Research Student Administration — Adding and Updating Supervisors in Portico

Quick Start Guide

1. Accessing the Records

1.1 Departmental staff are now able to create or amend supervisor records for students
who are currently enrolled, or who are expected to enrol, for a research degreein
their department. Thisincludes students on the MPhil/PhD, MD (Res), EngD,
MRes or clinical doctorate programmes.

The new e-vision functionality is contained in the “ Research Student
Management” section on your My Portico page.
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Clicking on the link above will take you to the following page. Then click on
Maintain research student supervisors

Sections

© My Portico

® Admissions
Awards,

© Assessments and

Achievements

Curricular

Management

Graduation

Ceremonies

Research Student
Management

Student Disability
Services

Student Finance
Management

Student Module
Registration

Logout

Quick access
© Moodle
© Online Timetable

@ Portico Services

Research Student Administration - User Guide New Look - Final v2.4.doc

PORTICO

Research Student Management

LOGGED IN (LOGOUT

Click help icon for more information

> Maintain research student supervisars

> Research supenisor maintenance documentation

Page 1 of 7



1.2 You may search for students by student code, surname, and programme. The
programme code will be useful for MRes programmes. Wild card searching will
be available on surname and programme of study fields.

PORTICO

Research student supervisor
maintenance

Enter the required criteria and click ‘Search’ to retrieve currently enrolled or yet to enrol research students in your department. If you know the student code this will provide the most efficient
retrieval.

Student code m

Student surame |

Programme of study code m

1.3 You will be presented with alist of students fulfilling the search criteriafor whom
aresearch record exists, along with any existing supervisor details, ordered by
student surname.

Example - returning asingle record

PORTICO

Research student supervisor
maintenance

Listed below are the currently enrolled or yet fo enrol research students meeting your search criteria. Click on the name of the supenvisor to edit the supervisor details or the "Add’ button o add
supenisor records as appropriate. To see the student summary click on the student number For any queries please contact » student records

Student number Surname Known as Start date Programme code
4

Supervisor(s) (Level - Name - End date)
| 27/Sep/2010

Add supervisor
RRDARLSINGO1 Principal supemvisor: Mr Tim Williams -

Subsidiary supervisor: Mr Dean Sully - m
Subsidiary supervisor: Dr Jose Oliver -

[ cearen | o
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Example - returning multiple records

PORTICO

Research student supervisor
maintenance

Listed below are the currently enrolled or yet to enrol research students meeting your search criteria. Click on the name of the supervisor to edit the supervisor details or the "Add’ button to add
supervisor records as appropriate. To see the student summary click on the student number. For any queries please contact » student records

Student number  Surname Known as Start date

>

]

>
>
>
H

Jooo ]
DHHUU
Nooo (]

From this screen you are able to:

Add new supervisor records (see section 2)

Programme code  Supervisor{s) (Level - Name - End date)

24/Sep/2012 RDA GO

25/3ep/2006  RRDARLSINGO1

4/3ep/2012  RRDARLSINGO1
4/3ep/2012  RRDARLSIN
RRDARLSINGOD1

27/3ep/2010  RRDARLSINGD1

Principal supenvisor: Prof Andrew Reynolds -
Subsidiary superviser: Dr Dominic Perring - 01/0ct/2013

Principal supenvisor: Proflan Freestone -

Principal supenvisor: Mr Tim Schadla-Hall - 5}‘:;#
Principal supemvisor. Dr Ulrike Sommer - E—
Subsidiary supenvisor: Dr Karen Wright -

Amend existing supervisor records (see section 3)

N.B. You do not have the option to delete supervisor records. To changea
supervisory team, simply add the new supervisor and then amend the previous
supervisor’ s record to indicate their end date. This ensures afull supervisory history

iskept for each student.
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2. Adding New Supervisor Records

2.1 Click in 1.3 above and the following screen will be displayed. All fields
in pink are mandatory

PORTICO

Research student supervisor
maintenance

Enter the data required below. Click "Save’to save your changes. Click ‘Return to list to return to the list of students WITHOUT saving your changes. Click exit to return to the staff home page WITHOUT
saving your changes.

Student number

Programme of study |RRDARLSINGO1 Research Degree: Institute of Archaeology The default setting is to return supervisers within your

department. If you un-tick this box then it will take
" Principal supsnisor longer to generate the list.
ic ‘Subsidiary supernvisor

Supervisor withinyour - F7fing supenvisor is not in yo
department? sypenisors and notjustthose

Supervisor level

jepariment please uncheck this box. This will then list ALL supenvisors with the relevant level. Please nole if you do wish to retrieve all
our department it will take longer to generate the list.

