
This process flow outlines the steps a researcher must follow to log a pre-award internal approval via eRA. 
eRA pre-award internal approvals are divided into application and contract-stage approvals. This process covers the
contract-stage approval process. Contract-stage approval is required prior to accepting external funding. 

Contract-stage approval is required when (1) you are awarded a research contract from a funder or through a
commissioned/consultancy/industry-led contract for which there was no funding call and the process began with contract
negotiation with the funder/sponsor, (2) you did not follow internal procedures by completing an application-stage
approval, (3) you logged an application-stage approval, but the funder made the award based on revised budget or
contract terms and the eRA record must therefore be updated.

Click here to see which funding opportunities require internal approval via eRA

Stage Four: Contracting
Contract-stage approval process via UCT’s electronic Research Administration system (UCT eRA)  

Initiate a 
contract-stage

approval via UCT
eRA

Submit for
budget
review

Complete a contract
stage approval form

Complete key
information tab

Complete
Resourcing, 

ethics & 
biosafety tab

Step One Step Two Step Three

There are three key steps to logging a contract stage approval via eRA

Note: Only initiate contract-stage approval after
receiving official notification of your award. 

https://uct.ac.za/research-support-hub/era-system-era-pre-awards-application-process-internal-approvals/internal-approvals-faqs
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As the Principal
Investigator (PI),

you are responsible
for completing the

two tabs:
(Click blocks below

to jump to each
section)

Resourcing, ethics
and biosafety

Key information

Ensure you are
using your

researcher role
Log in to UCT

eRA

1 2 4 5 6 7

Navigate to
"add new
content"

Select "project
contract/

approval request"

Navigate to
"other funding

schemes”

Select the
appropriate

contract-stage
approval form

Complete the
form

Click for details
about the five

types of
application stage
approval forms
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3

Select "award
management"

Step One: Initiate a contract-stage approval via UCT eRA
Contract-stage approval process via UCT eRA

Click to login 
to UCT eRA

https://eraonline.uct.ac.za/converis/portal/overview?lang=en_GB
https://eraonline.uct.ac.za/converis/portal/overview?lang=en_GB
https://eraonline.uct.ac.za/converis/portal/overview?lang=en_GB


6

Select the
appropriate

contract-stage
approval form

1. Proposal approval for non-clinical trials
This form is the one most used for research grant applications to external funders. It is suitable for research projects that do not involve clinical trials. Observational studies
follow the non-clinical trials approval process.

2. Proposal approval for clinical trials
Use this form when your research project is classified as a clinical trial. Clinical trials involve participants receiving specific interventions based on a research plan/protocol.

3. Preliminary proposal approval
Complete this form when you intend to submit a letter of intent or preliminary application to an external funder. This is typically used for outline proposals or the first of a
two-stage proposal process. If you are invited for a second-stage proposal, complete the appropriate proposal approval form.

4. South African Medical Research Council Self-Initiated Research (SAMRC-SIR) programme grants
This form is specific to SAMRC-SIR programme grants. These applications require you to develop your own budget and do not require faculty finance approval. Approvals
go directly to the final faculty approver. This is only for SAMRC-SIR; other SAMRC grants follow the usual UCT eRA approval process apart from SAMRC postdoctoral
fellowships which do not require UCT eRA approval. 

5. Poliomyelitis Research Foundation (PRF) research grants and major impact project
This form is used for PRF research grants and major impact projects. These applications require you to develop your own budget and do not require faculty finance
approval. Approvals go directly to the final faculty approver.

