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Warwick SkillsForge

Researchers — Doctoral Skills Modules
(SEM)

» Once you have signed into Warwick SkillsForge via the blue Single Sign on button below:

PGR and Staff Sign In

The following Tabs will appear:

Home;

DNA - (Development Needs Analysis);
Professional Development;

Doctoral Skills Modules

Help.
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The Doctoral Skills Modules Tab has the following drop down available:
1. View DSM.
> [Click] on ‘View DSM’ and the following screen will appear

Doctoral Skills Modules

There are Departments and Centres for Doctoral Training. Please choose one to opt in. If you are unsure if you come under a Department or a Centre for Doctoral Training

p\ease contact your Depanmemal tor or k.ac.uk
DS Module 1

Optin~

DS Module 2

Optin~

DS Module 3

Optin~

NB. DS Module 1 helps structure your first year of PG research and so on, but you can Opt In to DS
Modules 1, 2 and or 3 at any time on your PGR programme!

To OptIn

» [Click] onto the Blue DS Module 1 Opt In button. The following will appear:




DS Module 1

Optin~

Chemistry
Complexity CDT
Computer Science
‘ Diamond CDT
HetSys CDT
MAS CDT
MASDOC CDT
Mathematics Institute
MathSys CDT
MOAC CDT
Physics
Psychology
School of Engineering
School of Life Sciences
Statistics
P Urban Science CDT
Warwick Manufacturing Group

Warwick Medical School

NB. You can opt into your department but if you are in a sponsored CDT (Centre for Doctoral
Training) then please choose this option as some have different elements. If you are unsure about
where you should opt in please contact transferable.skills@warwick.ac.uk

> [Click] onto your department or CDT. This screen will appear:

DS Module 1

Generating applicable DSM 1 forms. You should see them listed here in few seconds

Flease refresh the page if the content has not been updated in the next 2 minutes

«

If the system does not upload please refresh your browser. The load can take a couple of minutes.

The following screen will appear with your loaded DS Module 1 items:


mailto:transferable.skills@warwick.ac.uk

DS Module 1 (Department Chemistry )

Please consult the appropriate Doctoral Skills Handbook before undertaking the tasks below. Doctoral Skills Handbooks are available from the PGC Transferable Skills Website

or your from your Departmental’ Centre for Doctoral Training Website.

Title

CH9332 Academic Scientific Writing: Writing extended scientific articles and reports

CH934 Academic Scientific Writing: Writing focused scientific articles and reports

CH953 Teamworking in a Research Environment

DS1A Starting Literature Review - 5 Research Papers

DS1B Research Plan (including budget) - Notes on follow-up and changes

DS1C Interim Research Report

DS1D End of Year Research Report

DS1E Year 1 Research Poster /or/ Summary of Seminar to a General Audience for/
Teaching/Outreach

DS1F Seminar Summaries (5)

Date

15 Oct
2019

15 Oct
2019

15 Oct
2019

15 Oct
2019

15 Oct
2019

15 Oct
2019

15 Oct
2019

15 Oct
2019

15 Oct
2019

Credits Type

0.0

0.0

0.0

45

3.0

45

® Transferable Skills

® Transferable Skills

@ Transferable Skills

@ Research Focussed

@ Research Focussed

® Research Focussed

@ Research Focussed

® Research Focussed
Conferencing &
Networking

Conferencing &
Networking

Status

Not
started

Print

Print

Print

Print

Print

Print

Print

Print

Print

To note: ONLY the DS items in the list are the ones for DSM 1. The booked events e.g. CH933 (face
to face workshops) are listed here so you can upload the workbooks but your attendance at these

events will automatically be recorded.
On this page you can see:
The title of the DSM;

The date it was created;

Which framework area/s it will allocated to;
The status (default is not started);
Print option.
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To review your DS Module:

> [Click] onto the linked title

DS1A Starting Literature Review - 5 Research Papers

The following screen will appear:

The number of credits (equivalent to hours it should take);



DSM Student 2 -

History: |Latest [+]
Assessment Title DS1A Starting Literature Review - 5 Research Papers =
Description Identify, in consultation with your Research Supervisor, ~5 papers or

articles that provide a background and starting-paint for your
research, and summarise each (no more than 1 page). This could be
part of your interim report, but you will find it valuable to do it very
near the beginning of your research.

Your summaries should include:

- the important findings and key ideas

- the crucial guestions that remain unanswered and which your
research will help answer.

