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1. Introduction

This User Manual takes the form of a comprehensive guide outlining the steps involved in the External
Grants Module in relation to the Applicant.

ACCESSING THE SYSTEM

To access the RIMS system, follow the steps below.

RIMS Production environment: https://rims.samrc.ac.za

For SAMRC Members
Username: [SSO User Id]

Password: Related password

Welcome to RIMS@SAMRC

& System

For supporn please click here

Ccis e

For Non-SAMRC Members (when accessing the system, please use “External Account Login”) option.

Kindly access link to download the Registration User Manual for non-SAMRC Members

Kindly access link to watch the RIMS Registration Process for non-SAMRC Members Video

Kindly access link to download the

Basic Navigation user manual

Username: [Username provided by RIMS support]

Password: Password provided by RIMS support and click “Login”

rrrrrr

PoOTtEmIC ac 28 Eamans 8.17.0

Welcome to RIMS@SAMRC

s o System

For support please click hers

More:
SAMRC Account Login | Forgot password | Ressarch Portal | Registration

Please note that Non- \

SAMRC Members will first
need to Register on RIMS to
be assigned login
credentials. Click on the
external registration user
manual on the left to follow

the registration process. /

w


https://rims.samrc.ac.za/
file:///C:/Users/nmbunge/Downloads/RIMS+Registration+Process+for+non-SAMCR+Members+v5%20(1).pdf
https://rims.samrc.ac.za/converis/portal/detail/Support/18894632?auxfun=&lang=en_GB
https://rims.samrc.ac.za/converis/portal/detail/Support/17722187?auxfun=&lang=en_GB
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2. Capture SIR grant application form

Applicantfills in
Application Form

and changes status
to ‘Institutional
Screening’

Applicant (during
the time that
the grant is
open for
Applications)

2.1 Capture SIR Grant Program Form

)
Institutional
Administrator
checks application
form contents, adds
name of
Institutional
Approver and
changes status to
‘Institutional

Y
Institutional
Approver checks

Research Details,
Ly tlckslnst!tu'c'lonal O
Approval indicator,

and changes status
to ‘Submit to

Approval’

Description: Capture SIR Grant Application form

SAMRC’
N~

Roles: Applicant (a SAMRC Researcher is not permitted to apply for a SIR grant)

Category: SIR Application Form

Instructions:

1) Click on “Add New Content” tab.

2) Click on “Grant Application to the SAMRC”

3) Click on “Funding Call”

4) Click on “SIR grant application/project” and a new SIR application form will open on your

screen.

5) Select the “Instance of Grant Program for which application is being made” by performing

the following steps:
click on the plus sign.

start typing the name of the grant program.

click the plus sign alongside the correct grant program call name.
6) Select your organisation/institution’s name by performing the following steps:

click on the plus sign.

start typing the name of your organisation/institution.

click the plus sign alongside the correct name.

7) Click “Save” twice.

8) Progress to the next section of the form by clicking on the “Project” tab.
9) Capture Research Title, Abstract and Keywords in the text boxes provided.

10) Select the applicable Priority Area for the related project.
11) Provide start and end dates of the project.

12) Progress to the next section of the form by clicking on the “Project Team” tab.

Please note that the reason
for the double-click is that
this will alert the user to
the situation where their
institution does not have
an assigned institutional
administrator and/or an
assigned institutional
approver. If “Save” is only
clicked once, they will only
see this message when
next they click “Save” by
which time they might
have spent considerable
time filling in data.

13) Check the personal details displayed alongside your name. Read through the hint text to
understand the importance of the presence and accuracy of these details to having your

MRC\/.§
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Description: Capture SIR Grant Application form

application form considered by the SAMRC SIR grant team. Your application form must
not be submitted until all these personal details reflect accurately on the form.

14) Answer the disability and citizenship questions.

15) Capture Highest Degree, Year highest degree obtained and Years of research since highest
degree. If you have other degrees, capture these in the text box provided.

