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Please bear in mind that this document is published for your guidance. Screen
captures and specific texts in the application are subject to revision and may not
fully coincide with those items shown here.



1 Tracking a doctoral thesis

As a student enrolled in a doctoral programme, you should track progress of your
doctoral thesis through the "Tracking your doctoral thesis" module, which is the IT
management tool of doctoral studies.

This module allows you to interact with your tutor / supervisor and the Academic
Committee of the Doctoral Programme.

There are seven tabs, each managed by different users who, depending on their
permissions, can either only consult them or also modify their content.

The person responsible for maintaining the content of each tab is as follows:

TAB PERSON RESPONSIBLE FOR MAINTENANCE
Registration and Academic Administration
follow-up

Thesis and student Academic Administration / Doctoral College
details

Finance Doctoral student

Activities document  Doctoral student and tutor / supervisor
Research plan Doctoral student and tutor / supervisor
Report of thesis Tutor / supervisor

supervisor

Academic Committee Academic Committee of the Doctoral Programme
Assessment

2 Access to the module

Enter the Virtual Campus.
1. Select the UAcadémic icon.

UAcademic

Academic Administration




2. Select Master's Degrees and Doctoral Studies.

UVvIC s
ey /cademic
DE CATALUNYA Academic Administration

University Masters and Doctorate Continuing Education

Q) o

Information about academic procedures applied to degress  Information about academic procedures applied to Academic administration of university-specific courses
University Masters and Doctorate

3. Select "Tracking a doctoral thesis".

UVvIC ami
UNIVERSITAT DE VIC UAca dem Ic
UNIVERSITAT CENTRAL ~ i inie |
DE CATALUNYA Academic Administration

Degree Graduate Continuing Education

Home [ University Masters and Doctorate

University Masters and Doctorate

% EN_Informacion de matricula (&'
+ EN_Manual de matricula

9 Registration [
Enrol en an undergraduate degree

2 Consult your registration [

Consult your enrolment

% Consult your academic record (£

Start the process of consulting your academic records

+ Outstanding enrolment fees (4

Pay outstanding enrolment fees by means of bank card, barcode or virtual transfer

3+ Keep track your doctoral thesis ('

Keep track of your training and research plan for your doctoral thesis

4. Select your doctoral studies.

Study selection
mn 204 - Law. Economics and Business Mone

Law, Economics and Business Dostorat Abierta

You should see a screen with the Thesis title. Maybe this field has already been filled
in by Academic Administration. If not, you will see "Untitled thesis".

5) Select the Modify icon. &

=
Now you can complete your Activities Document and Research Plan.
On the Registration tab you will find data that Academic Administration has entered
into the system, such as:
e Tutor




e Provisional title of the thesis
e Start date (registration date first tutorial supervision)
e Thesis supervisor(s)

Other information:

e Deadline for completion of the thesis (3 years from registration for the first
tutorial supervision in the case of full-time doctoral students and 5 years for
part-time doctoral students)

e Doctoral programme

You cannot modify any information on this tab. If you wish to change any details,
please contact the coordination team of the doctoral programme.

3 Management of your Activities Document

Your Activities Document is a record of all the training and research activities that
you will carry out throughout your doctoral training. All activities must be authorised
by your tutor / supervisor.

You will submit this document annually during the tracking period. It will be checked
by the Academic Committee of the Doctoral Programme, so please keep it up-to-
date, incorporating all accreditations of activities you have carried out and making
sure that it is authorised by your tutor / supervisor.

3.1 How to register training activities in the Activities

Document
1. Select Activities Document tab.

g ————
Monitoring Board members Thesis supervisors Researchplan  (EECENIT LU ELI),  Financing Evaluation of the academic commissior

Academic year 20171180 ¥
Type of activity Select
Description

(ddiMM/yyyy)

Start date End date (ddmmMiyyyy) ) Number of days 0

Mention Mencion Doc. intemacional Mencion Doc. industrial

Cotutela

2. Select a type of activity from the drop-down menu.



Monitoring Board members Thesis supervisors Research plan Activities document Financing Evaluation of the academic commission

Academic year 2017180 ¥
Type of activity Select M
Description

1 - Ethics on research workshop - Variable description

Start date 2 - Welcome session for new doctoral studies - Fixed description

3 - How to draw up a Resarch Plan - Variable description

4 _ Systemathic Review Workshop - Variable description

5 _ Intelectual and Industrial property - Variable description

Cotutela & - Choose where to publish - Variable description

7 - Open Science: Publish in open access - Variable descriplion

8 - Pracfical review of the designs of qualitative studies in the social and health field - Variable description
9 - Research data - Variable description

