= Request Research Data
_ Management online Tratning
ey (RDMOT) via myUNSW

Use this Guide to:

request enrolment into the Researcher (Academic Staff) version of Research Data Management online Training via
myUNSW. If you require access to the other versions, click here.

Step 1

The Web Single Sign On service allows you to log in once and then connect to multiple UNSW web applications without having to supply your credentials again. However, as an
2 E n te r U Se r I D (e g additional security measure, some applications may require that you enter your details again even if you are already logged in to wSSO.

z1234567) &
Password

UNSW  web Single Sign On

SYDNEY

USERID ©

PASSWORD

. Agree and sign on
3. Click

Forgot password?

By logging in, you are acknowledging that: Any material submitted complies with copyright legislation and relevant licence restrictions
Further information: Copyright website, Library website or by contacting the Copyright Service (x53798)

By logging in to wSSO, | acknowledge and agree that:

1. 1am authorised by UNSW to use this machine and access the UNSW IT system

2. I have read and understand the Acceptable Use of UNSW Information and Communication Technology (ICT) Resources Policy (the 'Policy’) and the Acceptable
Use of UNSW Information and Communication Technology (ICT) Procedure (the 'Procedure’);

3. 1 understand that the Policy and the Procedure contain important information and requirements in respect of the use of UNSW information and communication
technology resources and that the usage of UNSW ICT Resources, including interet and email, is subject to monitoring in accordance with the terms of the Policy
and Procedure; and

4. lagree to the terms and conditions of using UNSW ICT Resources as set out in the Policy and the Procedure.

Step 2

Click My Staff Profile UNSW ‘ myUNSW

taff Profile | HR Help y Finance

My Surveys and Profiles Account Management Single Sign On Applications

To Moodls and cther eLsaming systems
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To Moodie
Course and valuation & Improvement Postgraduate Information Sessions
Wity wail 1o take the next step in your career? Now's the ime. Join us al ne of our Posigraduate
Information Sessions in May. Click ‘more’ for details. Key UNSW Information
mora
Serk: LN Policies, Procedures and Guidelines for Comment and Approved
Click ‘more’ for detaiks and links !
more: =
services for staif
How o ish amect ary eyes?
The UNSW Schoal of Optometry and Vision Science is sseking volunteers to participate in 2 research 3
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Information Requirements more
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Dated 21 Apr 2020


https://research.unsw.edu.au/rdm-online-training
https://ssologin.unsw.edu.au/cas/login?service=https%3A%2F%2Fmy.unsw.edu.au%2Fportal%2FadfAuthentication

Step 3

1. Ensure that you have
the Manage My
Profile view

2. Click Learning &
Development tile

Jump Ta: Contacts | el saming | Sildap | Help

5 UNsw

Return to myUNSW Home

PERSONAL INFORMATION

O This website ® A1l UNSW wabsite [Searct

myUNSW

Logged in as :

» Manage My Profile

©® 0 C

PAYROLL INFORMATION HR DELECATIONS HEALTH, SAFETY & ENV.

LEARNING & DEVELOPMENT

(-

EMPLOYEE DASHBOARD WHE&S INDUCTION CASUAL PAY TIMESHEET

Step 4

1. Select Search by
Course Number

Jump To: Contacts | eLearning | Sieldap | Help

UNSW

SYDNEY

Return to myUNSW Home
< Manage My Profile

[] Request Training Enrolment
[ Training Request Status.

[ Training Summary

Learning and Development

Request Training Enrolment

Wei Chew
Before submitting an enrolment request for a course you should discuss the circumstances of your training requirement with your manager.
1. Search for the course by searching on course name, number, date, location or type, o leave search field blank to return a list of al available course sessions
If you are in multiple positions, select the position that the training is to be enrolled for.
2 Select avalable sessions and submit enrolment request (o supervisor
3. Once approved or denied by your supervisor you will receive an automated email informing you of the outcome of your request and your enrolment request status
will change to Enrolled.
Ifthe session that you have applied for is ful your name will be placed on a waitist and you will be advised accordingly if vacancies become available
More Information

Enquiries regarding training should be directed to the Unit responsible for organising the course.

GoTo

Step 5

1. Key in RDMO001 into
the blank.

2. Click Search and you
will see the SCAR
course RDMoT for
Researchers.

Return to myUNSW Home

< Manage My Profile

Training Request Status

S|

Training Summary

]

Request Training Enrolment

Learning and Development

Request Training Enrolment

Course Search

Click on the blue "i" symbol in the Course Detail column to find out more information about a course.
Select View Available Sessions to view available dates and times for the course.

course Number| RDJIVIOOT

| Search

Course 5 Course 8 2
m Sartnr Course Type  Description Detail Session Availability
RDMO01 SCAR RDMoT for Researchers i ] View Available Sessions

uest Training Enrolment




Step 6

1.

