Research Student Lifecycle
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Supervisors — Research Student Lifecycle

1. Supervisor Dashboard

From October 2017, all research supervisors will have access to a visual dashboard containing
details of the progress of any research students they supervise.

The students, supervisors and student information displayed throughout this simulation are
purely fictional. No real students or student data has been used.

Step Action

1. Login to Qsis.

Click Main Menu.

2. Click Records and Enrollment.
Fawarites @ Main Menu
- : - s
-
7] Self Service *
Menu 3 Records and Enrolment] r
[ Self Semvit  ~  cyrriculum Management r
[ Records =
3. Click Graduate Research Management.
FH‘.’E‘I'F'[tEE Mainyenu
M Self Service k
Menu ~ [ Records and Enroliment
r SEWSE’“‘"E 5 Curriculum Management = 3 Enroll Students 4
[ Records £ 3 lEraduate Research Management »

[» Curriculum Management
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Step Action

4. Click QUB Research Student Lifecycle.

Fa\fovr'rtes Mainl\ﬂenu

3 Self Service »

(1 Records and Enrollment

3 Curriculum Management = (3 Enroll Students 3

[ Graduate Research Manac
{3 IQUB Research Student Lifecycld 3

|5] Candidate Management
|£] Thesis Management

Menu

[> Self Servit
[ Records &
[ Curriculum Management

5. Click QUB RSL Supervisor Dashboard.
Favorites  Main Menu
(1 Sel Service »
Menu (1 Records and Enrolment
D SelfSemit ) cyrricylum Management | () Enroll Students 4

[ Records &

Graduate R h M;
[> Curriculum Management (B8] (o S - E

(] QUB Research Student Li
[ Candidate Management || Inital Review
[ Thesis Management (5] Differentiation
[E] Record of Formal Meetings
[£] Annuzl Progress Review
1 Return from Leave of Absence

[5] BUB RSL Supervisor Dashboarg

6. The QUB RSL Supervisor Dashboard consists of 3 panes:
- Students on Leave of Absence
- Visual view of the progress of active students

- Qsis Links for Supervisors

7. The key milestones are listed for each student.
IR = Initial Review

Diff = Differentiation

APR1- APRS8 - Annual Progress Reviews

Full time students will typically have 3-4 APRs attached while part-time
students will have up to 8.

8. The main element of the dashboard will be a list of the active students attached
to the supervisor. The supervisor can be attached in any of the following roles:

- Principal Supervisor
- Secondary Supervisor
- Tertiary Supervisor

- Co-Supervisor

- External Supervisor

- RSL Panel Member
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Step

Action

9. Each milestone is represented by one of five icons:
- Complete
- Not Due Yet
- Due Soon (next 30 days)
- Overdue
- Not Required
These icons are populated automatically. They are based on the date the
student started their studies, combined with the standard dates when the
milestones are due for their studies e.g. for a standard full time PhD student
differentiation is due approximately 9 months after the start date.
Any leave of absences are taken into account in the calculation of due
dates. School administrative staff can also manually adjust the due dates.
10. The icons are Quick links that take you directly to a specific milestone.
For example, if you click the tick icon for Initial Review for Laura Brown it
will take you directly to the details of her Initial Review.
Student Name Role Start IR Diff APR1 APR2 APR3 APR4 APR5 APRG
40221843 Brown,Laura RSL Panel Member  01/09/2016 o O O O O -
40221842 Carmichael James Secondary Supervisor 0110/2016 o wf P (] (] [ [
40221838 Fitzsimons,Oisin External Supervisor  01/09/2016 & En o - - - - -
40221848 Green,Julie RSL Panel Member  01/10/2016 & o o8 o "4 ] O -
40221900  Heaney,Georgia Principal Supervisor  01/09/2017 0 EH O | | O O -
11. To return to the dashboard click QUB RSL Supervisor Dashboard
Graduate ReseaLch Management > QUB Research Svtudent Lifecycle > [QUB RSL Supervisor Dashboard > Initial Review
12. In some instances you may not be brought directly to the page.
Click the Overdue graphic for Anna Logue.
01102016 & & &
01/002016 o El o
01102016 o & &
otnezoir M H @
01002016 Fl o E
011002016 o o [
01002015« [l N
011002016 o Fli o
01002016 o o o
011002016 o Fly  El
01002016 o o o
13. If a student has more than one instance, you may be brought to the search

screen.

Click the Search button.

Seach
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Step

Action

14.

The dashboard also provides access to Records of Formal Meetings.

The dashboard will indicate the number of submitted meetings for the current
term.

Click the appropriate link.

40221841  Lynch,Gemma Principal Supenisor 010012016 «° N« ] ] ] 0
40221847  Morgan,Daniel RSL Panel Member 01092016 & o «F [} ] [} ]
40221845 O'Hara,Fergal Principal Supenvisor  01/00/2016 & Bl o O ] O a
40221846 Philips,Grace Principal Supervisor 010012016 & & o O [} o [} 0

15.

If there is more than one meeting, the search screen will display.

Click the Search button.

Search Clear Basic Search E:-F] Save Search Criteria

16.

All Records of Formal Meetings will be displayed. They are numbered and
listed by Academic Year:

2171 - Academic year 2017/2018

2181 - Academic year 2018/2019

17.

Click the appropriate term and meeting number.

Search Results

View All First [q] 150f3 [3] Last
Empl ID Student Career Nbr Candidate Number Term Formal Meeting Humber Formal Meeting Status Academi Academic P demic Program Status Last Name First Name
40221847 QUB PGR o 000000019454 21611 Submitted SBIO BIOR Active MORGAN |DAMNIEL
40221847 QUB PGR o 000000019454 21612 Submitted B0 BIOR Active MORGAN |DANIEL
40221847 QUB EGR o 000000010454 [218133 ] Submitted s8I0 BIOR Active MORGAN |DAMEL

vy
v o
vV

=]
o i
vy
v
vio

AR Y- T-H-EN S SN

Complete NotDue Yer B
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Step

Action

18.

Add to Favorit

Your list will appear in a drop-down to the left of the screen.

To help with navigation, users can add pages to their favourites.

