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Purpose of this Guide:

To showcase the MyRSS “MyApplication Wizard” for the
purpose of performance reviews, e.g. academic probation
and annual tenure reviews.

This guide will allow you to:

 Learn how to use the “MyApplication Wizard” to create
your MyRSS Review CV

* Understand how to edit your profile in the Research
Support System (RSS)
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How to Access the Research Support System
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Registration and Logging in
How to Access the Research Support System

£ G Trinity College Dublin

uu B Col&iste na Triondide, Baile Atha Clisth

H The University of Dublin

Search TCD GO

TCD Home | Faculties & Schools | Courses | Research Services | Contact | A- 2

Trinity Web Systems

This Trinity Web Systems site provides current registered Trinity staff and students access to various online services including the Research Support System

(RSS), Telephone System, Asset Register and University Register. Further information on the above services, as well as answers to common queries,
can be found via the FAQ link below.

Log in with the
username and password you
registered with

Registering for this service

If you have not logged in here previously then you must first Register below using your Trigity comp
password. Each time you change your network login password you will need to Register/nce more, using the link below.

LOGIN

/ SEGISTER —

If this is your first time logging in, or you have not
visited your RSS profile for a while, register first.

rded and may be audited.
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RSS Launcher

How to Access the Research Support System

TCD Web Portal

Wah Annlicatinne

esearch Support System
For researchers at Trinity Colle
Data Warehouse

E. Record publications, maintain your CV, submit |atest news and i etc

Nic information on entities which are important to College. Initially, it allows gueries on staff members and displays

he - " 3
publicly available information on the

Your Menu

Maintain Your Favourites

This options allows you to in = list of
application. These appear as a list on your menu:

XYour Style Preferences
Use this opticn to choose your style preferences for ead\er all of the web applications that you have access to.
Update Your Registration

This link will bring you to the registration socreen, which will 3ow you to update your registration details. Do this if your TCD password has changed.
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sites. This list will always be sccessible to you when you log into the TCD Web

I

Portal Home Portal Help Log me off

|- empty list — | G

TCD Web System Help

Mew toc using the system? Then dlick here for help on how to navigate round the TCD Web Application.
College Code of Conduct

Code of Conduct for use of Trinity's computer facilities.

Disclaimer

The College accepts no lisbility for any loss or damage arising as 8 result of use of or reliance on these web pages, and is not responsible for the contents
of personal web pages, nor for the accuracy or integrity of material accessed via links from these pages

Provide Portal Feedback

Provide feedback and i on this system.
Provide feedbad.

Users of these systems should be aware that their actions are recorded and may be sudited.

For system support email itservicedesk@ted.ie
Last updated:

Click here to access the RSS
Launcher




RSS CV and MyRSS MyApplication Wizard

How to Access the Research Support System

Click on the
“CV” button

to edit your
RSS Profile

Trinity College Dublin, The University of Dublin

Click on “Your Reports”
button to access
MyRSS Wizard




Your Reports
How to Access the MyRSS MyApplication Wizard

Academic Review Forms (Frobation,
Promotion, Progression, Tenure Track)

Trinity College Dublin, The University of Dublin




Direct link
How to Access the MyRSS MyApplication Wizard

If you are an active RSS user, your CV on the RSS is up to date and you want to
move on with your application form, you can simply use the following direct
link to the Wizard:

MyRSS MyApplication Wizard
https://tcdlocalportal.tcd.ie/pls/EnterApex/f?p=115:110

Trinity College Dublin, The University of Dublin


https://tcdlocalportal.tcd.ie/pls/EnterApex/f?p=115:110
https://tcdlocalportal.tcd.ie/pls/EnterApex/f?p=115:110
https://tcdlocalportal.tcd.ie/pls/EnterApex/f?p=115:110

Logging in
How to Access the MyRSS MyApplication Wizard

4 )
Log in with your

TCD username and

password
\ J

Trinity College Dublin, The University of Dublin



List of sections in the “MyApplication” to fill
MyApplication CV
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Quick overview
MyApplication CV

