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Before you start PAUSE: 
 

 
 
 

What do you need to READ before you start? 
 

These are available as part of the call documents on the NRF Online Submission System or 

at the NRF Rating website https://www.nrf.ac.za/rating  

1. Definitions of Rating Categories: To see whether you are “ready” – benchmarking 

around the criteria for the C (quantity, quality, coherence, sustainability and 

conceptualisation) and eligibility for Y and P (see conceptual visualisation of 

categories in the figure below. 

2. Key Research Areas and Types of Research Outputs Boundaries and overlaps 

(KRAB): Read in relation to number 1 above to see whether you have the outputs of 

importance for the primary panel you must select, also to assist you with selection of 

specialisations. 

3. Benchmarking document: (see document 1 above and conceptual visualisation of 

rating categories in the figure below) 

4. Considerable International Recognition (B-category which build on C, relevant for 

narrative fields, self-selected best five research outputs in the past eight years (2014-

2021) and recommended institutional rating) 

5. Application Eligibility Types 

6. Guidelines for Selection of Reviewers 

7. Reviewer Response Template 

 

 

 

What do you need to have ready before you start? 
 

 Copy of your ID to upload under Registration Details 

 Have to be registered on ORCID (see https://orcid.org/) 

 Soft copies of your self-selected best five research outputs (see Step 5) 

 MS Word document to write up narrative fields sections (e.g. self-assessment 

completed research and ongoing and planned research), in MS Word as this will 

allow you to spell/grammar-check your work and also prevent the system from 

logging you off if you have not been active. 

 

  

https://www.nrf.ac.za/rating
https://orcid.org/
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Conceptualise the rating categories as follows (benchmarking 
around C) 

Established Researchers 

 
 

Emerging Researchers 

 
 
 

  

P
mini A’s

Y1 = mini 
B’s

Y2 = C in 5yrs time
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Conceptualise the Application process as follows: 
 

 
 

Weightings 

 
 
Please note that you can update your CV at any time (even if a call is not open).The field of 
“own contribution” (see step 3 below) for every research output is, however, only part of 
the data fields to complete for a research output record once you have created an 
application. It is seen as a rating application specific field (see step 2 below). 
 

  

CV
& Personal 
Information 

(Research 
outputs)

80%

Narratives
& Contribution to 

outputs 20%

Combine 
Rating 

Application

CV (50%)

•Registration Details

•Contact Details

•Qualifications

•Career Profile

•Research Expertise

•Personal Profile

•Research Outputs

•Primary Outputs

•Secondary Outputs 

• Patents

Narratives 30%

•Additional Details/Information

•Best Research Outputs in Last 8 Years 

•Attachments (of above)

•Best Research Outputs from Student 
Supervision in Last 8 Years

•Best Research Outputs Prior to Last 8 
Years

•Brief Description of Completed 
Research

•Self-assessment of Research Outputs

•Ongoing and Planned Future Research 

Application 20%

•Assessment Panel 

•Is your research 
interdisciplinary (IDR)? 

•Possible Reviewers 

•Excluded Reviewers

• Synergy between CV 
and Narratives
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Log in: https://nrfsubmission.nrf.ac.za 

 
 
 
 

Step 1: Update CV (My Details and My CV) (if call is not yet opened) 
 
 
Step 2: Create Application and complete Rating Application Specific Fields 
 
 
Step 3: Add “Own Contribution” for multi-authored Research Outputs 
 
 
Step 4: Complete Narrative Fields 
 
 
Step 5: Select “Best Five” Research Outputs 
 
 
Step 6: Attach copies of the “Best Five” 
 
 
Step 7: Select Primary Panel and Reviewers 
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Step 1 Update CV (My Details and My CV) 
 
Go to “My Profile” and update all the sections listed under “My Details”  
 
Important tip for applicants who have Contract Positions: 
“I was prevented from proceeding to create an application since I have not changed my 
appointment dates on your system. It took me a few days to find out that I had to make these 
changes before I would be allowed in.” 
 

