‘OK’ and select the student you want to sign the  supervision agreement for. 
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2022123123 SURNAME, Name SURNAME, Name



STEP 3: Select the number of weeks as agreed with the student and type in additional conditions (if any) in the comment box. 
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STEP 4: To sign the agreement, select “Yes” next to ‘Supervisor Approve’ and click on ‘Save’.
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STEP 5: Click on ‘Search Results’ to go back to the list of students, then click GRM supervisor for supervisor homepage.  
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2022123123 SURNAME, Name SURNAME, Name



STEP 1: Click on ‘Candidate Management to display a list of your students. 

3. Candidate Management
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STEP 2: A list of your students will be displayed here. Click on ‘Candidate Management Record’ to open a student’s record. The 

following pages will go through the different components of candidate management. 

22022123123
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2.1. Supervisor Agreement: This shows the status of the agreement in relation to the student’s record.
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2.2 Status: Click on the ‘Status’ tab to see the status information of the student.
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2.3 Proposal: Click on the  ‘Proposal’ tab to see documents that the student uploaded. Click on ‘View’ to open the document.  
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Proposal: To upload a document, click on the ‘+’ .
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Proposal: Click on “My Device” to choose the document from your computer.  
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Proposal: Click on ‘Upload’  once you have located and selected the document you wish to upload from your device. 
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Proposal: Click on ‘Done’ to complete uploading. 
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Proposal: You have the option to choose whether you want the documents you upload to be visible to the student or not. Simply 

change the status under ‘Visible to Student’ to “Yes” or “No”.  
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Proposal: Click on ‘Save’.  
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Proposal: Should you wish to delete an uploaded document, click on ‘-’ to delete. 
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Proposal: Click on ‘OK’ to confirm that you want to delete a selected document 
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2.4 Title Registration: Click on the ‘Title Registration’ tab and select ‘change title’ to complete the title registration application for 

the student.
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STEP 1: Type in the correct title in the box, click on save and click done to save the title. 
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STEP 2: Click on the icon as displayed and then click on ‘Initiate Title Registration’ to open the application.
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STEP 3: Verify the correct ‘Description of study’ for the student in question. 
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STEP 4: Student details will be automatically populated by the system, click on the open field to type the field of study.
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STEP 5: Click on the details icon to provide details of examiners 
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STEP 6: Click on “Add” to upload additional supporting documents, e.g., Examiners CV
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STEP 7: Click on “My Device” to locate supporting documents
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STEP 8: Once you locate the file, click on the file you want to upload and click on open. 
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STEP 9: Click on upload and select done to complete attaching the file 
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STEP 10: Provide a description for the attached file in the highlighted field below. 
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STEP 11: Click on the (+) to add comments, add comments in the box then click on done. 
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STEP 12: Click on submit to complete the title registration process
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STEP 13: Click on status to view title registration status 
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2.5. Ethical Clearance: Click on the ‘Ethical Clearance’ tab to see the students’ uploaded ethical clearance approval document (if 

applicable) and then click on ‘View’ to open the document. 
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2.6. Chapters: Click on the ‘Chapters’ tab to see all the chapters that the student uploaded and then click on ‘View’ to open the 

chapters. 
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2.7. Supervisors:  The Supervisor’s details will be displayed under the ‘Supervisors’ tab. 

Surname, Name
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2.8. Supervisor Uploads: Under the ‘Supervisor Uploads’ tab, you will see all the uploaded documents by the supervisor(s). 
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The following section will show you how to complete the Annual Postgraduate Progress Report for your students.

Note: 

ONLY Students can start the process of completing the progress reports. Supervisors can only complete their part of 

the progress report once students have submitted their progress reports. 

4. Annual Postgraduate Student Progress Report
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STEP 1: Click on “Progress Reports” to see the status of the student’s progress report
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STEP 2: The “Report Status” will indicate “Awaiting the Student” if the student has not yet completed report and thus the 

supervisor will not be able to open the report until the student has completed a report.
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STEP 3:The “Report Status” will indicate “Awaiting Supervisor” as soon as the student has completed the report. Click on 

“View” to open and complete the student’s progress report. You will also be able to complete the progress report by clicking on the 

link that will be provided via the email notification you will receive as soon as your student completes their part of the progress report. 

Awaiting Supervisor
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STEP 4: Once the report opens, you will be able to view the student progress report, their milestones and comments. Supervisors 

can change the milestones submitted by their students (if applicable). 
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STEP 5: To finalize the report, verify that the student provided the correct milestones and then scroll down to the Supervisor 

Information. Click on “Satisfactory or Unsatisfactory”  to indicate the student’s progress for 2023 and then click on “Approve”
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STEP 6: The “Report Status” will indicate “Complete” as soon as the supervisor has completed the progress report and the 

student will receive a system generated notification via email that their report has been completed. The supervisor can click on 

“View” to see the completed progress report but will not be able to make changes.

Complete
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STEP 7: To sign out, click on the icon as indicated in the image below and click on “Sign Out”. 
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Centre for Graduate Support 

GRM Helpdesk contacts

Email address: GRMHelpdesk@ufs.ac.za,

Bloemfontein campus contact details (Johannes Bril building)

Katleho Nyaile: (Office No 11)

Tel no: 051 401 9011

Kenny Mokoena:     (Office No 5)

Tel no: 051 401 9642

QwaQwa campus contact details (EMS building)

Lethiwe Sokhela:     (Cubicle A9 & A11)

Tel no : 058 718 5292

Take note of the following:

➢ Supervisors can request GRM access and student-supervisor linking from the GRMHelpdesk. 51

mailto:GRMHelpdesk@ufs.ac.za
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