16) Attach your CV by clicking on the file icon and selecting a document from your files.

17) Acknowledge the PI's declaration by selecting the tick box.

18) If applicable, capture one or more Key Personnel by following the hint text provided.
Provide the person’s role in the project in the final column of the key personnel table.

19) Progress to the next section of the form by clicking on the “More” tab and then clicking
“Research Strategy”.

20) Capture information into each of the text boxes in this section of the form.

21) Progress to the next section of the form by clicking on the down arrow alongside the
“Research Strategy” tab, and then clicking “Milestones”.

22) Provision has been made for the capture of up to 5 Milestones, each with one or more
tasks that in turn have one or more Deliverables. Each Milestone has a start and end date.

23) Capture data for one or more Milestones relating to your research project.

24) Fill in Tasks and Deliverables per Milestone.

25) Progress to the next section of the form by clicking on the own arrow alongside the
“Abstract and keywords” tab, and then clicking “Outcomes”.

26) Capture “Short Description(s)”

27) Capture “Long Description(s)”

28) Progress to the next section of the form by clicking on the down arrow alongside the
“Outcomes” tab, and then clicking “Budget”.

29) Capture “Expected Costs of the Project”

30) Capture “Total Grant Amount requested from the SAMRC".

31) Capture “Budget Justification”

32) Progress to the next section of the form by clicking on the down arrow alongside the
“Budget” tab, and then clicking “Attachments”.

33) Download “SIR Grant Budget Form” and “SIR Grant Reviewer Nomination Form”
templates by clicking on the PDF icon provided for each.

34) Attach completed documents by clicking on the file icons of the “SIR Grant Budget Form”,
“SIR Grant Reviewer Nomination Form”, and “Ethics Clearance Certificate or letter from
Research Office”.

35) Click on “Save & close”

36) Click on “Institutional screening” as the next step.

37) Click on “Done” to submit the record.

The Grant Application form has now been created. To view the form:
38) Select “Grant Applications to the SAMRC” from the left navigation bar.
39) Your newly created form will be displayed, it’s status is “Institutional screening” (note that
it is not possible to make any changes to the form).

MRC\/.Y
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Description: Capture SIR Grant Application form

40) Click on “Edit” under the name of your grant program.
Screenshot(s):

Applicant

Add New Content

Grant Appligation to the
SAMRC é

Milestone

Key Personnel

Add new Grant Application to the SAMRC

Select the appropriate grant application to the samrc type

Grant Application to the SAMRC Information about the selected grant application to the samrc

w Funding Call e SIR grant application/project
MeDDIC Seed Fund

Grand Challenges grant application/project

SIR grant application/project o

()}
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Description: Capture SIR Grant Application form

New Grant Application to the SAMRC a

[ Application form in progress

Title Page * Project * Project Team * More * ~

VERY IMPORTANT:

Please ensure that you select the correct instance of the grant program for which you wish to apply before saving this form for the first time. If
this is not done, this form will not be filled in tly and your application will not be considered.

Application form

SIR grant application/project v

Research/Project P| *

If any of the details below are incomrect, please send an email notification to rims.suppot@mrc.acza and we will correct your details on our system

Name Organisation Research Area(s)

knowledge and Information Management Services (Office of the
Chief Research Operations Officer) —r

Applicant Organisation * e

Please select below the organisation/institution on behalf of which the research that is the subject of this application is being undertaken

The organisation/institution name will be South African Medical Research Council for intramural researchers, and the name of your University
or Organisation for all other researchers. Please do not select the name of your Research Unit/Faculty even if you find &t in the list.

If you are unable to find the name of your organisation/institution, please notify rims.support@mrc.ac.za. We will require your RIMS User Name and
the name of the g org tion/| »n. Unfortunately, you will not be able to capture your application until we have loaded the missing
organisation/institution onto our database

Name Acronym
South African Medical Research Council

Instance of Grant Program for which application is being made

Once you have selected the name of the related grant program into the table below, please ensure that the Form type required by the selected
grant program (first column in table) matches the Application form type above

o0

Before continuing, please select the 'Save' button at the bottom of the screen in order for the system to check the validity of your
selection above.

