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Why is MyPGR important and how does it satisfy funding agency 
requirements

Who this guide is for?
This guide is for postgraduate research students and provides information on how to use MyPGR. It covers in 
detail how to gain access to MyPGR, how to practically use MyPGR within your research, as well as details of 
annual requirements and MyPGR deadlines.

Why do we have MyPGR?
The Quality Assurance Agency1 and Research Councils2 recommend that postgraduate research programmes 
should provide students with the opportunity to maintain a record of personal and professional development, 
along with a skills analysis, throughout their research. In response to these recommendations and as part of 
Lancaster University’s Code of Practice for Research Students3, we have designed MyPGR - a dedicated online 
progress file for postgraduate research students and their Supervisors. Lancaster has been ahead of the sector in 
providing e-PDP for students since 2004. 

MyPGR is a private, password-protected webspace where you can record the progress and personal 
development you have made through your PhD. You can record reflections on your learning and thoughts 
about your research, think about future careers and support your own personal development. MyPGR will be 
an invaluable career resource to help you keep records, monitor your development as well as provide a 
permanent record of meetings and research activity between you and your Supervisors.

What is the Development Needs Analysis and why is it important?
MyPGR also contains the Development Needs Analysis (DNA) skills audit. The DNA allows you to audit 
yourself against a range of research skills that you would be expected to develop throughout your PhD. These 
research skills are based upon the Joint Skills Statement from Research Councils UK4. One new DNA is filled 
out at the start of each year of your PhD. As you progress through the PhD, you will find specific sections 
will resonate more closely to your development at that time. Email reminders are sent to both PGRs and their 
Supervisors about completion of the DNA for each year of the PhD.

Completing your Development Needs Analysis annually not only allows you to see how your skills have 
developed over your research but also forms part of the progression requirements5 for all PhD students 
registered since October 2008.

1 www.qaa.ac.uk/academicinfrastructure/codeofpractice/section1/

2 www.rcuk.ac.uk

3 www.lancs.ac.uk/users/gradschool/code%20of%20practice%202005.pdf 

4 www.rcuk.ac.uk/cmsweb/downloads/rcuk/researchcareers/jsstrainingrequirements.pdf 

5 www.lancs.ac.uk/celt/celtweb/faq_research_students 
www.lancs.ac.uk/studentservices/registry/docs/PG/PGHandbook.pdf

http://www.qaa.ac.uk/academicinfrastructure/codeofpractice/section1/
http://www.lancs.ac.uk/studentservices/registry/docs/PG/PGHandbook.pdf
http://www.lancs.ac.uk/celt/celtweb/faq_research_students
http://www.rcuk.ac.uk/cmsweb/downloads/rcuk/researchcareers/jsstrainingrequirements.pdf
http://www.lancs.ac.uk/users/gradschool/code%20of%20practice%202005.pdf
http://www.rcuk.ac.uk/
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How to access your MyPGR webspace
Go to the Research Students website (http://www.lancs.ac.uk/celt/celtweb/research_students) and click on the 
‘MyPGR’ link.

This page gives you a brief summary of the different sections within MyPGR. Click on the ‘Login to MyPGR’ 
button to access the main login page.

Login using your University username and password.

http://www.lancs.ac.uk/celt/celtweb/research_students
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Your MyPGR homepage will open.

Note that the name of your Supervisor(s) should be listed on the left hand side. If they are not or the 
information here is wrong,go to the ‘Help’ section listed at the top and there you will find details on how to 
contact the Postgraduate Studies Office.

In the next section you will learn how to create new documents and how to share them with your Supervisor(s) 
if appropriate.

How to use MyPGR
You can use MyPGR to keep a record of your progress and skills development, a series of your reflections and 
thoughts as well as record of Supervisory meetings. You will also be able to download your DNAs, SDRs, 
Meeting Records and PDPs as a zip file which can be opened as a webpage. Read on to find out what each of 
these acronyms means! In this section you will learn how to create new documents of each of the four types 
and how to use them.
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NEW! Sept 2010: Online Periodic Appraisals are an annual status check of 

progress between the supervisor and the student.
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NEW! Sept 2010: Creating a ZIP archive of your records on MyPGR
You can create a zip file with selected (or all) records on MyPGR. You might find this useful for keeping an 
archive for your own records, or for sharing the records with externals or others without direct access to your 
online record.