 

Registration Details 

Contact Details 
 
 
Go to “My CV” and update/complete all the sections listed 
 

 
 

NB for rating applications the sections on  

 “Student Supervision Record” and  

 “Absence from Research” are not necessary to complete as these fields 

do not form part of a rating application 
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Qualifications 

Research Expertise 

Personal Profile 

Career Profile 

Primary outputs 

Books 

Chapters in Books 

Refereed/Peer-reviewed Conference Outputs 

Articles in Refereed/Peer-reviewed Journals 

Patents 
 

Secondary Outputs 

Keynote/Plenary Addresses 

Articles in Non-refereed/Non-peer Reviewed Journals 

Other Significant Conference Outputs 

Technical/Policy Reports 

Products 

Artefacts 

Prototypes 

Other Recognised Research Outputs 

Books edited by Applicant 
 

My Details 
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Registration Details 
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Contact Details 
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My CV 
 

 
 

Qualifications 
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Research Expertise 

 

Do not 
 field 

Do not add 

field (e.g. 

PhD 

Geology 
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For rating applications it is extremely important to add enough and detail level specialisations as 
these appear in the letter of invitation to the reviewers. They will not bother to assess the application if 
it is not fields of interest to them. 
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Career Profile 

 
 

 

Contract Position 
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Permanent Position 

 
Personal Profile 

 
 

Research Outputs 
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Primary Outputs 
 

Books 
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Chapters in Books 
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Refereed/Peer-reviewed Conference Outputs 
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 Articles in Refereed/Peer-reviewed Journals 
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Patents 

 
 

Secondary Outputs 
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Keynote/Plenary Addresses (please do not select Keynotes as one of your 
best five) 

 
 

 

Articles in Non-refereed/Non-peer Reviewed Journals 
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Other Significant Conference Outputs 
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Technical/Policy Reports 
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Products 
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Artefacts 
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Prototypes 
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Other Recognised Research Outputs 
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Books edited by Applicant 
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Step 2: Create Application and complete Rating 
Application Specific Fields 
 

 
 

 

Select List of Applications 

 
 

Then go to edit 
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CV –sections that will migrate when rating application has been 
created. 
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These fields are rating specific 

 

 

 

Application Information 

 
 

 

 



33 | P a g e  

 

Additional Details / Information 

 
 

Step 3: Add “Own Contribution” for multi-authored Research 
Outputs (only if you updated your CV first and have migrated the information when 

opening a new application) 
 

If you click on edit for any of the research outputs that you have migrated from your CV you 
will notice that a new field called “own contribution” now appears.  This is rating specific 
and very important: 

 
 
Collaboration and Contributions to Multi-Authored Research Outputs 

Where more than one person has contributed to the research outputs you have listed you 

must describe your own contribution (applicant’s contribution) to the team effort in this 

section. A percentage (%) of your contribution can also be included in the narrative.  

Reviewers need to have this information as this is an evaluation of an individual 

researcher.  

Possible examples of applicant's contribution could (i.e. not restricted to) address the 

following or a mix of the following:  

 Conceptualised idea for research 

 Methodology 

 Project administration 

 Supervision of postgraduate student 

 Formal analysis 

 Investigation 

 Writing (review and editing) 

 Writing (original draft) 

 Data curation 

 Validation 

 Lead and/or Corresponding Author 

 Funding acquisition 
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 Project leader/budget owner 

 

NB – You will not be able to “Final Submit” unless these fields are completed for 

every research output 

Step 4: Complete Narrative Fields 

Best Research Outputs from Student Supervision in Last 8 Years 
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Brief Description of Completed Research 

 
 

Self-assessment of Research Outputs 
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Ongoing and Planned Future Research 
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Step 5: Select “Best Five” Research Outputs 
Refer to documents 

1. Definitions of Rating Categories  

2. Key Research Areas and Types of Research Outputs Boundaries and overlaps 

(KRAB)  

3. Considerable International Recognition  

Important: 

 Please do NOT select Keynotes or PowerPoint presentations as they are not 

considered to be peer-reviewed research outputs – they are rather to be 

referred to in the narrative sections as testimony to peer recognition. 

