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General Issues
What help facilities are available to assist in the collection and inputting of data into the RAE2008 software? 
The RAE Support Team at Bradford has also produced documentation to assist University of Bradford Users, please see the following links:

Codes of Practice http://www.brad.ac.uk/rkts/includes/content/RAECodeofPractice211106.pdf  

RAE2008 Software User Guide : http://www.brad.ac.uk/rkts/includes/content/rae/SoftwareUserGuide.pdf 
The RAE team at HEFCE has also provided a number of resources to assist users in inputting data into the software, specifically you may find the following links useful.  


RAE 2008 Data Collection Release Guide http://www.rae.ac.uk/datacoll/ReleaseGuide.pdf

RAE 2008 Date Collection User Guide  https://submissions.rae.ac.uk/help/

RAE 03/2005 Guidance on Submissions http://www.rae.ac.uk/pubs/2005/03/ 

RAE 2008 FAQ (guidance on data requirements and policy matters only)  http://www.rae.ac.uk/faq/
In addition there is also an online help manual available which can be accessed by clicking on the HELP button on the left had side of the screen or the ? icons next to each field.   
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Why does the system periodically log me out? 
This is a security feature, if there has been no activity in the RAE software system for 30 minutes it will automatically log you out.  On revisiting the software you will be prompted to supply your user name and password again. 
Often while I am inputting information into the RAE software, the screen suddenly freezes, I am not able to click on any functions or fields and the system informs me the record that I have been working on has been locked  by me.  Why is this? 
This is most likely caused by use of the web browser Back or Forward button.  You must not use these buttons unless explicitly instructed to do so in the RAE2008 Software User Guide.   In order to assist you in this you may find temporarily hiding these icons helpful.  This can be done very easily.  
· Position you cursor on the tool bar at the top of the screen anywhere on the grey toolbar area

· Right click once and select to untick the STANDARD TOOL BAR.   
· To bring them into view again repeat these steps to select the STANDARD TOOLBAR.  
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How do I input a date correctly?
Please use the following format: 01/01/2001, the system will not recognise any other format as a valid date.
RA5c will always request that I save irrespective of whether there have been any changes to the record. Should I always click SAVE? 

Yes, always click to SAVE the record. 
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Is there an auto save function for text fields in forms RA1, RA2 and RA5a,b, and c 

 No, you must remember to save  frequently using the SAVE button within each form.
Will the data collection system need to be populated in a certain order? 
There are only a few dependencies you need to be aware of. These are as follows: 
· Research Group: Research Group Referral / RA4* 

· Research Group: RA1 / RA2 

· RA1: RA1 Cross-Referral 

· RA1:  RA5b / RA5c 

In each case the form before the colon needs to be completed before the ones after. Those after the colon need not be completed in any particular order in relation to each other. 

* This case only applies to units of assessment which require RA4 by research group. 
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Do I have to input all the staff details before I can input any output (RA2) information?
The order in which you enter RA1 and RA2 details does not matter. The RAE software allows you to input all staff details first or all research output details first, or input staff members and their output at the same time.  The HESA STAFF IDENTIFIER and STAFF REFERENCE CODES facilitate the easy identification of RA1 Staff records and the OUTPUT IDENTIFIER field in RA2 allows the easy identification of research output records.  
What if I have input the details of a staff member and his/her research outputs but it has now been decided that they will not be submitted to the RAE, can I get rid of their record? 

Yes you can, there is a DELETE function within each form which will allow you to individually delete staff records and research outputs before submission.  These functions can be found next to each staff or research output record when you select the relevant form.   Under no circumstances must the DELETE ALL button be used.  
On some forms, particularly RA2 OTHER DETAILS field, I need to insert special characters such as scientific symbols or foreign characters from other alphabets.  How do I do this? 
Assuming you are using Microsoft Windows there are two ways to do this: 

· Use the Character Map, which is in the Windows Accessories menu. Set the font to Arial Unicode MS. Select and copy the individual characters into the RAE 2008 data collection system as you need them. 