If you mistakenly sel d the i t of the grant program, please select the cancel button below, and then use the delete option to
delete this application form before starting a new one.

MRC))
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Description: Capture SIR Grant Application form

Title Page * Project * Project Team ‘@ More * ~

Project Information *

ResearchiProject Title =
Plzaze enter the title of your intended ressarch project below

Abstract *
Flease provide an sbstract for 3 technical sudience. 1,500 characters max, incleding spaces.

Text only: Mo special charscters or fommatfing. Ses instructions for details.

B I x x = i=

w=

Keywords [separated by semi-colons)

4

oHoze
Priority Area(s) for this research - please select one only * @
Hame Select applicable research priority area for this research
HIV, AIDS, TE and Other Communicable o
Dizzazes

Maternal, Child and Wamen's Health [}

Mon-communicable dizessss ]

Start Date of Project *

|

End Date of Project * 0

The remaining information in this section of the form is to be completed by your Institutional Administrator and Institwtional Awthorzer.
Please save your form and move to the next section: Project Team.

0o

MRC))
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Description: Capture SIR Grant Application form

Applicant Name *

Title Page * Project * Project Team * More * ~
The SAMRC'c Divicion of Cepaoity (RCD) 1e to oquity In and the oapaoity of
oroupe, medica Who ars Bisok, famale and jor dlcabied. Plence acclet ut 10 achisve Mece gosls By the
Information.

In order for your application to be considered, your personal details held on our database are required to be current and complete. If any of the
details in the table below are incomplete or incorrect, please send an email notification with updated information to rims.support@mrc.ac.za and
we will correct your details on our system. Please do not submit your application until all the values in the table below are refiecting correctly.
(Please note that either SA ID Number or Permanent Resident number or Passport Number or unique identification number in country of ongin is

required.)
[ ["Country T Research
Title Name Name Area(s)
Gender: Male
Population Group: Unknown
Date of birth: 2
Associate SA ID Number or Per Resident Number: =
Professor
Passport Number or unique identification number in country
of ongin: not applicable
Email
Do you have a disability (as defined by the Employ Equity Act)?
Everyone has the right 1o privacy, and no person s obliged o 3 disability. The purpose of this is 10 promote 3coess
for parsons with dsablives.
[Selec! Response to disabi Vv I
Citizenship @
[Seiect Citizenship v
Research/Project Pl information
Highest Degree(s)
PhD, DPhil, MD, MBChB, BChD etc
Z
e @
Year highest degree obtained, e.g. 2015 Years of research since highest degree
os o2
Other Degree(s)

Upload new file @

Principal Investigator Curriculum Vitae *

o
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Description: Capture SIR Grant Application form

Pl Declaration *
| herewith declare that to the best of my knowledge

o The work outlined in this proposal is my own original work and that the inputs, contributions and the work of others have been appropriately
acknowledged whers relevant.

o All co-applicants and collaborators listed in the proposal e awars of this proposs! and have agreed to their inclusion hersin.

o | have undertsken dus diligence to ensurs that the work proposed has not been done elsewhere in @ manner identical 1o or having an identical
procass and outcome as that which | propose to do.

o | have permission from the Head of DepartmentDivision/Faculty to undertake the proposed work within the precincts of said entity and will have
access to all required facilities and other forms of support.

o The work will b2 undertaken strictly according to accepted ethical and professional research practice, within the provisions and regulations of my
host institution nd any other applicsble national or internationsl prescriptions. | undenake to notify the SAMRC should there be 3 chanpe in this
status and | accept that the SAMRC has the nght to cancel or withdraw any awarded grant monies if and when there is a transgression of any law,
l=gal andlor ethical provision/requirements governing good research practice in the execution of the proposed work.

o The infarmation provided in this proposal is true, correct and accurate and | understand and accept that the SAMRC reserves the right to cancel
any grant awarded on the basis of false or inaccurste information.

o | accept that the SAMRC reserves the right to reject incomplete, inappropriste or inadequate proposals! spplications.

