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This booklet serves as a quick guide to questions frequently asked by both researchers
and the research administrators who are responsible for the capturing of their
department’s research outputs. It is therefore divided into two parts namely General
Questions Relating to Research Outputs and General Questions Relating to the Capturing
of Research Outputs. Please note that the focus is only on the categories of research
outputs that are recognized for subsidy by the Department of Higher Education and
Training (DHET).

Departments annually submit their research outputs for the year n-1 for subsidy
purposes as well as inclusion in the annual research report. In every
department/centre/institution is a dedicated person who captures the outputs on an
electronic system, the Research Administrator (RA system). Closing date for submissions
is the first Monday of February every year.

The DHET subsidizes research outputs in the following categories:
e Journal articles (research articles) in accredited journals
e Peer reviewed books/Chapters in books
e Peer reviewed published conference proceedings

See the following link for more details on the DHET policy.
http://www0.sun.ac.za/research/assets/files/Research Output Survey/Department of Education's p



http://www0.sun.ac.za/research/assets/files/Research_Output_Survey/Department_of_Education's_policy.pdf
http://www0.sun.ac.za/research/assets/files/Research_Output_Survey/Department_of_Education's_policy.pdf
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FAQ’s
Frequently asked Questions

General Research Outputs Questions

Journal related Questions

1.1.

1.2.

1.3.

1.4.

Is this journal accredited with the Department of Education ( DHET )?
The journals regarded as accredited by the DHET are those on the indices of
IS, IBSS and the local DHET list. It can be found at the followmg link:

]ournals html
Please note: Only the journals indexed on the indices of ISI (Indices for Arts &

Humanities Citation Index, Science Citation Index Expanded as well as Social
Sciences Citation Index ) are accredited and not necessarily all those on the
master list.

A journal is on the master list of ISI but not on the system used to capture
the research outputs, Research Administrator (RA).

According to DHET policy, journals on the Master List are not accredited; only
those on the three indexes of the ISI’'s Web of Science (see previous question).

A journal appears on one/more of the three ISI indices, but not on the RA,
what must [ do?

The journals on the ISI are updated about once every two weeks, whereas
updates on the RA are done on an annual basis. Therefore it is quite possible
that a journal can be newly added to ISI without being added in time on the RA
system. If that is the case, please contact the Research Office and the journal
will be added.

How can I search for accredited journals on the subindices of ISI?
Link to Accredited journals list:

http://www0.sun.ac.za/research/research-outputs-and-
accreditation/accredited-journals.html.

Page 3


http://www0.sun.ac.za/research/research-outputs-and-accreditation/accredited-journals.html
http://www0.sun.ac.za/research/research-outputs-and-accreditation/accredited-journals.html
http://www0.sun.ac.za/research/research-outputs-and-accreditation/accredited-journals.html
http://www0.sun.ac.za/research/research-outputs-and-accreditation/accredited-journals.html

1t research | relevant outcomes | diverse ideas

I “RSITEIT
q STELLENBOSCH
UNIVERSITY

Researcl

Kesedrcn Home LuUr Stam Lontactus U Home
UNIVERSITEIT

@Stellenbosch

Research Information Research Research International Funding
& Strategy Support Contracts & Capacity Development
English
Accredited Journals Alrikaans

The following lists are regarded as accredited journals by the Department of Education (DoE)
Journals appearing on the IBSS

» International Bibliography of the Social Sciences (IBSS)

1. Click on the sub
indice you wish to

search
List of approved South Africanjournals ... g
Journals which do not appear in the above mennoned international indices but whose seat of
publication is in South Africa and which meet specific criteria (also available below), can be
included in this list.

Journals appearing on the 3 indicies of the 1S

e Science Citafion Index
# Social Sciences Citation Index
# Arts and Humanities Citation Index

# Minimum criteria to be eligible for inclusion in the list of approved journals (.doc)
o List of approved South African journals as maintained by the DoE (_pdf)

Home » Accredited Journals
http://www0.sun.ac.za/research/research-outputs-and-accreditation/accredited-journals.html

THOMSON REUTERS

SCIENCE

HOME | ABOUTUS | PRODUCTS & SERVICES | PRESSROOM | SUPPORT | CONTACTUS | Site Search

SEARCH

Science - Master Journal List - Journal Search

JOURNAL SEARCH

SCIENCE CITATION INDEX EXPANDED

o [SSN

2. Click on
VIEW JOURNAL LIST View | 5t of all Jﬁﬁ@ rch 4

AVAILABLE NOW!
2010 JOURNAL
CITATION REPORTS

WVIEW SUBIECT CATEGORY View a list of all journals covered in a specific category

LEARN MORE > VIEW JOURNAL CHANGES Wiew a list of all journal coverage changes
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SCIENCE

: THOMSON REUTERS

Science - Master

3. Please note that
Rone can search by

JOURNAL | :
e Word, Full

ENTER A TITLE WORD, FULL TITLE, OR ISSN:
Title Word: Enter as CELL or CELL*

Full Journal Title: Enter as JOURNAL OF CELL
TRANSPLANTATION or JOURNAL OF CELL*
ISSN: Enter as 1234-5678

Full Journal Title
ISSN

AVAILABLE NOW!
2010 JOURNAL
CITATION REPORTS

LEARN MORE >

SCIE
S

Science - Bk

. To search for the journa
Musculoskeletal Disorders, by Title
Word or Full Journal Title, type in
- *disorders and click on enter on your

THOMSON REUTERS

sensmve

disorders | ENTER A TITLE WORD, FULL TITLE, OR ISSN:
Full Journal Tifle J Title Word: Enter as CELL or CELL*
. Full Journal Title: Enter as JOURNAL OF CELL
AVAILABLE NOW! TRANSPLANTATION or JOURNAL OF CELL*
|SSN: Enter as 1234-5678
2010 JOURNAL

CITATION REPORTS

r‘ . .
_ These are guidelines
LEARN MORE > on how to search
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HOME | ABOUTUS | PRODUCTS & SERVICES | PRESS ROOM | SUPPORT | CONTACTUS