To add the RSL Supervisor Dashboard to your favourites, click the Add to
Favorites button.

yome | AddtoFovortes | Sep ot
vortes | Man fenu > Records and Enrolment. > Graduate Research Managament. > QUB Research Student Lfecyde > QU RSL Superveor Dashboard
QUB RSL Supervisor Dashboard c
RSL Leave of Absence S o~ RSLSupenisor View of Student e ov
[stdont [ame [Role [oste ot Leve Proposed Returm Swdent  Name Role Stat IR Diff APR1APR? APR3 APR4 APRS APRG APRT APRS Formal Meetings PSTP Training
4021843 Browniawa  RSLPaneliember 01092015 ¥ o ] =8 - - - 1 Veu
DT SO joeries2 Camicnasisames SeconsaySupevisor 0102016 ¥ ¥ ¢ B B B @ o View
e 40221838 FisimonsOisin  BtemalSupenisor 01092015 & B & - - - - - - [} View
wz2i64  Greenuie  RSLPansimember V020 ¥V ¢ ¢ ¢ B B - - - o Vow
Thesis Hanagement 40221000 HemeyGoogia  PrncpalSwpenisor 009207 B EH H H B BH B - - o vw
[ i s e s s 4021840 JomsonGordan  SecondarySupenisor 01092018 Y ¥ G - - - - 1 view
= 4021849 Loganpatick  RSLPaneliember OW920ls v @ W W W W - - - o Vew
s oot cadesies wo2iey  Loguesma  SscnsaySupewsor ovoae v B B B B B - - o vew
4021841 LnnGemma  PrnchaiSupenisor 0109201 W I ¢ ¢ B @ @ 0
A020847  WogmDaniel  RSLPameidemer OO Y B B @ @ - - - o View
40221845 OkaraFergal  PrncipalSupenisor 01002016 ¢ M @1 ¢ H B B - - - [ View
40221845 PhiipsGrace  Prncial Supenisor 01092016 & ¥ B = BB 0 View
ShowResuts
Compiete ¥ Not Due et Due Soon- A Overdue ‘B Not Required: -
itps//sacp.qub . uk/psp/ c91acp EMPLOYEE/HRMS/qICActon=ICQryNameURL=PUBLIC.QUB L SUPER, OVERVIEW, PGLT 3

Step

Action

19.

There is the facility to download the information to a spreadsheet.

Click Show All Results.

40221841 Lynch,Gemma Principal Supenisor  01/09/2016 o (] (] (] - - - ]
40221847  Morgan,Daniel RSL Panel Member  01/09/2016 (] ] (] ] - - - 0
40221845  O'HaraFergal Principal Supenisor  01/09/2016 o (] (] (] - - - ]
40221846 Philips,Grace Principal Supenvisor  01/09/2016 (] ] (] ] - - - 0

=
=
=

|£|S|.
o |2
= =

=
=
=3

QuB _RSL_SUPER_OVERVIEW_PGLT c
Downloagresutsin: Exco Srsaghoot CSVToFle XiLEle (9K0)
Vew —
sucert|  tamo | o | sun FEEEREEE ) ot o o hont e e e
1 aura RS Panal PGR ETE|COMPLETENOT_DUE NOT_DUE INOT_DUE INOT_DUE INOT_F | I_REQUIRED) 1(01/0972016| /21710
2 sames| e Por [poR|courLeTe|courteTe|covpLeTenoTouE noToue |oroue  pvoroue  [nors T “Recuren|  olowozots|  oferri|o
s B = couLere|or y z z z reoureo]  ofowoazore| oforro
" e [oLrane ror [sor|courteTe|commiere coupteTe|couriete  [couetere  uorous  [voroue  [or g reaureo]  ofounozore| ol
s e FoR [BoR|NoT_DUE [NoT_oUE [NoT_oUE [Noroe  |NoroUE  [noroue  [voroue  |nor T reaureo]  ofowszon| ofarrio
s [szzr e ror couere|overoue [vor t T gy z gy Y reoureo]  fowuozore| oforrio
7 [sozzrsa]iogmpaner[ronea! = creloveroUe [NoTouE  voroue  [Noroue  |voroue nor T reoureo]  ooumozore| oferrio
o [sozzt0aropuorma[Secons] PoR [BOR|COUPLETE[OVEROUE [oVEROUE [NoT0UE  |NOTOUE  |Nor.oue  [NorouE  |hor Y reoureo]  oowoozore| oferreo
s | = CowrLETEjcouPLETe  NorouE  [NorouE  voroue nors T recureo]  oownazore| oferrio
e FoR. [BOR|couPLETE|coNPLETE|couPLETEfoT 0UE [NoTOUE noroue  [NoTouE|hor Y recureo]  ofownazore| oforrio
=y = overoue [couPere  [voroue  [noroue  [voroue nors Y reoureo]  oowoazore| oforo
Fncea | ror [sor|courtere|commiere |coupteTeuorove [Noroue  [noroue  [voroue  [or g reaureo]  oowoszore| oforrio
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Step Action

20. This will display the data in a format that can be downloaded to a spreadsheet.

Point to the Excel SpreadSheet link.

Download results in CSVTextFile XMLFile (9 kb)

View All
Acad
Student Name Role Start areer| ;0 R Diff APR1 APR2

RSL Panel

1 |40221843|Brown Laura Vember | |01/09/2016|QUB PGR |BIOR|COMPLETE|COMPLETE|COMPLETE|NOT_DUE
Secondary

2 |40221842| Carmichael James | L 01/10/2016|QUB PGR |BIOR|COMPLETE|COMPLETE|COMPLETE|NOT_DUE

3 |40221838|Fitzsimons, Oisin E’D‘:m’sm 01/09/2016|QUB PGR |BIOR|COMPLETE|OVERDUE |COMPLETE|NOT_REQUIRET
RSL Panel

4 |40221848|Green,Julie Momber | |01/10/2076|QUB PGR |BIOR|COMPLETE|COMPLETE|COMPLETE|COMPLETE

5 |40221900|Heaney Georgia ;D:;‘;z‘w 01/09/2017|QUB PGR |BIOR[NOT_DUE |MOT_DUE [NOT_DUE |NOT_DUE

Homs | _Add o Favortes | _Sin out
Favgites Main Menu » Records an Envoliment » _Graduate Reseaich Management > QUB Research Sgudent Lfecycle > QU RSL Supervor Dashiboard

RSL Supenisor View of Student S ov c
Nome Role Start IR Diff APR1 APR2 APR3 APR4 APR5 APRG APR7 APR® FormalMestings PSP Training
] [

Save of Absence Sloy

uwsem__[uame [Rote

[Dste ot Leave_[proposea return

0194579 [Cleartin Joannalane _[Prncpal [0108207 | Fiesimons Oisin  SecondarySupenisor 01092015 o [ 5 Yo
= wziees  Greentie  Pnchaswensor 0102010 ¥ ¥ B @ 0 view
e Lperisors - 4021849 Lognpatick  Pncaisupenisor 008206 @ o/ B B B B B o Vew
e — 40201847 WorganDaniel  PrincipalSupervisor 01092016 ¥ ¢/ ¢ B H B B 0 View
w2184 PhilpsGrace  RSLPanelMember 0102016 ) ¢ B @ H B 0 Yiew

DR, s, ;
Complete:¥” Not Due Yet: Due Soon- A Overdue D Not Required: -

— Candidate Management
=] Aaminsergracune rescarch cancittes.