Once complete, upload your completed work and your assessor's
comments into SkillsForge below

Framework Areas & Credits 4.5 V Research Focussed
0 o Conferencing & Networking

0 O Transferable Skills

Skills > Broadening Your Academic Skills

> Research Ethics and Governance

> Impact and Public Engagement

% Navalanina Vanr Aradamic Drofila

The top half of this page is automatically populated with:

Assessment Title;
Description

Framework Areas & Credits;
Skills.

Pwhpe

You will see a box:

On finishing the task please take your work to your assessor (senior post-doctoral researcher or
supervisor) for checking and signing off. Once the task has been signed off; please add your assessor's
details into the boxes below, including a copy of your assessor's feedback using either the comments
box or upload facility.

Underneath this box are editable items for you to complete:
> [Click] Into the ‘Assessment date(s)’ box

A drop down box should appear:



15 Oct 2019 -+

M T WTF S 8iq
130123 4 5 6
7 88 1011 12 13
14 [18] 16 17 18 19 20,
2122 23 24 25 26 27|
282930311 2 3

_________________________________

» [Click] onto the ‘date’ to choose

You can add dates by [clicking] on the green o button at the side of the date.

You can minus dates by clicking] on the green button at the side of the date.

NB. If you add a date, the date will be the previous selected one:

Assessment Date(s) 9 Oct 2019 + R
9 Oct 2019 1

> [Click] onto the ‘date’ to change

Assessment Date(s) 9 Oct 2019 + X

10 Oct 2019 + X

You can upload any files or workbooks for supporting documentation:

Quota used: 0.00MB out of 1000.00ME

Choose a file to upload...

Supporting documentation

If you would like to upload an attachment:

» [Click] on the Choose a file to upload... link

A pop out browser of you documents library will appear
> [Choose] the file you require and insert

When the attachment has been saved, a Done message will appear:



Attachments Picturel.jpg

Done

A waste basket will also appear in the right hand navigation

If a file is too large to upload you will receive an error message:

Could not upload file

. The upload was canceled because there was an error in the server.
Server ermror is: The request was rejected because its size: 58,044 KB,
exceeds the maximum: 51,200 KB

Ok

e e |

» [Click] Ok to return to the email screen. You will see an error message:

Attachments | adyantages+of+profes...
Error

» [Click] on the waste basket to remove the file

NB. You can upload Word, Powerpoint, Excel, PDF files but not movie or video files. Any queries on
file types please contact PGRdevelopment@warwick.ac.uk

You can add ‘Comments’ by

> [Clicking] into the ‘Comments’ and typing in any notes

Comments


mailto:PGRdevelopment@warwick.ac.uk

Enter your Academic Reviewer Details:

Academic Reviewer

Title
Name *
Role

Email *

» [Click] into the ‘Academic Reviewer - Title’ to add the title of your reviewer — the person who
has reviewed and approved your work in the department or CDT. Titles example are
Dr./Professor/Mrs/Miss/Ms/Mr/Rev (this is not a required field but we advise you complete)

» [Click] into the ‘Academic Reviewer - Name’ to add the name of your reviewer — this is a
required field.

» [Click] into the ‘Academic Reviewer - role’ to add the role of your reviewer. Examples are
Supervisor, Senior Postdoctoral Fellow etc. If you have any queries please contact
transferable.skills@warwick.ac.uk (this is not a required field but we advise you complete)

> [Click] into the ‘Academic Reviewer - email’ to add the email of your reviewer— this is a
required field.

Enter your Review Details:

Review Details

Review Date ~

Review Comments

Quota used: 0.00MB out of 1000.00MB

Choose a file to upload...

Supporting documentation
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> [Click] onto the ‘date’ to choose. This is a required field.

15 Oct 2019 -+ 1+

¢ 20190t >
M TWTF S 8iq
301 23 45 6
7 8 9 1011 12 13
14[18] 16 17 18 19 20|
2122 23 24 25 26 27,
8229303 1 2 3

.................................

You can add dates by [clicking] on the green o button at the side of the date.

You can minus dates by clicking] on the green e button at the side of the date.
NB. If you add a date, the date will be the previous selected one. Remember to change the date.
You can add ‘Comments’ by

» [Clicking] into the ‘Comments’ and typing in any notes

You can upload any files or workbooks for supporting documentation:

Quota used: 0.00MB out of 1000.00ME

Choose a file to upload...