Step One: Initiate a contract-stage approval via UCT eRA
Types of contract-stage approval forms and when to use them
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Note: The forms listed in 4 and 5 below are only available on UCT eRA when the specific calls are open



Funder
information
Funding
opportunity
information

Fund
information
Related
contracts

Step Two: Complete key information tab
Contract-stage approval process via UCT eRA
There are eight key sections requiring completion on the key information tab
Note: Click on each section to view the instructions and process
Click on the icon alongside to view screenshots directly from eRA
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Key
Information

Section

Project
Role

Section

Funder
Information

Section

RC&I
Input

Section

Key 
Dates

Section

Finance:
VAT

Section

1 2 3 4 5 6

Co-Funding
Section

Fund
Information

Section

7 8

Click to view
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1. Key Information Section

1 2 3 4

Select the type of
project application

from the 
drop-down menu

Select the
approval type

from the
drop-down menu

Give your
research

project a clear
title

Upload your
project

proposal or
protocol

Application stage
approval

Contract stage
approval

Select
application-

stage approval
when applying

for research
funding in

response to an
open call/
request for
proposal

Select contract-stage approval
if:

(1) you have been awarded a
research contract through
direct negotiation with the
funder-such as
commissioned, consultancy,
or industry-led projects
without a prior funding call
OR
(2) you previously submitted
an application-stage
approval, but the funder
requests budget or contract
changes after proposal
submission

TIP: The definitions
of each of these

approval types are
provided. Ensure

you select the
correct one

(1) New 
(2) Supplement/

revision 
(3) Amendment 

(4) Costed extension 
(5) Renewal

TIP: Ensure that
your project title

matches the
project title given

in the proposal

This doesn’t need to
be submission-

ready but should
include key cost

drivers (e.g.,
participants, travel,

personnel) for
budget review and

finalisation

PROJECT
PROPOSAL /
PROTOCOL

Step Two: Complete key information tab
Contract-stage approval process via UCT eRA

Click to view
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Step Two: Complete key information tab
Contract-stage approval process via UCT eRA

UCT is a
Sub-Applicant

2. Project Roles Section

5 6 7

Input the name of
each person

involved in your
research project

Select their role
from the

drop-down menu

Indicate whether
or not the role is
classified as a

reportable role

8 9

From drop-down
menu, select

‘investigator-led’ or
‘contract’ or

‘consultancy work’

