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1 Approvals and Amendments

ID/Version Author Date Version Details Reviewers Date
Vi Nathalie Baker 23/07/2020 | V1 Eleri Canning | 31/07/20

Training Manager

2 Introduction

A new postgraduate research milestones tile has been created for Students, Supervisors, DPS, PGA
Admin, HOD’s and Registry users. This tile allows users to access the workflows for Exam Entry Form
submission and Thesis submission. These processes are documented from a Student perspective in
detail below.

3 Access and Login

3.1 Getaccess
e To get access to the system, if you have not automatically been granted access, please raise
an ASK request via ICT requesting access to the Postgraduate Research Milestones tile.

3.2 Login
e To login to the Postgraduate Research Milestones (PGR) go to https://my.imperial.ac.uk.
e Once this page is open, a tile for Postgraduate Research Milestone will be visible.
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Favourites  Showall

o o O
sy s 2 2 Module Registrations
Access Applications ICA Reporting and Statistics Lone working - Staff Management
Application management and reporting Applicant and student reporting and statistics Create and manage lone working requests Manage changes to student modules
registrations in Banner
o o o @
My Information Assets Out of Hours Working - Staff mfgf{::::te Research Student Bank Details

My information Assets Create and manage out of hours working

search programime View Student Bank Detail change requests
requests for

iated forms

e C(Click on the tile and login in via single sign on with your Imperial username and password.
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4 Dashboards

e Logging in will take you to your Dashboard.

4.1 Students
e Student Dashboards will show the following:
o Student and Programme details
o Milestones, Status & Planned by or Completed by date.
o Supervisors
o Examiners

Imperial College

London

Home

Welcome, John

My details
My details
Full name Programme Title Period of Registration
john Smith Public Health BENG
o Aweard Aim 01-01-1900 - 01-01-1900
35277 ENGD

Department Enrolment Status
Public Health

Please ensure that the information on this page is accurate. i any of the details are incorrect, please contact your Deparimental Administrator.

My milestones.

My milestones

Early stage assessment Late stage review Examination entry Thesis submission

Completed on 02-01-2020 Completed on 02-01-2020 Completed on 16-06-2020 Completed on 16-06-2020

5 Exam Entry Form submission

o A new workflow has been created for Postgraduate Students to submit their Exam Entry
Forms (EEF). The steps are summarised below.

5.1 Student process
e When you sign into the Postgraduate Research Milestones tile, you will be presented with a
Dashboard which includes your personal details, your Milestones (limited at Present to Early
Stage assessment, Late stage review, Progress Review, Exam entry and Thesis submissions),
your Supervisors and your Examiners (if relevant).
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e The status and deadlines for each Milestone will also be visible.

Imperial College rites & Nathalie Baker

London

Home

Welcome, John

My details

My details
Futl name. Period of Registration
fohn Smith
ap 01-01-1900 - 07-01-1900
ous2r7s

Department Enrolment Status
Public Health

Pleas, that o

My milestones

My milestones

Early stage assessment Late stage review Examination entry Thesis submission
Completed on 02-01-2020 Completed on 02-01-2020 Planned for 30-06-2020 Planned for 30-06-2020

My supervisors

My supervisors

Mame. Type Department Email

ta@testeom

5.1.1 Submit the EEF
e To submit an Exam Entry Form, click on the Examination entry tile.
e Input or review the Thesis information including Research Topic, Approved Thesis title and
Expected Thesis submission date.

Home » Dashboard » Examination entry
M

Examination entry

This form must be completed in full at least four months before the anticipated date of submission of the thesis.

Thesis information

Thesis information

Ressarch topic
Itis ter and any further proof of stidies you require from the College in future. it will also help the library

omplete this fiald as your field of study will be quoted in your ev

ecaive confirmation of this.

is title will be considered ang, if spprovad, you wi

Expected thesis submission date *
Plaase incicate the fte you expact to submit your thesis (approximately), Please note that this cannot be beyond your 4 year deadline

3112-2020

e Once completed, click on Save thesis information.
o There will be a notification that it has saved correctly.

“Your changes were suoressfully saved.

e To submit your Exam Entry Form, scroll down to the Declaration section.
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e Ensure the information is correct and then tick the box to confirm that the information is
accurate and that you would like to enter for examination.

Declaration

Declaration

Please confirm the accuracy of the information above If you hawa any concern:

lease contact your Departmental Administratar

| confirm that the above information is accurate and would like to enter for examination.

e Click on Submit to supervisor button.