Click View Available
Sessions.

Relum to myUNSW Home

< Manage My Profile

7 Request Training Enrolment

7| Training Request Status

f1 Training Summary

Click on the blue 'i* symbol in the Course Del

Select View Available Sessions 1o vi

Learning and Development

Request Training Enrolment
Course Search

column to find out more information about a course.

v available dates and imes for the course

Course Number [RDMO01T Search

Course Course
e CourseTyps  Deseription re® _ Sassion Availability
RDMOO1 SCAR RDMoT for Researchers [i]

55t Training Enrolment

Step 7

1.

Click session 0001.

Retumn to myUNSW Home

< Manage My Profile

= Request Training Enrolment

Training Request Status

i Training Summary

Learning and Development

Request Training Enrolment
View Available Sessions

RDMO001 RDMoeT for Researchers

The available Sessions for the course you selected ars [isted below,

Before selecting 2 Session consider the number of people already on the waitist. If
the session is filed to capacity you may still register for the course: upon approval you
will be notified by email as to whether you have gained admission to the course or
placed on the waftist

Ifyou have been placed on 3 Waillist, you vill be nofified by email wheniif a place in
the session becomes available. If a place does not become available and the course
date passes, you should consider registering for a different session if you still want o
attend that course.

To enrol in a session select the session number.

Session Start Date Location Duration (Hours)

Cnline Course 10

Retum to Course Seart

Step 8

1.

Click Continue.

Retum to myUNSW Home

< Manage My Profile

" Request Tre

ing Enrolment

Training Request Status

5= Training Summary

Learning and Development

Request Training Enrolment
Session Detail

Wei Che
Revien

he information below and indicate if you would like fo be placed on the waiting list if the course is full.

If you are enralling in an online course. please note that the date range for the courss is the date range that the course contentis

available for There is na waltist for oniine courses

To submit an enrolment request to your nominated supervisor, click on the Continue button.
Course RDMoT for Researchers Session 0001

Start Date 11/07/2019 Duration (Hours) 1.0

Location Online Course

Hone
Date Session Start Date Session End Date Training Faciiity Name.
Thursday /072019 110712029 Online Course

¥ _If this session is full, place me on the wailing list

Continue

tum to Course Searcl




Step 9
UN

SYDNEY

1. As this is an online
course, you will not
need your

Retum to myUNSW Home

i d g € Manage My Proflle Learning and Development
supervisor S/manager S
approval. %7 Request Training Enrolment Submit Request
7 Training Request Status Enter any comments ragarding your request and submit your rquest

2. Scroll to bottom of

&7 Training Summary

page s Cl |Ck s u bm it_ Selecting Submit will generate an email to your nominated supervisor, asking them to Approve or Deny the

registration

Please note that if you are enrolling in an onling course you will be enrollad dirsctly without supsrvisor approval and
an email confirmation with further details regarding the course and how you access it

ffied by email when your nominated supervisor has reviewed your fraining registration informing you if
or denied and if you have been direclly enralled into the course of have been placed on the

waitlist

Course RDMO01  RDMaT for Researchers

Session 0001
Course Start Date 11/07/2019
m Duration (Hours) 1.0

Location Online Course

Employee ID 3421456

Comments =

&

Reguest Training Enrolment

Step 10 - ' ~

Sump. Te: Contacts | el earming | Shebiap | Help O s website ® a1l UNSW website
1. On Submit
Confirmation page
click OK

Return to myUNSW Home Loggad inas :

< Manage My Profile Learning and Development

_ B New Window % Help (] hi
[ Request Training Enrolment Request Training Enrolment

Submit Confirmation

T Training Request Status

¥ The Submit was successiul

&1
@

fi] Training Summary




Final Step

: . & UNsw T
1. You will receive an =
email with instruction on You recurenty sing st ccesf g ]
how to access the course.
2. You Wl” be able to Navigation This course is currently unavailable to students
access the course within v Home
24 hours.

3. Following the email
instructions will lead you to
this Moodle page.

4. Click Log in in the top _ o , .

nght and enter User |D 2 UM%W UNSW staff and students experiencing difficulties using Moodle? Contact External TELT Support for assistance.
== mail: externalteltsupport@unsw.edu.au

(e.9. 1234567) & s

External: 9385 3331

Password. International +61 2 935 3331

Academic Integrity ~ Privacy = Content & Social Media Disclaimer ~ Copyright & Disclaimer | Accessibility  Site Map

You are currently using guest access (Log in)

Page last updated Thursday 26 March 2020

5. For |SSUGS aCCGSSlng UNSW CRICOS Provider Code 00098G, ABN 57 195 873 179 | Sydney, NSW.2052, Australia
Moodle, click here.


https://student.unsw.edu.au/moodle-system-requirements
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