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1. LOGIN TO RIMS 

URL FOR RIMS: https://rims.ufs.ac.za 

 

 

 

 

 

 

 

 

 

Login address  

LOGIN 

Type in Username and Password 

Click “Research Output” 
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2. CAPTURE ACCREDITED JOURNAL 

 

 

 

 

Click “Create New Submission” 
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CHANGE THE “PRIMARY INSTITUTION CONTRIBUTOR”
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If the “internal contributor” affiliation to a campus/department is not correct or authors 

not on the RIMS system please sent an email to Lelani Oosthuizen at 

oosthuizenL@ufs.ac.za . The following information is required: author’s initials and 

surname, affiliation and personnel/student number. 

 

EDIT – EFORM 

 

For late publication (2017 date) change “Publication Year” 2017.  Please send a 

motivation letter from the publisher for late submission together with the article to DRD. 

Error or negligence is not a satisfactory reason for late submission. 

Click “Journal Article” 

Reporting & Publication year set as default 

mailto:oosthuizenL@ufs.ac.za
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SELECT ACCREDITED JOURNAL 

 

 

 

 
 

 

Select 1 (ONE) journal in the following order from the drop down list: 
1. 2018 – IS Combined List 
2. 2018 – IBSS Journals 
3. 2018 – Scopus Journals 
4. 2018 – Norwegan List 
5. 2018 – SiELO List 
6. 2018 – DHET Journals 
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PAGE DETAILS 

Complete “Journal Page details” – only numbers NOT ‘/? 

 

NB: Please remember to “SAVE”. Save button – top, on left side of Eform 

 

DIGITAL OBJECTIVE IDENTIFIER (DOI) NUMBER 

 

 

If a DOI number is present on an article it needs to be 

submitted on the e-Form   
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INTERNAL AND EXTERNAL CONTRIBUTORS 

Sequence of contributors needs to be the same as it appears on an 

article. 

Internal Contributors 

If the “internal contributor” affiliation to a department is not correct or authors not on 

the RIMS system please sent an email to Lelani Oosthuizen, oosthuizenL@ufs.ac.za . The 

following information is required: author’s initials and surname, affiliation and 

personnel/student number. 

 

 

 

 

Select contributor (staff number) affiliated to 

the department/campus as stated on hard copy 

 

mailto:oosthuizenL@ufs.ac.za
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NB: Students who published have in most cases a personnel number.  Select the 

student’s staff number, affiliated to the department as stated in publication. 

NB: Where affiliation of the student is “Research Development”, please send the name 

of the student, staff number and department via e-mail to Lelani Oosthuizen, 

oosthuizenL@ufs.ac.za .  The student will be linked on the RIMS system to the correct 

department as stated in publication. An e-mail will be send to you if the student is linked 

to the correct department. 

 

  

mailto:oosthuizenL@ufs.ac.za
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External Contributors 

External authors MUST NOT be added as “Default Sponsor”. 

1. EXTERNAL CONTRIBUTOR - CONTRIBUTOR ON RIMS SYSTEM

 

 

 

 

 

2. EXTERNAL CONTRIBUTOR – CONTRIBUTOR INSTITUTION AVAILABLE IN RIMS SYSTEM 
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Example of affiliation on a publication:

 

 

 

2. Click “set” to add “External 

Institution/organization 

 

1. Fill in the fields as indicated 
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Click “Use Profile and Close” 
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3. EXTERNAL CONTRIBUTOR – INSTITUTION OF EXTERNAL CONTRIBUTOR NOT AVAILABLE 

ON PUBLICATION: 

 

 

 

 

 

 

1. Fill in the fields as indicated 

 

2. Click “set” to add “External 

Institution/organization 
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Click “Use Profile and Close” 
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4. EXTERNAL CONTRIBUTOR – INSTITUTE NOT AVAILABLE ON RIMS:
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CREATING A NEW ENTITY
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KEYWORDS 

 

 

 

 

Click “Add” 
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ABSTRACT

 

 
 

IMPACT FACTOR (IF) OF A JOURNAL  

 
Journals only on the DHET list have no IF 

 
 
 

 
 
 
 
 
 
 
 

Click on “URL” to open the “ISI Web of Knowledge” to search. Only 

for the Impact Factor (IF) of Journals listed on the Web of Science 

(Science, Social Science & Arts & Humanities)  

For journals’ IF not on the ISI list, 

click on the SJR Scimgo Ranking 

list to open the “URL” 

Type the IF of journal in the field. 
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CESM CODES FOR PUBLICATIONS 
Only for publications qualify for subsidy according to the stipulated criteria of DHET 

Please ask the “author” for the correct CESM code. 
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RIMS (HYBRID) CODE FOR PUBLICATION 

 

 
Only for publications qualify for subsidy according to the stipulated criteria of DHET 

Please ask the “author” for the correct RIMS (HYBRID) code. 
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FINALISE SUBMISSION 
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SUPPORTING DOCUMENT 

NB: A hardcopy of the publication must be submitted to the Faculty Research 

Co-ordinator/Directorate: Research Development for all publications 

qualifying for subsidy according to the stipulated criteria from DHET. 
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After supporting documentation has been 

uploaded, submit the output for approval. 
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3. NON-ACCREDITED JOURNAL 

Follow the same steps as per page 4 with difference: 

 

TO CHANGE THE PRIMARY INSTITUTION CONTRIBUTOR SEE PAGE 3 

EDIT E-FORM 
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To complete see page 7 – 20 (adding contributors, keywords and CESM codes) 
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4. CHAPTER IN BOOKS/AUTHORED BOOKS/ CONFERENCE     

CONTRIBUTIONS 

TO CHANGE THE PRIMARY INSTITUTION CONTRIBUTOR SEE PAGE 3

 

EDIT E-FORM 

 

To complete see page 7 – 20 (adding contributors, keywords & classification codes) 
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Evidence of peer review attached to hard copy:

 

5. SEARCH TO VIEW/EDIT/DELETE 

QUICK SEARCH:   Search a publication number (ufs-28462) 

 

 

 

Search by Project

 

2. Type in “Last name or Publication number etc and “Search Icon” 

1. Publication display 
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6. PRINT E-FORM
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7. RUN REPORTS
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Click under “Institutional 

Reports” a report in your 

faculty.  
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8. SUBMISSION OF HARD COPIES FOR PUBLICATIONS 

Hard copies of publications that qualifies according to the stipulated criteria of DHET for 
subsidising to be sent to Faculty Coordinator/Lelani Oosthuizen. 

FACULTY SEND HARD COPIES OF 
PUBLICATIONS 

Economic and Management Sciences Igna du Plooy 

Education Elsa Bester 

Health Sciences  
Humanities Charne Vercueil 

Law Coreen Jooste 
Natural and Agricultural Sciences Liesl van der Westhuizen 

School of Open Learning/South Campus Nelia Oosthuyzen  

Theology Ronel Ellis 
Top Management and Supporting divisions Lelani Oosthuizen  

 

Contact details: 

Mrs Lelani Oosthuizen  

Johannes Brill Building 110 
Telephone: 401-3027 
E-mail: oosthuizenL@ufs.ac.za  
DIRECTORATE: RESEARCH DEVELOPMENT 
 

mailto:oosthuizenL@ufs.ac.za

