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Introduction
The purpose of this document is to provide detailed support information on the HDR Milestones
eForm for administrators and support staff. The guide outlines the key functionality as well as
possible errors which may be triggered on each page. This may be referred to for trouble-shooting
and end-user support. To navigate this guide, first identify the page on which the error occurs and
follow the link to the page from either the full contents list or the lists organised by form type below.
Note that some pages are only visible on certain forms and under specific user inputs. The guide also

provides information on the emails escalations sent during the eForm process and information on
the documentation and storage of files during the process.

Support Guide
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1 HDR Milestones eForm Structure

hidden

### System Page ###
Introduction

Student Details

Enrolment Details

Milestone Details

Academic Activity

Milestone Documentation
Research Planning and Progress
Awards and Achievements
Support and Employment Details
Research Integrity Test
Supervisory Panel

Progress Assessment
Assessment of Oral Presentation
Ethics Approval

Supervisary Arrangements
Review and Approval

Submit

_ ### System Finish Page ##%
..... % Finish

2 eForm Access

The Student logs into ISIS and navigates to > ISIS > Research > Research Reports. They then click
Begin eForm for their Milestone from the list.

_Rassarch Caceee S — S = S R —

Froagram Report Due Date Status Diate Comgpieted

oForm
081072017 n Progross Pending Approval
n Progress Panding Approvel

Annusl Regoit snd Flan Not Compieted Begin eform

Completed 27/06/2018 Compinte

On clicking the Begin eForm link, the Student will be redirected (via single sign on) to the eForms
website with a new instance of the HDR Milestone Reporting eForm for their selected Milestone.

The form should begin on the Introduction page as displayed below.

2.1 Support Links

If you need additional assistance please contact your College/School HDR Administrator or go to
Student administration eForms support https://services.anu.edu.au/education-support/student-
administration/eforms-staff-support
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3 eForm Approvals Workflow
3.1 Standard Milestones Workflow

Email to Student, cc Chair

Milestone - Satisfactory Update System
Submitted Chair o Recommendation Decision
. Delegated )
Student » Supervisory > Authori Requires Further
Panel uthority Review
r Y r 3
—— Unsatisfactory
Request Further Info Request Further Info Email to
Associate Dean HDR

3.2 RIT Milestone Workflow

Fail First Fail Second | Chair of Panel
Student RIT | attempt .| Student RIT Attempt | Review Form
Attempt 1 "1 Attempt 2 " | and Complete
Checklist
Pass First Pass Second
Attempt Attempt
Email to Student, cc Chair

Update System
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4 General eForm Components
There are several components which are common to each eForm. These aid in navigating the eForm system and moving to the different pages on the eForm. General
eForm Components are shown in the figure below:

Australian

S, National Home | HDR Milestone Reporting

—

University

- - 6 7)
introduction Introduction (14) (l,ﬁ_\' (=2 )
3 skt il 5) E Form Id: 1000005266
) Enrelment Detaily
Form Details
Milestone Details Candlidate Detalls:
4) Milestone Type: Annual Research Report and Plan
Academic Activity Milestone Due: 16/07/2017
Rasearch Planning and Progress The Annual Research Report and Plan provides an opportunity for the student to report on activities over the past year, and to flag any personal, academic or technical problems which
e may impact on their research and its timely completion. Progress is assessed against the previous Annual Plan
Awardsand Achievaments « Completion of an Annual Research Report and Plan Is compulsory for all students anrolled In a higher degrea by research (PhD, MPhIl, Professional Doctarate) This report must
Support and Employment Details be approved by the chair of the supervisory panel and the Delegated Authority
y Aol e « ISIS will be updated on completion of this process and the completed report and plan will be emalled to you at your ANU emall address
Progross Assessmont
. = Further information regarding Research Milestones can be found hate
Supervisory Arrangements i
Submit You can save your progress and come back later by pressing the disk Icon In the top right of this page
=
7)
- \
1. Home: returns to the eForms system home.
2. Log Out: logs out of the eForms system.
3. Navigation Menu: links to pages within the eForm. These can be used to navigate around the form by ‘jumping’ to selected pages.
4. Form Body: the information and actions for each page are displayed in this section.
5. Form ID: a unique identifier used to identify the form within Insight reporting and within the eForm system database. Visible on the introduction page.
6. Save Button: allows saving the form progress to be completed at a later date.
7. Navigation Arrows: used to step through the form pages in sequential order
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5.1 Introduction Page

Forms: Annual Report and Plan, First Annual Research Plan, Oral Presentation, Research Integrity Test, Supplementary Review, Thesis Proposal Review
Visible to: Student, Chair of Panel, Delegated Authority

Action: N/A

Purpose: Provides an introduction and summary on the Milestone and form functionality.

Loads: Within this page the form collects data from the following web services based on parameters based to the form from ISIS:

e (S Occupation Service (for Student and Delegated Authority)

e Personal Contact Details (for Student)

e Current Academic Program (inc. Program, Program Owner, Supervisor Details)
e Academic Program Details (for Current Academic Program)

e Research Candidature

e Enrolments (+ Class Details for each line of the enrolment record)

e Research Milestones

e Student Scholarships

e Residency

e Visa Details

e Forms Approval (for ADEA and HMDA for the Student’s current academic program/plan)
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5.1.1 Student, Chair of Panel and Delegated Authority View

Australian » <

National Home | HDR Milestone Reporting

University.

: : /~ = =\ 2
Introduction | ntrod uction { ",))Help (| }\'rDownIo:d '\Q ) Save /~->\l Next

o/ =/ >/ \Z/
Student Details
Candidature Details 1 )
Form Details Form Id: 1000020462
Milestone Details 2 Candidate Details:
S Milestone Type: Annual Research Report and Plan

Academic Activity Milestone Due: 15/02/2018

Research Planning and Progress
g g The Annual Research Report and Plan provides an opportunity for the student to report on activities over the past year, and to flag any personal, academic or technical problems which

may impact on their research and its timely compietion. Progress is assessed against the previous Annual Plan
« Completion of an Annual Research Report and Plan is compulsory for all students enrolled in 2 higher degree by research (PhD; MPhil, Professional Doctorate). This report must

Awards and Achievements

Support and Employment Details be approved by the chair of the supervisory panel and the Delegated Authority
3) « 1SIS will be updated on completion of this process and the completed report and pian will be emailed to you at your ANU email address
Progress Assessment
Supervisory Arrangements Further information regarding Research Milestones can be found here
Submit s YOU Can save your progress and come back later by pressing the disk icon in the top right of this page

Records indicate you are yet to satisfactorily complete your Research Integrity Training milestone. You can still enter information and save this milestone
4) however, you need to satisfactorily compiete your Research Integrity Training Milestone before submitting this milestone

Warning:
g If you believe you have satisfactorily completed your Research Integrity Training milestone, the grade may be missing from your record. Contact you Local HDR

Administrator 1o resolve this issue

5.1.2 Function Table

Display 1. Form ID — eg 1000003756 unique identifier for the form, which can be used to track the form within Insight reporting and also used to request
backend form management functionality, eg. cancelling a form.
2. Form Details identifying the Student and the Milestone being completed
3. Introduction:
a. New form: information will be displayed regarding the Annual Research Report and Plan and the Milestone reporting process.
b. Form returned to a previous state: If the form has been returned to the student or Chair of Panel for further information by an approver, the
comments entered by the approver will be displayed here.
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4. |If the student hasn’t completed Research Integrity Training Milestone: A warning appears indicating the student cannot continue until they complete
the test.

5. If Research Integrity Training: A checkbox is available for the student to acknowledge that they have completed the RIT online course and are
prepared to undertake the test

5.1.3 Errors / Validators

a |
) \ There are no Supervisors recorded on your Supervisory Panel. Please contact Student Administration in order to proceed with this form. ‘

Trigger: Displayed if Current Academic Program returns no Supervisors for the Student.
Potential Solutions: Ensure that there are supervisors recorded against the student’s current academic program in SAS and that the Student has a Chair of Panel
registered in SAS. Escalate to next tier in the support chain if this information appears correct in SAS.
Warning Text: “There are no Supervisors recorded on your Supervisory Panel. Please contact Student Administration in order to proceed with this form.”

b)

The milestone information relating to this form indicates that the milestone type is not compatible with this eForm. Please login to I1SIS to initiate your
HDR Milestone and if this is not successful, contact your Local HDR Administrator.

Trigger: Displayed if the milestone type passed to the eForm from ISIS is not recognised as a valid type by the eForm.
Potential Solutions: Request that the student close the eForm and try to re-initiate from the ISIS menu. Escalate to next tier in the support chain if this does not
resolve the problem.
Warning Text: “The milestone information relating to this form indicates that the milestone type is not compatible with this eForm. Please login to ISIS to initiate
your HDR Milestone and if this is not successful, contact your Local HDR Administrator.”

c

) You do not have the appropriate educational affiliation with the ANU to complete this form. Please contact your Local Student Administrator for further information.