Select UCT's role
from the drop-

down menu

10

Search for the
primary/lead

applicant from
the list

(1) Principal
Investigator 

(2) Co-Principal
Investigator 

(3)Co-Investigator

TIP: Definitions
of the various
role functions

are included on
the tab

TIP: Definition
of a reportable
role is included

on the tab

If it is not
available on the

list then type it in
the text box

provided

If you require
assistance log a call

with UCT eRA

Sub-Applicant

Sub-applicant: 
the institution that

collaborates with the
primary applicant,

contributing specific
expertise or

resources to the
research proposal

Primary
Applicant

Primary applicant:
the main institution
responsible for the

overall coordination
and submission of a
research proposal

Click to view
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https://uct.service-now.com/auth_redirect.do?sysparm_stack=no&sysparm_url=https%3A%2F%2Flogin.microsoftonline.com%2F92454335-564e-4ccf-b0b0-24445b8c03f7%2Fsaml2%3FSAMLRequest%3DjVJNb6MwEP0ryHcDJrgJVoiUTVQ1UreLmmwPezNmSC2BzXpM2v77pU5W7R426nX85n2Nlyj7LhvEevTP5hF%252Bj4A%252Beu07g%252BL8UpLRGWElahRG9oDCK7Fff78XWZyKwVlvle1ItEYE57U1G2tw7MHtwZ20gp%252BP9yV59n5AkSSj8jGe59TYl1jZPjHyNMgjxI0l0XZS10a%252B03wsdfaoTdxr5Sza1lvTaQNhtchyns9mnPKbHGiuVEvrtE5pluc5rxcqnbXzJMQg0a11CkLKkrSyQyDRbluS%252FcNmIdtFylkhGQCbF7zIeDMruJQ3NSxaNZ%252BAWElEfYKPVcQRdga9NL4kWZpxmjLKigObC85EymNW5L9IVF36%252BaZNo83xepn1GYTi7nCoaPVjfwgEJ92Ae5jQX%252B%252FxCRyGDidaslqGCkTw7D4f97od%252BfeiZHVFd5l8Zr9oDeLd725b2U6rt2jddfZl40D6KYN3I4Rz9NL%252F3wCLWZjohrYBKkaDAyjdamhIsrrI%252FvtxV38A%26RelayState%3Dhttps%253A%252F%252Fuct.service-now.com%252Fsaml_redirector.do%253Fsysparm_nostack%253Dtrue%2526sysparm_uri%253D%25252Fnav_to.do%25253Furi%25253D%2525252Fcom.glideapp.servicecatalog_cat_item_view.do%2525253Fsysparm_id%2525253D917969bbdb1d2200b1c870d9bf9619b9
https://uct.service-now.com/auth_redirect.do?sysparm_stack=no&sysparm_url=https%3A%2F%2Flogin.microsoftonline.com%2F92454335-564e-4ccf-b0b0-24445b8c03f7%2Fsaml2%3FSAMLRequest%3DjVJNb6MwEP0ryHcDJrgJVoiUTVQ1UreLmmwPezNmSC2BzXpM2v77pU5W7R426nX85n2Nlyj7LhvEevTP5hF%252Bj4A%252Beu07g%252BL8UpLRGWElahRG9oDCK7Fff78XWZyKwVlvle1ItEYE57U1G2tw7MHtwZ20gp%252BP9yV59n5AkSSj8jGe59TYl1jZPjHyNMgjxI0l0XZS10a%252B03wsdfaoTdxr5Sza1lvTaQNhtchyns9mnPKbHGiuVEvrtE5pluc5rxcqnbXzJMQg0a11CkLKkrSyQyDRbluS%252FcNmIdtFylkhGQCbF7zIeDMruJQ3NSxaNZ%252BAWElEfYKPVcQRdga9NL4kWZpxmjLKigObC85EymNW5L9IVF36%252BaZNo83xepn1GYTi7nCoaPVjfwgEJ92Ae5jQX%252B%252FxCRyGDidaslqGCkTw7D4f97od%252BfeiZHVFd5l8Zr9oDeLd725b2U6rt2jddfZl40D6KYN3I4Rz9NL%252F3wCLWZjohrYBKkaDAyjdamhIsrrI%252FvtxV38A%26RelayState%3Dhttps%253A%252F%252Fuct.service-now.com%252Fsaml_redirector.do%253Fsysparm_nostack%253Dtrue%2526sysparm_uri%253D%25252Fnav_to.do%25253Furi%25253D%2525252Fcom.glideapp.servicecatalog_cat_item_view.do%2525253Fsysparm_id%2525253D917969bbdb1d2200b1c870d9bf9619b9


Primary Funder
Not Available

Select “to be
advised” from
the dropdown

menu

Type the
details in the

comment box
provided

3. Funder Information Section

Step Two: Complete key information tab
Contract-stage approval process via UCT eRA

11

Indicate whether
the funder is
national or

international
using the

dropdown menu

12

Select the
primary funder

from the
drop-down menu

Primary funder: the
main institution or

entity that provides
the largest portion
of financial support

for the research
project

13Yes

TIP: Please read
carefully before
selecting “to be

advised”

14 Click to view
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Step Two: Complete key information tab
Contract-stage approval process via UCT eRA

15

Type the name
of the specific
call/scheme in

the textbox
provided

NOTE:
This is an

important field
for analytics -
please make

sure to
complete

16

Upload copies of
your draft budget

(if used)

TIP: If your funder
has a budget

template, use their
template.

