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How to use this Manual  
 
This manual is divided into two parts.  
• Part 1 – provides a guide for  users  logging into the application portal and completing the online application 

forms. Part one also gives information on how to track the applications, revise and resubmit applications 
and retrieve final decision letters. 

 
• Part 2 - contains sample forms to assist  the user with  gathering the relevant information for completing the 

online forms ahead of time. 
 
It is recommended that applicants review all parts of these instructions before attempting to complete the 
online forms and before posting queries as these may be addressed in the different parts of the manual. 
 
Types of Applications 
Staff may apply for two types of applications 

1. Research Project funding – these applications are only accepted during designated advertised times, 
usually two times per year (once per semester). These dates will be posted on the CRP Fund page and 
circulated via email. Applications submitted outside of these designated times will not be entertained. 

2. Over the Counter Applications – funding for Conferences and Workshops. These applications are 
accepted year round. 

Further details are provided in Part 2 of this manual. 
 
Queries: 
• If you have queries related to UWIScholar e.g. registering for or logging into the account or error messages 

when submitting the forms, please send an email to uwischolar@sta.uwi.edu  
• If you have any queries related to completing the forms, questions about guidelines and rules for the fund, 

please contact Ms. Sarah Kalloo-Bhagwandeen at Sarah.Kalloo@sta.uwi.edu  
 
 
Please Note: This manual may be updated from time to time (usually once per semester) and you are advised to 
refer to the most recent version which will be posted on the CRP website. Additionally, as features of the online 
system are updated, these will also be reflected in the Manual.  Finally, as your queries come into us, we may 
update sections of the manual for ease of reference and reading to ensure instructions and guidelines are clear 
and understandable for all. 
 
Tips  for Completing the Online Staff Application Form 
• If you wish to save your progress and return to finish the application at a later time, insert some text in the 

sections with an asterix and click the Save button. You will then be directed to the main application page. 
• Some sections have word limits, pay attention to these when filling out the form 
• If you get any error messages when saving the forms, after you fix the errors, ensure the uploaded files are 

still attached before you click the save button. 
• Before submitting the application, check back to ensure upoaded files are still attached. 
• Only pdf files can be uploaded to the applcation system.  
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Part 1 – Online Application Guidelines 
1) Registering for a UWIScholar Account 
 
1. All applicants must create a UWIScholar profile by visiting https://UWIScholar.sta.uwi.edu/.  
2. Click on “Login” at the top right corner. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. You will be directed to the page below. 
4. Click on “Register” to create an account.  
5. Enter UWI email address and password of your choice and other relevant details.  
 
N. B. Please use your UWI (Staff/Student) email address to register. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. You will receive a confirmation email that your account has been created. Once received you may proceed to 
login into the UWIScholar Account 
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2) Log into UWIScholar & Campus Research and Publication Fund Applications  
 
7. Login to your UWIScholar profile by entering your UWI email address and the preselected password at 

https://UWIScholar.sta.uwi.edu/. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

8.  Select “My Profile” at the top, right of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
9. Click on the dropdown arrow next to “Actions” and select “Research and Publication Fund Application”. 
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3) Completing the Staff Application Research Proposal Form and uploading supporting 
documents 

 
10. The Application process for the Campus Research and Publication Fund consists of three parts or forms 

a. Staff (Research Proposal) Application Form 
b. Investigators information 
c. Signature Form  

 
11. For a new application submission, scroll to the end of the page under “Submit a new application” and select 

“Research and Publication Fund Grant Application – STA.  
 
 
 
 
 
 
 
 
12. You will now be directed to the “Staff (Research Proposal) Application” page to complete this first form. This 

form has 6 sections 
• Researcher Checklist 
• Proposed Activity/information - Includes file upload section for IP related documents 
• Previous Research Award Information - Includes file upload section for previous award reports 
• Financial Information 
• Award category - Includes file upload section for publishers information 
• Budget - Includes file upload section for quotations/invoices 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
13. Complete all sections in the form. Sections with asterisks (*) indicate that a response is mandatory and the form 

will not be saved if there is no response in these sections. If a section is not applicable to your research, fill in 
that section with “N/A”.  

14. After saving the Staff (Research Proposal) Application Form, the Investigators Information From will be available 
for completion under the relevant project title, in the “Incomplete Applications” Section. 