Pl ackn; lgement of declaration *
O
Key Personnel

Capture the names of your Key Personnel by clicking on the plus sign below, and again an the plus sign that appears. A popup form
will be presented on which to capture information for 1 member of Key Personnel. Once you have captured such detzils, select ‘Done”
and ‘Done’ again. You will be returned to this form. Once you have captured the names of all your Key Personnel in this manner, select
“Save’ at the bottom of your screen to save these names to the database.

Remember to capture the Role in the project of each of your Key Personnel.

Pleaes note that named persons will bs contacted by the SAMRC to confirm that they are aware of their name being Included on this appiication form.

o @

@ More * =

Research Strategy
Milestones
Outcomes *
Budget

Attachments *

10
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Description: Capture SIR Grant Application form

Title Page * Project * Project Team * Resaarch%egy -

Please complste the HTML text boxes in this section of the form with text only, i.e. no embedded tables or any other non-text extracts from other file
types. If absolutely necassary, attach such input under the Addional docurnents |abel in the Attschments section of this form, and reference the relevant
attached document(s) in your responses below.

Specific Aims
‘Specific Aims: Siate concisely the goals of the proposed research and summarize the expected outcome(s). [max 500 characters
{not wiords)]

B [ = ¥ EE i=

-
Background, Rationale, Significance, and Innovation

Background, Rationale, Significance, and Innovation: Describe the problem under investigation as a factor which contributes to
globsl, regional, or nationsl health challenges and why the proposed study is important to the science necessary for solving this
problem. [max 8000 characters (not words)]

-
Research Design and Methods

Research Design and Methods: Provide the research design and project or expermental plan that will be wilzed to answer the
questions being ssked. Address the feasibiity of the plan and how the approach will azcomplish the gosls outlined in the Specific
Aims. [max 8000 characters (not words)] Plesse download the Milestone Table document under “Atachments”, and once completed,
uplozd the fomn as an atachment.

fog?ﬂ“EEE:

o
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Description: Capture SIR Grant Application form

Environment and Resources

Environment and Resources: Deseribe the scientific environment in which the work will be done and instifutional and community
support or investment in the success of the research. [max 1000 characters {not words])

B [ x

)
Preliminary Data

Preliminary Data {f available): Discwss pilot studies and cutiine how the propesed work would build on previows werk. [max 2000
characiers (not words]]

B [ x #®

Research capacity development

Research capacity development: Indicate how the execution of the research project will contribute to the training of postgraduate
students, junior researchiscademnic i3, healkth personnel or community members where the reseanch will be undertaken and how it
will contribute to transformation at individuwal and'er institutional keved. [max 500 characters (mot words)

B [ x ¥

O
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Description: Capture SIR Grant Application form

Dizsemination and implementation of research results

Diszemination and implementation of reseanch results: Indicate the main avenues through which the results of the research will be
disseminated to the scientific/academic and public audiences. [max 500 characters (not wonds)]

B
)
References Cited
References Cited [max 8000 characters (not words)]
B [ x x EE i=
o)

Other SAMRC Awards

Other SAMRC Awards: Pleass indicate any other swards from the SAMRC received in the last 3 years andior cumrently held,
including the grant mechanism (e.g. Flagship, SHIF, Extra-mural Unit etc.), value of award, award pericd and project titke. [max 8000
characiers (not wards)]

B I x ¥ i= iz

o=
Other Funding

Other Funding: Please Bst any other funding you have applied for andfor received for the proposed project. [max 8000 characters
{not words)]