Trigger: Displayed if the details passed to the eForm from ISIS indicate an Academic Career that is not equal to “RSCH”.
Potential Solutions: Form is only compatible with HDR research milestones. Ensure the current academic program for the student is registered as “RSCH” and
escalate to next tier in the support chain if required.
Warning Text: “You do not have the appropriate educational affiliation with the ANU to complete this form. Please contact your Local Student Administrator for
further information.”

d) There are no Associate Dean registered for this Program/Plan. Please contact College Administration in order to continue.
Trigger: Displayed if there are no details passed to the eForm regarding the Associate Dean role in the SAS Forms Approval table.
Potential Solutions: Information will be displayed to the user regarding the Academic Career, Academic Organisation, Research Organisation and Program/Plan.
Review the Forms Approval table and ensure that there is an appropriate listing for Associate Dean. If there is no listing, College Administrators will need to enter
these details in the Forms Approval table.
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Once these details are entered, ask the user to reload the form. Escalate to next tier in the support chain if required.
Warning Text: “There are no Associate Dean registered for this Program/Plan. Please contact College Administration in order to continue.”

) There are no Delegated Authority details registered for this Program/Plan. Please contact College Administration in order to continue.
Trigger: Displayed if there are no detailed passed to the eForm regarding the Delegated Authority — HDR role in the SAS Forms Approval table.
Potential Solutions: Information will be displayed to the user regarding the Academic Career, Academic Organisation, Research Organisation and Program/Plan.
Review the Forms Approval table and ensure that there is an appropriate listing for Delegated Authority — HDR. If there is no listing, College Administrators will
need to enter these details in the Forms Approval table.
Once these details are entered, ask the user to reload the form. Escalate to next tier in the support chain if required.
Warning Text: “There are no Delegated Authority details registered for this Program/Plan. Please contact College Administration in order to continue.”

f)

This is a required field

Trigger: Mandatory user-selection/user-data entry field not completed.
Potential Solutions: Confirm that user has checked the RIT acknowledgement checkbox.

Warning Text: “This is a required field”
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5.2 Student Details Page
Forms: Annual Report and Plan, First Annual Research Plan, Oral Presentation, Research Integrity Test, Supplementary Review, Thesis Proposal Review
Visible to: Student, Chair of Panel, Delegated Authority
Action: N/A
Purpose: Provides further details on the student including contact details, citizenship information, enrolment details and supervisory panel members for reference.

5.2.1 Student, Chair of Panel and Delegated Authority View

Home | HDR Milestone Reporting

r University

Introduction Student Details > Y Heig oowniose (] sove (& )sack )
Student Datalls 1 B
) Form Details Annud Research Repont and Plan Form la 0 4
andidature Dotalls

!’er:on.\l Details

demic Activity Name Phone

n

5

v

3
."
N
~—

Agaress
Awarde and Achleveme
Suppaoct and Employment Deta
Prog n 1 e DO Tl detalls & ' are 1 lgase 109 | ) he redevant oeta
=
e ry Arrangomants
=3

Citizenship Information

Citizenship Status Cllzen
) Residency Domesic
T Mmese Oataly are InCaract, plegse contadt {1 Cet for further assisiance
=
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5.2.2 Function Table

Support Guide

Display 1. Form Details — This appears on every subsequent page. It displays the student’s:
e name,
e Univerity ID, and
e which milestone the form relates to.

2. Student Details — displays the student’s:

e Name,
e Phone, and
e Address.

3. Citizenship Information — displays the student’s:
e (Citizenship Status,
e Residency, and
e Visa Status.
4. ORCiD Information — displays a notification about registering an ORCiD Student Stage Only.

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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5.3 Candidature Details Page
Forms: Annual Report and Plan, Oral Presentation, Supplementary Review, Thesis Proposal Review
Visible to: Student, Chair of Panel, Delegated Authority
Action: Student, Chair of Panel
Purpose: On this page the student can discuss their thesis submission date and indicate any required changes as well as view details about their candidature.
If there are any requested changes, the Chair of Panel can indicate whether they agree with these changes.

5.3.1 Student View

Home | HDR Milestone Reporting

=
y University

Introduction Candidature Dela”s (7 Help | ) Dowmload . l’“-.‘.- (&aaan (D ) Next

Student Dutails ¢
Form Details Form id: 1000020462

Candidature Detadls

Milestons Detads Program Detalls
codemic Activity Program PnD Arts & Socal Scences (9852 Program Commenced 15012018
Research Planning and Progress Enrolment Type Research Maximum SUDMISSION .0y m00e
1 Date
Coliege / School College Arts & Social Soences sovernment Research Tramng Progeam Fee.Offse RTP
Suppect ar g +
Status Active In Progean
Prograss A n Scholarship
. Information
Academic Load Ful-Time Austrafian Government Research Traimng Pogeam Domestic Scholarship (AGRTESC
it ory ] T p. g
]
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Nams Role

AssoCiatie Supenvisor
AssoCiate Supenvisce

Primary Supervisoc ana Cnair

1 your supervisory panet detalls are incormect, please contact Stuoem Certral for further assistance

o~
Submission Date Detalls

Your maximam submisson date 18 13/012019 Do you expect 10 submil your thesis Dy thes dake?

3)

s
-l

Please Oetal wiy vou will De unadie 1o SUDME Your Thess Dy your maximaum submission dale

—
5) Please provioe an INdicaton of when you antiapate you wil SUDMR your thess :,

5.3.1.1  Function Table

Display 1. Candidature Details — displays the student’s:
Student a. Program name and number,
Enrolment Type,

College / School,

Program Status,

Academic Load,

©oo o
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f. Program Commencement date,
g. Maximum Submission Date,
h. Scholarship Information (if applicable).
Supervisory Panel Members are displayed with their role.
The maximum submission date is shown here. A radio button allows the student to indicate whether they expect to finish their thesis on time

If No is selected: a text input area is provided where the student must detail why they will be unable to submit.
If No is selected: a date selector for the student to nominate a revised submission date is provided.

Support Guide

vk wnN

5.3.2 Chair of Panel View

Austrakan

National Home | HDR Milestone Reporting

= University

Introduction 7 Candidature Details (2 )uen ([§)0ownioas () save

Student Dutails ¢

Form Details Form ig: 1000020462
Candidature Detadls

Milestons Detsls Program Detalls
Acedemic Activety Program PnD Arts & Socal Sciences (9852) Program Commenced 14012018
Research Planning and Progress Enroiment Type Research Maximum Submission .,
1 ) Date
And et Achie
Coliege / School College Arts & Social Soences mment Ressas Y Progeam Fee & RTP
Pt /
Status ACtve In Progean
Prograss A n Scholarship
In#
Academic Load Ful-Time OTTRAtION » Tia ot e s .
f ' ADQMT
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= Supervisory Panel

Name Role
ASS00aIe SUPEVISOr

AsSoCiate Supenvisors

Primary Supervisoc ana Chair

If your supervasory panet detalls are incormect, please contact Stuoent Cantral for further assistance

(AN

Submission Date Detalls

- mEXImUM submission date s 14012019 The cangicate has iIndcated that they should De able 1o sudmit thelr thesss by 2/12/12019
provicad 1ne folowing reasoning for posIponng Mer Maximum Subimvssion oate

HERE IS WHY | WON'T FiNISH

3)

00 you agree ihe candoale wil De abie 10 submil by Ihe proposed gxe? *

Yes
# No

Please provide feasons *
el

4)

PLEASE NOTE: You shouk! Qiscuss Ihis witn Bl e sarses! oppartunty
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Unofficial Transcript Comments

28 Descnption Commeants

5.3.2.1  Function Table

Support Guide

12y Deen rece

of Panel

Display Chair | 1. Candidature Details — displays the student’s details as in the student stage
2. Supervisory Panel Members are displayed with their role.
3. The submission date details provided by the student are summarised for the Chair of Panel
4. AYes/No checkbox is to indicate whether the Chair of Panel agrees with the new submission date.
a) If Yesis selected: the Chair of Panel is reminded that the student must submit a request for extension.
b) If Nois selected: a text area is provided for the Chair of Panel to outline why they disagree with the new submission date.
5. A table which contains the student’s unofficial transcript comments is provided for reference.

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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5.3.3 Delegated Authority View

Home | HDR Milestone Reporting Log Out

Introduction ¢ Caﬂdldaiure DG!‘&I!S ( J )Heip 7!‘(':--.-:".'.1.‘ ‘r‘ iq-=.‘.- ~w & "‘|‘.’r-i

Studert Dutails ¢
Form Details Form ia: 1000020462
Candidature Detadls

Milestons Detads Program Detalls
Academic Activity Program PnD Arts & Socul Sciences (9552) Program Commenced 14012018
Research Planning and Progress Enrolment Type Research Maximum Submission 01
1 Date

Coliege / School College Arts & Social Soences Austrsian Governmant Resasrch Transng Progeasn Fee.Offse| Scnolanstig (AGRTPFOS
Suppect and Employment Detads

Status Active In Progea Exniry 1410172
Prograss Assessmant Scholarship

Information

Acacemic Load Ful-Time arch Tramm geam Domestic Schalarship (AGH S

JUPANVESOry Arrangamants
=0
Submt
= Supervisory Panel
Name Role
Assotiaie S
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-
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DT SUDSIVaory panet detalls are incormect, please contact Stuoen (2ral Yor further assistance
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Submission Date Detalls

3)

11

icated that they did POt Support exiending

esis by 2122018

Support Guide

4)

The detmils recorded In InoMciy ranscrol comments are dsplaved In the table betow 1or your Informnation If the latile 15 empty No detats have been recorded

5)

5.3.3.1  Function Table

Display 1. Candidature Details — displays the student’s details as in the student stage

Delegated Supervisory Panel Members are displayed with their role.