Site Search
SEARCH
Science - Master Journal List - Journal Search - -
5. All journals with the word
JOURNAL SEARCH "disorder" will show
Search Terms: * DISORDERS
Total journals found: 20
THE FOLLOWING TITLE(S) MATCHED YOUR REQUEST:

AVAILABLE NOW! Journals 1-10 (of 20)
2010 JOURNAL  |PUNDEEEN

CITATION REPORTS

ALZHEIMER DISEASE & ASSOCIATED DISORDERS
Quarterly ISSMN: 0893-0341

LIPPIMCOTT WILLIAMS & WILKINS, 530 WALMUT ST, PHILADELFHIA, USA, PA, 19106-3621
Coverage

LEARN MORE >

IS DAY IN SCIENCE AMYLOID-JOURNAL OF PROTEIN FOLDING DISORDERS
— NOVEMEER 09 Quarterly ISSN: 1350-6129

. . INFORMA HEALTHCARE, TELEPHOME HOUSE, 69-77 PAUL STREET, LONDON, ENGLAND, EC2A 4L0
In 1921, Albert Einstein is

o Coverage
awarded the MNobel Prize in

Physics for his work with the
photoelectric effect. BIPOLAR DISORDERS
Bimonthly ISSN: 1398-5647

WILEY-BLACKWELL, COMMERCE PLACE, 350 MAIM 3T, MALDEM, USA, MA, 02143
Coverage

BMC CARDIOVASCULAR DISORDERS
Irregular ISSM: 1471-2261

AMYLOID-JOURNAL OF PROTEIN FOLDING DISORDERS
THIS DAY IN SCIENCE

— NOVEMEBER 09 Quarterly ISSN: 1350-6129
. INFORMA HEALTHCARE, TELEPHONE HOUSE, 69-77 PAUL STREET, LONDON, ENGLAND, ECZA 410
In 1921, Albert Einstein is Coverage

awarded the Nobsl Prize in
Physics for his work with the
photoelectric effect

6..The journals are listed
Em"atlég_h?ah}eﬁeall . Scrol

NILEY-BLACKWELL, COMMERC

CE, 350 |;| ST, 14
down to search for "BMC

Musculoskeletal

BMC CARDIQVASCULAR DISORDERS
requl . Disorders [

EM, USA MA, 02148

o0 DOM, ENGLAND, WC1K 8HL

Coverage

EMC MUSCULOSKELETAL DISORDERS

. ool AT D
= -

BIOMED CEMTRAL LTD, 236 GRAYS INN RD, FLOOR 6, LONDOM, ENGLAND, WC1X 8HL
Coverage

CNS & NEUROLOGICAL DISORDERS-DRUG TARGETS
Bimonthlv IS3N: 1871-527

AH, U ARAB

If the journal does not display in the list
it means it is not included on that
subindice of ISI

[

Do I have to provide the whole article when submitting for subsidy?

Submit only a good quality copy of the front page of the finally published
article on which the following must show:
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1.6.

1.7.

1.8.

1.9.

The name of the journal,

title of the article,

volume number,

year of publication,

page numbers,

Names of the authors with their affiliation.

Please highlight this information on the supporting documentation.

If one of the above information is not printed on the front page of the article;
include those pages on which the information is printed. If the affiliation of the
author is nowhere mentioned in the journal, provide proof of SU affiliation
obtained from the Human Resources.

Submissions of articles from databases like PubMed is not sufficient if they
only state the abstract (as appose to the full article) and not the affiliation of all
the authors (in most cases only the affiliation of the first author is stated).

How do you determine for which year subsidy can be claimed?

According to DHET policy in the current reporting year (n) outputs with a
publication date of the previous year (n-1) can be claimed. For example in
2014, research outputs published in 2013 has to be submitted.

The DHET also allows claims for publications of two years prior to the
reporting year (n-2) provided that subsidy was not allocated the previous year
and that a signed motivation stating the reason for the late submission
accompanies the publication. The only valid reason for a late submission is that
the publication was not available by the time of submission.

Is there a second survey for submitting journals articles?

No, the second survey for journal articles ceased to exist after the new DHET
policy was implemented in 2001. If an article is not available prior to the
submission date during the first week of February of the reporting year, please
contact the Research Office. If possible, we will do our utmost to include it
provided it is available before the annual auditing of research articles which
takes place end of April/beginning of May each year.

I was previously employed at another institution but want to submit the
article at Stellenbosch University. Is it possible?

Stellenbosch University can only claim subsidy for research outputs of authors
who are affiliated to SU at the time of the publication. However, this is often a
grey area and situations are mostly dealt with on an individual basis. Please
contact the Research Office for further assistance. However, please note that if
the main address on the publication is that of another higher education
institution, SU cannot claim subsidy for that publication.

How do | handle people that are not formally employed by the University, for
instance, can I put a contributor whom is affiliated with a private

institution (example practitioner, teacher, etc. ) as affiliated to

Stellenbosch University?
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1.10.

1.11.

1.12.

1.13.

1.14.

1.15.

1.16.

All authors for whom subsidy are claimed for under SU, are either permanent
or retired personnel or postgraduate students. In the case of research fellows
and/or extraordinary appointments it will have to be confirmed via the Human
Resources Division in the form of a formal letter stating the individual’s
affiliation to SU.

The paper delivered at a conference was published in an accredited journal;
can | submit it for subsidy?

An output can only be submitted for subsidy once. If subsidy was allocated for
the paper in the conference proceeding, it cannot be submitted as an article.
Note: If the researcher is aware that the same publication is going to be
published in an accredited journal, it is advisable to rather claim subsidy for
the article than the conference proceeding.

| received subsidy for my article submitted but not for my student. Why not?
Most of the time, the affiliation of the student on the article reflects his current
work place. It is important that the student’s affiliation on the article shows SU.
Great care must be taken when the affiliation is given to the publishers. The
email address of an author is no proof of affiliation.

The volume number, page number, etc is not yet available. Is the DOI number
sufficient for submitting an article?

The DHET does not accept papers with a DOl number as the final publication
(unless it’s an electronic only journal). We have come across numerous cases
where a paper with a DOI had been submitted only for the final publication to
be issued the following year.

Where can | get the impact factor of a journal?