You can upload
both your own and
the funder budget

DRAFT
BUDGET

Click to view

3. Funder Opportunity Information Section
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4. RC&I Section

Indicate whether
RC&I

action is required
by selecting yes

or no from
dropdown menu

18

Where RC&I is
required to act

as the authorised
signatory

i.e. sign a letter
or form and

return it you as
the PI to submit

Where RC&I is
required to
submit the

proposals via the
funder portal

(e.g. NIH,
Wellcome Trust,

UKRI, NIHR)

19

Use the comments
box to provide any

pertinent
information to RC&I

Select RC&I's role in
the submission

process

Yes: RC&I
involvement

required

17

Choose
“sign-off and

submit to funder”

Choose “sign-off
and send to PI to
submit to funder”

Click to view
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Step Two: Complete key information tab
Contract-stage approval process via UCT eRA

5. Key Dates Section

20

Select the funder
deadline from
the calendar

provided

21

The RC&I
deadline will

auto-populate
when you save

the form

Take note of this
deadline. As per
UCT’s internal
deadlines, this

date will be five
working days

before the
deadline

23

Select the
expected start and
end dates of your
research project

should it be
awarded

TIP: Ensure that
the start and end
date are aligned
to your budget

TIP: Remember
to check the

funder
requirements as

they often
specify the

earliest possible
start date

24

The system will
automatically
calculate the

expected duration
(in months) of your

project

22

Select the faculty
internal deadline

from the
calendar provided

Note: This must be
ten working days
before the funder
deadline if RC&I
involvement is

required, and five
working days
when it is not

Click to view



Step Two: Complete key information tab
Contract-stage approval process via UCT eRA

6. Finance VAT Section

25

Select the
correct SARS
definition for
the research

project

Basic Applied Contract

Basic - systematic,
original investigations
undertaken to acquire

new knowledge
without a specific
application in view

Contract research -
research activities

conducted under the
terms of a formal

agreement on behalf of
another entity, where the
entity specifies the scope

and nature of the
research to be conducted

Applied - original
investigations

undertaken to acquire
new knowledge with
a specific practical
aim or objective in

view

26

Select whether
students or

postdoctoral
fellows (on tax-free

stipends) will be
included in the

project by selecting
the appropriate

option from the drop
down menu

TIP: The
definitions are

available on the
tab

Click to view
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Step Two: Complete key information tab
Contract-stage approval process via UCT eRA

7. Co-Funding Section

27

Indicate whether the
funder requires a

financial co-
contribution or co-
funding from UCT

28

Provide the details
of the UCT

institutional
authority who has
agreed to provide

the support

29

Upload any
supporting

documentation as
proof/assurance

Financial or in-
kind resources

contributed to a
research

project by parties
other than the

primary funder (in
this case UCT)

Co-contribution
or co-funding

required

Click to view
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Step Two: Complete key information tab
Contract-stage approval process via UCT eRA

8. Fund Information Section

31

Type the SAP
number in the box

provided

32

Search for any
related research
contracts using
key words from
the project title

Is there an
existing fund for

the project?

This number
can be used
to track your

proposal

Applicable when:
There is an
extension of your
current funding
You are processing
a new proposal for
an existing
contract, or
You are processing
an amendment on
UCT eRA

Indicate whether
there is an

existing fund for the
project.

Tick Yes or No in
the boxes
provided

33

A UCT Pre-Award
record number is
assigned to your

application

UCT eRA will
automatically

generate a unique
application number

that begins with
“ERA”

30

Click to view
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Resourcing Ethics and Biosafety

1 2 3 4

Using the checkboxes to
indicate what facilities and
infrastructure your project
requires and how you will

access them

Complete the
declaration to

acknowledge that
you will develop a
data management

plan

Select the types
of facilities or

equipment you
require from the
dropdown menu

Complete the
questionnaire on

human and
animal ethics
and biosafety

For example under
your own

authority, under
the authority of
another relevant

party or if the
resources are new

and therefore
need to be

included in your
budget

Ethical
clearance

or exemption
certificate

6

Upload your
ethical clearance

certificate or
letter of

exemption
(if applicable)

Step Two: Complete resourcing, ethics & biosafety tab
Contract-stage approval process via UCT eRA

Indicate if you
require major
facilities and
equipment

(>R50k exc. VAT)

Major facilities and
equipment
required

Tick Yes or No in
the boxes
provided

5

Click to view Click to view Click to view

NOTE: This is not a booking
facility, but a way of

indicating the potential use
of facilities/equipment which

may be needed for the
research project.

