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CHAPTER 1 Introduction

What is REF2021?
The Research Excellence Framework (REF) is the system for assessing the quality of research in UK
Higher Education Institutions (HEIs). The first REF exercise was carried out in 2014 (under the name
'REF2014'), and the next exercise, hereafter referred to as 'REF2021', will be conducted in 2021.
REF2021 will be undertaken by the four UK higher education funding bodies: Research England, the
Scottish Funding Council (SFC), the Higher Education Funding Council for Wales (HEFCW), and the
Department for the Economy, Northern Ireland (DfE).
The funding bodies' shared policy aim for research assessment is to secure the continuation of a
world-class dynamic and responsive research base across the full academic spectrum of UK higher
education.
The process of expert review for REF2021 will be carried out by sub-panels, with one sub-panel for
each of 34 subject-based Units Of Assessment (UOAs). Sub-panel assessments will be carried out
under the guidance of four main panels - UOAs 1-6 under Panel A (Health and related disciplines),
UOAa 7-12 under Panel B (Physical sciences), UOAa 13-24 under Panel C (Social sciences), and UOAs 2534 under Panel D (Humanities and Arts):

For each submission, three distinct elements are assessed: the quality of Outputs (for example,
publications, performances, and exhibitions), their Impact beyond academia, and the Environment
that supports research. The weighting of the elements is 60% Outputs, 25% Impact, and 15%
Environment.
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The REF forms that enable the submission data to be entered for each of the UOAs selected for
submission are listed in the following table. The forms in this table will be referred to throughout this
guide.
REF forms that make up a submission
Section

Form

Title

1 Staff details

REF1a

Information on those staff in post on the census date
(31 July 2020) who have significant responsibility for
research. These are referred to as 'Category A' staff.

REF1b

Information about former staff to whom submitted
research outputs are attributed.

2 Outputs

REF2

Details of assessable outputs that the submitted UOA
has produced during the publication period (1 January
2014 to 31 December 2020).1

3 Impact

REF3

Case studies describing specific examples of impacts
achieved during the assessment period (1 August 2013
to 31 July 2020).2

4 Environment data

REF4a

Data related to research doctoral degrees awarded
during the period 1 August 2013 to 31 July 2020.

REF4b

Data related to research income for the period 1
August 2013 to 31 July 2020.

REF4c

Data related to research income-in-kind for the period
1 August 2013 to 31 July 2020.

REF5a

HEI-level environment statement related to the period
1 August 2013 to 31 July 2020.

REF5b

Completed template describing the submitted unit’s
research and impact environment, drawing on
quantitative indicators as appropriate, and relating to
the period 1 August 2013 to 31 July 2020.

REF6a

Each Category A member of staff submitted in REF1a
must be associated, by default, with a minimum of
one output in the submission. However, where an
individual’s circumstances have had an exceptional
effect on their ability to work productively throughout
the assessment period (1 January 2014 to 31 July 2020),
form REF6a can be used to submit a request that this

5 Environment

6 Staff
circumstances

1 The total number of outputs must equal 2.5 times the summed Full-Time Equivalent (FTE) of the

UOA’s submitted staff, less any requests due to staff circumstances given in REF6a and REF6b.
Rounding to the nearest whole number, with values ending in .5 being rounded up, will be applied to
give a whole number of outputs for submission.
2 These should be underpinned by 'excellent' research during the period 1 January 2000 to 31
December 2020.
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Section

Form

Title
'minimum of one' requirement be removed. For
further information, please refer to paragraphs 178 to
183 of the Guidance on submissions (2019/01).
For notes on the circumstances for both
REF6a and REF6b, please refer to Annex L of
the Guidance on submissions (2019/01).

REF6b

Where multiple circumstances have affected individual
staff, you can use this form to request a reduction of
up to 1.5 outputs per staff member at UOA level.
For further information, please refer to
paragraphs 184 to 191 of the Guidance on

submissions (2019/01). 1

This guide explains how to use the submission system, in order to set up the submissions (whether
individual, multiple or joint) that are relevant to your particular Higher Education Institution (HEI),
enter the submission data, and then submit the data for assessment.

1 This reduction will be in addition to the requests submitted in REF6a. The combined total across

both REF6a and REF6b will set out the UOA’s requested reduction in outputs, which can be anything
between 0.5 and 2.5.
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Support
Key REF guidance documents
The key REF guidance documents referred to in the help are as listed below. They can all be found
under http://www.ref.ac.uk/guidance/key-documents/.
l

Guidance on submissions (REF 2019/01)

l

Panel criteria and working methods (REF 2019/02)

l

Guidance on codes of practice (REF 2019/03)
Supplementary guidance documents are given at
http://www.ref.ac.uk/guidance/additional-guidance/.