Journals on the ISI Web of Knowledge have an impact factor. This impact factor
varies from year to year. IS Web of Knowledge keeps an updated list on their
website. The impact factor of a journal can be obtained via SU Library’s portal.
Click on Journal Citation Reports - ISI on the link:
http://library.sun.ac.za/eng/finding/databases.htm#I

to access this database.

How much subsidy will I receive if I have dual appointments with two higher
education institutions (e.q. SU and UCT)?

The subsidy for that author will be divided between the two institutions.
Example if it is the only author, the subsidy allocated to SU, will be 0.5 subsidy
units. If there are two authors, the subsidy for the author in question for SU
will be 0.5/2 = 0.25 subsidy units.

Does an abstract qualify for subsidy?
Abstracts or extended abstracts of journal articles or proceedings do not
qualify for subsidy. (Should the researcher wish to report this output for the
inclusion of Research Report it may be captured for reporting purposes for
inclusion in the Research Report.)

Do all articles in accredited journals qualify for subsidy?
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Only original research articles, research letters, research papers and review
articles qualify for subsidy. Editorials, case studies, correspondence to the
editors, abstracts or extended abstracts, obituaries, book reviews, news
articles and advertorials do not qualify for subsidy, even if they are published
in accredited journals.

1.17. How do | access the the International Bibliography of the Social Sciences

(IBSS) list

The link below will take you to the accredited journal list
http://www0.sun.ac.za/research/research-outputs-and-

accreditation/accredited-journals.html.
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Questions relating to Books/Chapters in books

1.18. What are the requirements for a book to qualify for subsidy?

The publication represents original research and has not been claimed
previously in another format.

The target audience comprises academic peers and not undergraduates
(handbooks), contract workers or the general public.

Affiliation of the author with the SU is indicated in the publication.
Submission of proof of detailed peer review process prior to publication is
provided (note that a declaration that peer review prior publication is
insufficient). If the peer review does not appear in the preface, foreword or
introduction of the book, a letter or e-mail from the publisher indicating the
peer review process should be included.

Editors, whom had written chapters in books, cannot be the reviewer of the
book. Reviewers must always be independent from the SU.

Affiliation of the author with the SU is indicated in the publication.
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1.19.

1.20.

1.21.

1.22.

1.23.

1.24.

* The length of the book is a minimum of 60 pages (excluding references,
bibliography & appendices).

* Books with more than one edition, for which the prior edition(s) already
received subsidy, must be accompanied by the prior edition(s) for which
subsidy was allocated to as well as a written motivation (in English) in
which the new work done is clearly indicated.

Can I claim subsidy for editorial activities?
Editorial work does not qualify for subsidy. If there is a chapter in the book of

which you were the author, that chapter may be submitted for subsidy.

Can I include a copy of the book or chapters of the book as it is expensive to
post the complete book?

The DHET specifically requires the original book for books and chapters in
books.

What are the criteria for adequate peer review? / The book was published by a
reputable publishing house in another country, which have a different policy
regarding peer review. Can | submit the book? / I include several reports of
the book as proof of peer review prior publication.

It's necessary to provide us with written confirmation that stipulates the peer
review process that had been followed prior to publication (if it is not printed
in the foreword of the book) in full detail. This information can be obtained
from the publishers themselves; it's not necessary to provide us with peer
review reports as such if they are confidential. However, it would be useful to
include this since this constitutes a body of evidence that can be submitted
along with the publication... Reports/reviews of the book are usually post
publication and do not fit the criteria of evidence of peer review, but can be
submitted in addition to the peer review process

Does a book qualify for subsidy if it originates from a thesis?

Subsidy cannot be claimed more than once for the same research. A
substantially revised thesis can be submitted provided that it can be proven
that the new publication contains original research not previously published.

This handbook is the only or few books in a specific field. Does it qualify for
subsidy?

Handbooks do not qualify for subsidy. If there is a chapter in the book which
disseminates original research, subsidy can be claimed for these chapters
provided that a written motivation (in English) in which the new work done is
clearly indicated and that it adheres to the requirements as set out in point
1.17.

How do | know whether or not I have received subsidy for my publication(s)?
The person in your department responsible for reporting the research outputs,
has access to a subsidy report on the RA system where they can see whether or
not a publication has received subsidy, usually this information is only
available after publications had been submitted to DHET, which is about by the
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1.25.

1.26.

end of May each year. You may also contact the Research Office if you want to
follow up your claim.

When will we receive our books back?

If your submission had been successful, you'll receive your publication in
December of the reporting year (provided that DHET had sent back the
publications submitted to them). If your submission was unsuccessful, you will
receive it back after the internal review process i.e. about end of May of the
reporting year. All publications are sent back to the allocated Research
Administrative person in your department.

If the book is published in Afrikaans do we have to submit a summary in English?
All correspondence to the DHET must be in English. If the publication is in any
other language then English it must be accompanied by an A4 summary in
English of the book or chapter in the book.

Questions relating to Conference Proceeding

1.27.

1.28.

1.29.

What are the criteria for conference proceedings to qualify for subsidy?

In order to qualify for subsidy, conference proceedings have to be:

* Scholarly in nature;

* Not previously published

* Peer Reviewed prior publication on the whole paper (not just abstracts
and/or presentations);

* Based on research

* Have SU affiliation and

e Must have an ISBN number.

This is an electronic paper and it does not have an ISBN number. Why can’t it
be submitted for subsidy?

The DHET is very strict and at this stage, they do not accept publications
without ISBN numbers.

How much subsidy is allocated to international and national proceedings
internally?

The subsidy allocated internally differs for international and national
proceedings.

International conference proceedings are 0.3 subsidy units and 0.2 subsidy
units for national conference proceedings.
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Subsidy units allocated for the different categories qualifying for subsidy
by DHET and internally

Research Output = Subsidy units allocated Subsidy units allocated by SU
Categories by DHET
Accredited Journals | 1 1
Books Maximum of 5 subsidy Maximum of 5 subsidy
units depending on the units depending on the
amount amount of pages and authors
of pages and authors
Chapters in Book % of the pages of the % of the pages of the chapter
chapter to the book to the book
Proceedings 0.5 International Proceedings: 0.3
National Proceedings: 0.2
Water Research N/A Subcommittee B no longer
Commission subsidized WRC reports
Reports
1.30. Do one claim for all of the papers in the conference proceeding or is it just for

1.31.