B | x ¥ = iz
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Description: Capture SIR Grant Application form

l carml ] “ sa.u.e & EIDEE

Milestona 1

Milestane Name

Title Fage * Project *

Milestone Description

lE-—-d of first stage of Research

"‘iJI

This will be cnoe we have

Tasks

| Deliverables

1. Gt dotuminianon n oeder

1. 100 Pazis of conschdzed dosumentanon

P

-~
1. Rignat g trbutons of documentation 1. Cr-boanded dabrbubcs of decurmentaton w
3. Complete distribution of documentation 3130 Compisted questonnares. -
Start Date End Date
|:|| 052024 -| [31 DE2024 'l =]
Milestone 2
Milestone Nams Wilgstone Description
| ) ‘ ‘ "
o
Tasks | Detiverables
| .
= o
Start Dabe End Date
| =) 5 s
Milestone 3
Milestorse Nams Milestone Deseraption
| | ) ®
Tasks Dwliverabies
Start Date

14
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Description: Capture SIR Grant Application form

Title Page * Project* Project Team * Outcomes * ~

In this section of the form, please provide an outline of whichever of the following outputs, outcomes or impact may be applicable:
- direct and indirect outputs
- direct and indirect outcomes

- impact of the h on the ad ement of scientific or health knowledge

-c ibutions the ch will make to improvements in either health or health outcomes.

Please list the outcomes in point form in the Short Description, and expand on each point that has been listed in the Short Description, in the
Detailed Description.

Short Description(s) @
2 3=

B | x% x

Detailed Description(s) of each outcnm@

B | x x i—

Qe

15
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Description: Capture SIR Grant Application form

Title Page * Project™® Project Team * Budget ~ @
The SAMRC can only support projects to a i of R200 000 per annum for the duration of the project. or a i of 2 years (i
comes first). It is that the Expected Costs may exceed R200 000 per . Hi . 8 Req 1 A which is more than the

stipulated amount of R200 000 will be rejected at point of receipt.

Please ensure that there is either a number or a 0 in all budget amounts in the table below

Expected Costs of the Project

Period 1 Period 2 Period 3
Consumables [ 0 ] [ 0 ] [ ? ]
16 a6 [0
Research Travel [ 0] [ 0] [ 0 ]
o6 16 16
Research Assistantship [ 0] [ 0] [ 0 ]
16 o6 16
Minor Research Equipment [ 0] [ 0] [ 0 ]
16 16 16
P—— I o) | |
16 016 16
Total Expected Costs (for office use only)
0 0 Q
e 16 a6
Total Amount requested from the SAMRC @
Period 1 Period 2 Period 3
Total Amount Requested [ 0] [ °] [ 0
s 16 16

Budget Justification

If there is a difference in the total expected costs and the total amount requested from the SAMRC, please explain how such
difference will be provided for as part of your budget justification below

B /| x x i= i
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Description: Capture SIR Grant Application form

Title Page * Project ™ Project Team * Attachments * ~

Download document templates:

Please download the template documents below. You will note that the template documents are in word format so that you can complete the
softcopy version on your pc. Once you have filled in the template form, please save your completed form in pdf format before attaching it under
the relevant heading:

E SIR Grant Budget Form e SIR Grant Reviewer Nomination Form

Attach completed forms below:

SIR Grant Budget Form *

Upload new file

SIR Grant Reviewer Nomination Form *

Upload new file
Ethics Clearance Certificate or letter from Research Office * @

Upload new file

Please note that the option below is to be used in EXCEPTIONAL CIRCUMSTANCES ONLY:
for required information about the research project that is unable to be captured in the Research Strategy section of this form

Additional document(s) in support of the research project

Upload new file

35

Set Status

Application form in progress
N3l S35 When fonm IS frst created

17
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Description: Capture SIR Grant Application form

Dashboard Grant Applications to the SAMRC (1)
Grant Applications to the Y lil
I R é Filter Export Report Dedupicate
Milestones
Select/ Deselect all Updated on vl \I; -~ 101501100 H41cf1py
Person Data