Step Action

21. The Supervisor Dashboard also includes information of students on leave of
absence.

If recorded, this will also include information on the proposed date of return.

22. You have now completed this topic.
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2. Adding data to Initial Review/ Differentiation

Research students will have an Initial Review and Differentiation. The Research Student
Lifecycle provides the facility to add these to Qsis.

Once added, these become available for students, supervisors and administrative staff to view.

Step Action
1. Click Main Menu

son Syris

Favorites | Main Men

2. Click Records and Enrollment.
Favorites = Main Menu

L1

3 Self Service

3
Menu 3 Records and Enrolimend »

[ Self Semvit  ~ ¢ rriculum Management »
[ Records =
M orricnilnm Mananamant
3. Click Graduate Research Management.
Favorites  Main Menu
7 Self Service r
Menu 3 Records and Enrollment
E EEWSZM‘ 3 Curriculum Management = (3 Enroll Students 4
HELLE 2 lEraduate Research Management »
[> Curriculum Management =
4. Click QUB Research Student Lifecycle.
Fa\rnvr'rtes MainvMenu
™ Self Service 3
Menu [ Records and Enrolment
[ SelfSemit ) cyrricylum Management £ Enroll Students 4
EEE?{?C'S‘SU;H Mena . [ Graduate Research Manat
gemen & L']UB Research Student Lifeg:cld 3

] Candidate Management
[E] Thesis Management

5. Click Initial Review.
Favﬂvntes Ma\nvMEnU
3 Self Service 3
Menu ) Records and Enrolment
b SelfSenit ~ cyrriculum Management | (1 Enrol Students 4

[> Records &

Graduate Research Manac
I> Curriculum Management =] y

(3 QUB Research Student Li
D Candidate Management
[£] Thesis Management [5] Dfferentiation
D Record of Formal Meetings
D Annual Prograss Review
[E] Retum from Leave of Absence
D QUB RSL Supervisor Dashboard
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Step

Action

Click in the Empl ID: field. This is the field in Qsis for the student number.

Enter the student number.

Empl ID: begins with v|:|
Academic Institution: begins with = ,7
Academic Career: = -

Student Career Nbr: -
Academic Program: seginswih -~ g

Academic Program Status: = -

Initial Review Status: = -

Last Hame: begins with =
First Name: begins with «

Click Search

Search Clear Basic Search Q'u;] Save Search Criteria

LRPFE RS

Complete Not e vet B Overcue @ Not Requied: -

/cs91ocp/EMPLOYEE/HRMS/c/QUE_GRM QUE RSL IR GBLZFolderPath=PORTAL ROOT.OBJECT HCSR RECORDS_AND_ REGISTRATION.HCSR, RESEARCH MANAGEMENT.QUE,RSLQUE RSL.IR,GBLA:Folder=folse&EMPLID=402218408INSTITUTION=QUESACAD, CARE.

Step

Action

The Overdue icon indicates that the Initial Review has not been completed.

The icons in the dashboard will only change to completed once all steps have
been completed including by the Head of School/Nominee.

Please note that the status indicates whether the milestone has been completed
or not, and does not indicate whether it has been passed or not.

The only exception is when the recommendation 3 - Unsatisfactory Reassess
has been selected. The milestone will not appear as completed. The student

will appear in a Referred list in Qsis for the Head of School/Nominee to
consider.

Click the Icon.
£
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e e e R o R

EDNow indow [ Personaiizs Page

Student Number 40221840

Firsthame  Gordan

Sumame. Jonnson

Status Acive in Program

Pan PR Biclogical Scences.

Mode of Study  Ful-Time

Project Titie:

Startbate 01002015 Latest SubmissionDate 311082020 Days Consumed 12200
AdmitTerm 2161 Expected Graduation Term MaxDays Left 133300

‘Supcrvizory Role
1/Principal Supenisor e
2 Secondary Supenisor Prot
3 Tortary s Prot
4 Exer or
nitial Roview Status  Intated “Inital Review Date[ |5y
Rolellame  Tite Firstlame Lssthame
1 L L =)
degree? v
itne
Does the Project Tite need changed? e

Step

Action

Click in the Initial Review Date field.

Add the date of the Initial Review. This should be the actual date the Initial
Review took place.

Initial Review Status  Initiated “Initial Review Date[ |

Attendees
Dnla Mama Titla Firet Mama 1 actMama

> Graduate Research Management > QU Research Student Liecyce > Intal Review.

NewWindow [ Personalize Page

Student Number 40221840

Fisthame  Gordan
Sumame Johnson
staws Actve n Program
n B
Modeof Sdy  Ful-Time
Project Title:
Sartbale 01092015 LatestSubmissionDate 310872020 Days Consumed 12200
AdmitTorm 2161 Expected Graduation Term MaxDays Left  1333.00

il Review Staws tatea il Revew Date 20082017 |55
Roklame  Tne T Lasttame
N Il L L =l
dogrec? o
o,
i €
Does the Proect Tt need changed? [

Ifyes, please confim the new ProjectTile

Step

Action

10.

For each milestone, it is necessary to add the attendees.

Click the drop-down list.