· Alternatively if you initially want to edit your text in Microsoft Word, access the INSERT menu, followed by the SYMBOL option. Then set the font to ARIAL UNICODE MS. Select and insert the individual characters in the appropriate position in the text. When you have finished the text entry use the EDIT menu to copy the text. In the RAE 2008 data collection system use the browser’s EDIT menu to PASTE in the text. 
Please note with the Title fields in RA2, and RA5a, RA5b and RA5c adding special characters is slightly different. Please see the EditLive section. 
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When I press the Enter key while I am in the RAE software, the browser logs me out (as if I have pressed the LOG OUT button) and all ‘data not saved’ protocols are enforced.   What should I do to prevent this from happening?
Unfortunately the only way to prevent this is not to press the ENTER key.  Always use the data collection system’s SAVE button as you go along. 
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If I press the Download file button in EXPORT, PRINT and VALIDATE functions, and then follow the link for the file, the file appears directly in the same browser window. In these cases, closing the file will close the RAE 2008 data collection system.   How can prevent this from happening as not being able to press the Back button, means I have to close the window and  log back in again?
If the file has definitely substituted for the RAE 2008 data collection system in the same browser window, use the Back button on your browser to return to the RAE 2008 data collection system. Otherwise, do not use the Back or Forward button on your web browser unless explicitly instructed to do so in the Software User Guide. 
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After viewing a PDF file from the EXPORT, PRINT and VALIDATE  function for a prolonged period, and then using the Back button on your web browser as instructed on such occasions by the User Guide, the browser may produce a message: ‘Warning: page has expired’ or similar.  What do I do if this happens? 
Click on the Refresh button on your browser. 
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Does an export take less time than print? 
Yes. This may be a better route for printing out data if you do not want it in PDF format. 
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Printing RA0 for a selected submission gives me all  RA0 records for my institution,  Is this correct? 
This is correct. Printing RA0 will print all your institutions RA0 records. 
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The Export function inserts an extra row of dummy data for RA1 and RA2 in Microsoft Excel files. 
This is caused by the import process, please Ignore this row, or delete it as you would a row in any other Excel file
The on-line help does not always go to the correct position in the help documentation 
On some fields when you click  to obtain online help  for a specific field in the RAE 2008 software the link may not take you to appropriate section.   It may instead take you to the start of a help section e.g. The beginning of the chapter relating to data entry into RA1.   If this is the case then just scroll down until you reach the appropriate section in the online help.
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If you import a file and then re-import to the same RA form, do all the new data overwrite? 

On import, empty field values in the same record do not replace previously imported data. However If you need to import null values into the database to over-write existing values, enter the following values: 
• 0 for numeric fields 

• a space for character or string fields 

• 1/1/1900 for date fields 

EditLive

What is EditLive? 
EditLive is a basic word-processor interface that can be used to enter information into certain fields with web based software such as RAE2008.  You can use EditLive to mark up specific text fields on WYSIWYG (‘what you see is what you get’) principles. You can represent special characters such as mathematical and scientific symbols as well as characters not in the Roman alphabet and insert simple tables.  Although other basic formatting options such as bold and italics are available, it is not intended as a tool for cosmetic improvements. Diagrams are specifically excluded for policy reasons.
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What are the benefits of using EditLive? 
The following basic features are supported 
· copy, cut and paste 


· basic formatting such as bold, italic and underline 

· tables and lists 

· scientific and mathematical symbols 

· foreign language characters (Unicode). 

