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Online GRS2 Supervision meeting form – Step by step guide 
 

An online version of the monthly supervision record form (GRS2) has been developed and will be compulsory for use form the beginning of the 2018/19 academic year. 
o This is a step by step guide for PGRs and supervisors to using the online GRS2. 
o To supplement the step by step user guide and to provide answers to questions that may arise when using the online GRS2 form, a list of questions and answers for 

postgraduate researchers and supervisors has been drawn up and are available via the monthly supervision page. 
https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/rsa/monthly-supervision.aspx.  

 

PGRs – accessing GRS2 forms 

  

 

 
 
 
 
 
 
 
 
 

PGR - you should receive an email at the start of each month 
informing you that your online GRS2 form for that month is open and 
providing a link for you to access the form in the my.progress tab of 
the Student Portal – www.my.bham.ac.uk  
 

1. Having clicked on the link in the Progress tab to the online GRS2 
form, the GRS2 Monthly Supervision Records form page should 
display in your default browser. 
 

You can view the progress on this month’s form in the Percentage 
of Form Completed column: 

 completion of Part A (PGR) = 25% complete 

 completion of Part B (Supervisor) = 50% complete 

 completion of Part C (Supervisor) = 75% 

 completion of Part C (PGR) = 100% 
 

2. Access the current open form by pressing the  button.  
 

3. View historical closed forms by pressing the  button for 
that specific form. 

 
  

https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/rsa/monthly-supervision.aspx
http://www.my.bham.ac.uk/
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Part A: to be completed by the PGR 

 
 

 
 

 
 

 
For further information see online FAQs. 

  

1. Go to Part A: To be completed by the PGR prior to the supervision meeting. 
 

Enter details of Progress since last monthly report (if appropriate) / areas you 
would like to discuss (minimum 5 characters / maximum 4000 characters). 
 

You may  text and return later to complete and submit this part of 
the form – a message reminding to you submit the form later will be 
generated: 

 

2. Once you are sure that Part A is complete, press the  button to save 
this section of the form – this will:  
 close Part A of the current open form for editing; 
 generate a confirmation message within the form; 
 send an automated email to your Lead Supervisor confirming completion 

of Part A. 

  
 

NB: If you have not completed Part A for the current month, you will receive an 
email: 

 two weeks after the beginning of the month 
 5 days prior to the end of the month 
 2 days prior to the end of the month 

 reminding you to do so. 
 

  

https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/rsa/grs2faqs-pgrs.aspx
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Supervisor – accessing GRS2 forms for your Supervisees 
 

Supervisor – to access GRS2 forms for your PGRs, go to the 
my.teaching tab of the Staff Portal www.my.bham.ac.uk  
 
 
 

 
 
You may view forms for the current month and for previous months 
for your PGRs. 
 

1. Having clicked on the link in the email for the current month for 
a specific, your GRS2 Monthly Supervision Reports form page 
should display in your default browser – you can then: 
 

 control the number of supervisees displayed;  

 search for a specific PGR by ID number or name;  

 view relevant data for each PGR, including registration 
statuses, start dates and the completion percentage of the 
current GRS2 form. 
 

All your supervisees should be displayed in the GRS2 – View 
PGRs table. 
 

2. Access the current open form for a specific PGR by pressing the 

 button 

OR access all forms for a specific PGR by pressing the  
- the GRS2 – View Forms For Selected PGR table will display. 
 

 
You will receive an email when your PGR has completed Part A. 

 

 

 

 
 
 
 
 

 

 

 
 

http://www.my.bham.ac.uk/
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3. You can return to the table listing all of your supervisees by pressing 

the  button 

 
 
 
 

You can view the progress on this month’s form in the Percentage of 
Form Completed column: 

 completion of Part A (PGR) = 25% complete 

 completion of Part B (Supervisor) = 50% complete 

 completion of Part C (Supervisor) = 75% 

 completion of Part C (PGR) = 100% 
 
 

In the GRS2 – View Forms for Selected PGR table: 

4. Access the current open form by pressing the  button. 
 

5. View historical closed forms by pressing the  button for 
that specific form. 

 
If the number of PGRs listed on your online PGR Monthly Supervision 
Record – GRS2 page makes it difficult to navigate, you can search by 
Student ID or Student Name. 
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Supervisor – recording where expected contact has not 
occurred 
 

You can return to the table listing all of your supervisees by pressing 

the  button 
 

OR return to the table listing all GRS2 forms for this specific student 

by pressing the  button 

 
The top section of the GRS2 form provides details of the selected 
PGR 
 
 
 
 
1. If you or the co-supervisors have not had any contact with the 

PGR this month, you should: 

 tick the There has been no contact this month checkbox; 

 enter Reason for no contact (minimum 5 characters / 
maximum 4000 characters). (N.B. The PGR will be able to 
view these comments). 