Role Hame Title First Name Last Name

Page 9
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Qsis |

e e R o AR

Inital Review Evaluation

AdstoFavortes | Sgn ot

ENewWindow [/ Personalizs Page

Sutenttumber 45221840

frsthame  Gordan

sumame Jonson

satus Acive nProgam

pan Pn>Bilogica Scences

Madeor sty FuiTme L

ProctTie

Sartbate 01090015 Latest SubmissionDate 31062020 Dars Consumed 12200

Aamtrem 2161 Expected raduaton Term MaxDaysen 133300

Thosis Management

i Roviw Saus  nited it Rview bate 29052577 |3
CrT— Frathame Lasttame

' - [ B

odlCnar - —

e,

o €

Docs theProject Tt nocd changed? —

yes, please confim e new Proec T

Step

Action

11.

Select either Chair or Attendee from the list.

First Name

Last Hame

ble taking into account the required timeframe for the degree? Mo

Qsis |

e e e R o AR

Inital Review Evaluation

AdstoFavortes | Sgn ot

ENewWindow [/ Personalizs Page

Student Number 40221840

Firsthame  Gordan

Sumame Jonnson

Status Acive in Program

Pan PO Biclogical Scences.

Mode of Study  Full-Time. L
Project Tite:

SartDate 01032015 Latest SubmissionDate 3110872020 Days Consumed 12200

Agmitterm 2161 Expected Graduation Term MaxDays Left 123200

 Thosis Managemont
T SRS

nitial Roview Status  Intated “Initial Review Date (200972017 |3

Rolellame Tt Firstlame. Losthame
1 Atencee v ]
egree? o -

itno,

0" €

Does the Project Tite need changed? o .

Ifyes, please confrm the new ProjectTile

Step

Action

12.

Add the title, first and last name.

First Name

Last Hame
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> Intal Review,

avescriptisubmitacion wind(document wind, QUE RSL IR ATNDSnewS0SS0:

Step

Action

13.

If there was more than one attendee present, click Add a new row button.

Role Name Title First Hame Last Name

1 Attendee - |MI’S ‘Joanne |I'u1aguire E |:—|

14.

Add the details of the second attendee.

Add further attendees if required.

15.

In the field, "Is the Research Plan reasonable taking into account the required
timeframe for the degree" select either Yes or No.

Attendees
Role Name Title. First Name Last Name

1 Atendes = \Mrs \Joanne \Maguire H|=
2 Aftendee  w \Mrs \F’atrice \Day\e [+-]

Is the Research Plan reasonable taking into account the required timeframe for the degree? Mo

If no, please outline the recommended changes to be made to the project plan. b

16.

It is only necessary to fill in the text box if you have selected No in the box
above.

Point to the field and add the data or move on to the next field.

Each text box has a spell check facility to the right of the field.

October 5, 2017

Is the Research Plan reasonable taking into account the required timeframe for the degree? Mo A
If no, please outline the recommended changes to be made to the project plan. ,—
f no is seleted the supenvisor should outline the recommended chanages in this field)
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Step

Action

17. In the field, "Does the Project Title need changed" select either Yes or No.
If Yes, enter the new title in the next field.
In the field "Are the appropriate resources in place?" select either Yes or No.
If No, provide an explanation in the field below.
Does the Project Title need changed?
If yes, please confirm the new Project Title
18. Enter a recommendation to be considered by the supervisor's team in
preparation for differentiation.
There is a spell check attached to each of the text fields.
Recommendations to be considered by the supervisor's team in preparation for differentiation
19. If necessary, add one or more attachments.
Click the Plus button under the heading Document Upload. Select your file
and Upload.
% rrst Kl 1or1 D
Attached File
1 =]
20. Once you are satisfied with the all the data in the form, click
the Submit button.
If you are not ready to submit, you can Save the data and submit later.
21. You will need to confirm you have uploaded all the relevant documentation.
Click the OK.button.
Please confirm that you have uploaded all relevant documentation? (25400,12)
22. Your data will become available to view by all users, including the student.

All users can also download attachments.
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Step

Action

23.

The second tab contains fields that need to be completed by the Head of
School or HoS Nominee.

Once the form has been submitted, the Head of School or HoS Nominee will
need to confirm if they agree with the record/recommendation on the Initial
Review/Evaluation Page.

Once confirmed, the milestone will appear as completed in the various
dashboards.

volment . Graduate Reseaich Management. > QUB Ressarch Student Lfecyde > QUB RSL Supenvisor Dashboard

RSL Super

View of Student

\\\\\\

\\\\\\

(R FLRRRRY:
EE@ DD‘DDE

@nnn‘nﬂ‘nng

EEE!

5§QQD‘DQ‘DDE

B

NotDue Yet Overdue 1

Not Required:

Step

Action

24,

The Completed icon will only appear in the dashboards when the Head of
School/Nominee has completed their screens.

v

25.

You have now completed the topic Initial Review.

If you wish to view the other path, either rewind to the selection page or close
the simulation and run again.

26.

Click Differentiation.

Favorites © Main Menu

(3 Sel Service >
Menu 1 Records and Enroliment
[ Self Sevit ~ cyrriculum Management | £ Enroll Students L
> Records &

(] Graduate Research Manac

(] QUB Research Student Li

[ Cendidate Management L ’| Inital Review

[5] Thesis Management [ offerentaton 1]
d Record of Formal Meetings
|j Annual Progress Review
[E] Retumn from Leave of Absence
[£] QUB RsL supervisor Dashboard

> Curriculum Management

October 5, 2017
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Step Action
217. The search page will appear. You will need to enter the student number and
choose the correct entry.
Click in the Empl ID field and enter the student number.
Emp ID: egnswin <[ Ja
Academic Institution: beginswith | @
Student Career Nbr: ; : & )
Candidate Number. begnswith [ @
Number of Attempts: = BN
Term: ?Egmswnn S A
Academic Organization:  beginswith » [ |
Academic Program: ?egmswl(h S A
Last Name: ;egmswnh -
First Name: beginswith ~ [ |
[lcase sensitive
: 1=} =] =] :
Step Action
28. The Overdue icon indicates that the milestone has not been completed.

The icons in the dashboard will only change to completed once all steps have
been completed including by the Head of School/Nominee.

Please note that the status indicates whether the milestone has been completed
or not, and does not indicate whether it has been passed or not.

The only exception is when the recommendation 3 - Unsatisfactory Reassess
has been selected. The milestone will not appear as completed. The student

will appear in a Referred list in Qsis for the Head of School/Nominee to
consider.