You can create a zip archive by clicking on the ‘personal archive’ link on the left hand menu when you have 
logged in:

Creating a new zip archive
This will bring up links to the archives you have already made, as well as a panel for creating a new archive.
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Downloading existing records and archives

Personal Development Plan (PDP)
This section allows you to record and reflect upon events that brought you to this point in your academic 
studies. You can also use this section to record your attendance at meetings, conferences, training courses, any 
presentations you have given, publications you have written as well as any work experience that is relevant to 
your PhD. The text boxes allow you to record these events. Reflect on your progress and keep a commentary 
of your views on those events. You can also upload up to three files into this section as long as they do not 
exceed 10MB per item.

Creating a new document
If this is the first time you have used MyPGR, click on ‘Start a new personal plan’ in the Actions box on the 
left hand side of your MyPGR homepage. A new personal development plan document will open up as below.

Have you really thought carefully and seriously as to why you are doing a research degree? This is an 
important question for you to consider and is likely to be one of the first questions you will be asked at job 
interviews. It can also be re-affirming for you when you are going through a difficult time in your PhD to 
remind yourself why you wanted to embark upon research. Therefore it is worth spending some time thinking 
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about it and putting down your thoughts. Examples of some questions you might 

want to consider: why am I doing a research degree, what are my initial concerns, what are my worries 
for the future, how will I manage the work and what previous experiences have led me to do a research degre?

You need not write pages and pages of text, but something that captures your thoughts here at the start of your 
PhD. It is also important that you come back to this page over time, read what you’ve written under this first 
question and to reflect upon how you have changed since you started your research.

Completion and sharing
This document is one you might like to keep private as it may contain your thoughts and comments on your 
personal progress through the PhD. When you choose to share a document in MyPGR this means that you can 
no longer edit the document. You can add comments but not alter the original text. 

If you want to keep adding to this document throughout the year, always choose ‘Submit’ after entering 
information but do not tick any of the boxes to share it with anyone. At the end of each year of your PhD, you 
may wish to close your Personal Development Plan (PDP) for that year and start a new one for the next. Of 
course your ‘Pre-research overview’ only needs to be filled out in the first one! To keep your completed PDP 
closed and private, select the option ‘Just me’ under sharing options. You can choose to share your PDP 
documents with your Supervisor(s) if you wish; to do this click the box against their names and then click 
‘Submit’.
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Development Needs Analysis (DNA)
This section comprises of seven skill areas – Research Skills & Techniques, Research Environment, Research 
Management, Personal Effectiveness, Communication Skills, Networking & Teamwork and Career 
Management. Within each skill area are a range of research competencies. What you need to do is audit 
yourself against these skills and this will help you identify areas in which you may need to improve. Some skill 
areas will be very relevant to you in the first year (Research Skills & Techniques, Research Environment & 
Research Management) whereas other areas will be more relevant to you further as you progress through the 
PhD process (Career Management). When you have completed the document you can share it with your 
Supervisor(s) and use it to form the basis of discussions on which research training events and activities you 
would like to undertake during your first year. Ideally you should aim to complete and share you Development 
Needs Analysis within 100 days of registration and you will be sent reminder emails at 10and 60 days. Exactly 
how to carry out the needs analysis is detailed in the following pages. Your supervisor will be alerted if they 
don’t reply within 100 days.

Creating a new DNA document (annual event – do this at the start of each year of 
your PhD)

Click on ‘Start a new needs analysis’. Give the document a title, for example if this is the first time you have 
filled out your DNA you may want to add ‘PhD Year 1’ in front of the date.