There are some compatibility issues regarding EditLive and word processing packages such as Word.  The RAE Team at HEFCE are aware of this but as yet cannot give us a reason why errors are generated and formatting (such as bold, italic, underline) lost when users cut and paste into EditLive from word processors such as Microsoft  Word .  
To avoid this try to try to import the text using an RTF file or alternatively manually enter the data and use the basic formatting options available in EditLive 
Please note also that any scrolling facilities on your keyboard (for example, Page Up/Down) and mouse actions apply to the EditLive window when activated and not the whole form and you cannot use fractional point sizes in EditLive
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Do we need to install any special software to run EditLive for the RA2 and RA5 forms? 
Yes.  Java JRE 1.4.2 or later must be installed on your computer. 

This is available at:  http://java.sun.com/j2se/1.4.2/download.html 
Check your School’s software installation policy before installing the software. You will also need to activate this software on your browser before using it with the RAE 2008 data collection system. 

You can check whether JRE 1.4.2 is installed by initialising the PC command prompt, and entering: JAVA – version.  If it is installed, Windows will return this version number (or a later one). 
Also ensure that your system meets the recommended minimum system requirements. For more information see the manufacturer’s web-site: http://www.ephox.com/products/EditLive/requirements.html 
Please see RAE2008 Software User Guide (pages 3-4, section 8)  for step by step instructions on how to install this software.  
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Some information that I am entering in RA5 is confidential, how do I ensure that this information is not accessible by all? 

 The ‘MARK TEXT AS EXCLUDED FROM PUBLICATION’ button inserts the excluded tag into form RA5a. You can then insert any excluded text for any sensitive or future plans between the tags. 
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Some of the titles of the outputs have special symbols and characters.  How can I input these within the TITLE  field without generating errors? 
The MARK TEXT AS INCLUDING SYMBOL CHARACTERS inserts the symbol tag. You can then insert special characters, such as scientific symbols or foreign characters from other alphabets between the tags
Why do none of the functions operate while EditLive is loading?
EditLive requires time to initialise and finish loading before the system is able to allow you to use any functions or enter text in a particular form.  This is because during loading it is using the maximum amount of free memory that your computer can afford.    Giving the system time to load correctly will ensure there are no errors generated, no record lockouts or screen freezes.  
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Research Groups 
What is the Code field used for in the Research Groups screen?
The CODE field in Research Groups is used to uniquely identify a Research Group within a UoA, it is one character in length. This code is then used in RA1 and RA2.  Certain UoAs have to submit RA4 data by Research Group therefore these groups will also be available in the RA4 form.  We have recommended that each UoA should label their groups consecutively A, B, C and D.  
Please see RAE2008 Software User Guide (pages 6-7, section 10) for step by step instructions on how add Research Groups.  
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RA0 

RAE 03/2005 Guidance on Submissions (page 15, paragraph 67a) states that the data collection software will populate some of RA0 using the data in RA1. Does this mean I cannot enter data into these fields? 
Correct, these values contain totals from RA1 records held in the RAE 2008 database which will be pulled through to RA0 automatically.  
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RA1 

Do I need to specify the start and end date of a staff member’s contract if they started at the University before 2001?  

No, in this instance if a date was supplied there would be an error would be generated.  If the staff member is still in post then you must click IN POST THROUGHOUT THE PERIOD box.  There is no need to specify any dates in the START DATE or the END DATE fields.  
Are there different fields that need to be completed for each category of staff? 
Yes. There are different mandatory fields that need to be completed depending on the category a staff member has been assigned to.  Please see the RAE2008 Software User Guide (pages 8-10, section 12, point 12.8) for a detailed list of what fields need to be completed for each category of staff. 
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How do we know what to enter against the Status Changed Indicator field in RA1? 

