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Introduction

Some activities must be self-recorded in CaRST Online to ensure they are credited towards your CaRST
hours.

This includes:

» Approved activities which are already listed in CaRST Online.
» Experiential Activities and Training activities not already listed in CaRST Online.

Please see below the process to record either type of activity.

How to self-record an approved activity

Some activities must be self-recorded in CaRST Online to ensure they are credited towards your CaRST hours.
Among those self-recorded activities there are approved activities which are already listed in CaRST Online — for
example, Research Integrity, or one of the pre-recorded CaRST workshops.

Procedure

1. From the home screen click Record

CaRST ONLINE Dr Morica CaRST Student

ADELAIDE
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WELCOME TO CARST ONLINE

CaRST Online enables HDR students to find, book, and record their professional development activities as part of
the University's Career and Research Skills Training (CaRST) program.

Useful Shortcuts
Training & Development

« Find & book activiies

« View booking summary
CaRST Record
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Activities Running This Week
sasonoona Seing et Feearch
o2 Sooabie

Pitch Perfection
18.Sep 2023

Bookatle

Advanced searching and literature reviews
20Sep2023 2

Bookable

2. Then click Add or book an approved activity

CaRST ONLINE D Morica CaRST Sudent | Sign Out

HOME SKILLS  PLAN DO+ RECORD REVIEW  HELP

120 A: Knowledge and intellectual abilfies
B: Personal effectiveness
Recognised Credits C: Research governance and organisation
0 2 0 w0 @ 100 120 D: Engagement, influence and impact
Show all
Well done, you've reached your CaRST target! RS e E T e LY
Search: Show| 25 v enries
Date + Title / Summary Total Credits Domains Approval Status Evidence
10Apr 2018 ANSYS FEA Training 21 Domain A Approved L]
20 Apr 2018 Honours Classics Common Course 0 Approved L]
24 Apr 2018 CaRST Information Session 1 Domain C L]
25 Apr 2018 Domain B 48 Domain B Approved L]
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3. Click on Ongoing/Future and then enter the name of the activity in the search area e.g. Research
integrity, then clickSearch, then if you don't see the activity, click onBest Match.

If you can't find your activity then you will need to follow the process below on Self-Recording external
activities (Page 6 below).

) CaRST ONLINE

ADELAIDE

‘This event has been organised by Adelaide Graduate Research School. For any enquires please contact hdrt

In surrounding research funds, where an umber of “wicked"

problems, research integrity and ethics have assumed an enhanced and formalised role.

are ware ofthei responsiiies i termsof e publcations, e

y Higher Degree by students.

Domain: C

CaRST credits: 5

Booking Instructions

‘Complete through MyUni

Attend activity and obtain evidence of completion

5. A pop-up box will display for completion.

a. the name of the completed activity, the training provider the date and time the domain, credit and
type of activity will be prefilled

NON-BOOKABLE ACTIVITY

,l' The student should complete this form.

® Be aware that the form will be shared with the supervisory team and the Adelaide
Graduate Research School (AGRS).

© Activity Record not ready for approval. @

Activity Title *

I‘ How to Plan Your PhD - Online |I
o

|‘ Adelaide Graduate Centre ||

Dates and times *
Nale.2db clock (eo 1 2.30)

[158ep2018 | |o000 | [00:00 | o@

This activity will be recorded as a Training activity

Choose the RDF Domain you would like the credits awarding to *

Leam more &
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6. Upload your supporting evidence by clicking on the blue Choose a file to upload button.

Ghoose the RDF Domain you would like the credits awarding to *
Leam mere &
Domain A: Knowledge and Intellectual Abilities
Domain B: Personal Effectiveness
Domain G: Research Governance and Organisation
Domain D: Engagment, Influence and Impact

Skills

There are no skills specifically associated with this course

Upload evidence *

Quota used MB out of 100.00MB

Description of the activity *

This will open Windows Explorer on your computer. Select the file you want to upload and the click on
open.

LE _Jil

Your document has uploaded correctly when you it displays in the box at the bottom of the form.

If you have uploaded the wrong document, you can click on the delete button on the right-hand side of the
box and repeat the above process.

aftach any resevant Cructa wsed 0.01MB out of 50.00M8

7. Complete the remaining text boxes: Description of the activity,and Why did you select this activity,
what did you learn, and how will you apply it?

[Teep—— A

Quoin weed: 433N out of 100.00M8

J sy i yoss S s By, 'what g yoas B, anwd o el you ARk 7 °

8. Select 'Mark Ready for Approval' when your record is ready.
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Uk, Ready Tor Approveal

Apprmal stan

Hot ready for approval

9. Click save at the bottom of the form to save your record and have your CaRST credit hours allocated. Click
discard if you want to cancel the record at any time.