Supervisor UPI | ﬂ
From date '—
End date '—

Example of supervisor UPI drop down list (DDL) from 2.1 above

PORTICO

AHBEVGE- Andrew Haydn Bevan

AJREY18- Andrew John Reynolds

ANGARDS- Andrew Neal Garrard

ANGAR22- Andrew Miall Gardner

BJBUT99- Beverley Jane Butler

CBROO047- Cyprian Broodbank

CRIVA20- Corinna Riva

PORTICO DAMRES8- Duncan Andrew Mcewan Reid
DFULL78- Dorian Fuller

ResearCh DGJEF04- David Glenmor Jefirays Sor

DRGRI52- Dafydd Richard Griffiths
mal ntenarDWENGZE- David Wengrow
EGRAH26- Elizabeth Graham
ICFREG3- lan Freestone
IDELAB1- Ignacio De La Torre Sainz.
IFLAT40- Joseph Caspar Flatman
JFMERS53-.John Frederick Merkel
L T B ETVIEN] 1UTANSB- Jeremy James Tanner
JROLI12- Jose Ramon Oliver
Student number | e TEEgg- Thomas James Moncrisi Stesle
KCMAC29- Kevin Craig Macdenald
KIWRIE8- Katherine Irene Wright
KLOCKS1- Kris Lockyear
KWTUB44- Kathryn Walker Tubb
LAMAR48- Louise Anne Martin
MMARTG7- Marcos Martinon-Torres
Supervisor within your  [MWLAKS8- Mark Winter Lake

department? |PBASUQ1- Paul Basu

RFERLG4- Roxana Felicia Ferllini-Timms bt

Enter the data required below

list to return to the list of students WITHOUT saving your changes. Click exit to return to the staff home page WITHOUT
saving your changes.

Programme of study | of Archaeology

Supervisor level

e uncheck this box, This will then list ALL supenvisors with the relevant level. Please note if you do wish to retrieve all
t will take longer to generate the list

Supervisor UPI |

From date '—
End date l— _

NOTE: The research supervision role is maintained within the HR system. There are
two levels of supervision, principal and subsidiary. Staff approved to act as Principal
Supervisors are automatically approved to act as Subsidiary Supervisors, but staff
with only the subsidiary role are not permitted to act as Principal Supervisors.

If the supervisor you wish to add does NOT appear in the required list of approved
Principal or Subsidiary Supervisors above, you need to contact your Departmental
Graduate Tutor in the first instance to initiate the approval and recording process by
the Faculty Graduate Tutor in the HR system.
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Therole dataistransferred to the SITS Master Person Appointment (MPA) table from
HR via UPI and is refreshed approximately every ten minutes on SITS, so once
approval to supervise has been given by the Faculty and recorded in the HR system
the supervisor should appear in SITS without further delay.

Note: Every member of UCL staff hasa UPI (Universal Personal Indicator). You will

be able to find a staff member's UPI on their entry on the staff directory at
http://www.ucl .ac.uk/directory/

2.2 Select supervisor from the drop down list which is given in alphabetical order of
UPI reference. Enter a“From date” (which can be less than, equal to or greater than

the current date and is mandatory) and if known the “End date” (whichis NOT
mandatory) and click save.

PORTICO

Research student supervisor
maintenance

Enter the data required below. Click "Save’ to save your changes. Click ‘Return to list to return to the list of students WITHOUT saving your changes. Click exitto return to the staff home page WITHOUT
saving your changes.

‘Research student supervisor maintenance

Student number |1038364 Silvia Rita Amicone
Programme of study |RRDARLSINGO1 Research Degree: Institute of Archaeology

Supervisor level

» Principal supervisar
Lol Subsidiary supenvisor

Supervisor withinyour [7 jfine supenvisor is not in your department please uncheck this box. This will then list ALL supervisors with the relevant level. Please note if you do wish to retrieve all
department? supenvisors and not justthose in your department it will take longer to generate the list.

Supervisor UPI [EGRAH26- Elizabeth Graham Ed|
From date i
0411212012
End date l—

2.3 Following actionsin 2.2 this screen is displayed. Click OK

PORTICO

Research student supervisor
maintenance

Data saved

Your data has been saved. Click ok to return to the student list.
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2.4 Screen to show that new supervisor added

PORTICO

Research student supervisor
maintenance

Listed below are the currently enrolled or yet to enrol research students meeting your search criteria. Click on the name of the supervisor to edit the supervisor details or the ‘Add” button to add
supenvisor records as appropriate. To see the student summary click on the student number. For any queries please contact » student records

Student number  Surname Known as Start date Programme code  Supervisor{s) (Level - Name - End date) Add supervisor
> C———— —1 24/Sep/2012  RRDARLSINGO1 m
N ) — L R e o omt o 0106201 —
> I:l I:I — 24/Sep/2012  RRDARLSINGO1  Principal supemvisor: Prof lan Freestone - m
b | ] [ ] :| 24/Sepl2012 RRDARLSINGD1 Subsidiary supenisor: Prof David Wengrow - 01/0ct/2013 m
> :l :' — 024ul2012  RROARLSINGO1 Subsidiary supenisor: Prof Elizabeth Graham - m

