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 Thisis 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

BIRvINGHAM | “Yiwestmere

University Graduate School

Dear Polly Pinkhat

Full-time postgraduate researchers are required to have a monthly supervision meeting (pro-
rata for pari-time) and a written record kept of each meeting. This is done via the onling
GRS2 form which can be accessed by you and your supervisor. Information on how to
complete the form can be found here.

This month's online GRS2 form is now open and will remain open until the last day of the
month. To access your GRS2 form please go to the my progress tab on the Student Portale™ =,

Please complete Part A of the form prior to your supervision meeting. Once you have
completed this section, press the [Submit] button which will notify your supervisor that you
have completed Part A.

GRS2 Monthly Supervision Records -

Alist of all your (1905818) GRS2 forms is displayed below. Use the buttons to view your GRS2 forms from previous months and to update the form for the current month
The current GRS2 form will always be at the top of the list. Forms from previous months, both completed and incomplete, are now closed and can be viewed but not amended.

The current GRS2 form is for March 2018

r
GRS2 - View Forms for Selected PGR = f
GRS2 Form Percentage !
Month and of Form
1D Number PGR Name Lead Supervisor Name Co-Supervisor Name Academic Year Year Completed © Actions
1905818 Raymond Bear Mrs Evans - 60% Mrs Phillips - 40% 201718 March 2018 0% View Form |
i .
. i i ; |
1905818 Raymond Bear Mrs Evans - 60% Mrs Phillips - 40% 201718 February 100% View Form
2018 —— e

GRS2 guidance notes (V1-25 October 2018)

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:

v' completion of Part A (PGR) = 25% complete

v' completion of Part B (Supervisor) = 50% complete

v' completion of Part C (Supervisor) = 75%

v' completion of Part C (PGR) = 100%

View Form

Access the current open form by pressing the button.

View historical closed forms by pressing the Ml button for
that specific form.
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Part A: to be completed by the PGR 1. Go to Part A: To be completed by the PGR prior to the supervision meeting.

Farth:Tabecompietec Dy hePaRprierio he supenisionmeetng Enter details of Progress since last monthly report (if appropriate) / areas you
Progress since last monthly raport, plus pessible future work (i appropriata) and 2rece oL soulbliadhiinanes i would like to discuss (minimum 5 characters / maximum 4000 characters).
This is a test
SAVE
You may text and return later to complete and submit this part of
I the form — a message reminding to you submit the form later will be
generated:
3986 / 4000 characters remaining . Form C
SAVE Your comments have been saved and will be retained for when you return to complete this part of the GRS2 form. Don't forget to press the Submit button once this section of the form is complete.
SUBMIT r . SUBMIT
2. Once you are sure that Part A is complete, press the button to save
this section of the form — this will:
Part A: To be completed by the PGR prior to the supervision meeting " ‘/ Close Part A Of the current Open form for Edltlngl
Progress sinca last manthly report (¥ appropriats) | areas you would ike to discuss: v/ generate a confirmation message within the form;
Grape 1 (nvodcion) oty ewten - v' send an automated email to your Lead Supervisor confirming completion
5 of Part A.

UNIV ZRSITYOF | .y
BIRMINGHAM ’ Nwestmere

y. University Graduate School

Dear Professor Belinda Bluehat

Step Infor

Thank you for completing this section of the GRS2 form. We will notify you when Part C: Sign Off - PGR is ready to complete. pO”Y Pinkhat has completed and submitted Part A of this month’'s GRS2 form to you.

Toaccess the GRS2 please go to www.my bham.ac uk.

You should now complete Parts B and C of the for at orimmediately after the supervision
meeting.

Parts B and C of the form must be completed to give sufficient time for your PGR to review
your comments and for the GRS2 form for this month to be fully completed and submitted by

For further information see online FAQs. the end of the [ast day of his month.

Please do not reply to this automated email. If you have any problems accessing the GRS2
form, please contact IT Help Desk.

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.
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= Supervisor — accessing GRS2 forms for your Supervisees

H ff.h Z . kpl .timetabl Wlib ) ti .t
Supervisor — to access GRS2 forms for your PGRs, go to the ! skl ) S e D Dttt e TN LY, IO g e !
my.teaching tab of the Staff Portal www.my.bham.ac.uk

PGR Monthly Supervision Record - GRS2 oEE
This resource is for supervisors of postgraduate research students.

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:

—GRS2 - View PGR forms for Mrs Wwpkrl Mehbgejqj Nrwmnxowa

Bhow |10 v | entries %Search.
v control the number of supervisees displayed; = ‘ ——
Iy C leti
v' search for a specific PGR by ID number or name; PGR Start | for Cartont _
ID Number PGR Name Month [ Actions

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

s Nrwmnxowa | 55% Mrs Fvrzen / 45%

30/09/2013 0% View Current Form
View All Forms

Mrs Fvrzen / 45% Normally Registered 07/09/2015 0% View Current Form
(NR)

View All Forms |

Normally Registered
(NR)

Cejgaf, Zohsrtg Zxrayje Mrs Nrwmnxowa / 55%

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 Actions

View Current Form
button - —3 View Current Form |

OR access all forms for a specific PGR by pressing the i udenlalons :L 3 View All Forms l
- the GRS2 - View Forms For Selected PGR table will display. ]

You will receive an email when your PGR has completed Part A. gpk%?ﬁ%lm | %estmere
University Graduate School

Dear Professor Belinda Bluehat
Gary Greenhat has completed and submitted Part A of this month's formto you.
To accessthe GRS2 please go to www.my.bham.acuk.