Declaration

Declaration
Please confirm the accuracy of the information ahove (fyou have any conceras, please contact your Departmental Administrator.

& | confirm thatthe ahove information is azcurate and would like to enter For examination.

e Once this has been submitted, you will be notified that this has been successfully submitted.

e If you try to access your Exam Entry Form again, you will be told that you have already
submitted it and the Tile will remain pending with a planned date until the Exam Entry Form
has been fully approved at which point the tile will show as completed with a green tick.

Home > Dashboard » Examination entry

Examination entry

You have already submitted your examination entry an 16-Jun-2020.

Thesis information

Thesis information

Research topic
Pandemic - COVIDT3 and how did it spread - 06/06/2020

Approved thesis title
COVIDT9 - version 2 - BOM Test

Expected thesis submission date
06-0ct-2020

Back to dashboard
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Home

Welcome, John
My details
My details
Fullname Programme Title Period of Registration
john Smith Public Health BENG
o Award Aim 01-01-1900 - 01-01-1900
01352778 ENGD

Department Enrolment Status
Public Health

Please ensure that the infarmation on this page is accurate. if any of the details are incorrect, please contact your Departmental Administrator.

My milestones

My milestones

Early stage assessment Late stage review Examination entry Thesis submission

Completed on 02-01-2020 Completed on 02-01-2020 Planned for 30-06-2020 Planned for 30-06-2020

5.1.2 Rejected EEF

e If the Exam Entry Form is rejected by the Supervisor, DPS or Registry, you will receive an
email informing you of this. It will ask you to make changes. Login and follow the process

detailed above including the new changes recommended and then resubmit to the
Supervisor.

5.1.3 Approved EEF

e Once the Examination Entry Form has been fully approved by your Supervisor, Director of
Postgraduate Studies and Registry, you will receive an email informing you of this and your

Examination Entry Form Tile in their Dashboard will show a green tick for Complete.
e You will also be able to see your Examiners on the face of your Dashboard.

e Examiner status will display as Pending, until the nominated examiners formally agree to

their appointment. At that stage, their status will update to Confirmed.
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London

Home
Welcome, John
My details

My details
Full name: Programme Title Period of Registration
John Smith Public Health BENG
a A im 01014900 - 01011900
orssars s
Department Enrolment Status.
Public Health

Please ensure that the information on this page is accurate. if any of the details are incorrect, please contact your Departmental Administrator.

My milestones

My milestones

@ © (©]

Early stage assessment Late stage review Examination entry Thesis submission

2020 Completed on 15-06-2020 Planned for 30-06-2020

Completed on 02-01-2020 Completed on 02-01-2020

6 Thesis Submission

6.1 Thesis Declaration

6.1.1 Student process
e login to the Postgraduate Research tile to access your Dashboard.
e The Examination Entry Form Milestone should be showing as Complete with a Completed
Date and a Green tick.
e C(Click on the Thesis submission tile.
e There are two parts that need to be completed — Thesis declaration and Thesis upload.

e Click on the Thesis declaration.

Home > Dashboard » Thesis submission

Thesis Submission

Thesis submission

Thesis submission
hich must be completed in order to complete, The first task is to complete the thesis declaration form to confirm whether or not an embargo period is

This milestane is & combination of wo
required for your final thesis. The other task

upload and submit your thesis, adhering to the collee policies and requirements,

Please nots that you can not complete this milestone before the end of your minin istration period.

Please be mindful that the thesis you upload will be sent to your examiners for review; you should therefore take care in ensuring that this is the final version of your work.

Should you have any queries, please contact the Assessment Records Team at rese erial.ac.uk

Thesis declaration Thesis upload

‘ Back to dashboard ‘

e Review the Availability of Thesis information.

e Scroll down to the Embargo period and select the relevant Embargo period from the list.
e If you select an Embargo period, then you will need to add a reason for this.

e Again, choose from the drop-down list or choose Other to add free text.
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Home > Dashboard > Thesis submission » Thesis declaration

Thesis Declaration

Availability of Thesis

v College L degree

iy the release of a thesis to the public by app! embargo:
thesis, itwill

will begin on the date of the award of the degree.

Iyou 3 e
doctoral thesis to be made available before publication, but you are advised to check,
accessspira/permissions/.

After 6 months.

Publishing papers You plan to publish your thesis.

@ Patentpending  To avoid invalidating a potential patent application

under the pr
nt isk to the researchers involved or to Imperial st2ff and students

Declaration

1 confrm that the above information is accurate.