Each skill area has a reminder of the key where 1 indicates that development of this skill is needed and 4 
indicates confidence in using this skill. Fill out each section of the DNA. You do not have to fill out the DNA 
all in one sitting; you can fill out sections gradually. To save your responses, click on the ‘Submit’ button 
which is at both the beginning and end of the document. The first section of the DNA on ‘Research Skills and 
Techniques’ is shown overleaf.
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Completion and sharing
When you have completed all seven skill sections, you can allow your Supervisor(s) to see your finished DNA. 
To do this, scroll to the end of the document to the section called ‘Completion and sharing’. Click the boxes 
indicating whom you wish to share the document with. This will close the document so that you can no longer 
edit it. 

However, you will be able to add comments which will appear as part of a threaded discussion at the bottom of 
the document. When the document is closed and shared; a ‘Comment’ button is available and this opens with a 
text box allowing you to add text to the document.
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As with the other sections of your MyPGR space, you can attach up to three files if you wish up to 10MB per 
item.

Important: Even if you do not use MyPGR for all your supervisory meetings, you must fill out a Development 
Needs Analysis somewhere that allows you to audit and reflect upon your skills and prompt you to think about 
what training activities you may need for the coming year. MyPGR just makes it easier for you and stores your 
products in a place where you can always find them.
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Skills Development Record
Linked to the DNA is the Skills Development Record (SDR) section. This is where you can record examples of 
progress and personal development and evidence the skills referred to in the DNA. You can keep a record of all 
the experiences, courses and events you have undertaken during your PhD, such as presenting a paper at a 
conference. You can note some thoughts on the event - how it was organised, how well you feel you presented, 
what others said to you about your work as well as keep an online copy of your presentation. This information 
will be invaluable when you come to moving onto the next stage of your career. Regardless of sector or 
discipline, potential employers will be looking for specific examples of your skills in action (e.g. can you give 
an example of working to deadlines, independent working, working within a team?) Make life easier on 
yourself and record when you have a new experience related to the skills identified in the Skills Development 
Record.

Creating a new SDR document
Click on ‘Start a new development record’ in the Actions box on the left hand side of the home page. Give the 
document a title – you may wish to use the date, year of your PhD and perhaps some reference to the skill area 
or specific skills activity involved.

The seven skill areas and their associated competencies are outlined in the same way as the DNA. Choose the 
skill area that is relevant and identify the competencies you wish to write about. Tick the box next to these 
competencies and use the text boxes to record your evidence of that skill. 

The first section of the Skills Development Record, research ‘Skills and Techniques’ is shown overleaf.



MyPGR Guide

Here is an example using a piece of writing from an initial literature search on methodologies.

Don’t forget to save your entries as you go. Click on the ‘Submit’ button which is at both the beginning and 
end of the document. You can then continue to edit the document at a later date.

You also have the option to attach up to three files of up to 10MB per item.

Completion and Sharing
As with the other sections of MyPGR, you can choose to share your Skills Development Record entries with 
your Supervisor(s). Scroll to the end of the document to the section called ‘Completion and Sharing’. Click the 
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boxes of those you wish to share the document with. This will close the 

document so that you can no longer edit it, though you will be able to add comments. If you 
wish to close the record but not share it, then select the option ‘Just me’.
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Supervisory Meetings Record
This section allows you to keep a record of meetings with your Supervisor(s).You can record meeting 
outcomes, targets, any points raised, comments made, issues of concern as well as your thoughts 
on the meeting. It is important that you keep records of your supervisory meetings and create these 
permanent records so that you have documented proof of your progress. These records also assure 
protection in case there were concerns regarding the performance of either your Supervisor(s) or 
yourself. The process consists of outlining the important points from the meeting, sharing them with 
your Supervisor, agreeing the record is accurate, and closing the document. Your Supervisor(s) also 
has the ability to create meeting records as this is the norm in some departments. Clear records are 
great for reminding and reinforcing what progress you have made so far, along with clarifying the 
issues that you need to work on until the next meeting.

Creating a new document
Click on ‘Start a new supervision record’ in the Actions box on the left hand side of the home page and give 
the document a title. A newly created document is shown below.

You can use the document to create an agenda as well as a record of outcomes and targets. The text in the 
textboxes is not fixed and you can record information as you wish.
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Creating a record before the meeting – agenda setting
This section explains how you can use this record to set an agenda as well as record meeting outcomes.