Authority The submission date details provided by the student are summarised for the Delegated Authority.

A statement from the Chair of Panel indicates whether they agree with any change of submission date.
A table which contains the student’s unofficial transcript comments is provided for reference.

ok wnN

5.3.4 Errors / Validators
a)

There is no recorded maximum submission date for this enrolment. In order to proceed the enrolment record must be updated. Please save this form
| and continue when this information has been updated in the Student Administration System,

Trigger: Displayed if there is no maximum submission date returned by SAS for the Student (Research Candidature - RSH_MAX_SUBMIT_DT).
Potential Solutions: Ensure that the student has a maximum research submission date recorded in SAS and escalate to the next tier in the support chain if required.
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Warning Text: “There is no recorded maximum submission date for this enrolment. In order to proceed the enrolment record must be updated. Please save this form
and continue when this information has been updated in the Student Administration System. “

b)

This is a required field

Trigger: Mandatory user-selection/user-data entry field not completed.

Applies to: All user entry/selection fields on page.

Potential Solutions: Confirm that user has entered valid details into all required text and date entry fields. Confirm that user has selected an option for multiple
choice tick-box selectors and single choice radio buttons. Escalate to the next tier in the support chain if required.

Warning Text: “This is a required field”

Your anticipated completion date must be in the future.

Trigger: Student has entered an anticipated research completion date in the past.
Applies to: Anticipated Completion Date field

Potential Solutions: Advise student to enter date that is in the future.

Warning Text: “Your anticipated completion date must be in the future.”

d)

If your anticipated date is before your current maximum submission date, choose 'Yes' above. Otherwise, enter a
date after your current maximum submission date.

Trigger: Student has entered an anticipated research completion date that is before the maximum research submission date on file.

Applies to: Anticipated Completion Date field

Potential Solutions: Advise student to either enter a final submission date that is greater than the one on file, or alternatively change their selection to indicate that
they will submit by the maximum submission date currently on file.

Warning Text: “If your anticipated date is before your current maximum submission date, choose 'Yes' above. Otherwise, enter a date after your current maximum
submission date.”
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5.4 Milestone Details Page
Forms: Annual Report and Plan, First Annual Research Plan, Oral Presentation, Research Integrity Test, Supplementary Review, Thesis Proposal Review
Visible to: Student, Chair of Panel, Delegated Authority
Action: N/A
Purpose: Provides an overview of the Student’s Milestone progress including completed and in-progress Milestones

5.4.1 Student, Chair of Panel and Delegated Authority View

Inboduction

Studert Details

Candiduture Details ¢

Home

HDR Milestone Reporting

Milestone Details

Form Detadls Annual Research Reporn and F

- ) s
Milestone Detads Mllestone Detall
Acadw - e olow ng e es 3 su A e e S0
Resasrch Planning and P
! Milestone Description
LY nd Achie t Annual Pl
Suppa ¥ P wer! Data 1)
POSH Reve
Progiass Assasamant
UPANVEOTy ArTangemunt Annual § J a
Suben
Rese h Inlggr ning
Arnual Repor n ar
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5.4.2 Function Table
Display 1. Milestone Details table provides a summary of the student’s Milestones as indicated in ISIS
a) Milestone Description — Type of Milestone, e.g. Annual Report and Plan, Thesis Proposal Review, etc.
b) Due Date — Milestone due date, shows up red if overdue.

c) Complete —Shows if the Milesone is complete, incomplete or in progress.
d) Grade —Shows the rating of the milestone as provided by the delegated authority. Includes: Satisfactory, Requiring Further Review, or

Unsatisfactory.

Support Guide

o If any of the details listed above are incorrect, the student should contact Student Administration for further assistance.
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5.5 Thesis Details Page
Forms: Annual Report and Plan, First Annual Research Plan,
Visible to: Student
Action: Student
Purpose: Allows the student to review their Thesis details and change their working thesis title if required

5.5.1 Student View

Australian

National Home | HDR Milestone Reporting
University

Introduction %X TheSiS Deta“S @)Help Q:;)Dcwnlcnd <E;) Save {E:§Sacx (/%Nexl

N
Student Details . .
Working Thesis Format
Candidature Details X
Records indicate that you will be submitting your thesis as Thesis by Standard Format If this is not correct, please discuss this with your Supervisory Panel

Milestone Details
1 ) if you wish to submit your Thesis in an alternate format, you can complete a Manage My Degree - HDR eForm in ISIS to change your thesis format. Your request to submit your thesis

in an aiternate format should be made more than 12 months prior to submission, and no later than 6 months prior to submission and will require approval from your Primary
Supervisor and Delegated Authority. Further information about changing your thesis format is available here: HDR Policies and Procedures

Thesis Details

Academic Activity
It is important that the thesis format is correct as the University will provide information to your examiners depending on the format
Research Planning and Progress

Awards and Achievements

Support and Employment Details Working Thesis Title

Progress A\ssessment Your current Working Thesis Title is
Supervisory Arrangements
Would you like to update your working thesis titie? *
Submit 2)
® Yes
No
=
3) [New Working Thesis Title: * MY THESIS TITLE
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Thesis Access Restriction

Support Guide

5.5.1.1  Function Table
Display 1. Details on the Working Thesis Format and how this format may be changed
Student 2. Details on the Working Thesis Title and a radio button to determine whether it should be changed
3. If Yes was selected: A text area to provide a new working thesis title is available.
4. Thesis Access Restriction section — provides details on applying for thesis access restriction for the student’s Thesis.

5.5.2 Errors / Validators
a)

This is a required field

Trigger: Mandatory user-selection/user-data entry field not completed.

Applies to: All user entry/selection fields on page.

Potential Solutions: Confirm that user has entered valid details into all required text and date entry fields. Confirm that user has selected one of the working thesis
title radio buttons and the text area if required.

Warning Text: “This is a required field”

5.6 Academic Activity Page

Forms: Annual Report and Plan, First Annual Research Plan

Visible to: Student, Chair of Panel, Delegated Authority

Action: Student

Purpose Provides an overview of the student’s coursework enrolments and average hours a week spent on research activities. The student may indicate whether
their coursework enrolment is likely to change over the following year.
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5.6.1 Student View

Austrakian -
National Home | HDR Milestone Reporting

Support Guide

Academic Activity

Swdent Detals

Form Detads

Anniual Researcn '\f'L‘A"\ ang Py '
Candidatura Dutalls

Milestons Detals Course Enrolment

Academic Activity Your coutsework enoknent is regisie 2% 10fows (o grade & shown f

Research Planning and Progress

Title: LING80Q1 - Graduate Reading Course (Class #1075)

Taken First Semester, 2095
Awards and Achisvements

Title: ARTSE8101 - Research methods A techniques (Class #2487)

& Yeu | sapect that my cournesnrh serolment will changs
2)1 o

Haaza detail the changas that you anticipate

-
Research Activity

Plusse estirmuts on mverage The nuertee of hours per week that

Hours par week

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C

your last

Annunl Resaarch Plan

Version 5 — February 2018 pg. 26



Australian
<>/ National
University

Support Guide
5.6.1.1 Function Table
Display 1. Alist of the students coursework enrolments over their program is shown including the title, semester taken, grade and units
Student 2. AYes/No checkbox indicates whether the student expects their enrolment to change over the next 12 months.
a) If Yesis selected: a text input area is provided where the student must detail the anticipated changes.
3.

A text box is provided where the student indicates the average number of hours per week they have spent on their studies.

5.6.2 Chair of Panel and Delegated Authority View

-1 Australian -
<=, National Home | HDR Milestone Reporting

University

dsction Academic Activity [ telp | wnioaa (] ) save >
Swdent Detals
Form Detads Anniual Research Repon and Plan Form id: 10000204285
Candidatura Dutalls
=
Miestone Dstals ¢ Course Enrolment
Academic Activity poisiered as follows (ho gra N urent

earch Planning and Progress Title: LING80O1 - Graduate Reading Course (Class #1078)
Taken: First Semester, 2015
a an che en 1 ) Ly g
v Employment Detain ot 6
Grest Assssament Title: ARTSE101 - Research methods & techniques (Class #2487)

Taken Fist Semester 2018
Grade CRS
Int ¢

-
Variations to Enrolment
2) Please Note: The canddate nas INQICAIS] Mere are Of will De cha COMMENTS DEIOW

k. /W Dvop A Course

—

Research Activity

3)

has indicated that they have d

evoled. an average 12 hours per week o thew rese
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5.6.2.1 Function Table
Display Chair | 1. A list of the students coursework enrolments over their program is shown including the title, semester taken, grade and units
of Paneland | 2. If the student has indicated their enrolment will change, these details are provided.
Delegated 3. The student’s average weekly research activity is provided.
Authority

5.6.3 Errors / Validators
a)

There are only 168 hours within standard week.

Trigger: Student has entered a value that exceeds the number of hours available within a seven day period (i.e. 24*7 = 168).

Applies to: Hours per week data entry field

Potential Solutions: Remind the student that this is the number of hours that they will study over a week. Advise the student to enter a value less than or equal to
168 hours.

