
PDR Online System

Guidance for Research Staff

This is a short step-by-step guide to completing PDRs on the online system



System Login

Login to the system using 
your university 

username and password



Preparation Section – Reviewee
As a Research Associate you are only required to complete 
the sections relevant to your job description

Please speak with your Reviewer beforehand to confirm 
which sections they expect to be completed



Homepage
Ensure 
you are 
on the 

‘My 
Review’ 

tab

Click here 
to view 

your PDR 
online 

form for 
2018

Where applicable, multiple 
roles will appear below

Previous job roles will appear 
here where applicable



Guidance

Work 
your way 
through 

each 
page to 
prepare 
for your 

PDR

Carefully read 
through the 

guidance notes, 
following the 

links to the PDR 
website for 

further 
information



Personal Details

Check your personal details. 

Incorrect details should be reported to 
your line manager who will contact HR.



Review of Past Year

Your objectives from your last PDR will 
appear here. Use the comment box to Review 

your progress against each objective; 
highlighting your successes and challenges.



Review of Past Year

Please Note
If you did not use the PDR online system for your PDR last year OR you if you have changed 

roles/contracts at the university your objectives will not automatically appear above.
You will need to copy and paste any objectives set throughout the year in the comment box 

at the bottom of this page.



Research Outputs

All of your research outputs from 1st January 2014 will 
appear here, each with a comment box.

Missing or incorrect publication will need updating in LUPIN 
and will update here overnight



Research Outputs

Listed here you will see all 
research outputs proposed as 

recorded in you last PDR



Research Outputs

Here you can propose research 
outputs for the next 12 months

Please Note
If you did not use the PDR online system for your PDR last year OR you if you have changed 

roles/contracts at the university your proposed research outputs will not automatically appear 
above.

You will need to copy and paste any proposed research outputs into this comment box.

You may also use this space to reflect on your research activities and your future plans.



Research Publication Visibility 

Here you will find information on the PDR publication visibility indicators for 2018/19.

Some members of RT&E are provided with a list of all the outputs allocated to them in 
the SciVal citation benchmarking tool for the years 2014-18. Information is provided for 

each output to enable you to have a detailed conversation about your publication 
strategy. 



Research Publication Visibility 

Access your SciVal Data here

Use this box to provide additional information, such as alternative 
publication visibility indicators. This may include altmetrics, IR 

views, IR downloads, prizes and awards.

Please Note
If your SciVal data cannot be 
accessed here you will need to 
login to SciVal to download 
your data. Please see the 
‘Instructions for finding your 
publication data on SciVal’ 
document on the PDR website 
for more information. 

Once you have downloaded 
your data you can input the 
relevant information into the 
comment box at the bottom of 
this page.



Research Funding

Research grants 
held in an Agresso
J code, where you 
are acknowledged 
as PI or co-I, will 

pull through here



Research Funding

Here you will see all submitted research funding applications (including unsuccessful 
applications) which have been approved by your school through the Agresso Costing 

Tool since 1st August 2015



Research Funding

Listed here you will see all funding plans recorded 
in your last PDR

Please note
If you did not use the PDR online system for your PDR last 

year OR you if you have changed roles/contracts at the 
university your proposed funding plans will not 

automatically appear above.
You will need to copy and paste any proposed funding 
plans into the comment box at the bottom of this page.



Research Funding

Here you can add the 
applications for funding you 
plan on submitting over the 

next 12 months

Use this box to reflect on your funding plans from last 
year, and detail anything missing from above



Research Supervisions

Your MPhil and/or PhD students who have an 
active status in LUSI or have completed their 

studies in the last 12 months will be listed here

You have the 
opportunity 
to comment 

on each 
supervision



Research Supervisions

Where applicable, research staff you manage will appear here. If any 
are incorrect you will need to contact HR

Use this space to reflect or make on further comments 
on your supervisions over the last 12 months



Teaching

Input any teaching activity not included in your workload model

Highlight and reflect on any changes to teaching activity here



Teaching - continued

Use the four boxes below this to comment on how you have ensured good practice in:
• Learning and teaching
• Curriculum design, delivery, development and education
• Student engagement, support and development
• Professional learning and career development

The links above should be used to refer to the University’s Framework for Good Practice in Teaching and 
Learning, and the UK Professional Standards Framework