You should now complete Parts B and C ofthe form at or immediately after the
supervision meeting.

Parts B and C of the form mustbe completed to give sufficient time for your PGR to
review your comments andfor the GRS2 form for this monthto be fully completed and
submitted by the last day of this month.

Please do not reply to this automated email. If you have any problems accessingthe
GRS2 form, please contact the IT Help Desk.
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= 3. Youcanreturnto the table listing all of your supervisees by pressing

Return to list of PGRs
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%

AN

GRS2 Monthly Supervision Records

Alist of all the GRS2 forms for 1905818 is displayed below. Use the buttons to view GRS2 forms for previous months and to update the form for the current month.

The current GRS2 form will always be at the top of the list. Forms from previous months, both completed and incomplete, are now closed and can be viewed but not amended.

The current GRS2 form is for March 2018

— Navigation-

Return to list of PGRs

GRS2 - View Forms for Selected PGR

GRS2 Form
Month and

Percentage
of Form

Actions ‘

com pletlon of Pa rt C (PG R) = 100% ID Number | PGR Name Lead Supervisor Name Co-Supervisor Name Academic Completed
1905818 Raymond Bear Mrs Evans - 60% Mrs Phillips - 40% 2017118 25% éWew Form
1 - ' 3 -
In the GRSZ —_ view Forms for selected PGR table. 1905818 Raymond Bear ! Mrs Evans - 60% wilsa=RiniipS=a0"% 2017/18 ﬂ 100% #\ﬁewForm
. View F
4. Access the current open form by pressing the =" °™ | button.
. . . . View F
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 Sottne D search:
™ . .re: . T
: Record - GRSZ page makes It dlfﬂcu't to naVIgate' you can searCh by ID Number ¥ | PGR Name Lead Supervisor Name Co-Supervisor Name PGR Status B(a;:: St ’ Actions ‘
. StUdent ID or StUdent Name 1963525 ‘ R: t, Rh Mrs Phillips / 80% Mr Phillips / 10% Mrs Ex /| N Iy Registered (NR] | 25/04/2018 View Ci it F
aincoat, Rhona rs Phillips / 80% : C{% illips / 10% Mrs Evans ormally Registered (NR) iew Current Form
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View All Forms
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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

th e Retumn to Supervisee List | b utton

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

View all GRS2 Forms for Raymond Bear (1905818) | butto n

by pressing the

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:
e tick the There has been no contact this month checkbox;
e enter Reason for no contact (minimum 5 characters /
maximum 4000 characters). mable to

——GRS2 Monthly Supervision Records

Form details for the selected month are displayed below. For more information on completing the GRS2 form, view the

Retum to Supervisee List

View all GRS2 Forms for Raymond Bear (1905818)

Monthly Supervision Record - GRS2 - March 2018

GRS2 Form Month and Year:
PGR's Name:
1D Number.
Programme:

tode Of Study (FT/PT):
Registration Status
End Of Minimum Period Of Study
End Of Maximum Period Of Study:
Lead Supervisor
Co Supervisor

March 2018

Raymond Bear

1905818

PhD Integ St Phy Sci Health FT
Ful-time

NR

260972021

241092022

Mrs Evans - 60%

Mrs Phillips - 40%

This section should only be completed by the lead supervisor if there has been no contact with the student by any of the supervisors, for example if the student has been ill or on holiday.

There has been no contact this month:

SUBMIT

For completion by the supervisor only

There has been no contact this month:

view these comments).
For further information see online FAQs.

v" 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

GRS2 guidance notes (V1-25 October 2018)

SUBMIT . SUBMIT
2. Pressthe button once the form is complete. /?

Reason for no contact:

4000 / 4000 characters remaining
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= Part B — to be completed by the Supervisor Part B: To be completed by the supervisor during or immediately after the meeting
Comments on di ion at the supervisory meeting, and future work:
1. Go to Part B: To be completed by the supervisor during or immediately after the S il S

meeting.