Warning Text: “There are only 168 hours within standard week.”

b) Negative values cannot be entered into this field.

Trigger: Student has entered a negative value into the Hours per week field.

Applies to: Hours per week data entry field

Potential Solutions: Advise the student to delete the content of the field and enter a positive numeric value.
Warning Text: “Negative values cannot be entered into this field.”

c) Values must be entered in whole numbers (e.g. 35).

Trigger: Student has entered a value that involves a decimal, or alternatively has entered forbidden characters.

Applies to: Hours per week data entry field

Potential Solutions: Advise the student to delete the content of the field and enter a positive numeric value without any punctuation/special characters.
Warning Text: “Values must be entered in whole numbers (e.g. 35).”

d)

This is a required field

Trigger: Mandatory user-selection/user-data entry field not completed.

Applies to: All user entry/selection fields on page.

Potential Solutions: Confirm that user has entered valid details into all required text and date entry fields. Confirm that user has selected an option for multiple
choice tick-box selectors and single choice radio buttons. Escalate to the next tier in the support chain if required.
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‘ ‘ Warning Text: “This is a required field”

Support Guide
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5.7 Milestone Documentation Page
Forms: Oral Presentation, Supplementary Review, Thesis Proposal Review
Visible to: Student, Chair of Panel, Delegated Authority
Action: Student
Purpose: For the student to upload documentation relating to their Oral Presentation, Thesis Proposal Review and Supplementary Review Milestones

5.7.1 Student View

Austre kan

Na ! Home | HDR Milestone Reporting

Introduction ¢ Milestone Documentation p I ) oowntoas (] ) save (& )Bacs ) Jhext

Swdoent Detals ¢
Form Detalls Thess Proposal Review Form Id: 1000020584
Candidaturs Datalls ¢

Mistone Detals v Milestone Documentation

Milestone Documentation The Thess Moposal R = “pe 3 on e GEsciph e Ve o 3
Subma
" IDYE
T a ! i} y T 3 way ake
=
Wase upload the o n e e s Revie ¢ considera t per an
-
~ SLDDOMng
4{) 2 e 2 Upload New
= Documeantation
~—
A al r > can be b King th A
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5.7.1.1 Function Table
Display 1. Abrief outline of the documentation which is expected from the student for the Milestone

Student 2. The student uploads a document by clicking the Upload New button and choosing their file to upload using the popup window. Additional documents
can be added using the + button. To delete a document the student must select the document using the checkbox and click the — button.

Support Guide

5.7.2 Chair of Panel and Delegated Authority View

Austrakan

=, National Home | HDR Milestone Reporting
47 University

noduction ¥ Milestone Documentation >)Hetp ([3) vownicas (§F):
wont Detalls «
Form Details Thesss Proposal Revie Form ld Q020
o 2 Duts v
Misstona Detaly Milestone Documentation

Milestane Documentation Ras wicaded the A
Supservnory Pane

Reveew and Approval

5.7.2.1  Function Table
Display Chair | 1. A list of the documentation uploaded by the student is displayed. The approver can download the documents by clicking [Open]

of Panel and
Delegated
Authority

5.7.3 Errors / Validators
a)

This is a required field

Trigger: Mandatory upload of documentation not completed.
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Applies to: All document upload fields on page.

Potential Solutions: Confirm that user has uploaded file(s) of a valid file type. Escalate to the next tier in the support chain if required.
Warning Text: “This is a required field”

Support Guide
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5.8 Research Planning and Progress Page

Forms: Annual Report and Plan, First Annual Research Plan

Visible to: Student, Chair of Panel, Delegated Authority

Action: Student

Purpose This page has two functions. It is for the student to record their progress since their last Annual Report and Plan by detailing completed research goals. It
is also for the student to outline their research plan over the next 12 months by detailing new goals and updating their progress on ongoing goals. The
student may choose to input their goals directly into the form or upload their research report and plan using a College template.

5.8.1 Student View

HDR Milestone Reporting

Introducton v Research Planning and Progress D YHai; Joownicaa (5] )save (& )macs
Student Deta v
Form Details Annusl Research Repor andg Plar Form ld; 1000¢
Sdatew Detalls ¢
Miestons Detaln - ’ h - et atooeny <9 . - " Yops P e
ua 1 ar ] e of 1 Wt ar ) iate ) ] ) ain be
Academic Acinity ¢

Research Plamning and Progress

Asards and Achievemonts 1 ) Document research goals within s fore
Upload supponing dociamentation of a colege lempiate
- 1 and Employment Detais
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Goal #1

Description
Provide a brief description of goal *

Support Guide

a) b) ) (a&b&c)

Goal status” @ New @ In Progress Complete ég:::l “:::'1‘ — -

Activity Report (b & ¢)
Detail the activities you have undertaken to complete this goal:*

2)

Activity Plan (2 &b)
Detall your plan towards completion of this goal over the next 12 months. Your progress will be assessed/reviewed during your next annual research report and plan *
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Documentation Upload

Pleasze upload any supparting documentation or College templates beloy

Ml

4) - :l::v

5)[

Additional document upload siots can be added by clicking the + button

5.8.1.1 Function Table

Display 1. Two checkboxes are provided which activate either the direct input section or the document upload section. The student must select at least one of

Student these methods to provide their plan. The student may choose to use both methods to detail their goals and provide supporting documentation.

2. Using the direct input method: each goal is detailed separately. The student must provide a description of the goal and select whether it is new, in
progress, or complete. For the First Annual Research Plan: Only new goals can be added.
a) If New: The Activity Plan text area and Anticipated Completion Date selector are active.
b) If In Progress: The Activity Report text area, Activity Plan text area and Anticipated Completion Date selector are active.
c) If Complete: The Activity Report text area and Completion Date selector are active.

3. Additional goals can be added using the + button. To delete a goal the student must select the goal using the checkbox and click the — button.

4. Uploading a document: The student may upload a document by clicking the Upload New button and choosing their file to upload using the popup
window.

5. Additional documents can be added using the + button. To delete a document the student must select the document using the checkbox and click the
— button.

Version 5 — February 2018 pg. 35
TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C



Australian
<>/ National

Gy University

5.8.2 Chair of Panel and Delegated Authority View

<= Australian
5 N al
= University

todection

Student Detals ¢

Candidature Detals

Miesione Dotals

Academic Aciivity

Resoarch Plamning and Progress

Home ‘ HDR Milestone Reporting

Research Planning and Progress P Yrep () cownicas () save

Form Details
Goals

nas provded the folowing Information refating 10 ther Annual Research Report ang Pla

Goal #1
Description
1) o

Antcipated

Goal status * ¥ Completion Date:

Activity Plan

Supporting

mentation

0
2}

(Student

N
~

Annual Research Report and Plan Form id: 10000

Support Guide

5.8.2.1  Function Table
Display Chair | 1. If the student used the direct input method to provide their goal details, each goal is displayed with the Description, Status, Anticipated or Actual
of Panel and Completion Date, Activity Plan, and/or Activity Report where applicable.
Delegated 2. Ifthe student has uploaded supporting documentation, this may be downloaded by clicking the [Open] button.
Authority

5.8.3 Errors / Validators

a)

Anticipated completion date must be in the future.

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C
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Trigger: Student has identified that this research goal hasn’t been completed, however has entered a date in the past.

Applies to: Anticipated Completion Date field

Potential Solutions: Confirm that the student has not completed this milestone and if so advise them to enter a date in the future. If the student has completed the
milestone, advise them to change their Goal Status selection to ‘Complete’ and leave the date as entered.

Warning Text: “Anticipated completion date must be in the future.”

b) Completion date for this goal must be in the past.
Trigger: Student has identified that this research goal has already been completed, however has entered a date in the future.
Applies to: Completion Date field
Potential Solutions: Confirm that the student has completed this milestone and if so advise them to enter a date in the past. If the student has not completed the
milestone, advise them to change their Goal Status selection to either ‘New’ or ‘In Progress’ and leave the date as entered.
Warning Text: “Completion date for this goal must be in the past.”
<)

This is a required field

Trigger: Mandatory user-selection/user-data/upload documentation entry field not completed.
Applies to: All user entry/selection fields on page.
Potential Solutions: Confirm that user has entered valid details into all required text and date entry fields. Confirm that user has selected an option for multiple

choice tick-box selectors and single choice radio buttons. Confirm that user has uploaded file(s) of a valid file type. Escalate to the next tier in the support chain if
required.

Warning Text: “This is a required field”
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Support Guide

Forms: Annual Report and Plan

Visible to: Student, Chair of Panel, Delegated Authority
Action: Student

Purpose For the student to provide details on their awards and achievements over the last 12 months. This may include reports, publications, exhibitions,
presentations, prizes, etc.

5.9.1 Student View

HDR Milestone Reporting

introduction ¥ Awards and Achievements

( ' Back Nex
Student Detaiis
Form Detalls Annual Research Report ang Pan Form Id: 1000020469

ancidaturs Datally o

Missions Detaln WOould you like ho Ust any awards/achievemants since your iast Annual Resadrch Report andor Pan. includng such lems as weittan repons, pubiicabons. exhibilions performances
i € Lal prize 1S and awa
Acadomic Actviyy
* Yes

Research Planning and Prograss 1 )

Awards and Achlovements

—
Support and Empicymart Detals Achisvementaward Description Date Achseved”
P eanment b=
2)
Fa
upe aros
ubmit
—
ASGMONal awarts/achipvements Can be added and removed LS the + and - DURONS above
) I b ] ] entalion fegar E Emes
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5.9.1.1 Function Table
Display 1. AYes/No checkbox is to indicate whether there are any Awards and Achievements to add.
Student 2. If Yesis selected : A section is provided where the student can record: the name of the Achievement/Award, a Description, and the Date Achieved.

