
Guide – Individual Research Portfolio System 
Generating your first Individual Research Portfolio 

This guide is designed to help you to get started on your first Individual Research Portfolio (IRP) – 
a more detailed guide with additional functions is available within the IRP system. 

Logging on 
 
https://www.applications.unisa.edu.au/rmeweb/default.asp  
 
Enter your usual University username and password. 
 
Click Login. 
 

 
 

 
 
When you log onto the system you will see the options above. 
 
“Show My Projects” will take you to a list of your projects currently recorded by Research & 
Innovation Services. 
 
“Show My Profile” will take you to a list of your projects, students supervised, University funded 
research institute or centre membership and your stated expertise areas. 
 

 1 

https://www.applications.unisa.edu.au/rmeweb/default.asp


Developing a Portfolio 
 
To commence your individual research portfolio click on “My Individual Research Portfolios”. 
 

 
 
If you have not previously created an IRP, the screen now displayed will appear like the one below. 
To begin entry of an IRP you need to click on the link in the Actions area for “Create New 
Portfolio”. 
 

 
 
Once you have clicked on the link to Create New Portfolio, you are given the option to select the 
Assessment Period. Click on the option button for the Supported Researcher Assessment and then 
click the “Create Individual Research Portfolio” button. 
 

 
 
Once the Assessment Period is selected, a new IRP is created for you and is automatically flagged 
as a draft Individual Research Portfolio. 
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There are eight areas that must be completed before your IRP can be submitted. 
 

 

 3 



1. Individual Research Portfolio Details 
 
Click on the link “Individual Research Portfolio Details”. This will take you to the Edit Individual 
Research Portfolio Details screen. 
 
Version 
Enter the version number.  You can use version numbers to keep track of your draft IRPs. 
 
Are you an Early Career Researcher? 
The definition of an Early Career Researcher is one holding a PhD, or equivalent research 
doctorate, awarded in the previous 5 years. 
 
Contains Indigenous research? 
Tick this box if your research outputs contain Indigenous research. 
 
Comments 
Enter any comments specific to this version of your IRP. 
 
Click the “Save” button. This will take you back to your Individual Research Portfolio page.  
 

 
 
You will note that there is now a tick next to Section 1 showing that you have completed that 
section. As you complete each Section a tick will appear if you have completed that section 
correctly. 
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2. Discipline Panels 
 
Click on the link “Discipline Panels”. 
 
To add a Discipline Panel or multiple panels click on the “Add Discipline Panel” link in the Actions 
area. 
 

 
 
Tick the box(es) next to the name of the particular Discipline Panel(s) you wish to link to your IRP. 
After you have selected each Discipline Panel(s) click on the “Add Selected Panel” button. 
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You must edit the details of each panel to nominate the Subject Area of Research.  
 

 
 
Click on the “Subject Area of Research” which is blue. This indicates that the name provides a link 
to a page for editing the panel details. 
 
Panel 
Panel name (maintained centrally – cannot be edited) 
 
Subject Area of Research 
Select the Subject Area of Research applicable to this panel by clicking on the arrow to display the 
list of available subject areas. Selecting a subject area is mandatory and you will not be able to 
verify your IRP without one. Select a subject area for each panel you have added. 
 
Primary? 
By default the first Discipline Panel selected is marked as primary. If you want to nominate another 
panel as your primary panel tick this box. The primary Discipline Panel for your IRP is identified by 
the panel name shown in Bold. 
 
 

 
 
Click the “Save” button. This will take you back to the Discipline Panel page.  
 
You can change the order of preference for your panels if you wish by using the up/down arrows in 
the far left column. 
 
Click “Save Order”. 
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3. RFCD (Research Field, Course and Discipline) 
 
Click on the link “RFCD”. 
 

 
 
 
To add an RFCD click on the “Add RFCD Classification” link in the Actions area. 
 
Tick the box next to each RFCD you wish to link to your IRP then click on the “Add Selected 
Classifications” button. 
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Once you have selected your RFCDs you must nominate one to be your primary classification and 
assign percentages (percentages must add up to 100%). 
 
Click the “Save” button. 
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4. Special Circumstances 
 
If special circumstances have occurred during the Assessment Period that have impacted on your 
research output you can enter these details. 
 
Click on the link “Special Circumstances” in the Portfolio Sections screen. 
 
To add a special circumstance click on the “Add Special Circumstance” link in the Actions area. 
 

 
 
Type 
Select the type of special circumstance from the drop down list. 
 
Effect 
Select one of the options provided in the drop down list. 
 
Date From and Date To 
Enter the dates relating to this special circumstance. Note that dates cannot be outside of the 
assessment period. 
 
