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Progress Reports: Frequently Asked Questions

QUESTIONS

ANSWERS

| have received a notification to
complete a progress report, but |
can’t see a current one there to
fill in.

You will need to log into the system and create the Progress Report
first. Once you have logged in and have entered the ‘Progress
reviews’ section, you will need to click on the orange ‘Create
Progress Review’ button to generate the Progress Report form. (see
User Guide for instructions),
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Progress Reviews
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| Progress Reviews
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| have completed my report and
sent it to my Principal Supervisor,
but | can’t edit my report.

Once the progress report has been submitted through the system to
the next reviewer the report cannot be edited or changed. You are
only able to edit a report when it is in the Initial Student entry
Workflow Status.

Progress Reviews List
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| have received a reminder to
complete my report but | already
completed it.

The report must be submitted to the principal supervisor or the
faculty by the student, it does not automatically move through to the
next stage and you must click on the ‘Submit Report’ button or use
the ACTION tab to submit the report.

Submit to your supervisor:

‘Submit Report’ Button at the bottom of the Student Report Page
Submit Report

Action Tab Menu option

= Aciion ™ save ] Reports

Action

Delete Progress Report

Submit to your Faculty for review:

‘Submit to Faculty’ Button on the Student Declaration page
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Action Tab Menu option

= Action ™ save [ Reports

Form Action

Supervisor submits report back to Student for student declaration:

‘Submit’ Button on the Supervisor Declaration page

Action Tab Menu option

= Action ™ save [ Reporis

| have clicked on the Submit
button/ Submit option in the
Action Tab, but my report will
not submit.

The report will not submit if mandatory questions have not been
filled in or the declaration page has not been complete.
Mandatory questions are shown with a red asterisks * next to them.

Animal Ethics Approval *
Yes v

Animal Ethics Approval Number =

1(e) On a scale of 1 to 5 please indicate your satisfaction in the level of progress in relation to your goals over the previous 6 months.
(1 being most unsatisfactory and 5 being most satisfactory) *

0102030405

Comments (600 characters or less)

If a section of the report is completed a green tick + will appear next
to the menu item, if there are unanswered questions a red
exclamation ! mark will appear.
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| clicked on the ‘Submit Report’
button to submit my Progress
Report to my Principal
Supervisor. After successfully
submitting the Progress Report
to the next stage, a ? shows next
to ‘Student Report in the menus
list:

? Student Report

The ? shows next to ‘Student Report’ in the menu because the
Progress Report has now moved to the ‘Initial Supervisor Entry’ stage
and the ‘Student Report’ is available and required to be reviewed by
your Principal Supervisor. Once your Principal Supervisor has logged
in and viewed this page it will change to v as displayed below.

Student still logged in after Submitting the Progress Report to the
Principal Supervisor for completion:

Ethics
11650837 : Michael Smith

@Hop [ Ext
{ Introduction

Higher Degree by Research Student - Progress Report

The HDR Progress Report provides a formal opportunity for you and your Supervisory Team to discuss
past activities and current progress and to outline and plan the next stages of your candidature. It is also
an opportunity to review the information held by the Research Office. Progress reports are completed on
a six monthly basis and are due for submission to the Research Office by 30 April and 31 October of each
year of your candidature.

As the report is about your progress, you are responsible to action and submit the report via your
Principal Supervisor and the Faculty Sub Dean Graduate Studies to the Research Office.

4 RC Delegate

Instructions for Students

Principal Supervisor logged in, reviewed the ‘Student Report’, and
then proceeded to the ‘Principal Supervisor Report’ section to
complete it:

Initial Super y  Overall Due Date:

~

Principal Supervisor Report

Please review the information provided by your student and comment accordingly below. Should you feel
your student has not provided sufficient information or you wish to darify an aspect of the information
provided please indicate your concerns before proceeding. Once both sections of the form have been
completed you and your student will be asked to accept submission of the report to the Faculty for
endorsement.

2(a) Pleasa indicate the stages of the project which have been complated.
First draft of literature review (] Research Proposal [ Probation seminar presentation []Data collectionyCreative work (] Data analysis
Papers prepared/submitted [ Final draft of thesis [ Other milestones (Please specify)

Probationary Status/Conditions
Prabatian tems must be completed in the first tweive (12) months of your student’s candidature If they are 3 ful time student and in the first
RC Delagate twio (2) years of candidature if they are a part time student, Other Rtems reflect the status of progress conditions recommended during previous
prograss reviews.

| have only recently commenced
my studies and have not yet
commenced my research - why
do | need to complete a progress
report?

All HDR students are required to complete a progress report twice
yearly. The reporting periods are for the period 1 January to 30 June
and 1 July to 31 December of each year.

While it is understandable that you may not be able to report on
research to date, it is expected that you outline your on-going plans
and goals for the next reporting period.

It also allows you to familiarise yourself with the routine of the
reporting periods and process.

| have just gone on a leave of
absence, why do | need to
complete my report?

The reporting period is for the previous 6 months. You need to
complete a report on the period of study completed prior to the
commencement of your leave.

| have just returned from a
period of leave.

You will be asked to complete a progress report in the session you
returned to study which may cover the period that you were on
leave. We understand that you will not have been studying during
you leave and this should be noted in your report, however it is
expected that you outline your on-going plans and goals for the next
reporting period.

My details are not correct in the
personal details section of the
report and | can’t edit them.

This section of the report is read-only and cannot be edited. This
information is held in the Division of Student Administration (DSA)
official student files. If any details are incorrect you are required to
update these either via the Student Portal or by contacting DSA
directly at ask@csu.edu.au.
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http://student.csu.edu.au/administration
mailto:ask@csu.edu.au

The report indicates that | The system does not use actual commencement dates, but rather
started on 1/1 when | shows the session you commenced your studies. For instance if you
commenced study in February. commenced your studies in session one your commencement date
would be represented by 1/1, if you commenced study in session
two, it will be represented as 1/7.
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