For this, refer first to RAE 03/2005 Guidance on Submissions (page 16, paragraph 75m)  which requires that you include details of any change of status between 1 January 2001 and 31 October 2007. If there are no changes in status please leave this blank. Changes of status are: 
• From Category A to Category C within the same institution. 
• Released on unpaid leave or secondment, still on leave/secondment on the census date, and  

  contracted to return within two years. 
In RA1, can you add an existing pre-assigned research output to the list of research outputs for a different member of staff? Will this generate a warning when the research output is unassigned from the staff record it was originally assigned to?  
Yes you can add an existing pre-assigned research output to another staff member but this will not generate a warning so please take care when re-assigning research outputs. You may find it easier to re-enter the research output data manually.  
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RA2 
What kind of information will be required for Patents? 
In RA2 a TITLE and/or brief description, and the DATE OF PUBLICATION is required, as well as a PATENT REGISTRATION NUMBER in the LOCATION OF OUTPUT field.  Please refer to the RAE2008 Software User Guide (pages 13-14, section 14,  point 14.7), Annexe 1 Correct Validation Conditions (pages 3-6, section 4).   You may also find the RAE 03/2005 Guidance on Submissions (pages 19-20, paragraph 93) useful.
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Some of the research outputs I am entering are conference proceedings. We have been asked to supply the date of the conference.  Some conferences last a number of days do I input the range of dates that the conference was scheduled?

No, submitting a range of dates e.g. 26 – 31 October 2005 will generate an error in this field as it will not recognise a range of dates as a valid date.  If you know the actual date at which the output in question was presented please state this alternatively if this information is not accessible then please state the start date of the conference e.g. 26/10/2005. 
When I am inputting a Book Chapter, how do I assign both the book title and chapter title in the RA2 form? 

Put the title of the chapter in the TITLE field and the title of the book in the LOCATION OF OUTPUT field.  Please refer to the  RAE2008 Software User Guide (page 11-15, section 14) for a step by step guide to completing the RA2 form.  You may also find  the  Annexe 1 Correct Validation Conditions (pages 3, field: title, location of output) useful,  as well as  RAE 03/2005 Guidance on Submissions (page 20, paragraph 93).
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For RAE 2001 only the year of publication was required. In the RAE 03/2005 Guidance on Submissions it asks for month and year of publication.  In the UoA I am entering data for members of staff tend only to provide volume, issue (if it exists) and year. Is the month still required? 

The RAE software will collect month for all outputs other than books (authored and edited) and chapters in books.  Please refer to the Software User Guide (pages 14-15, section14, point 14.7 and 14.9), Annexe 1 RA2 Correct Validation Conditions (pages 4-5, field: publication date) and the RAE 03/2005 Guidance on Submissions (page 20, paragraph 93h).
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Many journals do not give a month, as required by the RA2 form, though sometimes they give a season. What should I do? What if there isn’t even a season? 

If the journal issue is not denoted by the month of publication, you should enter your best possible estimate of the month of publication. If it gives a season, nominate a month for each season, and keep to that standard. We suggest the following: 

• 1 = winter (beginning of year) 

• 4 = spring 

• 7 = summer 

• 10 = autumn 

• 12 = winter (end of year) 

If absolutely no information on season or month of publication is available, enter 1 as a nominal month and enter 1 for a nominal day of the month if necessary. Please note that all data are subject to audit. 
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In form RA2, what is the definition for the OUTPUT IDENTIFIER and OUTPUT Number and what information is expected in there? 
The OUTPUT IDENTIFIER is devised by the user to identify research outputs and is purely for administrative convenience. As long as it is unique, it can take any format you want. This field exists so that a research output can be added to the database before it is assigned to a staff member. We recommend that you number consecutively starting from 001, 002, 003 to differentiate between this and the output number (please see below).
The OUTPUT NUMBER is again purely for administrative convenience.  It should run sequentially for 1 to no higher than 4 (1, 2, 3, 4) for each member of staff. 
Please refer to the Software User Guide (page 12, section 14 point 14.4   and 14.5),  Annexe 1 RA2 Correct Validation Conditions (page 3, field: Output number, output identifier) and the RAE 03/2005 Guidance on Submissions (page 20, paragraph 93a).
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Where should I indicate the ‘medium of output’ and other information for non-text based research outputs? 