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

SAVE
If necessary, this text without submitting, to be completed and Ovorall rting of POR'c progross t dute {ick ong)

Su b m |tte d | d te r. O At least satisfactory O There are some areas giving cause for concem

/Please select one option

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, Changes to project / area of research
enter a short summary of concerns and outline the steps the PGR should take to D e B o ot
. . - N | Changes to project / area of research
reach a satisfactory level of progress. (The PGR will be able to see these et - ,
you enasage any changes 10 the projct/area of research
comments). No ®Yes
4. Select a radio button to confirm whether or not you envisage any Changes to ¥ yes, peata Gcuss s weh e School POR Lead 38 EIneal 350r0vat and new ATAS (') clearance (1 nermasonal PGRS) may e requres
project / area of research D e TR o 0 S I sl s S A sl

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

Date Of Supervision Meeting [ ) Picka Date - 8 2
going fo rWa rd? A meeting date should only be entered when a supervision meeting has taken place. &) bhfps//bkms-eta-pube
5. Select the appropriate date from the date picker (a date cannot be entered \P Hf] SonttonTueh
lease enter a valid date
manually, and only dates within the current month will be available to select)

Confimmation of type of contact - Tick the first of these that applies:

Select a radio button to provide Confirmation of type of contact Cane

PGR - Supervision contact (face-to-face)
)- PGR - Supenvision contact (telephonelvideo conference) —_—

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. \
th

If there has been no supervision meeting but one of the following types of contact has taken place, please select the first type of contact that applies:

. .. . PGR - Submission of major corrections
For part-time students for whom no supervision contact is expected next mon PGR - Progress Review Panel

. . . . . . PGR - Submission of draft thesis chapters
tick the checkbox —the form will remain open, but scheduled reminder emails will PGR - Thesis submitted

PGR - Supervision contact (email)

be surpressed. PGR - Viva
PGR - Progress Review
PGR - Awaiting cutcome of corrected thesis
PGR - Submission of minor corrections
PGR - Awaiting viva
Not Applicable

For further information see online FAQs.

SuBMIT
6. Pressthe button once the form is complete.
. . . . The below check box should only be ticked if the PGR is part time and is not due a supervision meeting in the following month.
Are sure you want to submit? Tick in the failsafe message. PGR -
is part time, no supervision meeting due next month
Message from webpage =
— o - o - . - SAVE - . . .
[0, Once zunmuted, youwilknotbeableta.edt thizséctionagan. You may text and return later to complete and submit this part of the form —a message reminding to you
~ Are you sure you would like to submit this form now? ST
submit the form later will be generated, or press the button once the form is complete.

Lok J[ conca ] On submission, where there are multiple errors for correction, they will generate in order starting with the first error.
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= Supervisor — signing off the completed form

1.

Part C: Sign Off - Supervisor

In Part C: Sign Off — Supervisor, select a radio button to confirm ) ) N
This form contains an accurate summary of the supervision meeting:
whether This form contains an accurate summary of the _? Yes
. . . No
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:
** 5days prior to the end of the month

This form contains an accurate summary of the supervision meeting:

2 days prior to the end of the month Qe
femlndlng yOU to Smelt Part C If no, please state your reasons for this:

If No, enter your reasons for this (minimum 5 characters //‘?
maximum 4000 characters)

4000 / 4000 characters remaining

SAVE
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

Part C: Sign Off - Supervisor

SUBMIT o5

or press the button once the form is complete FN° PR
SAVE
SUBMIT . SUBMIT
If Yes, press the button once the form is complete=—————————p

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

This form contains an accurate summary of the supervision meeting:

GRS2 guidance notes (V1-25 October 2018)
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PGRs - signing off and closing the completed form

UNIVERSITYOF |
BIRMINGHAM | “iwestmere

University Graduate Schoo

Dear Gary Greenhat

Your supervisor has completed and submitted Parts B and C of this month's GRS2
form to you.

To access the GRS2 please go to the my.progress tab on the Studert Portal ____The PGR will receive an automated email confirming submission of Part B and Part C by
You should now review the form and complete and submit Part C. The form for this the SUperV|50r, SO Part C: SIgn Off - PGR may be CompletEd.

month will close at the end of the last day of the current month and so you must
complete and submit Part C before this time as you will then no longer be able to
complete the form for this month.

Where you indicate that you do not consider that the form contains an accurate
summary of your supervision meeting, your supervisor(s) will be sent an email to
advise them of this and you should raise this with your supenisor(s) at or before your
next supenisory meeting.

Please do not reply to this automated email. If you have any problems accessing the
GRS2 form, please raise a call through StudentHelp.

- . Select a radio button to confirm whether This form contains an accurate summary of
T ooy COPIBING A% BCCUTEN S OF ok SUPHFVSION FIbStg: the SuperViSion meeting
s
! SUBMIT .
1. If Yes, press the button once the form is complete

This o CONaINS an aCcurale Summary of the Supervision meating:

Yos
L]

i o, pleass state your reascns for this:

If No, enter your reasons for this (minimum 5 characters / maximum 4000
characters)

SUBMIT
then press the button once the form is complete.

charactors o & maimm of 4000 characte

000 characiers remaining

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:

v" A confirmation email will then be sent to the Supervisor and PGR.

Dear Professor Belinda Bluehat and Gary Greenhat

The GRS2 form for September 2018 has been completed and successfully submitted.

To access the completed form please go to the Portal.

v 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.

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