1.32.

1.33.

specific papers in the publication?
Subsidy can only be claimed for a specific paper of which the author(s) are
affiliated to SU.

We have published papers delivered at a conference in a book format
afterwards. Do | report it as a chapter in a book or as a paper at a conference?
From 2009 onwards, conference proceedings published as a book must be
captured in the category: Proceedings International/ - National.

Is this an international or national proceeding?

It is difficult for the Research office to say if it is an international or national
proceeding if it is not one of the more common conferences proceedings, as the
location of the conference is not necessarily an indication of the type of
conference. If the title of the conference do not reflect the type of conference, it
is best to ask the researcher.

Can | claim subsidy for a peer reviewed paper of a conference proceeding in a
non-accredited journal?
Subsidy can not be given to a peer reviewed paper in a non accredited journal.




Research Reports

1.34. What type of reports can be submitted for subsidy?
Subcommittee B no longer subsidized WRC reports. No reports can be
submitted for subsidy.

Other

1.35. Where can | see how much subsidy our department has received for
publications that were submitted for subsidy purposes?
The person responsible for reporting research publications has access to a so
called subsidy report on the RA system where they can find a list of all the
publications that were submitted for subsidy as well as the units allocated to
each record (and author). You can also contact the Research Office if you need
the information in a different format (e.g. Excel).
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1.36. What is the subsidy for the different cateqories of research outputs?

Category

Research article

Peer reviewed
books & chapters
in books

Published peer
reviewed
conference
proceedings

Calculation of subsidy units for each category

Subsidy units allocated by DHET Subsidy units
allocated by SU
(for the purpose of
the SOS-funds)

A research article published in an Same as DHET
approved journal will be subsidised

as a single unit (1 unit)

A book may be subsidised to a Same as DHET
maximum of 5 units or portion

thereof, based on the number of

pages being claimed relative to the

total number of pages of the book. A

guideline of a minimum of 60 pages

and maximum of 300 pages will be

allocated per unit or proportions and

multiples thereof, if all the authors

are affiliated to the claiming

institution. A Book of 300 or more

pages receives the maximum subsidy

of 5 subsidy units.

If the book/ Chapter in a book, you
are claiming for has less than 300
pages, then the following formulae
applies:

=[number of pages claimed (chapter
pages)/300] X proportion of authors
X5 (maximum number of units)

or

=[number of pages claimed (chapter
pages)/60] X proportion of authors X
1 (minimum number of units)

Proceedings published as part of a International

peer reviewed non-periodical Proceedings: 0.3
research output from conferences, National Proceedings:
congresses, symposia or other 0.2

meetings where the primary purpose
of disseminating research results will
be allocated a maximum of one half a
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unit (0.5) if all the authors are
affiliated to the claiming institution.

Water Research Not recognised by DHET Subcommittee B no
Commission longer subsidized WRC
Reports reports

Please note the following applies for all categories: Units are always divided
equally between the number of authors. In the case where authors are affiliated
with two or more institutions, the subsidy for that individual is shared between
the claiming institutions.

1.37.  When is the Special Support Scheme, SOS, payable?
The SOS is payable into the S-Costing centre of every department the year after
the reporting year. Example, the 2012 research outputs is payable in January
2014.

1.38. Who can | contact at the Research Office regarding Research Outputs?

Who to contact for information on:

General enquiries about research Dalené Pieterse
outputs RW Wilcocks Building, Room 2048

(Stellenbosch and Tygerberg Campus) Tel: 021 808 3557
e-mail: mver@sun.ac.za

Use of Research Administration (RA) Felicia Mc Donald

(Stellenbosch Campus) RW Wilcocks Building, Room 2048
Tel: 021 808 2581
e-mail: fmcdonald@sun.ac.za

Use of Research administration (RA) Lee Louw

(Tygerberg Campus) Room 5009 A, Education Building
Tel: 021 938 9092
e-mail: leelouw@sun.ac.za

1.39. Our physical address?
We are situated in the RW Wilcocks Building, Room 2048, cnr of Victoria- and
Van Ryneveldt street.
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Questions Relating to the Capturing of Research Outputs on the RA

Journal related Questions

2.1.

2.2.

2.3.
2.3.1.

2.3.2.

2.4,

24.1

What is the link to the Research Administrator (RA)?
The link to the RA is: https://navadm.sun.ac.za/
Note that your INET key must be open to access this system.

I have forgotten my password?
The Research Office has no record of passwords. Usernames and passwords
are synchronized with your Novell username and password.

This research output shows in my research report; but I did not capture it.
Who is responsible for submitting the supporting documentation?

If a research output shows in your research report and you did not capture it, it
means that someone else from another department had captured it and one of
the authors is linked to your department. The department capturing the output
is responsible for submitting the supportive documentation.

The author is not affiliated with our department. How can we remove this
output?

[f the author is not affiliated with your department, contact the Research Office
so that it can be removed. Research Administrators can only delete outputs
which they had captured themselves.

I want to delete an output but | am unable to. What must | do?
In order to delete a research output, you must first delete the authors of that
specific output by opening the research output in question.

Open the output you wish to delete by clicking on the yellow icon.



RA : Data Entry : Research Outpu

Windows Internet Explorer

0o

B |g, https: f/navadm.sun, ac.za/DataEnkryOutputs. asp

V| % |§| |z| ‘Live Search ‘ ‘EEl

File Edit  Wiew
ﬁCUnvert - Select

Favorites

Toals  Help

Snagit i H“

& & [ERA : Data Entry : Research Gutput

[

@' @'@Pagev@holsv

e |

University of Stellenbosch
Research Administration

mrichter
Name: Marica West
Department: AARogerTest

MAIN MENU
R& Home

My Profile

Log cut of RA
Maintenance
Ezze Tables
Users

Approvers

Info about RA
whatis RAT

User Guide

FAQs

Support

Data Entry
Reszarchers
Research Qutputs
Copy in 2004 Outputs
Subsidies
Dacumants
Projects
Projects Bass Tables
Programmas

Worlkflow
Administration

my Projects

my Work Units
Projects User Guids
Reports...