10. If you have completed all the necessary steps, your activity will be automatically approved by the system
and the record will appear as 'Approved'. This should be considered provisional approval, as all CaRST
activities are reviewed and may be audited at the time of you next milestone review (e.g. your CCSP, Major
or Annual Review).

Markgd Raady for Appeava

hpprovial states:

Approved

Fasdtack

11. Atyour next milestone review the CaRST team will audit your self-recorded activities as part of the review
process. If any changes are required to your recorded activities you will be advised of the requirements. If
only minor adjustments are required, these may be applied to your record, and a note included in the
activity as to what has changed. You can reduce the chance of having activities marked as ‘not approved’,
or changes to the hours and domain recorded by ensuring you are recording activities correctly.

Note.: Hours applied to your CaRST Record are subject to change until the CaRST team have reviewed the
activity.
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How to self-record external activities

Some activities must be self-recorded in CaRST Online to ensure they are credited towards your CaRST hours. This
includes Experiential Activitiesand Training activitiesnot already listed in CaRST Online.

Procedure

1. From the home screen click Record and then Self-record an activity

-._r CaRST ONLINE

WELCOME TO CARST ONLINE

CafRET Onbne anables HOR students to find, book ard recond thair professional dessdopmesnk
actafties 35 pan of tha Unkarsity's Caraer and Resganch Skils Traming (CaRET) am
! L "" = ina progr Training & Davelopmens

SKILLS PLAN DO |RECORD|REVIEW

Useful Shortcuts.

Ty
il

eniity your Cragie an ndividua Parbcipais in Wpiriain 8 log of hours Red=ct on your
wrung asg cepiop T plss smannses and actetes compiees | progress ot formel
g dewsazre i aach domain rinione revems

2. A pop-up box will display for completion.

2.1 Write the name of the completed activity in the Activity Title box.
2.2 Enter the name of the provider in the Training Provider box.
2.3 Enter the Time and Date details of the activity using the 24hr format (i.e. 1pm = 13:00).

ACTIVITY rowr | Laiest

aa e x

o9



https://www.adelaide.edu.au/carst/workshops-and-events/experiential-activities/
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3. If the activity ran over multiple days, you can add in extra dates and hours by clicking the plus button to the
right of the times.

Activity Tite *

Professional Development Activity |

Training Provider *

University of Adelaide |

Dates and times *
Note: 24k clock (eg 17:30

4. Under What type of activity are you recording? Select the appropriate choice for the activity you are
recording based on the following information:

Training: This category includes formal training undertaken through workshops, courses, online
courses, and other structured training programs.

Experiential: This category includes other learning experiences that enhance the knowledge and
skills of a researcher but that are not formally taught.

Other commercialisation and engagement: Activities in this category are focused on
arrangements with external organisations that enable experiential learning related to your HDR.

ACTIVITY vy Latn

VRt Type of activity are you reconding? *
Training
Expariential

Other commersialisation and engagement

Upioad evidesce *

Quota used- 43.31MB out of 100.00ME

Chonse 3 file to uplosd._.

Desesigtion of the activity *

CRICOS 00123M


https://www.adelaide.edu.au/graduate-research/career-development/carst-program-overview/activities#claiming-external-training-
https://www.adelaide.edu.au/graduate-research/career-development/experiences
https://www.adelaide.edu.au/graduate-research/career-development/experiences

P .
" cnaen o

THE UNIVERSITY

o ADELAIDE

If your activity was Experiential

Click on the arrow to the right-hand side of the form to open the drop-down menu of options. Find
and select the category that best fits your activity. Information on many experiential activities and the
evidence required to claim them is available on the Experiential Activities website.

Cuots usest 83 F1NB cut of 100.50MB

Choose i fil 1o plosd.

Dusesiption of tna ativity *

Note: Some activities have pre-determined CaRST credits displayed to the left of the activity. CaRST credits

for other activities are determined by the number of hours you recorded in the Time and Date section of
the form. Ensure your hours are entered correctly to avoid errors in recording of your CaRST credits.

Domain A - Knowledge and Intellectual Abilities

Journal Clubs and Discussion Groups (Credits: Number of Recorded Hours
B

raduale Symposia - Altenda

g (Credits: Number of Re:

Research Semnar - Attendan

3. Number of Recorded Hours
Research Seminar - Presentation)
Technical Presentation (Credits: 1)

Domain B - Personal Effectiveness

enferences and Sympose - Attendanc

If your activity was Training

Select the relevant RDF Domain for the activity. Click on ‘Learn more’ link for more details about the

Domains.