10 - Survival Bibliometry - Variable description

Number of days 0

Mention

University 11 - Mendeley: Manager of bibliographic references - Variable descrigtion
Departmentiinstitution 12 - Mendeley: beyond the bibliography - Variable description
13 - Doctoral Thesis Workshap - Variable description
Registered institution 14 - Academic writing workshop - Variable description
Other 15 - Before and after the thesis defence - Variable description
16 - Curriculum and accreditations - Variable description
Country 17 - Tools for qualitative research - Variable description
18 - Tools for quantitative research: basic and advanced stafistics - Variable description
19 - Estada de recerca - Variable description -

You will see that some doctoral programmes have their own activities, identified
with the initials of the doctoral programme before the title of the activity.
3. Enter the description of the activity.

Monitoring Board members Thesis supervisors Research plan Activities document Financing Evaluation of the academic commission

Academic year 20171180 ¥
Type of activity 1 - Ethics on research workshoep - Variable description v
: ‘@
(ddmMAMAyyyy)
Start date — "7 End date (ddMMiyyyy) B2 Number of days 0
Mention ¥ sin mencién Mencién Doc. intemacional Mencién Doc. industrial
Cotutela

The Description field is a multi-language field in Catalan, Spanish and English. If you
want to print your Activity Document in three languages, you must fill in all three
fields. If you do not, the activity will only be described in the language you use to
enter the information.

Castellano

Catalan

Inglés
g Ethics h

4. Select the start and end date of activity (using the calendar icon).



Monitoring Board members Thesis supervisors Research plan Activities document Financing Evaluation of the academic commission

Academic year 2017180 ¥
Type of activity 1 - Ethics on research workshop - Variable description M
Description Ethics # @
(ddMMAyyyy
Start date

" End date |ddflu|ﬁ.1s3--,‘3- Number of days 0

Mention ¥ sin mencion
Comtela [3 Calendaric - Google Chrome ~ — o X
& Segur | https://uacademicuvic.cat:2443/tcso... by acE
. < 2017 >
University < [——— >
Department/institution Mon Tue Wed Thu Fri Sat  Sun
Registered institution 1 2 2 4 5
Other 3 7 s £l 10 11 12

13 14 15 16 17 18 12
20 21 22 23 24 25 26
27 28 239 30

' Accept COMMENTS

3

Country

* ADMINISTRATIVE SITUATION

international mention, an industrial doctorate mention or co-supervision.

Academic year 20177180 ¥

Type of activity 1 - Ethics on research workshop - Variable description v

Description Ethics Y @
(ddMMiyyyy)
Start date & End date (@dmMMryyyy) (5 Number of days o
| Mention ® sinmencion || Mencion Doc. intemacional || Mencién Doc. industrial
Cotutela

6. Include details of where the activity is carried out in the ENTITY WHERE THE
ACTIVITY WILL BE PERFORMED box.

a) If the training activity is carried out at UVic-UCC, select the University section

, click on the magnifying glass and enter University of Vic in the Description
field. Then click OK.

LI FILLESS f UdLg UL UVIL, LAL c59 ) LU0/ LUTILUY [TTILULUUKIULdILd,,. [} S

& Segur | https://uacademic.uvic.cat:2443/tcso/control/[mtoLook]localizarUniv..
L University

Departmentiinstitution Search of the Universities

Registered institution

Other
C try v
Description®
* ADMINISTRATIVE SITUATION
*' Proposal (%) search with mask

o J ]

b) If the training activity is carried out outside UVic-UCC, select Other and give
the name of the entity where you will carry out the activity. In this case, also
state the country using the drop-down menu.

INSTITUTION WHERE THE ACTIVITY WILL TAKE PLACE

University
Department/institution
Repistered institution

@ Other

Country



7. You can add comments in the Observations field, but you bear in mind that
they will also appear in the printed version of the Activities Document.

COMMENTS
* ADMINISTRATIVE SITUATION

® Proposal

s

s
8. You can also attach documents related to the activity, such as the

programme, the attendance certificate, etc., by clicking on the Attach icon.

COMMENTS
* ADMINISTRATIVE SITUATION

® proposal

ATTACHMENTS

I 3 Attach I
i

Give the name of the document in the Description of the document field. Find it on
your computer using the Browse button.