Arrange a time and date to meet with your Supervisor(s).

Create a new Supervisory Meeting record as described previously. The text in the ‘Student record of outcomes 
and targets’ box can be edited. In this example an agenda has been inserted into the text box above meeting 
outcomes and research targets.

Upload any documents you wish to add to the record. When you are satisfied with your agenda, click 
‘Submit’. This creates a record that you can come back to and edit after your meeting. Don’t forget to take a 
copy of your agenda with you – you can print off the page from MyPGR by clicking on the print icon in the 
web browser toolbar.

A record of the report is created and is the top item in your Activities area. 

Note that the book symbol next to the record is open and a white colour  – this indicates that the record is ‘in 
progress’ and still available for editing.

After your Supervisory meeting, come back to your MyPGR space and open up the record you created. Add to 
the text box what the meeting outcomes were and any research targets that have been set. You can also upload 
any relevant documents to the record as long as they are less than 10MB each.

The example record has been filled out overleaf to reflect the outcomes of the meeting.
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After choosing to share with your Supervisor(s) and submitting, the following record is created:

The document will now be available to your Supervisor(s).
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After your Supervisor(s) has made an entry and shared the document back with 

you, you will see that the the book icon next to the document on your homepage is now closed and 
in blue . This indicates that the document is now closed, cannot be edited, and only comments can be added.

(Red book) – Private entry

(Blue book) – Entry which is shared

(Gold comment) – Entry awaiting reply

(Open book) – Entry can still be edited
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A completed record look as follows: 

 

If you want to comment on the record, then click the ‘Comment’ button. A text box will appear allowing you 
to add any comments you may have and these will appear as part of a threaded discussion at the bottom of the 
document. Your Supervisor(s) can also add comments. 
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Timeline
The timeline is particularly useful as a snapshot of status when a supervisor is responsible for several students 
at different stages of their PhDs. Two tables and a graphic illustrate where students are in relation to their 
deadlines and provide a summary of all their latest activity in MyPGR.

The graphic normally shows the supervisor’s name at the top with a separate bar for each student. Red lines 
indicate submission dates the grey line indicates the current date.
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Online Appraisals – Student Guide
Online Appraisals are conducted each year and are a status check between the supervisor and the student. You 
can access your online periodic appraisals by using the link on the right of your MyPGR home screen:

There are two types of appraisal form: the "student form" is begun by each student and then 
commented on by one or more supervisors, the "supervisor form" is begun by the student's 
supervisors and confirmed by the student. These two forms are both titled "APPRAISAL OF 
RESEARCH STUDENT'S PROGRESS" but their content is quite different.

Click on the highlighted section (see left), and then ‘list your appraisal forms’ and you will 
see the student form to fill in. This is also the place you will confirm that you have seen your 
supervisors’ forms.

The student appraisal form is in 4 sections: Personal Details, Progress, Comments and 
Writing up. When you have completed the form, it will be sent to your supervisor(s) for 
review and comments.

If you are not a research student you will not have access to the online appraisal web application.

A small minority of PhD students should not complete the online appraisals described in this guide and should 
not see forms available for them in the web space, if in any doubt please consult your own department's 
research degree administrator or if necessary the Student Registry.

What are online appraisals?
The online appraisal forms exist in a private, password-protected web space where two forms per student 
become available at each appraisal threshold. The student completes one form and when completed, 
supervisors can add comments to it. Supervisors have a separate form which the student can see when 
supervisors and possibly other reviewers have completed their submissions. The timing and frequency of 
appraisals is described below. Students do not see their supervisor's form until it is completed by the supervisor 
and supervisors do not see the student's form until the student has completed it.

How can I access my appraisals?
Go to the Research Students website (http://www.lancs.ac.uk/celt/celtweb/research_students) and click on the 
‘PhD Appraisals’ link or through MyPGR. 

Why are online appraisals important?
Periodic appraisal is important because it helps to keep activity focussed, to highlight issues before they can 
become problematic and because funding bodies and the university require it (See MARP 2010 C7.4). 