“ou are here: Research Outputs - AARogerTest

Department: | AARogerTest

v | Select

Search: l:l Output Type: |(nnt selected)

¥ vear: [2009 PIEEES

Add Mew Research Output to Department AA&RogerTest

.

Output
_

1 | Journal Articles [subsidised)

How to 2dd multiple zuthers

2009 Hans M.J

| 2 [ Journal Articles (subsidized)

How to delztz a reszarch sutput

2009 | 2009 | Mc Donald, mamj

To delete this research output,
delete the authors first.

‘d Local intranet
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2.4.2. To update the authors make sure that fields “page from” and “page to” are completed.

Click on update next to “Authors.”

q

ellenbosch
stration

University of S
Research Admi

MAIN MENU
RA Home

Wy Drafile

Log out c_f_R_,-}
Maintenance
Bases Tables
Users

Approvers

Info about RA
What is RAZ

User Guide

FAQs

Suppart

Data Entry
Researchers
Resezrch Cutputs
Copy in 2004 Outputs
Subsidies
Documents
Projects
Projects Basz Tables
Programmes

Workflow
Administratien

my Prejects

my Wark Units
:ru_jgc_t& _U§E_r Guide
Reports...
Reports Master
Search for...

. Ressarchars
..Competencies
..Reszezarch Ourputs

You are here: Research Outputs : Update Details of a Research Output

MC DONALD , MAM 1, How to d

Type:
Title:

authors:

Report Year:

Output Year:

Subsidy Reguested?
Subsidy Approved?
Committee Approved?

Journal:

Page From:
Page To:
Page Range
volume:
Number:

Month/Season:

Note:

S RE MEnaaan

research autput, 4

[Journal Articles (subsidised) v

How to delete a ressarch output

[ italic ][ bold ][ superseript: 27 H subscript:x;

J (Refiesn ]

elect the text in the Title field, and then click the
en click the ref uttan and the report form at the
mply edit out the mark racters.

To use the mar
buttan for t
top of the pag

ant. If you want to
hown. To remove the e

[AUTHOR: Mc Donald , mam ;.| [Updats |

2009
2009

2 Click Update to

0O access the authors.

|

‘ Academy of Management Journal /IS1/IESS .!_Il

Search String: Search

1f the

rom and To text boxes - which only accept numb
oman Numerals) then use the Page R

1. Check that the page
numbers are completed to
access the authors.

The following note is uzed by Admini
Cutput

rs ONLY, for the purpose of providing hidden comments concerning the

2.4.3. Delete the authors, one after the other, by clicking on the Delete button on the
consequential screens.




=]

I

MAIN MENU
RA Home

Wy Profilz

Log out of RA
Maintenance
Base Tables
Users

Approvars

Info about RA
what iz RA?
Ussr Guide

Fags

Support

Data Entry
Resszrchers
Feszarch Qutputs
Copy in 2004 Outputs
Subsidies
Documents
Projects
Brojects Baz= Tables
Programmes

Workflow
Administration

my Prejects
my Work Units
Projects User Guide
Reports...

You are here: Persons Involved in Research Output

O S £ S

| add New Auther/Role to Research Output

Mc Donald, Auther 1 | AARogerTest

mzm. j Author 2

Back to Output Details

| Click DEL to delete
the author.

"F

23

MAIN MENU
RA Home

My Prafile

Log out of RA
Maintenance
Bzzz Tables
Users

Approvers

Info about RA
what is R&7

User Guide

FaQs

Support

Data Entry
Researchers
Rezezarch Outputs
Copy in 2004 Qutputs
Subsidies
Documents
Projects
Projects Bazs Tzbles
Programmas

Workflow
Administration

my Prejects

my Work Units
Erojects User Guide
Reports...

*ou are here: Delete an Author from a Research Output

You are about to Delete the following record. Click Cancel to back out of the delete operation, or
click Delete to continue deleting.

Ferson: |Mc Denald,

Seq: 1 |

Attended:

Department: |ABRogerTest |

Rolsg

\\

Click Delete to continue
deleting the author.

24.4.

-

f o

Click on back to output details to get back to the previous screen.

22

MAIN MENU
RA Home

My Brofile

Log sut of RA
Maintenance
Base Tables
Users

Approvers

Info about RA
whatis RAZ

User Guide

FAGs

Support

Data Entry
Ressarchers
Ressarch Outputs
Cepy in 2004 Qutputs

You are here: Persons Involved in Research Qutput

=w Author/Role t2 arch Output

ack to Cutput Details

Click "Back to Output
Details" to get back to
the previous screen.
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2.45. Click on save.

p—

MAIN MENU
RA Home

My Prafile

Log out of RA
Maintenance
Bass Tzbles
Users

Approvers

Info about RA
whazr is RA7

User Guide

FAQs

Support

Data Entry
Resszrchers
Resezrch Cutputs
Copy in 2004 Qutputs
Subsidiss
Documents
Projects
Projects Base Tables
Programmes
Workflow
Administration
my Brojects

my Work Units

#*MISSING AUTHORS/OTHER ROLES®*, How to d

Type:
Title:

Authors:

Report Year:

Cutput Year:
Subsidy Reguested?
Subsidy Approved?

Committee Approved?

=zearch output.

Journal Articles (subsidised) vl

How to delete 3 research output

ftalic bold [ superscript: 27 ” subscript:x;

and then click the
port form at the

(italic, bold,
ant. If

and the

ou v

imply edit out the

The following note is used by Administrat
utput

PrijsctsUseyGuide Journal: ‘ Academy of Management Journal /ISI/IBSS ]
Reports... .
B Search String: w‘]
Reports Master
Search for... rom and To text boxes -
e = o ric fzuch Ho n
..Ressarchers Eagcl numbe umeri ‘\zu.._l Roman Mum
: text box inste naone of ¢
..Competsncies
..Res=arch Qutputs Page From: I:
Page To: 10
Page Range
Volume: 25
Month/Season:

OMNLY, for the purpose of providing hidden comments con

rning the

Click on Save. :

2.4._6. Delete the output by clicking on the delete button on the right hand side.