13 https://uacademic.uvic.cat:2443/tcso/ control/[mtoLock]SeleccionFichero_Documentofctividad.., — O .
& Segur | https://uacademic.uvic.cat:2443/tcso/control/[mtolLook]SeleccionFichero_DocumentoActividade...
FILE

Description of document
T
(| Tria un fitxer [No s'ha triat cap fitxer
~—
RZ=X

When you have uploaded the file, it will appear in the lower part of the dialogue.

From here you can download it or delete it.
L

ATTACHMENTS

! ! ! a 282017

9. Click on Insert and the activity will be saved.

The proposed activity will be in the list at the bottom of the screen.



_—
e | et T R

EF X 2017118 2 - Welcame session for new doctoral studies - Fixed description Proposal
B wmX 201718 3 - How to draw up 2 Resarch Plan - Variable deseription Com elaborar un Pla de Recercalinvestigacia? Propasal
ol Ca Y 2017118 Progietat intellectua
EEEX 201718 test
IMPORTANT:

At this point, the status of your activity is a PROPOSAL. Your tutor / supervisor will
examine it and modify its status as authorised, not authorised or completed.

3.2 Status of training activities
Training activities have four possible states:

STATE DESCRIPTION

PROPOSAL Activated by default when you enter an activity.

ACCEPTED Your tutor / supervisor will activate this option if
they consider the proposal suitable for your
formation.

VALIDATED Your tutor / supervisor will activate this option
when you have carried out the activity.

NOT ACCEPTED Your tutor / supervisor will activate this option if
they do not consider the proposal suitable for your
training.

IMPORTANT:

You can only modify or delete a proposed activity while your tutor / supervisor has
not modified its status. Once your tutor / supervisor has changed the status from
Proposal to Accepted, Validated or Not accepted, you will not be able to make any
modification or eliminate it.

All the activities that you introduce into your Activities Document will be displayed
as you enter them in the final version of the Activities Document. So please make
sure that you supply the correct information.

3.3 How to modify or eliminate a training activity

You can only modify or delete a proposed activity while your tutor / supervisor has
yet to modify its status.
1. Enter your Activities document and select the activity you want to modify or
delete in the list at the bottom of the screen, using the modify icon Eor
delete icon.

Curso académico

E r. 201718

EE s 2017118 5. Propiedsd intelactus| & industrial - Deseripién varisbie Propiatat intellectuzl Propussts aceptada

Propuesta




-—

Clicking on this icon ™ to consult a training activity at any time.
2. Remember to click on the save icon to register any changes you make to a
training activity.

3.4 Printing the Activities Document
1. Click on the Print button at the top of the activities list, and then on Generate.

e o o e T
BEEEX 2017118 2 - Welcome session for new doctors studies - Fied descriptio Propasal
BEEfREX 201718 Com elaborar un Fla de Recercalinvestigacis? Proposal

B R 201718 Propietat intel lectus Proposal accapted
EEF R X 2017118 1 - Ethics on research workshop - Varisble dascription test Proposal
PRINT
Add comments
P

Only validated activities will be included in the Activities Document.

This is the model of the Activities Document used at UVic-UCC:



UVIC

UNIVERSITAT DE VIC
UNIVERSITAT CENTRAL
DE CATALUNYA

DOCUMENT D'ACTIVITATS DEL DOCTORAND
DOCUMENTO DE ACTIVIDADES DEL DOCTORANDO
THE DOCTORAL STUDENT ACTIVITY REPORT
Universitat de Vic - Universitat Central de Catalunya

Doctorand:
Doctorando:
Doctoral Student:

Data d'admissio:

Fecha de admission:
Admission date:

Data d'aprovacio del Pla d'Investigacio:
Fecha de aprovacion del Plan de Investigacion:
Aproval date of Research Plan:

Programa de Doctorat:
Programa de doctorado:

Doctoral Programme:
(Real Decreto 99/2011, de 28 de enero, mediante el qual se regulanlas ensefianzas oficiales de doctorado)

Directorfals de tesis:
Directorfales de tesis: Dr.
Supervisor/s:

Tutorla:
Thesis tutor:

ACTIVITATS FORMATIVES REALITZADES:

ACTIVIDADES FORMATIVAS REALIZADAS:
TRAINING AND RESEARCH ACTIVITES CARRIED:

OBSERVACIONS:
OBSERVACIONES:
COMMENTS:

4 Management of your Research Plan

The Research Plan is a document that you will prepare with the approval of your
tutor / supervisor within a maximum period of six months, starting from the date of
assignment of your supervisor, and which will be evaluated by the Academic
Committee of the Doctoral Programme (CAPD). The Research Plan, using the
standard UVic-UCC model, includes methodology, objectives, available resources, a
work plan and the calendar of development of your doctoral thesis.