£
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Mode of Study
Project Titl

start Date ondate 100972021
AdmitTorm

u > Records and Enrolment > Graduate Resea(ch Nanagement > QU Research Sfudent Lecyde > Diffrentiation

lease provide feedback below.

Step

Action

29. If you wish to see who is currently supervising the student, click the Expand
section Supervisors arrow.
30. Click in the Date of Review field and add the actual date the Differentiation
took place.
Select the correct Term. It will default to the ‘current’ Term. If incorrect, use
the spyglass look up and choose the correct Term.
The Number of Attempts will default to 1 (read only).
Find | View Al First K1 4 of 4 DY Last
Differentiation Status Initiated Date of [ Bl Term 2181 Q. numberofattempts 1] =
Rersonalize | Find | View Al BV | # First Kl 4 o7 1 I Last
Role Hame Title First Name Last Name
1 - | | | =
31. For each milestone, it is necessary to add the attendees. Click in the Role
Name field to view the types of roles.
Choose either Chair or Attendee. Please note for Differentiation there must be
at least one Chair panel member present
Personaiize | Find | view A1 B | B8 miret T g o1 O Lot
Role Name Title First Name Last Name
| | |
ical Approval?
32. Add the Title, First and Last name.
Click the Add a new row arrow.
Personalize | Find | View A1 BV | 3 First £ 4 or 1 O Last
Role Name Title First Name Last Name
1 Aftendee - J [Bloggs =]
33. Add all the attendees.
Page 15
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Step

Action

34.

You will need to select either Yes or No in the Ethical Approval box.

You only need to provide additional information if the project requires ethical
approval and this has not yet been granted.

35.

Enter feedback in the appropriate box.

There is a spell check attached to each of the text fields.

36.

There are a set of standard recommendations.
To access the standard recommendations, click the magnifying glass graphic.

The Help text buttton provides full descriptions of the recommendations.

hd ?
Flease select awaion using the magnifying glass to the right of the textbox, below:

| =

37.

Select the appropriate Recommendation.
Search Results
View 100 First [ 155 [i] Last

Message

Lessage lext
Mumber Message Text

Recommendation 1; Satisfactory - Proceed
Recommendation 2; Concerns - Proceed
Recommendation 3; Unsatisfactory - Reassess
Recommendation 4; Unsatisfactory - Change Programims
Recommendation 5; Unsastisfactory - Terminate

(R NS TIC ARy

38.

The text for the selected recommendation will appear in the textbox.

Select whether the student is eligible to progress to the next academic year.
Please selecta rEEm‘nmendaliun using the magnifying glass to the right of the textbox, below

Recommendation 2 -G

That, notwithstanding some concerns (as outlined above), which the student and supenvisory team should act upon, the £
student's overall performance is satisfactory, and that the student be permitted to proceed to the next stage. For students who

are required to differentiate to Doctoral status (e.g. PhD students), this shall comprise a recommendation to permit registration ™
on the annronriate research deares arooramme

Is the student eligible to progress to the next academic year. {w
Has the student requested a Change of Status for the next Academic Year. NO

Ifvac nlasca calartwhirh Ana nftha fallmwinn ranictratinn ctaticac ie annlicahla:
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e Main Menu > Records ang Enrolment » Graduate Reseaqch Nanagement > QUB Research Sfudent Liecyde > Difrentiation

Does this Project require Ethical Approval? Yes -
Has the Ethical Approval for the Project been granted? Yes -
o,

pr————r—
Erfodbackn e oo ¢

below:

Recommendation 2

e " [
PND students), -
e
Ppersonaize | Fnd | & st Kl 1061 D Last

tchearic Ada Atachment _Detete Attachment  View Atiachment
. | AdaAtachment | | Detele Atachment | | View Atachment. (] =]

| submit

Diferentiation Summary | Difereniaion Approval

Step

Action

39.

Academic Year e.g. from full time to part time.

Select either Yes or No.

Please select a recommendation using the magnifying glass to the right of the textbox, below:

Recommendation 2

That, notwithstanding some concerns (as outlined above), which the student and supervisory team should act upon, the
student's overall performance is satisfactory, and that the student be permitted to proceed to the next stage. For students who
are required to differentiate to Doctoral status (e.g. PhD students), this shall comprise a recommendation to permit registration
on the annronriate research dearee nrooramme

Is the student eligible to progress to the next academic year.

Has the student requested a Change of Status for the next Academic Year.

Select whether the student has requested a change of status for the next

Ifyes, please select which one of the following registration statuses is applicable: H

40.

If required, select either Full Time or Part Time.
Is the student eligible to progress to the next academic year.

Has the student requested a Change of Status for the next Academic Year.

Ifyes, please select which one of the following registration statuses is applicable:
Additional Information

Yes -

Yes -

Full Time
| Part Time

41.

There is a facility to add additional information.

Note this field is maximum 250 characters.

October 5, 2017
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s and Enrolment. > Graduate Research Management > QUB Research Spudent Lfecyde > Diferentition

Yes

~ Feedback
Please provide foadback below.

it
~ Adaitional nformation

‘Additionalnformation (max 250 characters)

Ay furthor comment should be entered nfo tuis fild €

tachearie Ada Atachment _oetete
[[AddAtachment | | Delele Atachment | | View Atachment. | (+] =]

[Hswve | ([Ginomiosearn | (- Provivainiot | (nesimiit | Sty 7 |
Step Action
42. There is also the facility to add additional information through attachments.

Click the Add Attachment button.

Personalize | Find | View AT EV | 38 Firt B g o7 g [0 Laat

Attached File Add Attachment Delete it View 13
1 | Add Attachment | | Delete Attachment | | View Attachment | =l
| suomit |
43. Click the Browse button and find the file on your computer.

| File Attachment

44, Once you have found the file, click the Upload button.

" File Attachment

Browse... | Test document.doot

Cance

45, Once you are satisfied with all the data entered, click the Submit button.

If you are not ready to submit, you can Save your data without submitting.

1 % First Kl 401 I3 ast

Personalize | Find | View Al B | 2

Attached File
1 Test_document.docx
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Home | AdttoFevartes | Sgnou
d Envoliment > Graduate Reseaich Management. > QUB Ressarch Student Lfecyde > QUB RSL Supenvisor Dashboard

person:

IR Diff APR1 APR2 APR3 APR4 APR5 APR6 APR7 APRS FormalMestings PSTP Training

LRFFERS
EEE @ @O
EEE @@ @@

0
[l
0
0
g
0

fE<<m me mm

Lfmmm m< @B

Overdue 1 Not Required: -

Complete: " Not Due Yet @

Step Action
46. The Completed icon will only appear in the dashboards when the Head of
School/Nominee has completed their screens.
o
47, You have now completed the topic Differentiation.