The type of research output, e.g. Performance, is entered in the TYPE field, the title and/or description are entered in the TITLE field, the medium is entered in the EDITORS field, and the place is entered in the LOCATION OF OUTPUT field.  Please refer to the Software User Guide (page 14, section 14 point 14.7), Annexe 1 RA2 Correct Validation Conditions (page 4, field: editors) and the RAE 03/2005 Guidance on Submissions (page 20, paragraph 93j).
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If the research output is a journal article but also available electronically, should I include details of both? 

For journal articles, a DOI is required if available. If there is also a URL, you may choose to add this but the URL will not be the way that the journal articles are accessed. For more information on DOIs see please refer to section 15 of the Software User Guide.  You may also want to refer to http://www.crossref.org.
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How do we return research outputs that are only available on-line? 

Items that are only available electronically should be treated as Internet Publications and the URL cited. This includes forthcoming journal or other articles that are available electronically before the planned publication date on publishers’ or author’s web-sites, which should be treated as Internet Publications.  Please see the RAE2008 Software User Guide (page 14, section 14 point 14.7) and RAE 03/2005 Guidance on Submissions (page 20 paragraph 93.j.iii). 
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If an individual contributed more than one item to a research output and wanted to submit them all as one related research output, how should I present this in the data collection system? If, for example, it was three chapters in a book, should I enter details three times in the pagination field or should I just refer to the other outputs in the RA2 ‘Other relevant details’ field? 

Where an output is published as a single coherent work it should be submitted as such and not subdivided for submission as two or more separate items (see paragraph 28 of the generic statement in RAE 01/2006 Panel criteria and working methods). Likewise, if outputs are single coherent works, they should not be grouped together to return more than one output as a single output. 

The UoA Co-ordinator assigned to each UoA decides whether several chapters in a book are coherent single outputs, or whether they are only coherent as a research output when assessed together. The same applies to other outputs in various parts, such as a multiple part paper. 

If you are listing a group of items in the same outlet (e.g. a dictionary or edited book) as one output, you should return these as output type T, (Other), enter the details of a lead item and give the page numbers only for the other sections of the outlet (such as dictionary entries or chapters). You should use the ‘Other relevant details’ field to give further information, such as identifying which items those page references refer to. Likewise, if the items grouped together are from different outlets, you should again return the group as output type T, Other, give details of a lead item, and use the ‘Other relevant details’ field to give full details of the remaining items. 

Please refer to RAE 03/2005 Guidance on Submissions (page 20, paragraph 94).
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What precise information about research outputs will be required e.g. will ISBNs/ISSNs be needed? 

Different research output types require different information. So, for example, ISBN/ISSN numbers are needed for books (and chapters in books) and journal articles. Please refer to the Software User Guide (page 14, section 14, point 14.7), Annexe 1 RA2 Correct Validation Conditions for Each Field (pages 3-6 section 4) and the RAE 03/2005 Guidance on Submissions (page 20, paragraph 93-104).
Paragraphs 94 to 96 of RAE 03/2005 Guidance on Submissions explain that an additional textual piece and an electronic version of the research output may be required. 
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We are trying to enter research outputs into RA2, why can I not see the ‘Assign research output’ button as shown in the User Guide? 
The system cannot link a research output to a member of staff until it has been saved to the RAE 2008 database. Therefore, you need to enter the minimum of data into the form (at least ‘Output identifier’) and save. The button to link the research output to a staff member will then appear. 
Does the system recognise the 13 digit ISBN format? 

Yes, it recognises both the old 10 digit and the new 13 digit formats. 
What ISSN should be used for a journal article? 

This depends on the media and publication date of the journal article. 

• If the journal article is only available in print and does not have a DOI, it should only have a print ISSN, and you should submit the print ISSN. 

• If the journal article is only available on-line it should be returned as an Internet Publication, and no ISSN is required. 