You can modify and add details to your Research Plan throughout the period of
preparation of your thesis, provided any changes are duly justified and validated by
the Academic Committee of the Doctoral Programme (CAPD).

you need to have a favourable evaluation of your Research Plan in order to be able to
continue in the doctoral programme. If the Academic Committee of the Doctoral
programme detects significant deficiencies, you will have six months to devise and
submit a new plan. Two consecutive unfavourable evaluations of your Research Plan
will lead to your exclusion from the programme.

Your annual Research Plan consists of the documents entered under the Research
Plan tab of the "Doctoral thesis tracking" module.

4.1 How to enter documents into the Research Plan

1. Select the Research Plan tab.

File date 28M1/72017 (wammyyyy) (5] Acceptance date (ddiMMyyyy)
Academic year 2017118-0 ¥

COMMENTS
* REVIEW

® First review of the cours:

-~ Lo Je o

2. Enter the description of the document you want to submit and attach
the corresponding file by clicking on the Attach button.

Monitoring Board members Thesis supervisors Research plan Activities document Financing Evaluation of the academic commissior
Description Resgarc| h Plan fes
File ‘ 0 Attach | )
—)
File date 28172017 (ddMMlyyyy) () Acceptance date (ddMMAyyyy)
Academic year 2017180 v

Each description is limited to a single attachment.
Enter as many descriptions on the Research Plan tab as you need to submit all your
documents.
The descriptions that we propose are:
e Forthe Research Plan itself: "1st submission or Version 1 of the Research
Plan", "2nd submission or Version 2 of the Research Plan" (and so on)
e Forevidence of tracking with your tutor / supervisor, indicate "Follow-up
meeting".



3. Give the date of the document using the calendar tool.

Monitoring Board members Thesis supervisors Research plan Activities document Financing ion of the

Description Research Plan test

File

File date 281112017 (dd/MMiyyyy) @».. Acceptance date (daiMAMiyyyy)
Academic year 2017180 ¥ N
COMMENTS
* REVIEW

® First review of the course

(o Jo Lo

The default date will always be the day the file is attached.
IMPORTANT
The acceptance date will be entered by your tutor / supervisor.

After your tutor / supervisor enters the acceptance date, you will no longer be able to
modify or delete the document.

4. Report of the academic year

Description Research Plan fest
File 26bda69c9e52e783daed44007dcbfibd4 ribbon label emblem retro by vexels.png
File date 28/11/2017 (dd/MMyyyy) E Acceptance date (ddmaMiyyyy)
Academic year W
w COMMENTS
* REVIEW

® First review of the course

C=8 CB
5. If necessary, you can enter observations.

@ Added successhully

Description
File date 2812017 damMyyyy) [ Acceptance date (MM
Academic year 2017180 v

COMMENTS
* REVIEW

® Farsl review of Ihe couise

© Added successfully

= Jo— L

Rview [ raec | Acoepiance cae Descrton

* B 0172 First rain of 1o SOWE 181072047 LERTE- Ty Pis o ki 2017118

*2 5 01718 Firkt tarste o T coui AT FT1ET s 1 el PIa 06 TeseeERir s gatS

Remember: If you want to register more than one document, you have to create a
new entry for each.



6. Inthe list at the bottom of the screen you will see the information you
have entered.

i Wbl Wil
I T Fiesse | e e
A1 201718 First i of 8 Courn 18102017 1¥nzoT Pia e recenea 20171
*2 5 204THE First v ae - FTALZ0NT FTE0NT Varsid 1 del Fia de ssgacid
* 5 2MTHE i oSS 2TANAT ITENT Uarid 3 Sl Fla de esertaimamitgasis
FPElEX 200717 ot e of e counne 18701 Verss 3 el Pian de investgacin
| TElEX b ™ 3 e Fesearch P I

In the Research Plan you can consult, modify or delete documents provided that
your tutor / supervisor has not established the acceptance date.

Once your tutor / supervisor has set an acceptance date, you will only be able to
download the document and consult it.

Your tutor / supervisor can also publish their assessment report under the Research
Plan tab. In this case, they will add an entry attaching the report for consideration by
the Academic Committee of the Doctoral Programme. They will need to fill in the
description, attach the file, give the date of acceptance, state if it is the first review
and make observations, if necessary.
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