3. Adding data to the APR section

A student will have an Annual Progress Review for each academic year. The Research
Student Lifecycle provides the facility to add these to Qsis.

Once added, these become available for students, supervisors and administrative staff to view.

Step Action

1. Click Main Menu
Favorites Main Men

$]
]
L]

Menu

[ Self Semnvice

[ Records and Enrollment
[ Curriculum Management

2. Click Records and Enrollment
Favorites = Main Menu
7 Self Service k
Menu | /7 Records and Enroliment v
[ Self Semvit ¢ rricylum Management r
[ Records &

[= Curriculum Management

Page 19
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Step

Action

Click Graduate Research Management

Favarites : Main Menu
- B -

™ Self Service *
Menu ] Records and Enrollment
[[igelfsilrw: 9 Curriculum Management = (3 Enroll Students 4
ecords &

raduate Resgarch Managemen »

> Curriculum Management = d d i

4. Click QUB Research Student Lifecycle
Favarites Main Menu
[ Self Service 4
Menu ™ Records and Enrolment
b SelfSemit ) cyrricylum Management = (3 Enroll Students :

[> Records 2 [ Graduate Research Manag

L EINER 3 [QUB Research Student Lifecycld 4
[§] Candidate Management
[5] Thesis Management

Click Annual Progress Review

Favorites © Main Menu

3 Self Service »
Menu ) Records and Enrolment
b SelfSemit ) cyrricyum Management (1 Enrol Students 4
[ Records &,

(1 Graduate Research Manag

(] QUB Research Student Li

[E Candidate Management (] Inital Review

[5] Thess Management [£] Differentiation
[ Record of Formal Meetings
El
(5] Return from Leave of Absence
D QUB RSL Supervisor Dashboard

I> Curriculum Management

Enter the student number in the Empl ID field
Or:
Click Search to reveal a list of all students where you have been assigned as a

supervisor. This may be a long list as students will have more than one APR
assigned to them.

Home | AddoFevrtes | Sin ot

Favorites - Main Menu . Records and Envolment > T > QUB Research > QUBRSL Supenvs
QUB RSL Supervisor Dashboard Personaize Content | Larouy
RSL Leave of Absence © o~ RSLSupenisorView of Student © o-

Student Name Student Role. Start IR Diff APR1 APR2 APR3 APR4 APR5 APR6 APR7 APR8 Formal Meetings PSTP Training
T [LoeAma o RLrmavenser oo W ¢ B B B B - - - 1 e
RSL Linksfor Superisrs suewy “B cyg g e e : -
SR e toion v v v 8 8 0 vew
B B B B @® 2 e
e o . =
o -] o o o View
e e v v 8 8 8 o v
=l R o v B = 0 Vew

Snow 2 mesuts
Complte ¥ Not e Yet B Due Soon A Oversuell Not Requrec: -
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Step

Action

The dashboard will indicate if an APR is overdue, completed, not due yet or
not required.

Please note that the status indicates whether the milestone has been completed
or not, and does not indicate whether it has been passed or not.

The only exception is when the recommendation 3 - Unsatisfactory Reassess
has been selected. The milestone will not appear as completed. The student
will appear in a Referred list in Qsis for the Head of School/Nominee to
consider.

£

s ang Enrolment > Graduate Reseaych Management > QUB Research Sjudent Lfecyde > Annual Progress Review

Step

Action

Click the Search button.

- [zea

Co] oo

This will reveal a list of all the Annual Progress Review milestones that have
been assigned to the student.

Click the appropriate row.

Search Clear | Bas :arch Criteria

Search Results
Wiew Al

B EE

o &

October 5, 2017
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Step

Action

10. Click in the Date of Review field and add the actual date the APR took place.
Select the correct Term. It will default to the ‘current’ term. If incorrect, use
the look up spyglass and choose the correct term
The Number of Attempts will default to 1 (read only).

11. For each milestone it is necessary to add all attendees.

Click in the Role Name field to view the types of roles.
Personalize | Find | View Al | 3 First K 4 o7 I Loat
Role Hame Title First Hame Last Hame
1 . | | H=
12.
Personalize | Find | View AIJ BV | B Frst & 1071 I Last
Role Hame Title First Name Last Name
! = | | | =
- Ef [ﬁﬁt—
ct/Research require Ethical Approval? -
Has Ethical Approval for this project been granted? hd
If no, please provide an explanation below:
13. To add additional panel members, click the Add a new row plus button.
Personaiize | Find | view A1 BV | 3 Frst K 4 or 1 I Last
Role Name Title First Name Last Name
1 Chair - [1ar [ [Doe I3 ]
14. You are required to add the details of all the panel members.
There must be at a minimum of one Chair and one attendee.

15. You will need to select either Yes or No in the Ethical Approval box.
Answering ‘Yes / No’ at respective questions will result in the text field either
becoming not editable or mandatory.

16. Enter feedback in the appropriate box.

17. There is a spell check attached to each of the text fields.

18. It is necessary to add a recommendation. There are a set of standard

recommendations.

To access the standard recommendations, click the magnifying glass graphic.
[ Recommendation 3
Flease select a recommendation using the magnifying glass to the right of the textbox, below:

g
| Q]
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Step

Action

19. Select the appropriate Recommendation.
Search Results
View 100 First 4] 595 3] Last
:L%Zae;g Message Text
1
2
3
4
5 Recommendation 5; Unsastisfactory - Terminate
20. The text for the selected recommendation will appear in the textbox.
Select whether the student is eligible to progress to the next academic year.
Click the list.
Fleaze select a recommendation using the magnifying glass to the right of the textbox, below:
Recommendation 2
That, notwithstanding some concerns (as outlined above), which the student and supervisory team should act upon, the
student's overall performance is satisfactory, and that the student be permitted to proceed to the next stage. For students who are
required to differentiate to Doctoral status (e.g. PhD students), this shall comprise a recommendation to permit registration on
the appropriate research degree programme.
Is the Student eligible to progress to the next academic year. | :l
Has the student requested a change of status for the next academic year? hd
21. Select whether the student has requested a change of status for the next
Academic Year.
Select either Yes or No.
Recommendation 2 Q
That, notwithstanding some concerns (as outlined above), which the student and supenvisory team should act upon, the
student's overall perfformance is satisfactory, and that the student be permitted to proceed to the next stage. For students who are
required to differentiate to Doctoral status (e.g. PhD students), this shall comprise a recommendation to permit registration on
the appropriate research degree programme.
Is the Student eligible to progress to the next academic year.
Has the student requested a change of status for the next academic year? Mo
22. If required, select either Full Time, Part Time or Thesis Only.
Is the Student eligible to progress to the next academic year. Yes -
Has the student requested a change of status for the next academic year? Yes hd
Ifyes, please select which one of the following registration statuses is applicable:
Part Time
\dditional Information (max 250 characters) Thesis Only
23. There is the facility to add additional information.
Note this field is maximum 250 characters.
24, There is also the facility to add attachments.

Click the Add Attachment button.

Personalize | Find | View A1 | B | #5
Attached File Add Attachment

October 5, 2017
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Step

Action

25.

Click the Browse button and find the file on your computer.
" File Attachment '

No file selected.
Uplor=—=:ancel
o

I

26.

Once you have found the file, click the Upload button.
File Attachment

E

ge... | Test document.docx

Uploag  Cancel

E

27.

You can add more than one attachment.

Click the Add a new row plus button.

Personalize | Find | View A1 BV 3 First £ 4 074 [ Last
Attached File Delete Attachment View Attachment

1 Test_document.docx | Delete Attachment | View Attachment

Submit

28.

Once you are satisfied with all the data entered, click the Submit button.

If you are not ready to submit, you can Save the page.

: Save :Ef‘netum 1o Search f|:| Previous in List G Next in List El Motify Submit Button

snnual Progress Review Summary | Annual Progress Approval

29.

You will need to confirm you have uploaded all the relevant documentation.

Click the OK button.

Your data will now become available to all users, including the student.

Please confirm that you have uploaded all relevant documentation? (25400 ,12)

Gancel
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Home | AdttoFevartes | Sgnou
volment . Graduate Reseaich Management. > QUB Ressarch Student Lfecyde > QUB RSL Supenvisor Dashboard

person:

ervisor View of Student

IR Diff APR1 APR2 APR3 APR4 APR5 APR6 APR7 APR FormalMestings PSTP Training
1

EEE BB @8
EEE EE @8

0
[l
0
0
g
0

AR Y- AL AR R R
4@ - @mR BE
fonm B @m

Overdue 1 Not Required: -

B

Complete: " Not Due Yet @

Step Action

30. These icons will only update once all the users have completed their steps in
the process.
4
31. The second tab contains fields that need to be completed by the Head of

School or HoS Nominee.

They will need to confirm if they agree with the record/recommendation on
the Annual Progress Review Summary Page.

Once this information has been submitted, the milestone will appear as
completed in the various dashboards.

32. You have now completed this topic.
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4. Adding a Record of Formal Meeting

Staff and Students can enter details of formal meetings that have been held throughout a
student's postgraduate research career.

Step Action

1. To navigate in Qsis click Main Menu.

Favorites : Main Menu

2. Click Records and Enrollment.
Fa\.rovr[tes Mainvl'«'lenu

Menu T
b Self Servit [ Self Service 3

> Records al 11 Records and Enrollment 3
i> Gurmiculun - cyrriculum Management
I Sst Up 54

3 Set Up SACR »

Q
-]
4

3. Click Graduate Research Management.
Favclrites Mainvl'\-lenu

Menu T
b Self Servit 3 Self Service 3

&> Records 3 (0 Records and Enrollment

[ Curmiculun 3 Cyrriculum Management | &2 Graduate Research Management 3
Set Up 52 -

“ . {3 SetUp SACR (3 HESA Reporting '

Q
-]
4

4. Click QUB Research Student Lifecycle.

Favorites © Main Menu

Y
-

«©
&
4

Menu " i

&> Self Servic [ Self Service »

> Records a [ Records and Enrollment

b Curmiculun ™ Cyrriculum Management ) Graduate Research Manag
Set Up 8A ; UB Research Student Lifecyde [

v P 59 setupsacr {3 HESA Reporting (2o cy

5. Click Record of Formal Meetings.

Favorites  Main Menu

(4]
&
4

Menu " N
1 Self Servic [0 Self Service
I Recordsa (1 Records and Enrollment
[> Curriculun Curriculum M it [ Graduate Research Manag
[> Set Up SA & Curriculum Managemen 1 QUB Research Student Lif¢
|5 Initial Review
|| _Differentiation
[|= Record of Formal Mestings
D Annual Progress Review

[£] Student Overview Page

3 SetUp SACR 3 HESA Reporting
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FINew Window 1t
Record of Formal Mestings.

Find an Exising Value 18

Step Action
6. Click the Add a New Value tab.

Find an Existing Value [ ENMERETRETS ||

w Search Criteria

Favgites | Main Menu . Records and Envolment . Graduate Reseaich Management. > QUB Research Student Ufecycle . Record of Formal Mestings,

& New Window
Record of Formal Mestings. Mc

EEEE

EmplD: oz x1Q

Academic Insttution: Q

Find an Existing Value | Add a New Value

Step Action

7. On this page the student details need to be added. Add the student number in
the Empl ID field.

Next, click the Look up Academic Institution spyglass button.

Record of Formal Meetings
Find an Existing Value Adﬂ a New Value

Empl ID: [e0221840] x|@
Academic Institution: ’—
Academic Career: e
Student Career Nbr: [ 0/Q
Candidate Number: (000000000000 |
Term: ’_Q

Formal Meeting Number: Q

Page 27
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Step

Action

8. Click the QUB link.
Academic Institution:
Look Up Clear Cancel | Basic Lookup
Search Results
View 100 First [4] 1of1 [p] Last
Academic Institution
Q0E
9. Click the Look up Academic Career spyglass button.
Empl ID: 40221840 Q,
Academic Institution: |QUB O
Academic Career: @
Student Career Nbr: 0,
Candidate Number: 000000000000 Q@
Term: Q,
Formal Meeting Number: (&}
10. Click the Research career.
If the student has previously studied in Queens, you may see undergraduate or
postgraduate rows in this box.
Empl ID: 40221840
Academic Institution: aue
Academic Career:  [= v “
Look Up Clear Cancel | Basic Lookup
Search Results
View 100 First [4] 10of1 [3] Last
Academic Career
11. Click the Look up Candidate Number spyglass button.
Empl ID: 40221840 Q
Academic Institution:  |QUE | Q
Academic Career: PGR O
Student Career Nbr: P
Candidate Number: 000000000000
Term: Q
Formal Meeting Number: Q
Add
12. Students who have more than one postgraduate research career/ application

may see more than one row.