 £cd |

> 27/Sep/2010 RRDARLSINGD1 Principal supervisor: Mr Tim Schadla-Hall - \ .
I:I I:' I:l New supervisor

Principal supervisor: Dr Ulrike Sommer -
Subsidiary supenvisor. Dr Karen Wright -

3. Updating Existing Supervisor Records - You also have the ability to add or edit
the start and end date for an existing supervisor record

3.1 To use this function click on the supervisor’s name

PORTICO

Research student supervisor
maintenance

Listed below are the currently enrolled or yet to enrol research students meeting your search criteria. Click on the name of the supenvisor to edit the supenisor details or the "Add’ button to add
supenisor records as appropriate. To see the student summary click on the student number. For any queries please contact » student records

27/5epi2010  RRDARLSINGO1 Principal supernvisor: Mr Tim Schadla-Hall -
Principal supervisor: Dr Ulrike Sommer -
Subsidiary supenvisor: Dr Karen Wright -

Student number  Surname Known as Start date Programme code  Supervisor(s) (Level - Name - End date) Add supervisor
1 [ 1 43 24/Sepi2012  RRDARLSINGOT Ea
> 25/5ep/2006 RRDARLSINGO1 Principal supervisor: Prof Andrew Reynolds - W
I:I I:I I:' Subsidiary supervisor: Dr Dominic Perring - 01/0ct/2013 -
1 C3 — 24/9ep/2012  RRDARLEINGO1  Principal supenvisor: Froflan Freestone - Ea
> [ | [ ] — 24/5ep/2012  RRDARLSINGD1 Subsidiary supenvisor: Prof David Wengrow - 01/0ct2013 m
> 1 1 02Jul2012  RRDARLSINGOY  Subsidiary supenvisor] Prof Elizabeth Graham - [ Ada ]
—1 —

1

3.2 The following screen will be displayed which will allow you edit the From date
and End date. Note: Part of the create supervisor function (see section 2.1) entering
the“ Fromdate” is mandatory and this will be displayed on the screen below.
Initially the From date will be blank for record extracted from the Portico database at
the time of implementation.

PORTICO

Research student supervisor
maintenance

Enter the data required below. Click "Save’to save your changes. Click Return to list to return to the list of students WITHOUT saving your changes. Click exit to return to the staff home page WITHOUT
saving your changes

Research student supervisor maintenance

Student number Silvia Rita Amicone
Programme of study Research Degree: Institute of Archaeology
Supervisor level Sunswd\arv'super;\sar
Supervisor Elizabeth Graham

From date
04 Dec2012
End date I— EJ
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3.3 Modify dates as required. In this example an End date has been added. Click

PORTICO

Research student supervisor
maintenance

Enter the data required below. Click ‘Save’ to save your changes. Click ‘Return to list to return to the list of students WITHOUT saving your changes. Click exit to return to the staff home page WITHOUT
saving your changes.

Research student supervisor maintenance

Student number 1038364 Silvia Rita Amicone
Programme of study |RRDARLSINGO1 Research Degree: Institute of Archaealogy
Supervisor ove [GUDZT ] sursisery supericr
Supervisor |[EGRAHZ6 Elizabeth Graham
From date LE
04 Dec 2012 ESJ‘
End date [
02/12/2013 ég |

Retum talist | Exit |

3.4 Following actions in 3.3 this screen is displayed. Click OK

PORTICO

Research student supervisor
maintenance

Your data has been saved. Click ok to return to the student list.

3.5 Following Screen displayed which displays the end date.

PORTICO

Research student supervisor
maintenance

Listed below are the currently enrolled or yet to enrol research students meeting your search criteria. Click on the name of the supenisor to edit the supenvisor details or the "Add’ button to add
supervisor records as appropriate. To see the student summary click on the student number. For any queries please contact » student records

Student number  Surname Known as Start date Programme code  Supervisor(s) (Level - Name - End date) Add supervisor

24/3ep/2012  RRDARLSINGO1

:l —1 25i3ep/2006  RRDARLSINGO1  Principal supenvisar: Prof Andrew Reynolds -
Subsidiary supenvisor: Or Deminic Perring - 01/0cti2013

> —1 1 24/3ep/2012  RRDARLSINGO1  Principal supervisor. Prof lan Freestone - Ea

> [ | [ ] — 24/2ep/2012  RRDARLSINGOY Subsidiary supervisor: Prof David Wengrow - 01/0ct2013 m

Ll —1 —1 021Juli2012  RRDARLSINGO1  Subsidiary supenvisor| Prof Elizabsth Graham - 02/Dec/2013

o I N | —1 27/5ep/2010 RRDARLSINGO1  Principal supenvisor: Mr Tim Schadia-Hall- Ea

Principal supervisor: Dr Ulrike Sommer -
Subsidiary supervisor. Dr Karen Wright -
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