University of § ¢ 1
& 5

o

er

MAIN MENU You are here: Research Outputs - AARogerTest

RA Home
My Brofils
Log out of RA

Department: | AARogerTest

1. Note that authors
are deleted.

Ressarch Outputs
Copy in 2004 Outputs

Subsidies

Documents
Projects

Projects Base Tables
Programmes

Workflow
Administration

my Projects
my Work Units
Projects User Guide
Reports...

Maintenance
aze Tzblas Search: | | cutput Type: [ (not selected) | Year: [2008

Users

Approvers

L LR H

What iz RA? | Add New Ressarch Output to Department AARag=rTest

User Guide

ol 1 Journsl Articles (zubsidizec) How to 2dd multiplz zuthars 2009 Hans M3
Support 2 | Journal Articles [subsidised) How to dzlsts = reszarch output 2009 | 2009

Data Entry

Ressarchers

2. Click on DEL to delete

the research output
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2.4.7. Click on delete to remove the record.

e

MAIN MEMNU
RA Home

My Brafile

Log out of R4
Maintenance
Bzzs Tables
Users
Approvers

Info about RA
whatis RA7
User Guide
FAQs

Support

Data Entry

Feszzarchars

esearch Outputs
Copy in 2004 Qutputs
Subsidies

Deocumaents
Projects

Brojects Bass Tables

Brogrammes
Workflow
Administration

my Projects

my Work Units
Erojects User Guide
Reports...

ou are here: Delete Research Qutputs

You are about to Delete the following record. Click Cancel to back out of the delete operation, or
click Delete to continue deleting.

**MISSING AUTHORS/OTHER ROLES®*, How to

ch output., Academy of

Click Delete to continue
deleting the research output.

|3

|

MAIN MENU
RA Home

My Profile

Log out of RA
Maintenance
Ezzz Tables
Users

Approvers

Info about RA
what is RA?
User Guide

EaQs

Suppaort

Data Entry
Ressarchers
Research Outputs
Copy in 2004 Outputs
Subsidias
Documants
Projects
Projects Bass Tables
Programmes
Workflow
Administraticn
my Projects

my Werk Units

Brojects User Guids

Reports...

You are here: Research Outputs - AARogerTest

Cepartment: |—\-1'\Ff‘.cgerTest v| Select
Search: l:l Cutput Type: |(nct zelected) v| Year: |2009 v| Select

- ) Report

Add Mew Research Output to Department A4RogerTest

1 Journzl Articles [subsidised) How te add multiple authors 2009 Hans M.J

ar

2.5. How do | capture more than one author/ multiple authors?

2.5.1. Click on Update next to “Authors”
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L

MAIN MENU
RA Home

My Brofile

Log out of RA
Info about RA
whatis RAZ

User Guide

FAQs

Suppert

Data Entry
Rezsarchers
Rezsezarch Outputs
Copy in 2004 Outpurs
Documents
Reports...
Feperts Master
Search for...
wResearchers
...Compsatencizs

..Research Outputs

¥ou are here: Research Outputs : Update Details of a Research Output

**MISSING AUTHORS/OTHER ROLES**, Ho ¢ multiplz suthor, 2/ *FMISSING OUTPU R ¥, **MISSING JOURNAL
VOLUME** : 1-10.

Type: | Journal Articles (subsidized) b

Title: How to add multiple authors

Authors:

™
Click on "Update”

Report Year: . o
nextto "Authors

Output Year:
Subsidy Requested?

Subsidy Approved?

Journal: | Southern African Forestry Journal v

Search String: | Search

E

2.5.2. Click on “Add new Author (role) to Research Output”

-

MAIN MENU
RA Home

My Brofile

Log sut of RA
Info about RA
Whatis RAZ

User Guide

FAQs

Support

Data Entry
Ressarchers
Ressarch Outputs
Copy in 2004 Outputs
Documents
Reports...
Reports Master
Search for...
..Ressarchers

wCompstencies

..Research Outputs

You are here: Persons Invelved in Research Output

Ad-‘ New Author Rcle to H _=rch Output

Back to Qutput Details

Click on "Add New Author/Role
to Research Qutput”

2.5.3. Click on the drop down list to the right of the field marked “Person”. Here you will find
an alphabetic list of the names of the personnel in your department.
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I

University of Stellenbosch michbar
Research Administration T West

MAIN MENU You are here: Add a New Author to a Research Qutput

RA Homz
My Brofile
Log sut of RA Person: ‘ (not selected) I ‘

Maintenance

Bzze Tablas

5 Seq: Griindlingh, TT (AAR}

e Hans, M.] 5
Aparovers Department: mam, j dy urits allocated) v =
Info about RA Role: -’
whar iz RAT N
User Guide Cverride Subsidy? [Van Besk, M

FAQs Subsidy Units:

SUEPDH
Data Entry 1. Select the author from
Feszarchers drop down list

Reszzarch Cutputs
Copy in 2004 Qutputs
Subsidies

Documaents
Projects =
Projects Bas= Tables
Brogrsmmes

Workflow
Administration

my Projects

my Work Units
Projects User Guide
Reports... b

2.5.4. Select the name, complete the sequence and department field and click on save.

|

|2

University of Stellenbosch
Research Administration

ode: mrichter
Marica West
AARogerTest

- Tvpemthe sequence., }mr to a Research Output
of the author |
My Profile J

Log out of RA Person: | Mc Denald, (A2RogerTest) v|

Maintenance Search for surname: Search
Base Tables

Seq:
Users q El

Approvers Department: |AARogerTest
Info about RA

what is RA?
User Guide Override Subsidy? O

idy Units:
(D =3

MAIN MENU
RA Hoeme

Role: |Author v|

FAQs
Support

2. Select the department,
where applicable.

Data Entry

Researchers

Research Outputs
Copy in 2004 Qutputs
Subsidies

Documents
Projects

Projects Base Tables

3. Click on Save.

Programmes

Workflow
Administration

my Projects

my Weork Units
Projects User Guide
Reports... b

2.5.5. Repeat steps 1 to 4 to add another author.

2.5.6. When all the authors are captured, click on “Back to Output Details” to get to previous
screen.
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MAIN MENU

RA Home

My Profile

Log out of RA
Maintenance
Base Tables

Users

Approvers

Info about RA
What is RA?