From the student's point of view it will help to ensure that your supervisor is providing suitable guidance on 
your research, required subject expertise and appropriate monitoring. See this document on annual appraisal 
for details and the Lancaster University Manual of Academic Regulations and Procedures (MARP).

Appraisals are complementary to other opportunities to keep track of progress such as the annual Development 
Needs Analysis and more regular meeting reports, both of which are supported in MyPGR.

https://myplace.lancs.ac.uk/mypgr.nsf
https://gap.lancs.ac.uk/ASQ/QAE/MARP/Pages/default.aspx
http://www.lancs.ac.uk/users/gradschool/annual%20appraisal.html
http://www.lancs.ac.uk/celt/celtweb/research_students
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When are appraisals due?

Appraisals occur at specific threshold dates (see table below) after registration for a research 
degree, around each threshold two new appraisal forms become available, one for the student and one for their 
supervisors. 

Supervisors and students will be notified by email to their university email address when forms become 
available and may be reminded to complete them periodically, also by email. Forms becomes available 60 days 
before the due date and 'expire' 30 days after the due date if not used; this gives a three month period for each 
appraisal to be completed. The 60 day introduction and 30 day follow up (prologue/epilogue) aims to provide 
flexibility over holiday periods and for departmental procedures but may be reduced in future.

Forms should be completed and submitted as soon as possible to allow other contributors in the process 
sufficient time to read and comment on what has been submitted.

Table 1: Appraisal due dates, months after registration, subsequent appraisals occur annually.

Mode of study 1st 2nd 3rd 4th 5th

Full-time 6 months 10 months 22 months 28 months 34 months

Part-time 10 months 22 months 34 months 46 months 58 months

Who monitors this process?
Students and supervisors can see all the appraisals that they are concerned with, these will build up in the web 
space over time and are available for viewing at any time. 

Heads of Department, Directors of PhD Supervision and Departmental Administrators can use the appraisals 
web space to see their department's appraisals and receive a monthly email report detailing the state of current 
appraisals together with information from MyPGR relating to completed Development Needs Analysis and 
Meeting Reports.

The Student Registry can use the web space to see all appraisal forms. 

The appraisals web space will send email alerts to students and supervisors when their participation in the 
process is required, for example supervisors will be sent an email when one of their students submits a 
completed student appraisal form and students will be sent an email when the supervisor's appraisal form has 
been completed.

Where appraisals are not completed by either the student or supervisors, HoDs will be contacted. 

Appraisals become available at certain threshold dates after a student registers for their research degree. If you 
have never completed an online appraisal before and have not yet received an email message asking you to 
complete one, then you may not see any forms in the appraisals web space for completion or review. 

If you are a research student, then you will be able to login to the appraisals application. Use your University 
network login and password. If you have difficulty contact the ISS Service Desk, via the link on the login 
form.

The login form is the standard LUVLE login and looks something like this:

https://myplace.lancs.ac.uk/PhDAppraisals.nsf
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Illustration 2: Login form for appraisals 

When you login successfully, the Appraisals application homepage will open.

What does the online appraisals application look like?
The opening or home page of the online appraisals web space includes a link to the appraisal forms that you 
have currently access to. Remember that for new appraisal forms both students and supervisors initially have 
access to either the student form or the supervisor form respectively, the other form becomes visible only after 
it has been completed. 

The home page also includes one or more tabs with a brief description of the appraisal system for students, 
supervisors and others.

There are also links to submit or review feedback on the appraisals process.

When you follow the 'list your appraisal forms' link, as a student you will see something like the illustration 
below, with your name ('Juniper Berry' in the example below) as a link to the appraisal forms. As you complete 
more appraisals they will accumulate here in the list, distinguished by the Appraisal column showing 6 months, 
10 months, 22 months etc. depending on where you are in your PhD when you begin doing appraisals online.
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Where each student sees only their own appraisals, supervisors and departmental 

administrators  see a list of all their students who have already completed appraisals and/or 
have new appraisals waiting to be completed. A supervisor will see all their students’ appraisals appear over 
time as each student reaches an appraisal 'threshold and they complete their forms. Administrators see all their 
department's forms.