NOTE:If
available, ethics
approval is often
not yet secured

during pre-
award.
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Click to view Click to view

Step Three: Submit to budget reviewer

7 8

Add your budget
reviewer

Complete the Preliminary
declaration by principal
investigator section by

checking the box
provided

9 10

Click “Save and
close”

Select your
budget reviewer
from the popup
box to move the
application to the

next step

11

Click ‘done’
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Budget

Contract-stage approval process via UCT eRA

Note: This is the
person in your
faculty that is
assisting with
formulating /

reviewing your
budget

Your application
now moves to

the budget
reviewer step in

the workflow

Tip: Ensure that you
select the correct

budget reviewer and
that the selected
profile is 'active'. 

Note: After the
budget reviewer
completes their

steps, you review
the Financial

Information tab,
ensure accuracy,

and, if correct,
check the “Final
declaration by

principal
investigator” box.

Complete the final
declaration by

principal
investigator

section by checking
the box provided

Click to view



Step Two: Complete key information tab
Contract-stage approval process via UCT eRA

1. Key Information Section
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This section of the form is to be complete by the principal investiator

The proposal approval process flow guide is available here

For FAQs please click here

Key Information*
Fields marked with an asterisk (*) are required

Type of project application *

Proposal approval (non-clinical trials)

Approval type *

New:  The first submission by a PI to a particular funding opportunity
Supplement/Revision: A submission to add and additional piece of work onto a current grant, this typically increases the scope of this 
project and involves submission of a new/updated project plan and budget
Amendment: A submission requesting a change to an aspect of a current grant (this may be a change to e.g. the protocol, the 
budget, the investigator involved)
Costed extension: A submission requesting a time to a current grant that will also involve a change in the budget (typically 
an increase)
Renewal: A submission to renew a current grant for a further period of time; this is typically invited by the funder and most often
involves submission of a new/updated project plan and budget

Select approval type

Project title *

English (GB) *

Please attach the project proposal or protocol here *
pleae note that the accepted file formats for uploads are; doc. ppt. pptx, pdf, ps, rtf, txt, xls, xlsx, gif, tif, jpg, jpeg, png

Upload new file 



Step Two: Complete key information tab
Contract-stage approval process via UCT eRA

2. Project Roles Section
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3. Funder Information Section

Step Two: Complete key information tab
Contract-stage approval process via UCT eRA
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4. RC&I Input Section

Step Two: Complete key information tab
Contract-stage approval process via UCT eRA

K
ey

 in
fo

rm
at

io
n 

ta
b



5. Key Dates Section

Contract-stage approval process via UCT eRA
K

ey
 in

fo
rm

at
io

n 
ta

b

Step Two: Complete key information tab



6. Finance VAT Section

Contract-stage approval process via UCT eRA
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Step Two: Complete key information tab



7. Co-Funding Section

Contract-stage approval process via UCT eRA
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Step Two: Complete key information tab



8. Fund Information Section

Contract-stage approval process via UCT eRA
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Step Two: Complete key information tab



Infrastructure and Staff

Contract-stage approval process via UCT eRA
Step Two: Complete resourcing, ethics & biosafety tab
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Research data management plan section

Step Two: Complete resourcing, ethics & biosafety tab
Contract-stage approval process via UCT eRA
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Major facilities and equipment

Step Two: Complete resourcing, ethics & biosafety tab
Contract-stage approval process via UCT eRA
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Ethics & Biosafety

Step Two: Complete resourcing, ethics & biosafety tab
Contract-stage approval process via UCT eRA
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Budget Reviewer

Step Three: Submit to budget reviewer
Contract-stage approval process via UCT eRA
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Preliminary declaration

Step Three: Submit to budget reviewer
Contract-stage approval process via UCT eRA
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Final declaration by Principal Investigator

Step Three: Submit to budget reviewer
Contract-stage approval process via UCT eRA
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