Uszar Guids

FAQs

Support

Data Entry
Researchers
Research Outputs
Copy in 2004 Qutputs
Subsidies
Documents
Projects

Projects Base Tables
Programmes
Workflow
Administration

my Projects

my Wark Units
Projects User Guide

You are here: Persons Involved in Research Output

Add New Author/Role to Research Output

Mc Donald,

Back to Qutput Details

N

Auther

Auther

to get to previous screen

—
Click on "Back to Output Details“J

1

al

S £ S [ Y

0.00
0.00

AARogerTest

How to add Names of authors from another department within the university:
1. Follow steps 1-2 mentioned above
2. Type in the surname of the person in the field marked “search for person” and

click on “search”

o~

—

MAIN MENU
RA& Home

My Profile

Log out of R&
Maintenance
Bazz Tzhles
Users

Approvers

Info about RA
whatis RA7

User Guide

Fals

Support

Data Entry
Fesezarchars
Research Outputs
Copy in 2004 Cutputs
Subsidies
Deocuments
Projects
Projects Base Tables
Programmes
workflow
Administraticn
my Projects

my Wark Units

Projects User Guide

Reports...

You are here: Add a New Author to a RlL

Person:

Seq:

Cepartment:
Role:

COwverride Subsidy?

Subsidy Units:

=y

1. Type in the surname. l

\

| (not zelected)

|

-

Search for surname: |du toit

o |

=
[earch e 2 Click on Search. J

| (zelect Department to which subsidy units allocated) v|

| Author

w

O

|
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- . - . « ” . . -
3. Again click on the drop down list to the right of “person” to find an alphabetical list of
all the names of personnel members in other department who adhere to the criteria,
and select the name. Complete the fields and click on save.
— r =
MAIN MENU You are here: Add a New Author to a Research Output
RA Heme
My Brofile
Log cut of RA Person: du Tait, O (Elektriese En Elektroniese Ingenie) e
Maintenance Du Toit, C (Rekenaarwetenskap) ~
Ease Tables P Du Tait, C ) o N
- Seq: Du Toit, CJ (Universiteitsonderwys (Uni-Ed))
sers du Toit, CO (Statistiek & Aktuariele Wetenskap)
Approvers Department: Du Toit, CWDM (Landbou-Ekonomie)
Info about RA ) it, D (Elektriese En Elektroniese Ingenie
e Role: Du Toit, &
L L ) e - du Teit, O (Chirurgie)
User Guide Cverride Subsidy? du Tait, O (Filosofis)
FAQs Subsidy Units: du toit, O {CSIR)
Support Subsidy Units: Du Toit, DA (Geografie En Omgewingstudie)
Du Toit, DA (Flant- en Dierkunde)
Data Entry Du Toit, DA (Sistematiese Teologie En Ekklesial) L
Researchers Cu Tcit,. DF (Anatomie En Histologie)
Du Toit, DF \
f:izea;‘zfu”:"g:iputs Du Toit, OF (Chirurgie) Select the correct author
¥ Du Toit, OF i
Subeidis= Du Toit, E (Toegepaste Wiskunde) from the: drop down list
Documents Du Toit, E
- Du Toit, E (Stellenbosch University)
HOTEES Du Toit, E
Projects Base Tables Du Toit, EA (Bewaringsekologie)
Programmes Cu Tc!t,. ED o )
Workflow Du Tuoit, EF (Fisiclogiese Wetenskappe)
i—.cmims;:ratlcn du Toit, EF (Geneeskundige Fisiclogie)
o Du Toeit, F (University of the Western Cape)
(e s Du Toit, F (Veekundige Wetenskappe)
my Wark Units Du Toit, FR (Politieke Wetenskan) £
Projects User Guide Du Toit, G (Privaatreg )
Reports... Du Toit, G b
Reports Master
Search for...
.Reszarchers w

2.6.

2.7.

2.8.

2.9.

2.10.

What must | put next to page range?
This field should be used if any combination of characters and numbers are to be
reflected with the page number e.g. S1-S10

What must | type in the page from and page to fields? There is no page number on the
article; only a DOI number.

Articles which are not in final print have no page numbers but only a DOI number.
Rather wait until you have the final publication and report it then.

When adding a new researcher, his institution does not show on the dropdown

list. What must | do?

If the institution is not on the drop down list, contact the Research Office so that it can
be added.

Must | capture an output again if | incorrectly captured it the previous year?
[t sometimes happens that an article with n-years is captured on the RA system the
year before. It is not automatically updated on the system. It must be captured again
the following year.

What is the shortcut to select a journal from the drop down list?

To save time, use can be made of the character “%” in cases where you do not wish to
type in the full name of the journal, e.g. instead of “Southern African Forestry Journal”,
type in “%forestry%” next to the “Search String”