3. Additional Awards/Achievements can be added using the + button. To delete an Award/Achiecement, the student must select the
Award/Achievement using the checkbox and click the — button.
4. A checkbox is provided which allows the student to upload any supporting documents.

5.9.2 Chair of Panel and Delegated Authority View

Austrakan

&, National Home | HDR Milestone Reporting
University

intreduction v Awards and Achievements oewnioad (5] ) save Back

2 has isted the folowing awards/achovements they have received since thew last Annua Research Repoa and'or Plan

Achisvementaward Description Date Achieved

)
)

5.9.2.1  Function Table

Display Chair | 1. Each Award/Achievement provided by the student is visible in a table.

of Panel and | 2. If the student has uploaded supporting documentation, this may be downloaded by clicking the [Open] button.
Delegated
Authority
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5.9.3 Errors/ Validators
a)

This is a required field

Trigger: Mandatory user-selection/user-data/upload documentation entry field not completed.
Applies to: All user entry/selection fields on page.

Potential Solutions: Confirm that user has entered valid details into all required text and date entry fields. Confirm that user has selected an option for multiple

choice tick-box selectors and single choice radio buttons. Confirm that user has uploaded file(s) of a valid file type. Escalate to the next tier in the support chain if
required.

Warning Text: “This is a required field”
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5.10 Support and Employment Details Page
Forms: Annual Report and Plan, First Annual Research Plan,
Visible to: Student, Chair of Panel, Delegated Authority
Action: Student
Purpose: For the student to assess whether they have received sufficient resources in support of their research program and provide details on any payed
employment they plan to undertake over the next 12 months.

5.10.1 Student View

Introduction ¥ Support and Employment Details {2 Yeip ([&)0ownioas f| save (& YBack

Studerdt Dataily
Form Detalls Annual Research Report and Fan
Candidmure Datalls ¢

Milestans Detads Research Support Details

Academic Acthviy D0 you %81 you have Sulicient resources (& g compuaer SAOUICES €10) 10 SUPPOr Your 1esearnch program
Resaarch Plaaning and Prograss ¢

1) Yes
Asardh and Achievements ¢ #1 No. thera 15 300m0nRal Support Ihat | eel Coukl D2 provided 10 35S My siudies

Sugporn and Employmeat Detalls

Fiease provide addiional detalls surmounding the support that you reguare Deloy
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Employment Detalls

Support Guide

leass pstimate the anticipated bours per waek you spend o paid erployment over the next 12 month

4) [H«mu P week Weeks of

employrment

5.10.1.1 Function Table

Display 1. AYes/No checkbox is to indicate whether the student feels they have had sufficient resources to support their research.

Student 2. If Nois selected: Atextinput areais provided where the student must detail what support they require.

3. AYes/No checkbox is to indicate whether the student will be undertaking any paid employment over the next 12 months.

4. If Yes is selected: text boxes are provided for the student to detail the expected hours per week they will be working and expected number of weeks
they will be employed.
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5.10.2 Chair of Panel and Delegated Authority View

Home | HDR Milestone Reporting

Introduction « Support and Employment Details . @
jont Detaily ¢
Form Details: ANl Ressarch Report and Plan Form Id: 1000020452
andidaturs Detalls ¢
—-
Miestone Detals Research Support Detalls
1
3 N ) na ¥ hay L} | c &, - ey have e er
E o Planning and P v ET.
= d—
Awnrds and Achievements

Support and Empdoyment Details

5.10.2.1 Function Table

Display Chair | 1. The student’s feedback on the resources required to support their research is displayed.

of Panel and | 2. If the student has indicated they will be undertaking paid employment, details on their expected hours per week and number of weeks employed are
Delegated provided.

Authority

5.10.3 Errors / Validators
a)

There are only 168 hours within standard week.

Trigger: Student has entered a value that exceeds the number of hours available within a seven day period (i.e. 24*7 = 168).
Applies to: Hours per week data entry field

Potential Solutions: Remind the student that this is the number of hours that they will study over a week. Advise the student to enter a value less than or equal to
168 hours.

Warning Text: “There are only 168 hours within standard week.”
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You have indicated that you will be undertaking paid employment, please indicate the number of hours of work
you anticipate you will be undertaking.

Trigger: Student has indicated through previous selections that they will be undertaking paid employment, however has entered a value less than or equal to zero
for anticipated number of hours to be worked.

Applies to: Hours per week data entry field

Potential Solutions: Advise the student to delete the content of the field and enter a positive numeric value (greater than zero).

Warning Text: “You have indicated that you will be undertaking paid employment, please indicate the number of hours of work you anticipate you will be
undertaking.”

c) Values must be entered in whole numbers (e.g. 35).

Trigger: Student has entered a value that involves a decimal, or alternatively has entered forbidden characters.

Applies to: Hours per week data entry field

Potential Solutions: Advise the student to delete the content of the field and enter a positive numeric value without any punctuation/special characters.
Warning Text: “Values must be entered in whole numbers (e.g. 35).”

d) There are only 52 weeks within one 12 month period.

Trigger: Student has entered a value greater than 52 for the Weeks of employment field.

Applies to: Weeks of employment entry field

Potential Solutions: Remind the student that this field is the number of weeks within one year. Ensure that the student enters a whole number between 1 and 52
(inclusive).

Warning Text: “There are only 52 weeks within one 12 month period.”

e) This value must be greater than zero as you have indicated that you will

undertake paid employment.

Trigger: Student has entered a value less than or equal to zero.

Applies to: Weeks of employment entry field

Potential Solutions: Advise the student to delete the content of the field and enter a positive numeric value (greater than zero).
Warning Text: “This value must be greater than zero as you have indicated that you will undertake paid employment.”

f)

Values must be entered in whole numbers (e.g. 12).

Trigger: Student has entered a value that involves a decimal, or alternatively has entered forbidden characters.

Applies to: Weeks of employment entry field

Potential Solutions: Advise the student to delete the content of the field and enter a positive numeric value without any punctuation/special characters.
Warning Text: “Values must be entered in whole numbers (e.g. 12).”
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This is a required field

Trigger: Mandatory user-selection/user-data entry field not completed.

Applies to: All user entry/selection fields on page.

Potential Solutions: Confirm that user has entered valid details into all required text and date entry fields. Confirm that user has selected an option for multiple
choice tick-box selectors and single choice radio buttons. Escalate to the next tier in the support chain if required.

Warning Text: “This is a required field”
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5.11 Research Integrity Test Page
Forms: Research Integrity Test
Visible to: Student, Chair of Panel (If student has failed the test twice)
Action: Student
Purpose: Provides a set of 20 randomly selected questions consisting of single answer radio button questions and multiple answer checkbox questions to the
student as part of the Research Integrity Test. They must get 16/20 questions correct to pass and they have two attempts, each handled by a separate
form. If the student fails the test twice, the Chair of panel reviews this page to identify areas where the student requires assistance.

5.11.1 Student View
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ez University
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Research Integrity Test
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You have anly two attempts at this test. The questions are randomiy selected from a database of questions. so you are unlikely o get the same guestons on your
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]
.
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Summary of score
3)
: ;: 55(:
5.11.1.1 Function Table
Display 1. An outline of the rules of the test is displayed.
Student 2. The multiple choice questions are listed down the page. The mark for each question is not displayed and the outcome of the test is not revealed to

the student until the form has been submitted. Some questions are single answer radio button lists, the rest are multpliple answer checkbox lists.
3. Summary of Score — Indication of Sum of Scores, Final Score and Percentage Correct. Only Available in Chair of Panel Review State.

5.11.2 Errors/ Validators
a)

This is a required field

Trigger: Mandatory user-selection/user-data entry field not completed.

Applies to: All user entry/selection fields on page.

Potential Solutions: Confirm that user has entered valid details into all required text and date entry fields. Confirm that user has selected an option for multiple
choice tick-box selectors and single choice radio buttons. Escalate to the next tier in the support chain if required.

Warning Text: “This is a required field”
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5.12 Supervisory Panel Page
Forms: Annual Report and Plan, First Annual Research Plan, Oral Presentation
Visible to: Chair of Panel, Delegated Authority
Action: Chair of Panel
Purpose For the Chair of Panel to indicate which members of the supervisory panel participated in the discussion with the student regarding their milestone, when
the panel met with the student, and any comments regarding the discussion.

5.12.1 Chair of Panel View

Australian

» National Home | HDR Milestone Reporting
3 University.