1

Progression bar showing stage
of CV as you move through it

Moving
through the

wizard to the
next section

— All sections of MyApplication CV

—
Trinity College Dublin, The University of Dublin



Selecting Application Type
MyApplication CV

®
E
=

€

MyRSS o} healyr2 Retum to the Research Support System
A . .
Home / Promotions (Junior]
Dashboard / ¢ )
Publications . . :
General Degrees Awards Member... Career Research Top 5 Overview All PR All NPR Grants Patents Ventures Teaching Serviceto  Service to Output
Informat... Works Works Works College Disciplin... {Junior)
Projects
Person: Healy, Ronan (Staff, Human Resources) 3

MyApplication

Select the appropriate
Application Type from the
Degrees

drop-down is

General Information

= [ ”
Memberships First decide what you would like to apply for: The n CIICk Save type
Corcer | : S— : and move onto the /
Selact Application Type [ Junior Academic Progressic  # ] Save Type

Research General Information

You can progress through the wizard by clicking on the Next buttog. .
Top 5 Works SectIOn.
Overview On most pages the underlying data can be edited in the RSS by clifgfing on the "Edit in the RS5" button. On some pages, the data is edited locally. The RPAMS research grants cannot be edited here.
All PR Works

On the final "Qutput” page, you can output your "Application Form" to Word and conti with your application.
All NPR Works
Grants On subsequent visits, you can rapidly navigate the wizard using the menu on the left e.g. click on "Output” to go straight to the "Output” page and generate a fresh CV.
Patents
Ventures
Teaching
Service to College
Service to Disapline . .
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General Information
Junior Academic Progressions form

Certain details will
populate
automatically —
some of them you

can amend if you ( \
want.

Remaining fields
you need to update
manually.

Use the dropdown
menu to select the
Type of Review you are
completing

Once happy with the
information on the

General Information
click “Save”.

Trinity College Dublin, The University of Dublin




General Information
Junior Academic Progressions form

Select “Y” or “N” to indicate whether you wish to be
considered to have special circumstances.

After selecting “Y” a button will appear allowing you
to request the Special Circumstances form from HR.
In order to have your special Circumstances
considered, you need to fill in this form and submit it
along with your application form.

N

Once happy with General Information section,
click “Save”.
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Editing in the RSS

Junior Academic Progressions Form

Some sections on the MyApplication Wizard are pulled directly from your RSS profile, so if
you want to update anything in the Wizard, you need to edit it in the RSS first:

Degrees & Professional Qualifications,

Awards,
Memberships, Edit in the RSS (Professional Qualifications) Edit in the RSS (Awards and Honours)
Career,
Researc h’ Edit in the RSS (Membership of Professional Institutions, Associations, Societies)
Patents, » ] » o

Edit in the RSS (Employment Details) Edit in the RSS (Description of Research Interests)
Ventures,

Service to College, and
Service to Discipline.

Publications, both Peer Reviewed and Non Peer Reviewed, to select your “Top 5 works”, are
also pulled from the RSS.

The other sections and questions are housed with the Promotions Wizard and so will be
answered there.

Trinity College Dublin, The University of Dublin



Editing in the RSS

Junior Academic Progressions Form

Click here to Edit in RSS

Clicking Edit in the Promotions Wizard (above) will open a new tab which will
be your RSS profile. You will probably be asked for your credentials before it will
open up the new tab.

Fill in your Username and Password
you registered to RSS with, and you
will be redirected to your RSS J——

profile page. O EeErammeE e

User Name: || |
Password: | |

Trinity College Dublin, The University of Dublin




Easy example - Qualifications
Editing in the RSS

To add your Professional
Qualifications information click on
the “Plus” icon.