2.10.1. Type in a characteristic word from the journal title and replace the outstanding words

with a %.
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Info about RA S
What is RA? 1
User Guide Type: Journal Articles (subsidised) v
FaQs Title: How to add multiple authors
Suppert
Data Entry
Ressarchers
Research Outputs
Copy in 2004 Outputs [ italic ][ bold H superscript: 27 ” subscript: x; ]
Documents
Reports... To use the markup buttons (italic, bold, superscript, subscript), select the text in the Title field, and then click the
e button for the effect you want. If you want to see the effect, then click the refresh button and the report form at the
ports Master - h . . .
top of the page will be shown. To remove the effect, simply edit out the markup characters.
Search for...
.Resesarchers Authors: |AUTHDR: du toit D_|[Update ]
wCompetencies Be .
port Year:
wResearch Cutputs 2008
Cutput Year: I:I —,
Subeidy Requested? 0O (2. Click on "Search =
Subsidy Approved? -7 -
Journal: | Sputhern African Forestry Journal // v|
i
Search String: \m;!% w}
Enter the Page range for output, using the Page From and To text boxes - which on cot numbers. If the
page numbers contain cther@Msracters or are P;l‘-l‘ume_’ic (suc_l* as Roman Mum Fn ange
text box instead). You MUST erfes page range in one of these formats. i Dpen drop
Page From: i down list
1. Type in %forestry% L
= To: " - "
sa=te next to "Search String
Number: v
2.10.2. Select the journal title on the drop down list.
Data Entry ~
Ressarchers p |
Research Outputs
Copy in 2004 Outputs [ italic ][ bold H superscript: 27 ” subscript: x; l Refresh
Documents
Reports... To use the markup buttons (italic, bold, superscript, subscript), select the text in the Title field, and then click the
Re button for the effect you want. If yvou want to see the effect, then click the refresh button and the report form at the
ports Master i, -
top of the page will be shown. To remove the effect, simply edit out the markup characters.
Search for...
.wRessarchers Authors: AUTHOR: du toit D.||[Update
..Compstenciss Report Year:
wResearch Cutputs 2008
Cutput Year: l:l
Subsidy Requested? O
Subsidy Approved?
Journal: Southern African Forestry Journal w
(not selected)
Agroforestry Systems /151
Forestry /ISI - . ~ L I & miiehere TE th
Forestry Chronicle /151 = ‘a?_e‘F cn:_al(il T|C~ te{xt_‘che‘s [:l wh IC.I |:C: Iti afce{kt él‘uml.e s._\Ir EI =
International Forestry Review /ISI F ' c_:[ Iﬁumef ;:Ic :_ucr 'a_ ;cmal umerals) then use the Fage kange
Journal of Forestry /ISI ge In one of these formats. =
P F . Morthern Journal of Applied Forestry /151
age Fram: Range Management and Agroforestry /151
. Southern African Forest
Page To: Southern Journal of Applied Forestry /151
Page Range Western Journal of Applied Forestry /ISI
Number: 1 Select the required
Manth/Seasan: ] Journal from the list
- o
@ Copyright 2002 Roger Layton Associates (Pty) Ltd (¥

2.11.

If there are more than 20 authors for an article, must | capture all?

It is of utmost importance to capture all the authors as it is indicated on the article. If

there are more then 20 authors, ensure that all SU authors are captured in the correct

sequence and list the last author as “Et Al”.
2.12. How can | format the title?

2.12.1.Type in the article title. Highlight the word you want to edit and click on the required

icon. Click refresh to see the effect.
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University of Stellenbosch User Code: meichter
Research Administration Name: Marica West
Department: AARogerTest

MAIN MENU
R4 Home

My Profile

Log out of R&

You are here: Research Outputs : Update Details of a Research Dutput

DU TOIT D. Die titel met subscripts 5 en subscripts *Wat van deéltekens en kappies, § & **MISSING JOURN
JOURNAL VOLUME®* : **MISSING PAGE/START OR PAGE RANGE®?,

FAQs 5_:|
[Suppert N Titles <I=Die titel =/I=met subscripts <5UB>2</SUB> en <B=subscripts</B> <=SUP>3</5 ]
I_){ta El‘!ﬂ - '_ " \izwan deeltekens en kappies, &

Researchers i | ;

- 1 Typeinthe -
complete article title

[ what iz RA
User Guide

AL

Type! Journal Articles (subsidized)

Ressarch Outpuif

@
Copy in 2004 O

| Documents | bold ] [ superscript: 27 ] [ subscript: x; J

- 5 . i ; ] i ; : ; = |
Reports Master e Duttons (italic, bold, superscript; subscript), select the text in the Title field, and then click the —

want. If you want to see the effect, then dlick the refresh button and the report form at the

et : To remove the effect, simply edit out the markup characters,
Rezzearchers

Authors:

.wCompetancias

Fessarch Outputs

Report Year!

Cutput Year: I:I

Subsidy Reguested? O

3. Click on the
formatting key

Subsidy &Approved? N

Journal: | |;Lnut selected) O‘FJ|
w: ‘ |[Sean:h ]
2.12.2. Here follows a list of the Shortcuts of the more common used letters.

[}

Alt + 0233

D>

Alt + 0234

é Alt+0235

1 Alt + 0239

i Alt + 0252

a Alt +224

(3 Alt +225
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Questions relating to Books

2.13. How must | go about to report a book or chapter in a book if | don’t want to submit it

for subsidy?

You capture it as for Books or Chapters in Books with the only difference that you do

not tick the “Subsidy Requested” button.

- ‘ [ | o]
MAIN MENU You are here: Research Outputs : Update Details of a Research Output
R& Home
Iy Prafile
Lag outnfRa MC DONALD . kfkg. fihikl, n.kn, Bshrain 2003:635 pp.
Info about RA
Whztis RAT .
User Guide Type: |EGC|<.5 .
FAQs Title: ichka
Suppert
Data Entry
Fessarchers
Research Outputs
Copy in 2004 Outputs [ italic H bold H superscript: 27 ” subscript 1 x; ]
Documents
Reports... To L e Title field, and then click the
Feports Master It;ru;i the report form at the
Search for... E - T N
.Rezearchers Authors: AUTHOR: Mc Donald .||Update
wwCompetenciss Report Year: o
wFResearch Qutputs l—ZDD—Q_I
Cutput Year: 2009 ~, =
Subsidy Reguested? @—‘! Note that " Subsidy ‘
. o :
SR AR ‘\-.___‘_ Requested?” is not ticked off
Publisher: [kl i
City n,.kn
e

Questions relating to Conference Proceeding
2.14. Must | submit the B4 forms with every conference proceeding?

[t is no longer necessary to complete and submit the B4 forms for conference

proceedings.

2.15. What title of the conference must | report?

It is of outmost importance that the conference title printed on the conference
proceeding must be typed in for reference for DHET especially when different

institutions claim for the same conference proceeding.

Masters and Doctoral completed
2.16. _How do I select the supervisor?

On the screen “Update details of Authors” next to role, open the drop down list and

select Supervisor
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2.17.

The student is getting his degree in March; can it be captured on the RA?

If it is official that the student will get his/her degree in March, than it may be captured
on the RA providing that it is captured only once.

Other

2.18. Where can | get the reports and Addendum A which I must submit with the rest of the

supportive documentation?

The reports are available on the RA system:
Annual Report: by Reports/ Reports Master/ 2013 < Select> / Annual Research

Report

Subsidy Report: Reports/ Reports Master/ 2013 < Select> / Report on subsidies by

department.
The Check list, Addendum A, can be obtained from the Research Office. It is circulated
to all the Heads of Departments in December.
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