 Do take care when you select them as they are to provide the reviewer with 

evidence of quality (both the research and publication outlets), independence 

(your own contribution to the research output must be significant), 

sustainability (not all from the same year); conceptualisation (the utilisation of 

appropriate research methods; assessment of research findings (literature 

consulted; substantiation of conclusions etc.) and coherence. 
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Best Research Outputs prior to Last 8 Years (please complete this section to 

showcase your highlights from the period before 2014) 
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Step 6: Attach copies of the “Best Five” 

 

 

 
 

 

How to attach a document 

Please ensure that the naming of the i) attachments and the ii) actual soft copies uploaded 

here are the same as those of the iii) records in the application of the self-selected “best 

five”. These documents are proxies for the quality of your research if the reviewer are not 

familiar with your work Refer to Reviewer Response Template.  

For example: 

Record 

 
 

Naming of Attachment  
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Filename of document to be uploaded: 

 

If the documents uploaded differ from those you selected as your “best five” it might 

be interpreted as a misrepresentation by the peer reviewers as they are obliged to 

indicate that they have read them  

 

 

 
 

Step 7: Select Primary Panel and Reviewers 
 

Refer to Key Research Areas and Types of Research Outputs Boundaries and 

overlaps (KRAB)  
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Possible Reviewers 

 
 
Please consult Guidelines for Selection of Reviewers and pay special attention to the 

motivation of their peer status. The reviewers’ research specialisations should be well 

aligned to yours. Pay special attention when you list your own specialisations and us this 

information in you motivation.  Please refrain from using collaborators. 

 

Examples of Good Motivation 
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Example of Poor Motivation and Selection 

 

 

 

 

 

 
 
Do not forget to generate a copy of print preview as you will have to make the declaration 
below when you submit.  Incomplete or incorrect applications will be referred back 
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Declaration 

 

 
General: NRF Online Submission  
 

1. A timeout will appear when there is no activity on the system for 25 minutes. Click on 

the refresh button (in the popup box) for continuation/completion of the application. 

When clicking on the close button the system will close. You need not complete the 

application during one session, but please remember to save your work after each 

entry. 

2. Due to international review of applications the NRF requires that all applications be 

completed in English. 

3. An * at the end of a field label within a section denotes that this is a compulsory 

field, and the section will not be saved unless all compulsory fields have been 

completed. An ERROR message appearing signifies that fields are incomplete. 

Address the errors and save as unsaved information will be lost. 

4. Click on the SAVE button to save information before clicking on RETURN TO MENU, 

otherwise captured data will be lost and if this is not done, the records will not appear 

in the Print Preview/PDF. Compile your narrative sections (e.g. self-assessment 

and completed research), in MS Word as this will allow you to spell/grammar-check 

your work and also prevent the system from logging you off if you have not been 

active (have not clicked on SAVE) in the last 25 minutes 

 

5. The information icon ( ) indicates that there is a tooltip associated with the relevant 

field. When hovering over this icon, additional information will show. 

6. Please see the NRF Statements on Ethical Research and Scholarly Publication 

Practices (http://www.nrf.ac.za/rating). 

7. If your research output has a DOI (Digital Object Identifier) please indicate 

accordingly. However, should you not have a DOI then please indicate Not 

Applicable or N/A as this is a compulsory field. 



45 | P a g e  

 

8. Check your institution’s internal closing date as it will be prior to the closing date 

listed for applications.  Applications must successfully pass through the institution’s 

internal evaluation processes before submission to the NRF. 

9. No late applications will be accepted as the IT system is programmed to:  

 disallow the creation of rating applications after midnight of the closing date for 

Applicants: 28 Feb 2022 

 disallow the submission of existing applications that is not completed. 

 
Please note that the only valid application will be the online application submitted via NRF 

Online Submission system signed off and validated by your institution’s Designated 

Authority with a proposed institutional rating two weeks thereafter. 

 

--The End- 