15. Download and Save the Staff Application Form when complete 
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4) Completing the Investigators’ Information Form 
 
16. After saving the Staff (Research Proposal) Application Form, the Investigators Information From will be available 

for completion under the relevant project title, in the “Incomplete Applications” Section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
17. Click on the “Investigators information” form - This form is mandatory and collects information on applicants 

(researchers) departmental affiliation, qualifications, publication record and graduate student history. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
18. Click “Save” at the end of the page and you will be redirected to the “Campus Research and Publication Fund 

Application” main page.  
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5) Completing the Signature Form 
19. The final form to be completed is the Signature Form. This section allows you to upload confirmation that your 

application has been seen and approved by your Head of Department and Dean or Dean Designate and/or a 
member of the Campus Research and Publication Fund Committee. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
20. When you click on the form, you will be directed to a page that will allow you to download the pdf “Signature 

Form” that must be filled out as described above. The Form contains instructions for completion.  
21. Attach “Staff Application Form” and “Signature Form” and forward via email to your respective Head/Director 

and Deputy Dean (Graduate Studies) for review and signature.  Please note that the staff application form must 
be forwarded to your respective Deputy Dean (Graduate Studies) for review at least two (2) weeks prior to the 
deadline date for grant applications. This time period allows for:  

a. The Deputy Dean to review the researcher’s proposal and reports (where applicable) and recommend 
amendments/clarifications (if any). Kindly note that the Deputy Dean presents the researcher’s grant 
report(s) (from previous grant applications) at the Sub-Committee on Research Reports meeting 
(SCRR) and the new grant proposal at the CR&P Committee meeting. Researchers are asked to 
provide as much information as possible to the Deputy Deans as they are asked to address any 
queries and provide justification to any concern(s) on the information stated in a researcher’s 
proposal and or report raised by the Committee members at both these meetings.  

b. The researcher will be required to amend the proposal as per recommendations from the Deputy Dean 
before submission of grant application in the platform 

 
Signatures for Form C:-  

a. The completed signature form (Form C) must be signed by the principal applicant, the Head of 
Department and either the Deputy Dean or Member of the Campus Research and Publication Fund 
(CR&P) Committee of the respective faculty. (Note: A list of Deputy Deans and Members of CRP 
Committee is given at the end of this document).   

b. Should the applicant be the Head of a Department, the Signature form must be signed by the Dean 
and either the Deputy Dean or Member of the Campus Research and Publication Fund Committee 
of the respective faculty.   

c. Should the applicant be the Director of a Department/Unit, the Signature form must be signed by 
either the Dean, Deputy Principal or Principal (where applicable) and either the Deputy Dean or 
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Member of the Campus Research and Publication Fund Committee closest to the staff member’s 
respective faculty. 

d. Should the applicant be the Dean of a Faculty, the Signature form must be signed by the Principal, 
UWI, St. Augustine and either the Deputy Dean or Member of the Campus Research and 
Publication Fund Committee of the respective faculty. 
 

Grant Report Signatures & Upload in Platform 
a. The completed grant report form must be signed by the principal applicant and either the Deputy 

Dean or Member of the Campus Research and Publication Fund (CR&P) Committee of the 
respective faculty (Note: A list of Deputy Deans and Members of CRP Committee is given at the end 
of this document).  The completed and signed report should be uploaded within the report section 
of the platform along with any evidence of output from the grant. Please refer to the report table 
below – it clarifies an interim vs a final report. 

b. Should the applicant be the Head of a Department, Director of a Department/Unit, Dean of a 
Faculty, the grant report form must be signed by the Deputy Dean or Member of the Campus 
Research and Publication Fund Committee closest to the staff member’s respective faculty  

  
22. When the signature form is returned to you, upload to the Signature Form section. 
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6) Submitting the Completed Application   
 
23. When all relevant forms are complete click on “Submit Application” under “Incomplete Applications” to submit 

your application for review to the CRP Committee. 
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Part 2 – Sample Online Forms 
 
1) Staff (Research Proposal) Application Form 

 
  



Staff Applicant Manual - Research and Publication Fund Application Module V2.0 
STA 

  Updated:21 September 2022 11 

 



Staff Applicant Manual - Research and Publication Fund Application Module V2.0 
STA 

  Updated:21 September 2022 12 

 

 
 
 
 
 
 



Staff Applicant Manual - Research and Publication Fund Application Module V2.0 
STA 

  Updated:21 September 2022 13 

 
 

 
 
 
 



Staff Applicant Manual - Research and Publication Fund Application Module V2.0 
STA 

  Updated:21 September 2022 14 

 

 
 
 
 



Staff Applicant Manual - Research and Publication Fund Application Module V2.0 
STA 

  Updated:21 September 2022 15 

 



Staff Applicant Manual - Research and Publication Fund Application Module V2.0 
STA 

  Updated:21 September 2022 16 

2) Investigator’s information Form 
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3) Signature Form – Online Page 
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4) Signature Form – to download to insert Signatures and Comments 
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END OF INSTRUCTIONS 


