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Warwick	SkillsForge	

Doctoral	Skills	Modules	–DSM	
Administrator	(SEM)		

	

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

		

Your	tabs	will	now	include	a	Doctoral	Skills	Modules	Tab:	

	

The	Doctoral	Skills	Modules	Tab	has	the	following	drop	down	available:	

1. View	Student	DSM;	
2. Students	with	‘Pending	Review’	DSMs;	
3. Students	with	‘Not	Approved’	DSMs.	

	
Ø [Click]	on	‘View	Student	DSM’	and	the	following	screen	will	appear	

	

NB.	You	will	see	a	drop	down	box	with	Postgraduate	Researcher	(PGR)	names	and	where	they	have	
opted	in	to	DS	Module	1,	2	and	3.	If	not	opted	in	a	non-editable	blue	button	is	shown,	‘Not	Opted	in’.	

To	choose	a	PGR	either:	

Ø [Click]	onto	the	drop	down	arrow	and	[Click]	onto	the	PGR’s	name:	
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Or:	

Ø [Type]	the	PGR	surname	into	the	box	and	the	name	will	appear:	

	

Ø 	[Click]	onto	the	PGR’s	name	you	want:	

Where	a	student	has	opted	in	you	can	see	the	following	information:	

1. ‘Title’	of	the	DS	Module;	
2. ‘Date’	it	was	created;	
3. The	number	of	‘Credits’	allocated	(the	number	of	hours	it	took	–	1	hour	=	0.5	credits);	
4. The	‘Type’	or	Framework	Area/s	it	relates	to;	
5. The	‘Status’	
6. A	‘Print’	function.	
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The	Status’	that	can	be	seen	are:	

1. Not	started;	
2. In	progress	–	the	PGR	has	entered	information	into	the	form	but	is	not	yet	ready	to	submit;	
3. Pending	final	review	–	passed	to	you	as	a	DSM	approver;	
4. Not	approved	–	not	yet	completed,	it	may	need	more	work	or	have	missing	information;	
5. Completed	–	signed	off	and	locked.	

You	can	drill	down	to	each	DSM	by:	

Ø [Clicking]	onto	any	link	in	the	DSM	box	e.g.	Title	

The	following	screen	will	appear:	

	

	

The	top	half	of	this	page	is	automatically	populated	with:	

1. Assessment	Title;	
2. Description	
3. Framework	Areas	&	Credits;	
4. Skills.	

You	will	see	a	box:	
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Underneath	this	box	are	editable	items	that	the	PGR	completes:	

	

	

	

The	PGR	may	have	uploaded	files	or	workbooks	for	supporting	documentation	in	both	the	
Assessment	Fields	and	the	Academic	Reviewer	fields:	
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If	you	would	like	to	see	the	attachment:	

Ø [Click]	on	the	link	to	the	attached	file:	

	

A	download	icon	will	appear	on	the	bottom	of	your	screen:	

	

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

Ø [Click]	onto	the	icon	to	open	the	document.	
Ø [Save]	or	[Close]	the	document	as	required.		

	

	

If	you	are	happy	with	the	work	completed:	

Ø [Click]	onto	the	drop	down	box	‘Pending	Final	Review’	at	the	bottom	of	the	screen:	

	

Ø [Click]	onto	the	drop	down	box	‘Pending	Final	Review’	at	the	bottom	of	the	screen:	

	

	

Ø [Select]	‘Completed’	

	

	

You	can	now	see	a	‘Comments’	box.	
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Ø [Click]	into	the	‘Comments’	box	and	[Enter]	any	relevant	comments	(this	is	not	a	compulsory	
field)	

Ø [Click]	Save	in	the	top	right	hand	corner	to	mark	the	work	as	‘Completed’	and	any	comments	
entered	
	

.	 	

You	must	SAVE	the	form	for	this	to	be	‘Completed’.	

We’ve	added	this	two	stage	process	so	that	if	you	have	changed	the	‘Status’	you	can	still	
amend/discard/retrieve	the	form	if	you	wish	to	amend	this.	

Once	you	have	saved	the	form	this	has	been	return	to	the	PGR	with	that	‘Status’	noted.	The	form	will	
become	non-editable.	