Trinity College Dublin, The University of Dublin




Section easy to edit - Qualifications
Editing in the RSS

Fill in the fields
that are required
—
—
—
—
—
—
+Professional Qualifications
Qualification Institution Class of Degree Title of Dissertation
.,) Bachelor of Science Degree Maynooth University 21
.,) MSc ucc 1.1 Analytical Chemistry: Utlisation of HPLC in Industry

Trinity College Dublin, The University of Dublin

t

To save your new Professional
Qualification click the
“Create” button

After clicking “Create”, you will
be brought back to the main
page of your RSS Profile that will
show your newly added record.

Last Updated: 03-0CT-18

Subject Date Conferred Public
Biology & Chemistry Sep 2015 Y

Analytical Chemistry September 2018 Y




Refresh and move on
Editing in the RSS

Do not be alarmed when you return to this window and the
changes you have made are not showing up. Simply hit the
“Refresh” button and then your changes will appear.

Adding and Editing other sections will be similar. “Next” button will
move you through next sections of your CV. Keep following the “Next”
button to complete your CV.

Trinity College Dublin, The University of Dublin




Sections not so easy to edit
Editing in the RSS

* Most sections in the RSS are easy to run through.
* The sections that are little trickier to fill in are as follows:

Publications Grants

Trinity College Dublin, The University of Dublin




Step 1 — Editing in the RSS

Publications

The section on Publications
has been covered
extensively by the Dean of
Research’s Office. For more
information on how to add
publications to your RSS
Profile click on the
following link:
https://www.tcd.ie/resear
ch/dean/rss/how/

Trinity College Dublin, The University of Dublin


https://www.tcd.ie/research/dean/rss/how/

Step 2 - Editing in the MyRSS Wizard

Publications

MyRSS 2 healyr2  Retum to the Research Support System
Dashboard “ Degrees [ Awards / Memberships / Career / Research / Top 5 Works
o ¢ 9 o o o o o o
L e General  Achieve.. Biograp..  Degrees Awards Membe... Career Research Top 5 Overview All PR All NPR Grants Patents Ventures Serviceto Serviceto  Qutput
Informa... Works Works Works College Discipli...  (Perfor...
= Projects Review)
— After adding your publications to the RSS you will have
Top5R h Work:
el nformation TR to select your top 5 works.
Achievements Edit in the RSS (Publications and Other Research Outputs)
e Plese slect your Top & Reseseeh Works Foranch oyour Top]l YOU Wil have to give a brief justification as to why you
importance of the work and its dissemination route (e.g. citatig .
Degrees ’ "1 have selected a work to feature in your top 5.
To select your 5 Top Research Works and to add an explanatio]
Awards Citation count here and give a brief explanation of why you in
s e s newro cenvioes teca o | Then you will have to ensure that you are correctly
o listed as the Senior Author on publications which you
Research .
_— Qv « .- arethe Senior Author.
Ovenview Work Web of Science Times Scopus Google Scholar In Senior Top
All PR Works Year Reference Type Cited L= Times Cited Times Cited TARA Author S5yn
All NPR Works J . Does Ireland need a demagogue, Ronan Healy, Irish Politics Mow, Ireland, Book 113 N v v
: McMi - -
P — To add a publication to your “Top _ _ S I ;
e ~ =5 Works" and add a justification, . . Tn v .
Ventures
o : == click the pencil icon : : SN N
eaching

Trinity College Dublin, The University of Dublin



Editing Top 5 works

Publications

Select “Y” to add a You can add your

publication to your —>[ ]/ google scholar

“Top 5 Works” citation here

You add your
justification for
choosing your work
into this box

Once satisfied click save and
you will be brought back to —
the list

Trinity College Dublin, The University of Dublin



Editing Senior Author

Publications

Dashboard

Publications

Projects

Promotions

General Information
Achievements
Biography
Degrees
Awards
Memberships
Career
Research

Top 5 Works
Overview

All PR Works
All NPR Works
Grants
Patents
Ventures

Teaching

“ Degrees [ Awards / Memberships / Career / Research / Top 5 Works

9 ¢ ¢ 9 o o o o o

General  Achieve.. Biograp..  Degrees
Informa...
Top 5 Research Works

Edit in the RSS (Publications and Other Resi

Please select your Top 5 R
impertance of the wor]

R healyr2

Retum to the Research Support System

The “Edit Senior Author” tab can be important, as many
disciplines use different naming conventions and it can be tough
for a cross discipline review committee to assess and understand
on which publications you feature as Senior Author.

