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Introduction 

This document is a guide that provides configuration and customization of the online research ethics 

application form to the respective Humanities ethics committee(s). 

To access the eRA live environment to start your application, here are the details below: 

https://eraonline.uct.ac.za/converis/portal/overview?lang=en_GB
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Logging in to the eRA System. 

1. Access the eRA system by using this link: 
https://eraonline.uct.ac.za/converis/portal/overview?lang=en_GB , click on Login at the 
top right-hand corner. 

2. If you are not already logged in to another UCT platform, you will be prompted to enter your 
UCT credentials to login. 

3. Once you have logged in, ensure that you are on the Researcher role 
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Initiating an Ethics application form 

 
Selecting an Ethics application form 

Selecting the applicable form type (Either the Pre-screening Student Questionnaire or the Full application 
form. 
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1. Click on the Add New Content button. 

2. From the dropdown, click on the Ethics Management tab, then select Ethics Application. 

3. A list of all the Ethics application form types will be displayed before you. From the list, scroll 
down and select the related Humanities Faculty application form. 
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Capturing an Ethics Application (Part 1) 
Completing an Ethics application form for review - Capturing information (Key Information tab) 

Instructions: 

1. Once the relevant form type has been selected, you may go ahead and complete the respective tabs as 
required. 

2. The first tab to be completed is the Key Information tab. Please read carefully through the requirements 
of each field and pay special attention to the areas where hint text is provided as a guide to completing 
the form. 

3. If the applicant is a student, ensure that the Supervisor is tagged on the form in the field provided, by 
clicking on the plus icon to search and add the name of the respective person. 

4. Once you have completed all the information on the first tab, please click Save at the bottom of the 
screen. This will allow for the system to generate and assign a System ID and Proposal Reference number 
for this application. 
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Capturing an Ethics Application (Part 2) 
Completing an Ethics Application form for review 

Capturing Information (Project Details tab) 
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Instructions: 

1. Since you have completed the first tab, you may now click on the Project Details tab. 

2. Complete the fields as required. Once you have completed all the relevant fields, click Save at the 
bottom of the screen to save the captured information. 
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Completing an Ethics Application (Part 3) 
Category: Capturing Information (Research Methodology tab) 
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Instructions: 

1. Navigate to the Research Methodology tab. 

2. Complete all the fields provisioned on this tab. Once you have captured all the required information, 
click Save at the bottom of the screen to save the captured information. 
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Instructions: 

1. Navigate to the next tab by clicking on the word More (or guided by the blue drop down 
arrow), then select the tab called Attachments. 

2. Complete the form as required, attaching the required documentations in the prescribed file 
format. You will do this by clicking on the File icon under the specified heading and searching 
for the file that you would like to upload. 

3. Once you have uploaded all the required attachments and completed the form to the best of 
your ability, click Save. 
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Capturing an Ethics Application (Part 5) 
Category: Capturing Information (Declaration and Faculty Review tab) 
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Instructions: 

4. Navigate to the next tab by clicking on the word More (or guided by the purple drop down arrow), then 
select the tab called Declaration and Departmental Review. 

5. Completed the relevant declarations by ticking the associated box. 

6. Then, click Save & Close. A popup box will appear. 

7. From the popup box, select the following option: 

- If the applicant is a Student, select the Supervisor review workflow step. 

- If the applicant is a Researcher, select the Committee Admin Post-EXCO review workflow step. 

8. Then, click Done. 

9. You will be returned to the Dashboard. 
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 Retrieving the Outcome letter 
Applicant should be able to retrieve an outcome letter once a decision has been taken 

Category: Generating an outcome letter 
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Instructions: 

1. Access the Switch role function, by clicking the drop-down arrow at the top right corner next to your 
name. Select the Researcher role from the available list. 

2. You can select the application by using the left navigation by clicking on Ethics Management, then the 
Ethics Applications tab. A list of Ethics applications will be displayed. 

3. Tick the box relative to the application you would like an outcome letter for. 

4. Then, in the action bar, click on Report. Click EAPL Outcome Letters, then Create report. 

5. Your Outcome letter will be generated in a PDF format and can be found in your Downloads folder, or 
at the bottom of your screen. 
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