_ : o\ =\ N 2\ O\
introduction v/ Supervisory Panel (2)ree ( ) Downioad () save (& )Back (> )next
o =/ Y ./ 2/
Student Details ¢
Form Details: - Annual Research Report and Plan Form Id: 1000020489
Candidature Details
Milestone Details + Supervisory Panel
Academic Activity v Please indicate the panel members that participated in the Supervisory Panel discussion regarding Annual Research Report and Plan
5 i v
Resdarch Flanoing and Crogress Name Advisor Since Supervisor Type Participated in Panel Discussion?
Awards and Achievements 1 ) 7/04/2015 Associate Supervisor - Participated in Panel Discussion
Support and Employment Details
7/0412015 Associate Supervisor
Supervisory Panel
Progress Assessment 20/01/2015 Primary Supervisor and Chair Participated in Panel Discussion
Ethics Approval
Supervisory Arrangements B
Review and Approval . Please indicate the date on which met with regarding the Annual Research Report and Plan:*
2) m
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Flease provide comments regarding the Supervisory Panel Giscussion Dolkow

5.12.1.1 Function Table

Display Chair | 1. A list of the members of the supervisory panel is displayed with a checkbox beside each member to indicate whether or not they participated in the

of Panel discussion.

2. Adate selector is provided to indicate when the Panel met with the student.

3. Atextareais provided for the Chair of Panel to provide comments regarding the Supervisory Panel discussion. This text area is not available for Oral
Presentation Milestones

5.12.2 Delegated Authority View

Home | HDR Milestone Reporting

5 University
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Display 1. Asummary of the members of the Supervisory Panel who participated in the review as well as the comments regarding the discussion is provided.
Delegated
Authority

5.12.3 Errors / Validators

a) At least one Supervisor must participate in the Supervisory Panel meeting.
Trigger: Chair of Panel has indicated that no registered Supervisors have participated in the Supervisor Panel discussion.
Potential Solutions: It is a requirement that at least one registered Supervisor participates in the Supervisorial Panel discussion regarding the assessment of the
research milestone. Ensure that the user selects at least one Supervisor from the Supervisor Panel listing. If the Supervisors listed are incorrect and require
amendment, ask the user to save the form, then amend the panel member details in SAS. When the user reloads the form from their “Forms Assigned to Me”
menu in eForms, the new Supervisor details will be populated within the form. Escalate to the next tier in the support chain if required.
Warning Text: “At least one Supervisor must participate in the Supervisory Panel meeting.”

b) Supervisory Panel meeting must occur before submitting this form.
Trigger: Chair of Panel has entered a Supervisory Panel meeting date greater than the current date (in the future).
Potential Solutions: Ensure that the user has entered a date that is either today or in the past.
Warning Text: “Supervisory Panel meeting must occur before submitting this form.”

c ;

) The date entered must be within the last 6 months

Trigger: The Chair of Panel has entered a Supervisory Panel meeting date more than 6 months in the past.
Potential Solutions: It is a requirement that the Supervisorial Panel discussion regarding the research milestone in question be completed within the last 6 months.
Ensure that the Chair of Panel selects a date within this range and escalate to the next tier in the support chain if required.
Warning Text: “The date entered must be within the last 6 months”

d

) This is a required field

Trigger: Mandatory user-selection/user-data entry field not completed.
Applies to: Supervisory Panel discussion date field, Supervisory Panel additional comments for the Annual Research Report and Plan milestone type.
Potential Solutions: Confirm that user has entered valid details into all required text and date entry fields. Confirm that user has selected an option for multiple
choice tick-box selectors and single choice radio buttons. Escalate to the next tier in the support chain if required.
Warning Text: “This is a required field”
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5.13 Progress Assessment Page
Forms: Annual Report and Plan, First Annual Research Report
Visible to: Student, Chair of Panel, Delegated Authority
Action: Student, Chair of Panel
Purpose For the student to outline any issues which have affected their progress.

For the Chair of Panel to comment on the student’s progress and the issues they have identified.

For the Delegated Authority to have an overview of the student’s progress as assessed by the Chair of Panel and an indication of the issues which have
affected the student’s progress.

5.13.1 Student View
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5.13.1.1 Function Table

Display 1. Acheckbox list of common issues is provided where the student may select one or more issues which have affected their progress. The Student may
Student select: one of the listed issues, Other, or None.

2. If None is selected: the student cannot select any other options and no further details are required.

3. If Otheris selected: the student must name the issue and provide details in the text area provided.

4. |If one or more of the listed issues are selected: the student must detail the issues in the text area provided.

These issues will be commented on by the Chair of Panel
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5.13.2 Chair of Panel View
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Support Guide

5.13.2.1 Function Table

Display Chair | 1. A series of questions are provided to the Chair of Panel to which they must indicate whether they: Strongly Disagree, Disagree, Neutral, Agree, or

of Panel Strongly Agree; using radio buttons.

2. Atext areais provided for any further comments on this assessment

3. The issues selected by the student which have affected their progress are summarised with the additional comments provided by the student. A text
area is provided where the Chair of Panel must provide comments relating to these issues.
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5.13.3 Delegated Authority View
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5.13.3.1 Function Table
Display

Delegated
Authority

1. Thereis a summary of the progress questions answered by the Chair of Panel followed by any comments suplied by the Chair of Panel.
2. A summary of the issues affecting the progress of the student is shown with comments from both the student and the Chair of Panel.
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5.13.4 Errors / Validators

a)

This is a required field

Trigger: Mandatory user-selection/user-data entry field not completed.
Applies to:
Student/Chair of Panel:
- Issues affecting progress tick-box (one must be selected),
o ‘Other’ description text box if ‘Other’ is selected.
o “Issue Details” text box if any option excluding “None”.
Chair of Panel
- Student Progress radio buttons (x3),
- Issue Remediation details text box if any option (excluding “None”) is selected for Issues affecting student progress.

Potential Solutions: Confirm that user has entered valid details into all required text and date entry fields. Confirm that user has selected an option for multiple
choice tick-box selectors and single choice radio buttons. Escalate to the next tier in the support chain if required.
Warning Text: “This is a required field”
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Forms: Annual Report and Plan

Visible to: Chair of Panel, Delegated Authority

Action: Chair of Panel

Purpose To provide an assessment of the student’s Oral Presentation performance
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5.14.1 Chair of Panel View
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Sase Commment on abiity 10 communicate Gearly and concissly and 10 respand apgropdately 10 constructive comenent and criticisn

c)

l) Pleasa provide any addtional comments

5.14.2 Function Table

Display Chair | 1. The Chair of Panel comments on the student’s performance using 4 text input areas. The first three refer to particular assessment criteria, the fourth

of Panel is for additional comments and isn’t compulsory. The comment criteria are:

a) Please indicate (Student Name)'s level of achievement commensurate with the research project:

b) Please detail whether (Student Name) has an independent command of the research material:

c) Please comment on (Student Name)'s ability to communicate clearly and concisely and to respond appropriately to constructive comment and
criticism:

d) Please provide any additional comments:
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5.14.3 Delegated Authority View
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5.14.4 Function Table
Display 1. Asummary of the comments provided by the Chair of Panel is displayed.

Delegated
Authority

5.14.5 Errors / Validators
a)

This is a required field

Trigger: Mandatory user-selection/user-data entry field not completed.
Applies to:
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Chair of Panel:

- Oral Presentation assessment text boxes (x3)
Potential Solutions: Confirm that user has entered valid details into all required text entry fields. Escalate to the next tier in the support chain if required.

Warning Text: “This is a required field”
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Support Guide

Forms: Annual Report and Plan, First Annual Research Plan

Visible to: Chair of Panel, Delegated Authority

Action: Chair of Panel

Purpose To provide details of any ethical approval required in order for the research to be conducted.
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5.15.1 Chair of Panel View

Support Guide
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5.15.1.1 Function Table
Display Chair | 1. A Yes/No checkbox indicates whether ethical approval was required.
of Panel 2. IfYesis selected: A section appears with fields to detail the ethical approval sought. Some fields will only show up under certain conditions.
a) Organisation type — Internal or External
b) Approval obtained
c) Approval date — visible if approval is obtained
d) Approval Organisation name — visible if approval organisation is external
e) Reference # — visible if approval is obtained
f) Details
Additional approvals can be added using the + button. To delete an approval, the Chair of Panel must select the approval using the checkbox and click

the — button.
3. A checkbox is provided which allows the Chair of Panel to upload any supporting documents.

Support Guide

Version 5 — February 2018 pg. 65
TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C



Australian
National
23 University

Support Guide
5.15.2 Delegated Authority View
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Research Planning and Progress
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Supervisory Panel v Reference #: 123454321
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Next
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5.15.2.1 Function Table

Display 1. Alist of the ethics approvals identified by the Chair of Panel is provided for reference.
Delegated
Authority

5.15.3 Errors / Validators
a)

Approval date cannot be in the future.

Trigger: User has indicated that ethics approval has already been granted, however has entered a date in the past.
Applies to: Approval Date field
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Potential Solutions: Confirm that ethics approval has been granted and if so, advise the user to select a date in the past. If ethics approval is yet to be granted,
advise the user to change the selection for the ‘Approval Obtained’ question to No.
Warning Text: “Approval date cannot be in the future.”

b)

This is a required field

Trigger: Mandatory user-selection/user-data/upload documentation entry field not completed.

Applies to: All user entry/selection fields on page (excluding the Ethics approval reference number text field).

Potential Solutions: Confirm that user has entered valid details into all required text and date entry fields. Confirm that user has selected an option for multiple
choice tick-box selectors and single choice radio buttons. Confirm that user has uploaded file(s) of a valid file type. Escalate to the next tier in the support chain if
required.