Qv

Year

Go 1. Primary Report

Reference

Does Ireland need a demagogue, Ronan Healy, Irish Politics Mow, Ireland,

McMillen, Ronan Healy
Ronan Healy, The greatest soon to be published book
Ronan Healy, Me and Mrs Jones

Ronan Healy, Blah Blah Blah

=tSenior)” in the Promotions CV

+ FRows 50 H] Actions v

Work
Type

Boaok
Chapter

Book
Book

Book

Web of Science Times Scopus Google Scholar
Cited .= Times Cited Times Cited
133
22232

rch Works. For each of your Top 5 Research Works below please explain your role (e.g. senior author). Wherever possible/relevant provide quantitative evidence for the
nd its dissemination route (e.g. citations, impact factors, ISEN numbers)

op Research Works and to add an explanation, please click on the pencil icon and choose whether this publication is to be added to your Top 5. You can also add your Google Scholar
here and give a brief explanation of why you included this work in your Top 5.

#6r Author is either one who contributed (intellectually or otherwise) the most to the work, including writing of the manuscript, and/or one directed/supervised the work. Click the "Edit Senior Author”
utton below to review the Senior Author flag so that your research works are mar|

[ Edit Senior Author

In Senior Top
TARA Author 5yn

N ¥ Y
N ¥ Y
N ¥ N
N N N




Editing Senior Author (cont.)

Publications

1. These buttons allow you 4. Once happy with your

to set all or r?one of your changes, click the “Save”
works to Senior Author button

—

I

2. You need to click the “Edit”
button to change details of
individual publications.

3. Once you click “Edit”, you will be
able to select “Yes” (Senior Author) or
“No” (Not Senior Author) from the
drop down menu.

Trinity College Dublin, The University of Dublin




RPAMS and Non-RPAMS

Grants

>

RPAMS Grants awarded after 2013 should appear automatically in your MyRSS Wizard.

Recently Awarded RPAMS grants will have to be added manually into your CV later.

Grants Awarded prior to 2013 can be added into the Non-RPAMS section in Grants.

el >

Trinity College Dublin, The University of Dublin



Editing Grant details and Role in Obtaining it

Grants

In order for the grant money
awarded to count towards your
Total Grants Awarded you must
select your role in obtaining the
grant

\ You can edit your Grant
Information, including your

role, by clicking the pencil icon.

Trinity College Dublin, The University of Dublin




Editing Grant details and Role in Obtaining it (cont.)

Grants

Edit your Role by

selecting the correct
option from the drop- [ ]
down list

Trinity College Dublin, The University of Dublin



Output Form to Word

Clicking this button will produce your
word document RSS MyApplication CV. ]
Your browser will act same way as if
you were downloading a file, so make
sure you save it to a suitable and
known to you location.

‘ Do you want to open or save RS5 Performance Review Form - (2019) - Ronan Healy.docx (774 KE) from tedlocalportal.tod.ie?

The R55 Performance Review Form - (2019) - Ronan Healy.docx download has completed. Open |™ Open folder View downloads

Trinity College Dublin, The University of Dublin




Following Output of your Review Form

* Please Note: Your outputted document will be in word format. This
allows you to go back and make edits where you please.

* Please complete section 4.4 on Teaching and 4.6 Supervision which
is located within the Promotion CV Output to Word.

* Please review the overall content of the document to ensure you
are satisfied with the application.

Trinity College Dublin, The University of Dublin



Help and Assistance

If at any time you need assistance with your application
please contact:

Email:

 Junpromo@tcd.ie for help with Junior Academic
Progression - reviews

* Phone:
« (01) 896 — 4821 — Ronan
e (01) 896 — 3937 — Marta

Trinity College Dublin, The University of Dublin
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Thank You