Submit to supervisor

e Once complete, confirm the information is correct by ticking on the Declaration section and
Submit to Supervisor.
e The system will ask you to confirm.

Are you sure?

Are you sure all details are correct? If yes, click OK to continue

Cancel oK

e Your Supervisor will now receive an email asking them to approve the Declaration. A task
will also appear in their Dashboard.

6.1.1.1 Rejected Thesis Declaration
e If your Thesis Declaration is rejected, you will receive an email with the comments made by
your Supervisor.
e Log back into your Dashboard, click on Thesis Submission and then Thesis Declaration.
e Make the necessary changes and then resubmit.

6.1.1.2 Approved Thesis Declaration
e Once your Thesis Declaration has been approved by your Supervisor, you will get an email
confirming this and the Tile for the Milestones will be ticked and marked as Complete with
the relevant Completed by date.
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e If you request an embargo beyond the standard allowed period of 24 months, the Registry
Assessment Records Team will submit the details to the Imperial College Graduate School
and Academic Registrar for review. You will receive written notification of their approval,
once processed.

6.2 Thesis Submission

6.2.1 Student process

e To upload a copy of your Thesis, click on the Thesis upload Tile.

Imperial College

London I favourites & Nathalie Baker

Home > Dashboard » Thesis submission

Thesis Submission

Thesis submission

Thesis submission

This milest

ich must be completed in arder to complete. The first task is to complete the thesis declaration form ta confirm whether or not an embargo period is
d and submit your thesis, adhering to the college policies and requirements,

Please note that you can nat complete this milestone before the end of your minimum registration period.

Please be mindful that the thesis you upload will be sent to your examiners for you should therefore t

care in ensuring that this is the final version of your work,

Should you have any queries, please contact the Assessment Records Team at rese:

(C]

Thesis declaration Thesis upload

Back to dashboard ‘

e Your Thesis should be uploaded electronically as a PDF.

e There are two ways to upload your Thesis.

e You can drag the file onto the upload area shown below or you can click on the Open a file
Explorer box area shown below and search for the file on your computer.

e Please note that you must submit your thesis in PDF format.

Home > Dashboard » Thesis submission » Thesis upload

Thesis upload

Thesis upload

Thesis upload

Please read the Submission Checklist carefully to ensure you submit in the correct format.

If the title of your thesis has changed or if you need to uplaad any SUPPaIting documents or have any queries about your submission, please contact reseal

Back to my dashboard

10
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Home > Dashboard > Thesis submission > Thesis upload Successfully uploaded thesis.

Thesis upload

Thesis upload

Thesis upload
Please read the Submission Checklist carefully to ensure you submit in the correct format.
Your uptoads:

Thesis title Filename

COVIDS - version 2 - BOM Test Thesis submission.pdf today n7KE W

If the title of your thesis has changed o if you need to upload any supporting documents or have any queries 2bout your submission, please contact fesearch degree@imperialacuk.

suk oy oo

e It will ask you to confirm you want to upload the file. Click Ok.

Are you sure?

Are you sure all details are correct? If yes, click OK to continue

CeR “

e You will then get confirmation that your Thesis has been uploaded with next steps.

Imperial College
London
x
Home > Dashboard > Thesis submission > Thesis upload You have successfully uploaded your Thesis.

Thesis upload
Next steps
Next steps

Your thesis has been submitted successfully.

Please note that you are not able to overwrite the file you uploaded, in order to ensure that the thesis is not changed during the review process.

Should you have any queries, please contact the records Team at research ac.uk
Your uplozds;
Thesis title Thesis upload Date
COVIDTE - version 2 - BOM Test % Thesis submission.pdf today

Back to my dashboard

e This will trigger an action for Registry users to review the file and process your thesis

submission.
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e You will receive written confirmation of your submission to the Registry via email.

6.2.1.1 Rejected Thesis Upload
e |f your Thesis upload is rejected, you will receive an email notifying you of the reasons why it
has been rejected and asking you make the relevant changes.
e Log back into your Dashboard, make the relevant changes and resubmit your Thesis to
Registry for review.

6.2.1.2 Approved Thesis Upload
e Once your Thesis upload has been accepted and released to your examiners for review by
the Registry, you will receive confirmation of this via email.
o If the Registry are not yet in a position to release your thesis to your examiners, you will be
informed of this.

7 Troubleshooting
e If you have any technical issues with the above processes, please contact ICT on x49000 or
raise an ASK ticket.
e If you have any queries on the postgraduate Milestones processes, please contact the
Assessment team — assessment.records@imperial.ac.uk.
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