Reason 
Enter details to best describe the reasons why special circumstances are applicable to you and 
your IRP. 
 
Click the “Save” button. 
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You will be taken to the screen below. If you have entered more than one special circumstance you 
can change the order. 
 
Click “Save Order”. 
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5. Research Outputs 
 
Click on the link “Research Outputs” in the Portfolios Section Screen. 
 
To select your research outputs click on the “Select Publications” link in the Actions area. 
 

 
 
This page will list a summary of your research outputs. Make your selection of research outputs by 
clicking in the tick box shown next to the publication record(s) you wish to add.  
 
Only publications reported to UniSA via the annual research data collection will be displayed. If 
there are publications missing please contact Sally Carpenter (sally.carpenter@unisa.edu.au). 
 

 

 
 
 
If you select more than 4 publications the system will record the first 4 as your Nominated 
Research Outputs (NROs) and any additional as your Other Research Outputs.  
 
Once you have selected your research outputs click the “Save Selection” button. 
 

 
 
This will take you to the screen where you can rank your research outputs. 
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This screen will let you change the order of your NROs. 
 
Click “Save Order”. 
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6. Justification for Selection  
 
Click on the link “Justification for Selection” in the Portfolio Sections Screen. 
 
You must now provide justification as to why your NROs are your four best. 
 
Research Output Type 
The type of research output - this cannot be edited. 
 
Title 
The title of the publication - this cannot be edited. 
 
Number of Citations 
Enter the number of times that this research output has been cited and the source of citation 
analysis ie, 2, Web of Science (if applicable).  
 
Justification for Selection 
Enter your reasons for selecting this publication as one of your NROs. 
 
Click the “Save” button. 
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7. Peer Esteem 
 
Click on the link “Peer Esteem” In the Portfolio Sections Screen. 
 
Click on the “Select Peer Esteem Measures” link in the Actions area. 
 

 
 
Click on “Add New Peer Esteem Measures entry” from the Actions area. 
 

 
 
Category  
From the drop down list of options provided, choose the peer esteem category applicable.  

Date From  
Enter the date which applies to the peer esteem entry.  

Date To  
Enter the date which applies to the peer esteem entry.  

Organisation  
From the drop down list of organisations choose the organisation to which this peer esteem entry 
applies.  

or enter Organisation Name  
If the organisation you require is not provided in the drop down list, enter the name of the 
organisation in the field provided.  

Details  
Enter details of this peer esteem entry.  
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Click the “Save” button. 
 
You will be taken to the screen below.  
 
Click “Save Selection”. 
 

 
 
You will be taken to the screen below. If you have entered more than one peer esteem entry you 
can change the order. 
 
Click “Save Order”. 
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8. Contributions to the Research Environment 
 
Click on the link “Contributions to the Research Environment” in the Portfolio Sections Screen. 
 
Click on the “Select Contributions to the Research Environment” link in the Actions area. 
 

 
 
Click on the “Add New Contributions to the Research Environment entry” link in the Actions area. 
 

 
 
Category  
From the drop down list of options provided, choose the contributions to the research environment 
(CRE) category applicable.  

Date From  
Enter the date which applies to the CRE entry.  

Date To  
Enter the date which applies to the CRE entry.  

Organisation  
From the drop down list of organisations choose the organisation to which this CRE entry applies.  

or enter Organisation Name  
If the organisation you require is not provided in the drop down list above, enter the name of the 
organisation in the field provided.  

Details  
Enter details of this CRE entry.  
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Click the “Save” button. 

You will be taken to the screen below.  
 
Click “Save Selection”. 
 

 
You will be taken to the screen below. If you have entered more than one CRE you can change the 
order. 
 
Click “Save Order”. 
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9. Submitting your Portfolio 
 
Once you have completed all 8 sections of your portfolio and each section has a green tick you 
must submit it for Internal Discipline Panel review. 
 

 
Click on the "Submit Portfolio" link in the Actions Area. 
 

 
 
The screen below will appear. You can add any comments that you might want the Internal 
Discipline Panel to consider. Then click "Submit". 
 

 
 

 18 



Your portfolio has now been submitted for review. 

Further revisions 
 
Once your portfolio has been submitted you may retrieve it to make further amendments by 
clicking on "Revert to Draft" in the Actions area. 
 

 
 
You may find it useful to make a duplicate of your portfolio prior to submission. To do this click 
on "Duplicate" in the Actions area. You can then go ahead and submit the original version. 
 

Log out 
 
You have now completed your first draft portfolio. Click on the “Logout” button to exit. 
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