Teaching - continued

Use this space for details of any awards for teaching related activities, or 
teaching and learning grants you are involved in



Enterprise - Partnerships

Use this space to:

• List external partners 
• Include any collaboration that benefits your enterprise, 

research and/or teaching activities, explaining how you 
have liaised with the organisation

• Briefly describe any partnerships you are planning to 
develop over the coming year



Enterprise - Impact

Adding one at a time, input details of:
• Any impact achieved since 1st August 2013
• Impact-related activities over the past year
• Your plans for pathways to impact from your research



Enterprise – Funding

Listed here you will see all funding received via Enterprise Projects Groups and 
other mechanisms within the Enterprise Office. 



Enterprise – Self Reflection

Use this space to reflect on your enterprise activities since your last PDR, and 
add details of enterprise funding intended for the next 12 months



Leadership - Internal

Reflect on your leadership, management and/or 
collegiality within the school and the university



Leadership - External

Use this space to record:
• Other activities
• Invitations 
• Awards 
That highlight your current reputation and influence outside the University



Workload Model

Use this space to summarise your workload model

Use this space to reflect on the activities that comprise your 
workload and comments on the balance between these 

activities and/or the total workload for the year



Training and Development

Your learning record from my.HR will 
be listed here in date order



Training and Development

This box can be used for any development which is not 
listed above

This box can be used to suggest any development 
activities you might undertake over the next 12 

months.



Overall Comments

Use this space to provide your Reviewer with any 
additional details regarding your performance and 

development over the last 12 months



Overall Comments (Continued)

Use this space to suggest potential performance and 
development objectives for the next 12 months



Overall Comments (Continued)

This space can be used to provide feedback for your line 
manager

When you are satisfied you have completed 
your preparation work, click this button to 

share with your Reviewer.
This will trigger an email to notify them.



Meeting Record Section - Reviewer



Reviewers only 

This shows 
once the 
Reviewee 

has 
submitted 

their 
preparation

Select ‘open 
2017 

review’ 
from the 

drop down 
to view the 
Reviewee’s 
preparation



Setting Objectives

Use this space to input a description of the 
agreed objective. This may include and resources 
needed and how performance will be measured.

Reviewers only 



Reviewer’s Comments

Use this space to summarise the PDR meeting, including 
the rationale behind the recommended performance 

assessment rating.

Reviewers only 



Reviewer’s Comments
Select 

recommend
ed rating 

from drop 
down menu

Reviewers only 



Supporting Statement

Use this space to justify your recommended rating of 
‘excellent’ to the Senior Reviewer Group (within 100 

words)

If you recommend a 
rating of ‘excellent’ the 
supporting statement 
box below will appear 

automatically

Click this button to share with your reviewee. This will trigger 
an email to notify them.

Reviewers only 



PDR Agreement - Reviewee



Reviewees only Reviewer’s Comments

Thoroughly read through the agreed performance and 
development objectives inputted by your Reviewer.

If you feel any need amending you will need to discuss 
this with your Reviewer. They will need to login to make 

the changes.



Reviewees only Reviewer’s Comments

Check that your 
Reviewer’s discussion 

summary and PDR 
meeting date are 

correct

Your recommended rating will appear here



Reviewees only PDR Agreement

This space can be used if you wish to make any comments in 
terms of your recommended performance assessment rating



Use the 
drop 

down to 
select 

‘agree’ or 
‘disagree’

Click 
here to 
submit 
to the 
Senior 

Reviewer 
Group

Reviewees only PDR Agreement

Please Note!
Once submitted to the Senior 

Reviewer Group no further 
amendments can be made.



Reviewees 
at this 

stage will 
appear 

with this in 
the 

progress 
column.

Click 
here to 
open up 

the 
review.

Reviewers only PDR Agreement

After the reviewee has submitted their PDR again you must 
submit it to the Senior Review Group. You will be offered the 

opportunity to add any further comments.



Whether the 
reviewee has agreed 

or disagreed will 
appear here

Reviewers only PDR Agreement

You are given the opportunity to add any 
further comments in this box.



Help when using the system

Click 
here 
for 

help 
This list of options will 

appear.

Select the relevant one, 
and type in your query. 

This will be sent to the 
relevant department via 

email.



Inspiring Winners Since 1909
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