Warning Text: “This is a required field”
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5.16 Supervisory Arrangements Page
Forms: Annual Report and Plan, First Annual Research Plan,
Visible to: Student, Chair of Panel, Delegated Authority
Action: Student, Chair of Panel
Purpose For the student to provide feedback on the support provided by their supervisory panel and indicate how often they met with their primary supervisor.

For the Chair of Panel to comment on any changes to the supervisory support based on the student’s comments and indicate how often they met with
the student.
For the Delegated Authority to have an overview of the communication and level of supervision between the Student and their Supervisory Panel.

5.16.1 Student View

HDR Milestone Reporting

University

rroduction o Supervisory Arrangements (2 )neip ([8)00wnioss (f
Student Details v

Form Details Annual Research Report and Plan Form |d: 1000020482
Canddasure Ootalls ¢

Candidate feedback
[e2a]

Acadamic Activiy Dlease DIOVIsE fecaback Of, Of SUDCESIEd CNANGES OF IMPIOvements 10, Ihe SLPPON PIOVIdEd by your SUDENVISery pane
Researsh Planning and Progress ¢
Avnrds and Achisvemants

Suppect and Employment Detain v 1 )
Progress Asagasment ¢

Supervisory Arrangements

Submit

Version 5 — February 2018 pg. 68
TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C




Australian
==/, National
University

Support Guide

™ Candidate Supervisor Interaction
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5.16.1.1 Function Table
Display 1. Atextinput areais provided for the student to provide feedback and suggest improvements or changes to the support they receive from their
Student supervisory panel

than one month, or Not Applicable.

2. Aset of radio buttons are provided for the student to indicate how frequently they meet with their primary supervisor, either face-to-face, by video
or by phone/email. At least one of these methods must be selected. For each method they may select: Daily, Weekly, Fortnightly, Monthly, Greater

3. A checkbox is provided which may be selected if the student has other meeting arrangements with their supervisor. If selected, a text area is
provided for the student to detail these arrangements.

e The frequency of meetings and meeting type is not visible to the Chair of Panel. The Chair of Panel provides their own indication which can be
compared to the student’s indication by the Delegated Authority.
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Australian

National Home | HDR Milestone Reporting
University

Introduction SuperVisory Al’rangements @)hclp WDownload (ﬁ)s‘lva VJBM:-( Q))N'L

Student Details +

Form Details: - Annual Research Report and Plan Form |d: 1000020489
Candidature Details ¢ =
i / 1 i H g o /i f
Milestone Details + 1 ) The candidate, has provided the following feedback regarding the support provided by their supervisory panel
FEEDBACK ON CHANGES TO THE SUFPERVISORY PANEL

Academic Activity v

dman
Research Planning and Progress Please comment on any changes the Panel recommends to improve the supervisory support provided to the candidate

=

Awards and Achievements ¢ 111

Support and Employment Details
Supervisory Panel ¢
Progress Assessment ¢ )

Ethics Approval v

Supervisory Arrangements

Review and Approval o)

Supervisor - Candidate Interaction
Submit

Please provide an indication of how frequently you meet with

Face-to-face: Dally ® Weekly Fortnightly Monthly Greater than one month Not Applicabie
Video: Daity Weekly @ Fortnightly Monthly Greater than one month Not Applicable
LF'nonelsman: Dally Weekly Fortnightly (si Monthly Greater than one month Not Applicabie

4)

and | have other meeting arrangements that are not listed above
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5.16.2.1 Function Table

Display Chair | 1. The feedback and suggested improvements provided by the student is displayed.

of Panel 2. Atextareais provided for the Chair of Panel to respond to these comments and outline any changes to improve the supervisory support provided.

3. Aset of radio buttons are provided for the Chair of Panel to indicate how frequently they meet with the student, either face-to-face, by Video or by
phone/email. At least one of these methods must be selected. For each method they may select: Daily, Weekly, Fortnightly, Monthly, Greater than
one month, or Not Applicable.

4. A checkbox is provided which may be selected if the student has other meeting arrangements with their supervisor. If selected, a text area is
provided for the Chair of Panel to detail these arrangements.

Support Guide

5.16.3 Delegated Authority View

alian

Home | HDR Milestone Reporting Log Out

duction \SL;;',‘EF".’!SOT}' Arrangemems Melp (,', e [ & )Bach Next
Studen! Details
Form Detasds Annual Resemch Report ang Plan Form Id: 1000020405
didaturn Details
Milestone Detats Candidate - Suparvisor Interaction
3 =
Acadamic Actvity The candidate has prowioed the olowing indicaton of how frequently ey meet with their Primary Supervisot
Ressarch Planning and Prog v
Face-to-face ity VEEly Fanmgntly Momhiy Sales than one mantn Not Apphcabee
wds a hisvemarn v -
a) ) .
Taiy Weery Fornignitly Moty realer than one man? NGt ADplicatée
1 and Employment Detald v Video - x v ! !
e Phone Email 2y e, Fortmhoitly 4 iy ealet than one moanth Not Applicatye
by
I I Ar L J Tan " | & )
E A ) &
Supervisory Arrangements ™ ™he candidate, nas provideg e ORowng feedback regarting 1he suppon eovioad by es supenvisory panal
Rt and A b) FEEDBACK ON CHANGES TO THE SUPERVISORY PANEL
e -
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iR Supervisor - Candidate intaraction

a) Video Oady Fortnight Monmt

Phone/Emall Eqrtnighty Monthi Greafes tha

nd | have osher meeting arrangemant 2 ot isted above
b) [ e ehalr 0N DERal of the SUPEVISOrY Paned. Ras provio2d the TRoWING FSEdDACK FEgandNg te SUPPO PIOVIIEd by INe SLDEVISOrY pans
)
[V

5.16.3.1 Function Table

Display The page is split into two sections.
Delegated 1. The first section is by the student and the second section is provided by the Chair of Panel for comparison.
Authority a) This Section shows the frequency of meetings between the student and their supervisor from the perspective of the student, as well as the

method of communication.

b) Feedback from the student with regards to the support provided by their Supervisory Panel is displayed.
2. The

a) This Section shows the frequency of meetings between the student and their supervisor from the perspective of the supervisor, as well as the
method of communication.

b) The feedback provided by the Chair of Panel in response to the student’s feedback is also displayed for reference.

5.16.4 Errors / Validators
a)

This is a required field

Trigger: Mandatory user-selection/user-data/upload documentation entry field not completed.
Applies to: All user entry/selection fields on page.

Potential Solutions: Confirm that user has entered valid details into all required text and date entry fields. Confirm that user has selected an option for multiple

choice tick-box selectors and single choice radio buttons. Confirm that user has uploaded file(s) of a valid file type. Escalate to the next tier in the support chain if
required.

Warning Text: “This is a required field”
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5.17 Review and Approval Page
Forms: Annual Report and Plan, First Annual Research Plan, Oral Presentation, Supplementary Review, Thesis Proposal Review
Visible to: Chair of Panel, Delegated Authority
Action: Chair of Panel, Delegated Authority
Purpose The Chair of Panel can assess the Milestone based on the information provided or send the form back to the student for further information.
The Delegated Authority can assess the Milestone, either agreeing with the Chair of Panel’s assessment or providing their own assessment. The
Delegated Authority may send the form back to the Chair of Panel for more information.

5.17.1 Chair of Panel View

Home | HDR Milestone Reporting

nroduction ¥ Review and Approval 2 Yrwip ([3)cownioss ([

Form Detalls: Annual Researcn Reéport and Plan Form id: 1000020485
Conddanen Datalls ¢
Milestons Dotaills v Supervisory Panel's Assessment

Acadamic Activity ¢

1 ) BQUEE MOre INOIMation fom Ihe candiiale in ordar 10 Make an assessment
(Chair

Ressarch Planning and Progress ¢ . ule 10 A5505S Nis Mikesione based on the INfGMaton provided
Awartds and Achiesnments ¢
Suppodt and Emgloyment Detaih ¢

The Supervisory Fanel assessos Anrual Research Repart and Fan as
Supervisory Parel v
Progress Assassment ¢ satisfactory It is recommendad by tha panel Inat cancate contings their prograr

* requiring further review |l 15 recommended Dy Me paned Thal &0 s e e Car J gre e )
Ethics Approval 2) nssdts g

unsatisfactory It s recomr e that the at Laster of Enik

Supenvisory Arrangeenents v unsatistactory It is recom p paned shat tha cancidate be requesiod 10 show cause why e candidature should not be terminated for the reasons attached

Review and Approval
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P Supervisory Panel's Assessment

Support Guide

PRease peowvioe reas

] al A
As you have identified that further review is required, please detail additional or remedial work to be undertaken by the candidate *
=]
Please indicate the due date for next Supplementary Review *
5
=

5.17.1.1 Function Table

Display Chair | 1. The Chair of Panel indicates whether more information is required, or they have enough information to assess the Milestone. If more information is
of Panel required, a text field is provided for the Chair to ouline what further information is required from the student.
2. If the Chair of Panel has enough information to proceed, a series of radio buttons is then used to assess whether the Milestone is: satisfactory,
requiring further review, unsatisfactory with a transder to MPhil, or unsatisfactory with a recommended program termination.
a) |If satisfactory is selected: a text area is provided where the Chair of Panel must provide reasons for their decision.
b) If requiring further review is selected: a text area is provided where the Chair of Panel must provide resons for their decision with an additional
text area to provide additional remedial work to be undertaken by the student. This option generates a Supplimentary Review Milestone. The due
date of this Milestone must be provided using the date selector provided.