If you see more than one candidate number, please contact your School to ask
which number to use.

Click the Candidate Number link.

Empl ID: 40221840
Academic Institution: Qus
Academic Career: Postgraduate Research

Student Career Nbr: 1]

Candidate Number:

Look Up Clear Cancel | Basic Lookup

Search Results
Miew 100 First [4] 101 [b] Last

Candidate Number
0000 4
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Step Action

13. Click the Look up Term spyglass button.

Empl ID: 40221840 Q
Academic Institution: |QUB | Q
Academic Career: PGR |Q
Student Career Nbr: 0
Candidate Number: |p000000 19443 |3
Term: &l
Formal Meeting Number: &}

14. Click the correct Academic Year link.
Empl ID: 40221840
Academic Institution Qaus
Academic Career: Postgraduate Research
Student Career Nbr: 0
Candidate Number: 000000013447
Term:

Description:

Look Up Glear Cancel | Basic Lookup

Search Results

View 100 First Last

15. Click the Look up Formal Meeting Number spyglass button.

Empl 1D: 40221840 (&}
Academic Institution: |QUE  Q
Academic Career: PGR O
Student Career Nbr: 0,
Candidate Number: 000000019447 Q)
Term: 2171 Q
Formal Meeting Number: ]
16. This page will only ever show one value. This will be the next meeting that

needs to be added.

In this instance, the first Record of Formal Meeting for the academic year
will be selected.

Click the 1 link.

Empl ID: 40221840
Academic Institution: qus
Academic Career: Posigraduale Research
Student Career Nbr: 0
Candidate Number: 000000019447
Formal Meeting Number:[= V]
Look Up Clear Cancel | Basic Lookup

Search Results
View 100 First [] tor1 [3] Last

Formal Meeting Number
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Qsis |

vome | AddtoFevrtes | Sgnou
Favgros | Main Menu > Records an Envolment > Graduate Research Management. > QUB Research Student Lfecyce > Record of Formal Mestings,

& New Window 5y
Record of Formal Mestings.

Eind an Exiting Vaiue | (FXTEITEY

a2z @

Fing an Existing Value | A0d a New Value

Step

Action

17.

Once all the values have been added, click the Add button

Record of Formal Meetings
Eind an Bxisting Vaive | (ETTEICTET

Empl ID: 022130 |
Academic Institution:  [QUE | Q
Academic Career: [PeR 1@

Student CareerNbr: [ 0Q
Candidate Number: [P000000T8447 /@
Term: [N

Formal Meeting Number:| G

18.

The Record of Formal Meetings page will open.
The information at the top will be read only.

The user is required to add information under the heading Meeting Summary.

i

vome | AddtoFevrtes | Sgnou
Favgrs | Main Menu > Records ang Envolment > Graduate Research Management. > QUB Research Student Lfecyce > Record of Formal Mestings,

|I

NewWindow [ Persoralze Page o
‘QUB RSL Fomal Meetings

Student Number 40221240
FistName  Gordan

Sumame. Jonnson

Status Complted Program

Plan PN Biogical Siences

Mode of Study  Ful-Tme

Project Title | |
SartDate 01092016 LatestSubmissionDate 31022020 Days Consumed 12200
AdmitTerm 2161 Expected Graduation Temn 2151 MaxDaysLeft 133500

2 secontay Supenisor ot |
3 Trtary Super ot |
4 Exema Supersor or |
[m— Tom 2171 Formal Mesting Number 1

Date  [fO0920T7 [ Meeting Type!

‘Summary of Mesting
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Step

Action

19. Click the Meeting Type list and select either In Person or Virtual depending
on how the meeting was conducted.
Status  Initiated Term 2171 Formal Meeting Number 1
Date 19/09/2017 |5 Meeting Type| S— 7
7 -Virtual Personalize | Find | view A1 | B | 28 Fist £ g orq O Lot
Role Name Title First Name Last Mame
1 v | | &=
20. The next step is to add the attendees.
Click the Role Name and select either Attendee or Chair.
Add the Title, First and Last Name.
21. Press the Plus button to add further attendees.
Personalze | Find | view 21 | BV | BH fre B0 g orq O Lot
Role Name Title First Name Last Name
1 [Attendee v wr [J [Blogasf x| |[+] [=]
22, It is necessary to have at least two attendees including the student.
It is not necessary to have a Chair.
23. Enter the summary of the meeting in the first field.
Enter the agreed actions and next steps in the second field
There is a spell check attached to each of the text fields.
24. If required, you can add attachments.
Point to the Add Attachment button and locate the required file.
Personalize | Find | View Al | BL | B8 First K1 4 051 I3 Lost
Attached File Add Attachment
w ERiE
25. Make sure that you check the date before you submit. This will default to the

date that the form is being filled in.
However, it should reflect the actual date of the meeting.

Select the Date field and enter the correct date. The date format will be the
standard UK format but may display in the American format depending on the
defaults on your machine.

Status Initiated Term 2171 Formal Meeting Number 1

Date 19/09/2017 |5  Meeting Type 2

October 5, 2017
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Step

Action

26.

It is important that the content has been agreed by all attendees prior to
submitting.

If you are not 100 % certain, click the Save button and ask the other
attendee(s) to login to Qsis to check the data.

Once you are satisfied with all the data entered, click the Submit button.

27.

You will be asked to confirm that the content you have added has been
agreed.

If appropriate, click the OK field.

Please confirm that you have agreed the record of the meeting with all attendees? (25700,5)

Cancel

28.

Once you submit, the page will become read-only for the student, supervisor(s)
and administrative staff.

All users can also download any attachments.

29.

You can view all saved or submitted Records of Formal Meetings.

Saved, but not submitted, meeting records will show with a status of Initiated.

30.

You have now completed this topic.
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