• If the journal article is available both on-line and in print, it may have two ISSNs: a print ISSN and an electronic ISSN. The ISSN that relates to the version of the research output being submitted for assessment should be cited, considering the following: 

-  If the two ISSNs refer to the same research output, either can be cited, 
-  if you use the RAE 2008 data collection system to search for a DOI, and the research output has both a print ISSN and an electronic ISSN, the automated functions of the data collection system return the electronic ISSN ahead of the printed ISSN, 

-  If the publication dates for the print and electronic versions of the research output differ, institutions must ensure that the publication date matches the ISSN they cite. 

For those journal articles which do not have a DOI, the submitting institution will need to be able to provide a scanned PDF of the research output for assessment.  Please refer to collecting research outputs at http://www.rae.ac.uk/aboutus/policies/outputs/ 
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If a journal article has both an electronic and print ISSN with differing publication dates, which data should be returned if one of the publication dates lies outside the publication period? 
If the electronic version publication date is after 31 December 2007, but the print version meets the eligibility criteria, use the print ISSN and publication date. If the DOI is available but this incorporates the electronic publication date, provide the DOI with the print ISSN and publication dates, and note the variance in dates in the RAE 2008 data collection system. 
If the print publication date lies outside the publication period, but the electronic version meets the eligibility criteria, use the electronic ISSN and publication date, and note the variance in dates in the RAE 2008 data collection system, considering the following: 
· this version of the journal article must be the same as the printed version and therefore still a journal article, as opposed to an internet only research output, 
· this would normally only happen if journals due for print publication at the end of 2007 are put on- line in journal format for this date, but the hard copy publication is not publicly available until early 2008. 
· If the research output is available electronically on the journals’ web-site prior to publication in a different format, such as Online Early and Pre-View, the research output should be returned as an internet publication, and no ISSN is required. 
Please see RAE 03/2005 Guidance on Submissions (paragraph 93.j.iii and100). 
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Regardless of whether you enter the print ISSN OR electronic ISSN, the Query CrossRef function returns the same DOI, but always the electronic ISSN. If the publication dates for the print and electronic versions are different, if the system overwrites a print ISSN with an electronic ISSN, the date no longer matches the ISSN. What should I do? 

It doesn't matter to  the panels which (i.e. print or electronic) bibliographic data you use to generate the DOI - provided that a) the date and ISSN supplied are consistent and b) the date field makes clear that the item was produced and made available within the public domain within the publication period (1 January 2001 – 31 December 2007). If there are two publication dates (one for the electronic version and one for the print version) institutions must be vigilant to ensure that the publication date tallies with the ISSN that is returned. 
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RA3a 
The XML schema seems to define Fulltime Head Count in RA3a as a decimal specified to two places. Yet the Guidance on Submissions in paragraph 105a seems to require a ‘headcount’ (presumably on the basis that they are full time so they are either a ‘whole’ valid research student or not). Should Fulltime Head Count actually be an integer? 

A full-time student headcount can only be returned fractionally if supervised fractionally across more than one unit of assessment. Please see RAE 03/2005 Guidance on Submissions, page 24, paragraph 119. 
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RA4 

Why does the research income range start with a negative value? 

The validation range starts at -£10million. It is unlikely that an institution would report a negative value in this range in any particular UOA and year. However, negative values could be reported against particular sources in particular years, if, for example, a funder clawed back a grant; or an estimation of the income in one year led to an adjustment in subsequent years, for example because a grant or contract was rescheduled over a longer period than the original award. 
Can we do our RA4 submission by research group? 
Yes – for certain units of assessment only. Generally there will be one RA4 form per submission (ordinary, multiple or part of a joint), but for the UoAs listed below there will need to be an RA4 for each research group in the submission (ordinary, multiple or joint): 

· C13 - Pharmacy 

· G24 - Electrical and Electronic Engineering 

· G25 - General Engineering and Mineral & Mining Engineering 

· G27 - Civil Engineering 

· I36 - Business and Management Studies 
The data collection system produces a page that sums the RA4 values for each research group.
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