	

	

	

If	you	are	NOT	happy	with	the	work	completed:	

Ø [Click]	onto	the	drop	down	box	‘Pending	Final	Review’	at	the	bottom	of	the	screen:	

	

Ø [Click]	onto	the	drop	down	box	‘Pending	Final	Review’	at	the	bottom	of	the	screen:	



7	
	

	

	

Ø [Select]	‘Not	approved’	

	

You	can	now	see	a	‘Reason	for	not	approval’	box.	

	

Ø [Click]	into	the	‘Reason	for	not	approval’	box	and	[Enter]	the	reason	why	e.g.	Academic	
reviewer	file	missing	(this	is		a	compulsory	field)	

Ø [Click]	Save	in	the	top	right	hand	corner	to	mark	the	work	as	‘Not	approved’	and	any	
comments	entered	
	

.	 	

You	must	SAVE	the	form	for	this	to	be	‘Not	approved’.	

Once	you	have	saved	the	form	this	has	been	return	to	the	PGR	with	that	‘Status’	noted.	

	

NB.	This	will	return	to	the	PGR	and	the	original	editable	fields	will	remain	editable.	The	PGR	can	
then	complete	the	item	(or	add	any	files)	and	return	for	‘Pending	final	review’	–	this	will	return	to	
you	as	Approver.	
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You	can	print	a	DSM	form	at	any	time.	

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

	

	

The	following	screen	will	appear:	

	

With	the	chosen	printing	options:	

	

	

Ø [Click]	‘Print’	to	print	the	DSM.	
Ø [Click]	‘Cancel’	to	return	to	the	main	DSM	print	page:	
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Ø [Click]	‘the	‘X’	in	the	top	right	hand	corner	of	the	web	browser	page	(for	the	print)	to	close	
the	Print	page	

	

	

You	will	return	to	the	main	DSM	page	in	SkillsForge:	

	

	

To	see	all	PGRs	with	‘Pending	final	review’	Status	

Ø [Click]	on	the	Doctoral	Skills	Modules	tab,		

	

Ø And	[Select]		 	.	The	following	screen	will	appear:	
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NB.	Any	PGRs	with	a	‘Pending	final	review’	status	will	appear.	You	can	see	the	following	information:	

1. ‘Date’	the	item	was	created;	
2. Title/Summary	of	the	DSM;	
3. PGR	name	–	given	as	‘Owner’.	

Where	there	are	multiple	names	and	titles	you	can	use	the	‘Search’	box	to	find	the	‘Title/Summary’.	

NB.	The	box	is	only	for	searching	‘Title/Summary’	

NB.	The	box	is	case	sensitive	and	the	‘Title/Summary’	must	be	exact	

Once	you	have	entered	a	search,	a	clear	function	will	appear: 	
	

Ø [Click]	‘the	‘X’	or	‘Clear’	to	clear	the	search	and	return	to	the	full	list:	

The	‘Search’	box	will	also	clear	of	text.	
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Ø [Click]	on	any	linked	PGR	‘Date,	Title/Summary/Owner’	to	drill	down	to	the	PGR	and	make	
any	changes	as	required.	

NB.	If	you	‘Complete’	or	‘Don’t	approve’	a	PGR	from	this	screen.	Once	you	have	actioned	
and	the	PGRs	form	has	been	saved/returned	to	them	–	the	name	will	be	removed	from	
your	list	as	it	is	no	longer	‘Pending	final	review.’	

	

	

To	see	all	PGRs	with	‘Not	approved’	Status	

Ø [Click]	on	the	Doctoral	Skills	Modules	tab,		

	

Ø And	[Select]		 	.	The	following	screen	will	appear:	

	

NB.	Any	PGRs	with	a	‘Not	approved	status	will	appear.	You	can	see	the	following	information:	
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4. ‘Date’	the	item	was	created;	
5. Title/Summary	of	the	DSM;	
6. PGR	name	–	given	as	‘Owner.	

	
Ø [Click]	on	any	linked	PGR	‘Date,	Title/Summary/Owner’	to	drill	down	to	the	PGR	and	make	

any	changes	as	required.	

NB.	If	you	‘Complete’	a	PGR	from	this	screen,	once	you	have	actioned	and	the	PGRs	form	
has	been	saved/returned	to	them	–	the	name	will	be	removed	from	your	list	as	it	is	no	
longer	‘Not	approved.’	

	

If	you	wish	to	have	any	Status’	reversed	please	email	transferable.skills@warwick.ac.uk	or	
doctoralcollege@warwick.ac.uk		

	

	

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)	