The 'Status' column shows where in the appraisals process individual forms are. The 'draft' stages are optional 
but each Student Appraisal form should progress through the following sequence:

With Student → Student draft → With supervisor → Supervisor draft 
→ With PGSO → PGSO draft → Completed. 

The Student Form
Click on a name in the list of appraisals to open that appraisal form.

Points to note:
• click the Edit button to make changes (there is no edit button if you don't have edit rights)
• check the 'Student details' section for accuracy
• each section (indicated by blue triangles ) can be expanded or collapsed (shown or hidden) by 

clicking on the section title. Note not all browsers may support this, for those that don't the sections 
should all be permanently expanded.

• The image, showing 'no image available' below, should be as shown on the student's library card.

The Student Appraisal form is split into 4 sections: Personal Details, Progress, Comments, Writing up fee, each 
section contains questions that have to be answered before the form can be submitted, although if you don't 
have time to complete the form all at once it can be 'saved as draft' without completing all the compulsory 
questions. 

The form must be submitted in order to complete the appraisal process, saving as draft is intended only as a 
temporary measure, see illustration 8 below.

If an orange disc is present against a question, it means that that question requires an answer before the form 
can be submitted. If you forget to answer any of these questions before submitting the form you will see a 
prompt to complete each 'missing' answer.

Note: It is in your own best interest to answer all questions, not just the compulsory ones.

1. Submit should be used only when you have no more changes to make. 

2. Save as draft should be used to keep any changes so that you can return to answer other questions later. 

3. Cancel returns you to the appraisals home page without saving. 

When you successfully submit the completed form, an email alert will be sent to your supervisor requesting 
their review and comments.

If you feel that you would like to make a comment that you would rather not share with your supervisors or 
anyone else in your department, there is an opportunity In section B of the Student form; only you and Student 
Registry staff are able to see what you write here:

Technical issues
All questions or queries about technical issues need to be directed to the ISS Service Desk.
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Non-technical issues

All non-technical questions or queries about online appraisals should in the first instance be 
directed to your own departmental postgraduate administrator or the Student Registry. 

Personal Details

These details are provided by LUSI. If they are correct, just check the Yes box to confirm. If they are incorrect, 
just write the corrections in the text box.
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Progress

Complete this section as fully as you can. You can partially complete the form and save without submitting it.
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Comments

Complete this section as fully as you can. You can partially complete the form and save without submitting it.
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Writing up fee

Complete this section as fully as you can. You can partially complete the form and save without submitting it.

Saving your form

If you still have changes to make, click the 'Save as DRAFT' button. This will not send the form to your 
supervisor yet but will save it for later completion by you. 

If you have completed the form and have no more changes, click Submit. If all the required fields have been 
completed, this will send the form to your supervisor for review.
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The Supervisor Form
Supervisors must fill out an appraisal form for each of their PhD students. After clicking the 
link shown on the left on their MyPGR homepage, they will be directed to a list of 
appraisals for ALL their students who have reached at least one appraisal threshold.

Note: The form can be filled in by any of the student’s supervisors but they cannot submit at the same time!

There may be some completed student forms awaiting review by you. As a supervisor you must review these 
forms, add comments and confirm that you have seen them.

The supervisor form has several sections: Progress, Comments, Writing up fee, Other reviewers, and Reviewed 
by. See below for screengrabs of each:
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Progress
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Comments
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Writing up fee

Other Reviewers

These boxes have lists of other supervisors in the department who can also review the form. 

If you need to save the form without having completed it, click 'Save as DRAFT'. You can re-edit and complete 
it later. When you have completed the form, click ‘Submit’. If all the required fields are complete the form 
will then become available to the reviewers or if no reviewers are selected, it will become available to the 
student.

Technical issues
All questions or queries about technical issues need to be directed to the ISS Service Desk.

Non-technical issues
All non-technical questions or queries about MyPGR (e.g. how the space could be used, suggestions or 
feedback) should be directed to Student Registry at pgso@lancaster.ac.uk 

mailto:pgso@lancaster.ac.uk
mailto:learningtechnology@lancaster.ac.uk
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