For further information see online FAQs. 
 

 

2. Press the  button once the form is complete. 
 A confirmation email will then be sent to the Supervisor. 

 
The form for the current month is now closed and further 
updates to the form are not possible. 
 

Do not use this function for part-time PGRs where the 
checkbox in the previous month’s form indicating that 
no contact is expected in the following month has been 
ticked – see next section for further information 
 

 

 
 

 
 

 

 

 

 

 
  

https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/rsa/grs2faqs-sup.aspx
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Part B – to be completed by the Supervisor 

 

1. Go to Part B: To be completed by the supervisor during or immediately after the 
meeting. 
 

2. Enter a Summary of discussions, outcomes and future work (minimum 5 
characters / maximum 4000 characters).  

If necessary, this text without submitting, to be completed and 
submitted later. 
 

3. Select a radio button to express your Overall rating of PGR’s progress to date - if 
you selected the There are some areas giving cause for concern radio button, 
enter a short summary of concerns and outline the steps the PGR should take to 
reach a satisfactory level of progress.  (The PGR will be able to see these 
comments). 
 

4. Select a radio button to confirm whether or not you envisage any Changes to 
project / area of research 
 

If Yes, does this impact existing ATAS clearance? Will ATAS clearance be required 
going forward?  
 

5. Select the appropriate date from the date picker (a date cannot be entered 
manually, and only dates within the current month will be available to select). 
 

Select a radio button to provide Confirmation of type of contact 
 

OR select an option from this list where there has been no supervision meeting, 
but there is appropriate alternative academic contact which may be recorded. 
 

For part-time students for whom no supervision contact is expected next month, 
tick the checkbox – the form will remain open, but scheduled reminder emails will 
be surpressed. 
 

For further information see online FAQs.  
 

6. Press the  button once the form is complete.  

Are sure you want to submit? Tick  in the failsafe message. 

 

 

 

 

 

  

 

 

 

You may  text and return later to complete and submit this part of the form – a message reminding to you 

submit the form later will be generated, or press the  button once the form is complete. 

On submission, where there are multiple errors for correction, they will generate in order starting with the first error. 

https://intranet.birmingham.ac.uk/as/studentservices/graduateschool/rsa/grs2faqs-sup.aspx
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Supervisor – signing off the completed form 
 

1. In Part C: Sign Off – Supervisor, select a radio button to confirm 
whether This form contains an accurate summary of the 
supervision meeting 

 

NB: If you have not completed Part C at the same time as Part B for 
the current month, you will receive an email: 

 5 days prior to the end of the month 
 2 days prior to the end of the month 

reminding you to submit Part C. 

 
2. If No, enter your reasons for this (minimum 5 characters / 

maximum 4000 characters) 
 
 

You may  text and return later to complete and submit 
this part of the form – a message reminding to you submit the 
form later will be generated 

or press the  button once the form is complete 
 
 
 

3. If Yes, press the  button once the form is complete 
 
 

The name (in lieu of signature) of the logged-in Supervisor and the 
sign-off date will be automatically generated on submission. 
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PGRs – signing off and closing the completed form 

  

 
 

 
 

 
 
 
 
 
 
 
The PGR will receive an automated email confirming submission of Part B and Part C by 
the Supervisor, so Part C: Sign Off – PGR may be completed. 
 
 
 
 
 
 
Select a radio button to confirm whether This form contains an accurate summary of 
the supervision meeting 
 

1. If Yes, press the  button once the form is complete 
 
 
 
If No, enter your reasons for this (minimum 5 characters / maximum 4000 
characters)  

then press the  button once the form is complete. 
 

 
The name (in lieu of signature) of the logged-in PGR and the sign-off date will be 
automatically generated on submission 
 

NB: If you have not completed Part C for the current month, you will receive an email: 
 5 days prior to the end of the month 
 2 days prior to the end of the month 

reminding you to submit Part C. 
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Once Part C sign-off has been submitted by the PGR: 
 
 A confirmation email will then be sent to the Supervisor and PGR. 

 
 

 The current open contact point in BIRMS Attendance Monitoring will be automatically updated on submission of Part B. 
If Part B has not been completed by the end of the month, it will close incomplete and the contact point will not be updated. 

 
 The form will be closed for editing, but may be viewed via the portal by both Supervisors and the PGR. 