Supporting documentation

If you would like to upload an attachment:

» [Click] on the Choose a file to upload... link

A pop out browser of you documents library will appear
> [Choose] the file you require and insert

When the attachment has been saved, a Done message will appear:

Attachments | picture1.jpg

Done

A waste basket will also appear in the right hand navigation

If a file is too large to upload you will receive an error message:



Could not upload file
- The upload was canceled because there was an error in the server.
Server error is: The request was rejected because its size: 58,044 KB,

exceeds the maximum: 51,200 KB

Ok

i

> [Click] Ok to return to the email screen. You will see an error message:
L

Attachments | a4yantages+of+profes..

Error

> [Click] on the waste basket to remove the file

NB. You can upload Word, Powerpoint, Excel, PDF files but not movie or video files. Any queries on
file types please contact PGRdevelopment@warwick.ac.uk

» [Click] into the tick box to ‘confirm the above is an accurate account of reviewer’s
comments’ — this is a required field.

I confirm the above is an accurate account of reviewer's comments *

#| | confirm the above is an accurate account of reviewer's comments *

» [Click] onto the ‘Mark Ready for Final Review’

If you have not completed a required field, the following will appear:

Before submitting for final review, please provide the following information:
= Academic Reviewer Name
« Academic Reviewer Email
+ Review Date

Status Mot started Mark Ready for Final Review

Complete the relevant fields and:
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> [Click] onto the ‘Mark Ready for Final Review’

The following screen will appear:

Mearly complete, please press the SAVE button above to submit your work for Final
Review!

Status Pending final review

NB. You must SAVE your form in the top right hand corner for this to be passed forward for final
review.

Jate Credits Type Ste
Ihx
m Discard No
stz
History: |Latest ]E|
Nao

We've added this two stage process so that if you have marked ready for final review you can still
amend/discard/retrieve the form if you have missed something or are not yet ready to send for final
review!

Once you have save the form this has been sent for final review and you will now see a ‘Pending final
review’ status:
15 Oct Pending final

DS1A Starting Literature Review - 5 Research Papers 4.5 ® Research Focussed ) Print
2019 review

If you wanted to Save the form but not send for ‘Final Review’

e Complete any sections of the form you wish to;
e DO NOT press the button ‘Mark ready for final review’

Mark Ready for Final Review

e Save the form as it is using the blue Save button in the top right hand corner

e This will Save your form but not send for review and you can re-edit and Save at any time
before being ready to send.

Once you have saved this form you will now see an ‘In progress’ status:

15 Oct
DS1B Research Plan (including budget) - Notes on follow-up and changes 2019 1.5 ® Research Focussed In progress Print

10



There are two outcomes from your final review process.

The first action is Completed.

15 Oct
DS1A Starting Literature Review - 5 Research Papers — 4.5 Research Focussed Completed  Print

This means you have had final sign off of the item and this is now recorded for your DS Module.

NB. Once a task is completed it remains as part of the DSM but now becomes non-editable as you
have completed.

If you wish to see any comments from the final approver:

» [Click] onto the ‘Title’ link of the DSM

DS1A Starting Literature Review - 5 Research Papers

At the bottom of the page you will see the ‘Status’ as Completed and any notes in the Comments
box:

Status Completed

Comments

Blank (read only)

The second action is Not Approved.

If your DSM item has not been approved you will see this on your DSM page:

15 Oct Not
DS1B Research Plan (including budget) - Notes on follow-up and changes 1.5 Research Focussed Print

2019 approved

> [Click] onto the ‘Title’ link of the DSM to see the reason for non-approval

DS1B Research Plan (including budget) - Notes on follow-up and changes

At the bottom of the page you will see the ‘Status’ as Completed and any notes in the Comments
box:
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Status Mot approved

Reason for not approval =

no file added

NB. If an item is not approved all items are still editable. At the bottom of the page you will see the
‘Status’ as Not Approved and any notes in the ‘Reason for not approval’ box.

» [Complete] any outstanding items on the DSM.

Should you have any queries about your feedback please contact your department approver or
transferable.skills@warwick.ac.uk.

Once completed:
» [Click] onto the ‘Mark Ready for Final Review’

The following screen will appear:

Mearly complete, please press the SAVE button above to submit your work for Final
Review!

Status | Pending final review

NB. You must SAVE your form in the top right hand corner for this to be passed forward for final
review.