3. If either of the unsatisfactory assessments are selected: a text area is provided where the Chair of Panel must provide resons for their decision. A
checkbox is provided which allows the Chair of Panel to upload any supporting documents.
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5.17.2 Delegated Authority View

Home | HDR Milestone Reporting

University

Review and Approval
=

Introduction ¢

Student Dataiy v

Form Details: Annual Research Repon ana Plar Form id: 1000020489
Canddamurs Dstals
Milastons Detalls + Supervisory Panel’s Assessment
Acadamic Activity The Annual Research Report and Pian prepaned by has been assessed by Ihe supervisory pane! 10 be “requinng further review™ The reasons for this assessment &
Ressarch Planning and Progress v
Awards and Achigvements v
The chair on DEnall of N SuPSrvISCry pansl Nas sudgesied Ihe DIoWING aClonNs De LNJStaken 0 IMProve NS Canlaale’s SINUATOS
Suppoct and Employmaent Datails
EXTRA WORL W
Supervisoty Paned
Progress Assessment o The chair Dehall of the supervisory panel has suggesied Ihe ONwWING date Dy 1 101 3 subsequent review
Ethics Approval .
. 201
Supervisory Anangements
Review and Approval
Submit
Delegate's Assessment
] require mo ommation from ihe Chalr in arder 1o make a dedson
2)
® WOuUld BKe 10 apprave 1hes miasione Dasad on e NIOManan proviged
3 As ihe Desegaled APPIove The CNar's rabng (1€ mn assessment of requiring further review)
Authority for my area
- 1sh app ended by the Cha
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. Alternative Asseasment
&
A 3 3 1esear and 3
satisfactory The candadabe can continue undertaking the prograrm
unsatistactory The cancdioate wit be transtenad 1o 3 program or a Masier of Philosopt
* unsatisfactory The candicate wil De requested o W C3USE why Ther candidature should not b2 terminailed
4)
) r r 3ing th 2l T 3
. Wouk! ke %o upioad additional documantation supporting my recommendatio
5.17.2.1 Function Table
Display 1. Asummary of the Chair of Panel’s assessment is available for reference.
Delegated 2. The Delegated Authority indicates whether more information is required, or they have enough information to assess the Milestone. If more
Authority information is required, a text field is provided for the Delegated Authority to ouline what further information is required from the Chair of Panel.

3. If the Delegated Authority has enough information to proceed, they must then select whether they agree with the Chair of Panel’s assessment or
they would like to provide their own assessment.

4. If they disagree with the Chair of Panel’s decision, a series of radio buttons is then used to assess whether the Milestone is: satisfactory, requiring
further review, unsatisfactory with a transder to MPhil, or unsatisfactory with a recommended program termination. Refer to the Chair of Panel
Display section for the behaviour of the form when each option is selected.
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5.17.3 Chair of Panel Research Integrity Test Review

Support Guide

Australian

National Home | HDR Milestone Reporting
University

Introduction v Review and Approval

(T3 =\ 77\
Help { | JDownioad g jSave | & /'Back
/ h S AN A

Candidature Details ¢

Form Details: - Research Integrity Training Form Id: 1000021139
Research Integrity Test +
Review and Approval Declaration and Comments

[~ If you are satisfied that your candiadate now understands the general principles of research integrity at ANU, please tick the box below

1 ) ¥ | am satisfied

[™ We have provided space for you to leave additional comments to the College Delegated Authority, for example, you may wish to recommend further face-to-face training
These comments will be sent to them in an email

2)

Submit milestone

5.17.3.1 Function Table

Display Chair | 1. Check box to indicate the Chair is satisfied with the candidates understanding of the general principles of research integrity
of Panel RIT | 2. Text area to provide comments which will be included in an email to the Delegated Authority

Review

5.17.4 Errors / Validators
a)

Milestone due date must be greater than today.

Trigger: User has selected a date for a new Supplementary Review milestone that is in the past.
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Applies to: Supplementary due date field
Potential Solutions: Select a date for the Supplementary Review milestone that is in the future.
Warning Text: “Milestone due date must be greater than today.”

b)

The supplementary review must be scheduled before the annual research report and plan.

Trigger: User has selected a date for a new Supplementary Review milestone that is after the next Annual Research Report and Plan milestone.

Applies to: Supplementary due date field

Potential Solutions: Supplementary Review milestones are designed to be used in this situation as a mid-term review of progress between Annual Research Report
and Plan milestones. As a result, advise the user to select a date between the current date (today) and the next Annual Research Report and Plan.

Warning Text: “The supplementary review must be scheduled before the annual research report and plan.”

This is a required field

Trigger: Mandatory user-selection/user-data/upload documentation entry field not completed.

Applies to: All user entry/selection fields on page.

Potential Solutions: Confirm that user has entered valid details into all required text and date entry fields. Confirm that user has selected an option for multiple
choice tick-box selectors and single choice radio buttons. Confirm that user has uploaded file(s) of a valid file type. Escalate to the next tier in the support chain if
required.

Warning Text: “This is a required field”
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5.18 Submission Page
Forms: Annual Report and Plan, First Annual Research Plan, Oral Presentation, Research Integrity Test, Supplementary Review, Thesis Proposal Review
Visible to: Student, Chair of Panel, Delegated Authority
Action: Student, Chair of Panel, Delegated Authority
Purpose To provide a final page before the student submits the eForm.
The Chair of Panel can set an alternative date for the student’s next Annual Research Report and Plan before submitting
5.18.1 Student View
Australian . -
<=\, National Home | HDR Milestone Reporting
;) University
Introduction Submit ] )Download /Q, save (
- ’ .v-/ S
Student Details + ~ _ _ .
You have now completed the milestone form. You can review any section by selecting from the side panel. You will receive an email with a copy of this form
Candidature Details + Submit the form to the Chair of the Supervisory Panel by clicking the submit button below
Milestone Details ]
) Records indicate you are yet to satisfactorily complete your Research Integrity Training milestone. You can still enter information and save this milestone
Academic Activity v however, you need to satisfactorily complete your Research Integrity Training Milestone before submitting this milestone
Research Planning and Progress + 1 ) Warning: If you believe you have satisfactorily completed your Research Integrity Training milestone, the grade may be missing from your record. Contact you Local HDR
Administrator to resolve this issue
Awards and Achievements v
Support and Employment Details + :
Progress Assessment. 7 | § Submit milestone
Supervisory Arrangements v
Submit
5.18.1.1 Function Table
Display 1. Ifthe student hasn’t completed Research Integrity Training Milestone: A warning appears indicating the student cannot continue until they complete
Student the test.

2. Once the eForm is complete the student can submit it to the Chair of their Supervirory Panel by clicking the submit button.
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5.18.2 Chair of Panel View

Home | HDR Milestone Reporting

wocuchion ¢ Submit D Y reip Downicad (1

jerrt Dutaily
Form Details: Annugl Resemech Report and Pl Form Id: 100002048
and X aly
SRS You have now compieted the miestone form You can review any section by selecing from the side panel
gatea Aum )
= sch F f F - v r ) ext An R n ar 3 yined A 7 ang:
s an % .
3 | mer i v ) =
wpervisory Paned ')) I
L
Progresy Assessenent
al
e ory Arrangem v

Subimit

5.18.2.1 Function Table

Display Chair | 1. The Chair of Panel can review the due date for the student’s next Annual Research Report and Plan and change it if required. The default due date is

of Panel 12 months after the current Annual Research Report and Plan is due.

2. When the submit button is clicked the form will either be sent back to the student as a request for more information, or it will be sent to the Delegate
Authority for review.
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5.18.3 Delegated Authority View

Support Guide

Submit R
Form Detasis Annug Ressarch Report and Plar Form 1d: 1000020403
andda tails ¢
‘.'l-‘ slone "aix J . ’ e . " v
e h Planning and Progress 1 ) [7
Wwards and Achiovements
5.18.3.1 Function Table
Display 1. When the submit button is clicked the form will either be sent back to the Chair of Panel as a request for more information, or it will be submitted to
Delegated the Student Administrative System and the Milestone completed.
Authority

5.18.4 Errors / Validators

a)

‘Tl‘l& due date must be in the future. |

Trigger: User has selected a date for the next Annual Research Report and Plan milestone that is in the past.
Applies to: Annual Research Report and Plan Due Date field

Potential Solutions: Select a date for next Annual Research Report and Plan milestone that is in the future.
Warning Text: “The due date must be in the future.”

The due date must be within the next 2 years.

Trigger: User has selected a date for the next Annual Research Report and Plan milestone that is more than two years in the future.

Applies to: Annual Research Report and Plan Due Date field

Potential Solutions: Annual Research Report and Plan milestones are designed to be used yearly to track and guide the progress of research students during their
enrolment at the University. As a result, there should be no more than a 12-18 month window between each Annual Research Report and Plan. Advise the user to
select a date within the next two years to schedule the next Annual Research Report and Plan.

Warning Text: “The due date must be within the next 2 years.”
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