CRICOS 00123M


https://www.adelaide.edu.au/graduate-research/career-development/experiences
https://example.com
https://www.adelaide.edu.au/graduate-research/career-development/experiences/experiential-activities
https://www.adelaide.edu.au/graduate-research/career-development/carst-program-overview/activities#claiming-external-training-

e

THE UNIVERSITY

o ADELAIDE

ACTIVITY istory: | Latest

| 4 san 2022 13:00 [ 14:00 oe

What type of activity are you recording? * 4

) Experiential
) Other commergialisation and engagement

© Domain A: Knowledge and Intellectual Abiities

® Domain B: Personal Effectivensss
) Domain C: Researsh Governance and Organisaton

© Domain D: Engagment, Influence and Impast

If your activity was Other commercialisation and engagement

Click on the arrow to the right-hand side of the form to open the drop-down menu of options. Find
and select the category that best fits your activity.

Commercizhsation Category *

| Piease choose;

Please choose
Domain A - Knowledge and Intellectual Abilities

I Fieldwork with research end-user sCrumtn: ) I
Domain B - Personal Effectiveness

ntoring program - participant (Credis

wing or ndustry visitation (Credits: &
Domain D - Engagment, Influence and Impact
Commercialisation and Entrepreneurship (Credis: 6

5.6

Outreach (Cr
k in public fora (Credits: 3

Community Eng:

vith industry (Credits: &

Entrepreneurship/Pitch c n - participant (Credits: 8)
industry Placement < 30 days (Credis: §
Performance and other creative outputs (Credis: 6

Pub#cation — in collaboration with industry or external organisation e g journal arficke (Credis: 6

Note: All activities have pre-determined CaRST credits displayed to the right of the activity.

Tommercaisabon Cagory

Flen:

Pl=as
Domain A - Knowledge and Intellectual Abilities
Figldwork with research end-usediCradits: §)

Domain B - Personal Effectiveness
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5. Upload your supporting evidence by clicking on the blue Choose a file to upload button.

Choose the RDF Domain you would ke the credits awarding to *
Doman A: Knowledge and Inteliectual Abditbes

® Domain B: Parsonal Effectiveness
Domain C: Research Govemance and Organisation

Domain D: Engagment, Influence and Impact

CaRST Credits

Updoad evidence *
Quota used: 43.31MB out of 100.00MB

Choose a file to upload...

Description of the activity *

This will open Windows Explorer on your computer. Select the file you want to upload and the click on
open.

Your document has uploaded correctly when you it displays in the box at the bottom of the form.

If you have uploaded the wrong document, you can click on the delete button on the right-hand side of the
box and repeat the above process.

aftach any relevant Quota used: 0.01MB out of 50.00MB

sniation Travel Grant Applicatio .
Done

Choose a fila to upload,,

CRICOS 00123M
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6. Complete the remaining text boxes: Description of the activity,and Why did you select this activity,

what did you learn, and how will you apply it?

Uplcad avidence *
Quota used: 43.31MB out of 100.00MB
Choose a file to upload...

I Descripton of the sctivity * I

|W-y did you select this activity, what did you learn, and how wil you apply it? |

7. Select 'Mark Ready for Approval' when your record is ready.

Whiy did yiou S8RSH this aativity, what 8 yiou leam, and how will you apply it7 *

Appovsl Stutis

Mot ready for approval

B

8. Click save at the bottom of the form to save your record and have your CaRST credit hours allocated. Click

discard if you want to cancel the record at any time.

9. If you have completed all the necessary steps, your activity will be automatically approved by the system
and the record will appear as 'Approved'. This should be considered provisional approval, as all CaRST
activities are reviewed and may be audited at the time of you next milestone review (e.g. your CCSP, Major

or Annual Review).

| Marked Ready for Approval

Approval status:

Approved

Feedback
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10. At your next milestone review the CaRST team will audit your self-recorded activities as part of the review
process. If any changes are required to your recorded activities you will be advised of the requirements. If
only minor adjustments are required, these may be applied to your record, and a note included in the
activity as to what has changed. You can reduce the chance of having activities marked as ‘not approved’,
or changes to the hours and domain recorded by ensuring you are recording activities correctly.

Note.: Hours applied to your CaRST Record are subject to change until the CaRST team have reviewed
the activity.

Contact Us

For further support or questions, please contact Research Technology Support on +61 8 8313 7799 or
researchsupport@adelaide.edu.au

If you have a question relating to the CaRST program, please visit their website at

https://www.adelaide.edu.au/graduate-research/career-development or contact the CaRST team at
carst@adelaide.edu.au
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