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Warwick SkillsForge 

Supervisors – Activity Logs 
 

 Sign in to Warwick SkillsForge  
 [Click] on Professional Development Tab in the upper navigation of the Warwick SkillsForge 

screen: 

 
 

 [Select] Completed Activity Log 

The following screen will appear: 

 

 

 

 [Click] in the drop down box Showing Activity Log for:  
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 [Click] on your ‘researcher name’ to load their yearly Activity Log 

NB. The researchers you supervise will automatically be loaded from SITS 

On this screen is the Warwick Whirligig – a visual device that shows you what researchers have 

completed for their professional development framework and what is still to complete. The whirligig 

has been created to reflect the ten days of the framework and its requirements and automatically 

populates. 

To note: the whirligig will recognise the start month and build the professional development year from 

the 1st of the start month; any items entered before this date will appear in the previous year 

To note: For part time students the whirligig reflects a 60% (full time equivalent) credit load – see key 

below 

 

If you hover over each section it will note what credits a researcher has – e.g. Transferable Skills 

activity: 1 and the number of credits pending or still to do (8) 
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Once the ten days are completed in the 5/3/2 or 3/2/1/split, the whirligig will be completed and will 

lock. 

 

The key for credits is below for doctoral researchers: 
This will need to be pro-rata’d for those starting mid-year. Non-doctoral researchers are welcome to 

engage with the framework as good practice for skills development, and are able to use Warwick 

SkillsForge 

Full Time 
 

Days  Hours Credits 

Framework 
Requirement 

10  
(6 hours per day) 

60  30  
(1 hour = 0.5 credits) 

Research Focussed 
Skills 

5  30 15 

Transferable Skills 3  18 9 

Conferencing & 
Networking 

2 12 6 

 

Part Time 
 

Days  Hours Credits 

Framework 
Requirement  

6 
(6 hours per day) 

36 18  
(1 hour = 0.5 credits) 

Research Focussed 
Skills 

3 18 9 

Transferable Skills 2 12 6 

Conferencing & 
Networking 

1 6 3 

 

To note: once more than one year has been completed, you will be able to scroll through yearly 

records via the arrows: and  

On this screen you can also see activities researchers have booked including: Date; 

Title/Summary/Credits (this is based on attendance); Type (Framework Area/s) and the option to Print 

On this screen you can also see activities they have entered: Date; Title/Summary/Credits (this is 

based on the number of hours); Type (Framework Area/s) and the option to Print 

 

To note: Where a researcher may be unsure of what activities can be included as part of their 

framework they have a ‘see example activities’ button that may help. It is not an exhaustive list and 

you may also wish to guide your researcher about activities that you feel are most appropriate for their 

professional development 

 To see example activities, [Click] on   
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A drop down list will appear: 

 

 

To close the list, [Re-click] on   

The list will disappear 

 

 You can review previous attended or added items by [Clicking] onto the link of any of the event 

detail fields: Date; Title/Summary; Credits or Type: 

 

 

If the researcher has attended a booked event, the following screen will appear: 
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If they have entered their own activity, the following screen will appear: 

 

To note: For supervisors, the fields are all read only whether the researcher has booked onto an event 

or entered themselves 

For the Framework Area: training providers and researchers can choose one / two or three areas as 

appropriate and the credits will be split. However where more than one area is chosen the credits will 

round to the nearest 0.1 of a credit 

Where a provider allocates Framework/s these are non-editable by the researcher 
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NB. The coloured credit boxes are also non-editable to all users 

 [Click] on the drop down boxes for each of the six Themes to see the relevant Skills chosen. 

This will be indicated by a tick: 

 

 

 You can hide the Skills in each Theme by [Re-clicking] on the drop down button next to each 

Themes title:  

It is not compulsory but we have guided researchers that it is useful to add a Description of the Activity 

(can be full text or keywords); and to enter text to be able to record and reflect on what they have 

learned, especially when looking back: 

On activities they record themselves, these will be in the boxes below: 

 

On booked activities, the description of the activity will be auto-populated from the training provider’s 

summary 

To note: For supervisors, the fields are all read only whether the researcher has booked onto an event 

or entered themselves 
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  [Click] on the  in the top right hand corner or to close the activity 

 

 

If you want to review activity on previous entries for an activity: 

 [Click] onto the activity title 

 From the drilled down Activity page, [Click] on the History: Latest drop down box: 

 

 [Click] on the date you wish to review 

The previous entry will now show. The History box will show the date you selected: 

 

 

To return to the latest version: 

 From the drilled down Activity page, [Click] on the History: drop down box 

 [Choose] Latest 

You will return to the latest version and the History: box will show Latest: 
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 [Click] on the  in the top right hand corner or to close the activity 

 

You will return to the Activity Log screen: 

If a researcher has saved an activity or attended training with credits awarded the whirligig will have 

these added in (note the darker blue area of the whirligig is now greater in image 2.  as credits have 

been included): 

 

 

 

 

 

 

 

 

 

 

 

You can now review the activity by [Re-clicking] onto the link of any of the event detail fields: Date; 

Title/Summary; Credits or Type 

 

 

 

1. 

2. 
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To Print a recorded activity: 

 [Click] on the  link 

 

The following screen will appear: 

 

 

 To cancel the Print, [Click] on the Cancel button. To continue with the Print, [Click] your print 

button. You will then be taken to the Activity screen print page 

 [Click] on the web page X in the navigation to close this page and return to the Activity Log 

web page: 
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Activity Log Summary  
 

You can view a researchers Activity Logs in summary by reviewing the Activity Log Summary Page. To 

do so: 

 From the Professional Development Tab, [Click] on Activity Log Summary. The following 

page will appear: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 [Click] in the drop down box Showing Activity Log for:  

 

 [Click] on your ‘researcher name’ to load their yearly Activity Log 

NB. The researchers you supervise will automatically be loaded from SITS 
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On this screen you can see: 

1. A yearly whirligig for the researcher selected. The whirligig is locked at the minimum 

requirement of the framework and if complete, the researcher has undertaken the full ten 

days (expected minimum full-time equivalent or pro-rata accordingly); 

2. Whether the researcher has ‘not met; partially met; met or exceeded’ the ten days. NB. As a 

supervisor you may like to see where researchers have exceeded skills activities in terms of 

hours and progression 

3. You can see the credits met in each section and in the ‘Credit Target Met Status’ the 

expected minimum numbers for the framework {i.e. Research Focussed (15)} 

 

There is also a hover over facility in this section: 

 

 

To note: where a researcher has more than one year, you will see multiple sets of information: 

 

To note: Named departmental administrative staff will be given the ability to run reports on 

Warwick SkillsForge for your researchers in addition to these pages 
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Contact: 

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

Activity Log and Activity Log Summary pages please contact the PGR Professional Development 

Officer in the Doctoral College via: PGRDevelopment@warwick.ac.uk  or tel: 024 761 50401 (ext. 

50401) 

mailto:PGRDevelopment@warwick.ac.uk