Jate Credits Type ) St:
m Discard No
stz
History: Latest [+]
Na

Once you have save the form this has been sent for final review and you will now see a ‘Pending final
review’ status.

You can print your DSM form at any time.

> [Click] onto the ‘Print’ link of the DSM

Print

12
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DS1A Starting Literature Review - 5 Research Papers

The following screen will appear:

Assessment Title

Description

Framework Areas & Credits

Skills

With your chosen p

p——

DS1A Suming Litrature Review - § Reseasch Papers

Desipiica

DS1A Starting Literature Review - 5 Research Papers

15 Oct
2018

® Research Focussed

Completed

Print

Identify, in consultation with your Research Supervisor, ~5 papers or articles that provide a background and starting-point for your research, and summarise |

report, but you will find it valuable to do it very near the beginning of your research.

Your summaries should include:

- the important findings and key ideas

- the crucial questions that remain unanswered and which your research will help answer.

Once complete, upload your completed weork and your assessor's comments into SkillsForge below

4.5  Research Focussed
0 O Conferencing & Networking

0 O Transferable Skills

> Broadening Your Academic Skills

> Research Ethics and Governance
> Impact and Public Engagement

> Developing Your Academic Profile

rinting options:

[rey o

-3 pupers or o 1

pages your
[PP——

e impostin fadings and Rey e

ot very R

wll e s

45 o Reseameh Foemsed
D O Contescacing & Nerwcding

0 O Tessaterable Skills

o Practical e skills

Primcwodk Ascss & Cisdits

Sils

Assesemen Daists)

15 0ut 2m3

Supporing dcimentiion

Commerns

O g e ik Pl ke your ik s Yo e (32 o ot plesc
A ot s el kot B i, ing & oy Yol wedcano's fesback Uiing e the Eucicas b o Uit bty

Print

Destination

Pages

Copies

Layout

Colour

Mare settings

2 sheets of paper

5 Kyocera on HANKS -

All

-

1

Landscape -

Colour -
v

m Cancel

summarise each (no1

> Career Development
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> [Click] ‘Print’ to print your DSM.
> [Click] ‘Cancel’ to return to the main DSM print page:

Assessment Title

Description

Framework Areas & Credits

Skills

DS1A Starting Literature Review - 5 Research Papers

Your summaries should include:

- the important findings and key ideas

the crucial questions that remain unanswered and which your research will help answer.

4.5  Research Focussed
0 O Conferencing & Networking

0 O Transferable Skills

> Broadening Your Academic Skills

> Research Ethics and Governance

> Impact and Public Engagement

> Developing Your Academic Profile

report, but you will find it valuable to do it very near the beginning of your research.

Once complete, upload your completed work and your assessor's comments into SkillsForge below

Identify, in consultation with your Research Supervisor, ~3 papers or articles that provide a background and starting-point for your research, and summarise

> [Click] ‘the ‘X’ in the top right hand corner of your web browser page (for the print) to close
the Print page

¥ @ Print

You will return to your main DSM page in SkillsForge:

OF YOUI I YOUI UEPaISTIEINY LENUE 107 UOUIOTE) 1 1aNINg WEUSIE.

Title Date Credits Type
15 0ct
CH333 Academic Scientific Writing: Writing extended scientific articles and reports s 00 © Transterable Skills
15 Oct
CH934 Academic Scientific Writing: Writing focused scientific articles and reports % 00 ® Transferable Skills
15 0ct
CH953 Teamworking in 3 Research Environment o 00 ® Transferable Skills
S1A Starting Lilerature Review - 5 Research Papers 4 ® Research Focu:
arch ing bud ‘ and char ® Resear
16 Oct
DSIC Interim Research Report i 30 ® Research Focussed
15 Oct
DS1D End of Year Research Report s 45 ® Research Focussed
® Research Focussed
DS1E Year 1 Research Poster for/ Summary of Seminar 1o 3 General Audience /or/ 15 Oct
16 Conferencing &
Teaching/Outreach 2018
Networking
15.0ct Conferencing &
DSTF Seminar Summaries (5) 25
2019 Networking
15 Oct Conferencing &

started

Not

Print

Print

Print

Print

Print

Print

Print
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Contact:

Should you have any issues or queries (or feedback on this user guide) with regard to DS Modules

for SEM please contact the Doctoral College via: PGRDevelopment@warwick.ac.uk or tel: 024 761

50401 (ext. 50401)

15
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