Deuxieme, Deux

Organisations South African Medical Research Council

Here is the tithe of the research

GIFPD: Self initiated Research : TEST SIR Geant Call 2 (21/09/2021-03/10/2023)

Edit

M institutional screening

Hotifications

Statistics

10150100 HM41of1pH

Expected Outcome:
e The application form has been created on the system.
e An email notification will be generated to the Institutional Administrator responsible for
the institution of the Applicant. The email will be labelled as SAMRC Grant: Institutional
screening of a grant application is required.

18
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3. Generate a PDF report of the contents of an SIR Application
Form

Description: Generate a PDF report of the contents of an SIR application form

AND INNOVATION MANAGEMENT SYSTEM

Roles: Applicant, SIR Program Team members and External Grant Reviewer
Category: Application
Instructions:

1) Login to the RIMS system with your designated RIMS role.
2) Click on “Grant Applications to the SAMRC” on the left navigation bar.

Cites  Journal Citaion Reports  Essential Science Indicators  EndNote

Grant Applications to the SAMRC (2)

Dashboard

Grant Applications to the
SAMRC

I
Ropart

1~
[«

Scientific Review
Applications

Select / Deselect all | Updated on | ol -

Notifications
Applicant, Newsir

University of Ggeberha
Here is the Title of the research..
GIPD: Seif Initisted Research : SIR Grant May 2024 (11/04/2024-17/07/2024)

Edit

Statistics

101501100 MHA10f1eM

M instiutional screening

3) Select the tick-box alongside the Applicant Name (or the Grant Reference number,
depending on the status of the application form concerned).
Click on the Report icon at the top of your screen.

Some additional rows will open at the top of your screen including the names of

4)
5)

available reports relating to grant application forms. Select the name of the report (SIR

Application Form).
6)
options: Selected items only (default value) and PDF Report format.
7) Click the Create report button.
The PDF report will be generated by the system and will be available under your Downloads

directory.

The SIR application form contents can be extracted to a PDF by selecting the following

Please note that if you
select an application
form for a different grant
type, or if you select
more than one SIR
application form, the
report will execute but
the contents will reflect
an error message
indicating that you have
made an invalid
selection.

]
19
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Description: Generate a PDF report of the contents of an SIR application form

Grant Applications to the SAMRC (2)
Yy & b

Filter Export Report Desuplicate

Report items o Report format
@ Selected items only ® POF
' Report for all items

SIR Application Form e

==

Select | Deselect all Updated on v | d - 10]501100 HMHA1of1PFM

Applicant. Newsir M institutional screening
University of Goeberha
Here is the Title of the research...
GIPD: Self Initiated Research : SIR Grant May 2024 (11/04/2024-17/07/2024)

Edit

e

Applicant, Newsir N institutional approvaliSupervisor
University of Ggeberha approval
Here is the research title

GIPD: Self Inttiated Research : SIR Grant May 2024 (11/04/2024-17/07/2024)

Edit

Expected Outcome:
e A PDFreport reflecting the contents of the SIR application form has been generated.

20
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4. Frequently Asked Questions (FAQs)

How to register on RIMS

Kindly access link to download the Registration User Manual for non-SAMRC Members

| am unable to login to RIMS

For SAMRC staff, ensure that you enter your SAMRC network username and password (i.e.
username= apaul and Password=XXXXXXXX) on the SAMRC account login screen.

For non SAMRC, please enter the username and password provided by RIMS support on the external
account login screen.

How to save the populated information on RIMS?

Select “Save” to save the populated information. Click “Save and Close” to change the status of the
application form.

( Logging Calls \

For internal SAMRC users

1. Kindly log a call via the SAMRC IT Helpdesk link
For external users

1. Kindly send an email to servicedesk@mrc.ac.za

\_ J

MRE:{
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