Frequently asked questions
A list of frequently asked questions relating to the REF2021 submission system is available under
'Submission system' on the REF website.

Known issues
Any known issues with the REF2021 submission system will also appear under 'Submission system'
on the REF website. These may affect the associated help topics.

Help desk
To contact user support, you can either email usersupport@ref.ac.uk or call the user support help
desk on 0117 905 7630. The help desk operates from Monday to Friday between the hours of 9.30am
and 5.00pm.
If you have policy-related questions regarding your submissions, please contact
info@ref.ac.uk.
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Overview of the submission system
Main tasks
The main steps required are as follows:
1. Creation of submissions (refer to Submission management). This task needs to be performed by
a system administrator.
2. Creation of user accounts (refer to User administration) and their association with the relevant
permissions. This task needs to be performed by a system administrator.
3. Entry of the submission data into the REF forms by the relevant users (refer to Introduction to
Data Entry).
4. Submission of the data (refer to Submission process).
User accounts, submissions and submission data can also be created using the Import
feature (refer to Import).

Other features
The following features are also available:
l

News items: Configure notices to be displayed on the Homepage.

l

Import: Import (see the above note).

l

Export: Export submission data (refer to Export).

l

Output matching: Citation count retrieval from the external matching service. Refer to Invoking
the external matching service to generate citation counts).

l

Validate: Generate a validation report (refer to Validation report).

l

Reports: Generate reports on submission data (refer to Data reports).
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New user login
If you have previously logged into the REF2021 submission system, then ignore this section and go
straight to Existing user login.
Alternatively, if you have just been sent an email confirming that you have been set up as a user on
the REF2021 submission system, and you have not previously logged in, then follow the instructions
in the email, which are as follows:
1. Go to the REF2021 submission system and click the Login button.
2. The Microsoft sign-in page is displayed as a pop-out window.
If this window is not immediately visible, it may be hidden behind other windows.
3. Go straight to the bottom of the page, without filling in any fields, and click Can't access your
account?:

4. The following screen is displayed:

5. Enter your email address in the User ID field, followed by the captcha characters, and click
Next.
6. Confirm that Email is your preferred means of receiving the verification code.
7. Enter the verification code that is emailed to you, and click Next.
If you do not immediately see the email, check your spam/junk folder.
8. Enter your password, confirm it, and then click Finish.
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The password must be between 8 and 16 characters, in a combination of uppercase and
lowercase letters, and symbols. It cannot contain your username.
9. If the process is successful, you will be sent a Password reset notification email, and the
Microsoft sign-in window will invite you to click a link so that you can sign in with your new
password via the original pop-out window.
10. You will see the parts of the submission system to which your user ID has access.
Most browsers have settings that allow them to remember the passwords to visited
websites. You should adjust these settings according to preference.
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Existing user login
If you have previously logged into the REF2021 submission system, or if you have just set up a
password via the Microsoft sign-in page in accordance with New user login, then proceed as follows:
1. Go to the REF2021 submission system and click the Login button.
2. The Microsoft sign-in page is displayed as a pop-out window.
If this window is not immediately visible, it may be hidden behind other windows.
3. If your account is already displayed in the pop-out window, simply click on it and use your
password to sign in. If you do not see your account, click Use another account and then enter
both your email address and password.
4. You will see the parts of the submission system to which your user ID has access.
If you are having trouble accessing your account, or if you have lost your password, click Use
another account and, at the bottom of the subsequent page, click Can't access your
account?. Then proceed from "The following screen is displayed:" in the previous topic.
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Homepage
Following a successful login, or when you click the Home icon when already logged in, the homepage
is displayed. This shows news items that have been published both by authorised users at your HEI,
and by the REF team (in which case, the particular news items are seen by all HEIs).
The Urgent items are displayed at the top, followed by the remainder of the items in order of
publication date, with the most recently published ones first.
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Logging out
To log out of your current session of the submission system, click Logout in the top right hand corner
of any page. You are logged out of your session of the REF submission system and the Login page is
redisplayed.
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Navigating the submission system
There is a menu bar across the top of each page that provides access to groups of related options
(Data entry, Administration, and so on). This bar is 'sticky' in that it continues to appear whenever
you scroll down the page.
There is also a 'sticky' breadcrumb trail directly below the menu bar that corresponds to the last page
that you visited. For example, the breadcrumb trail Home / Submission management / Create
submission indicates that Create submission was the last page that you opened. Clicking on any
items prior to the last item in the breadcrumb trail takes you to the associated page. For example,
clicking Submission management takes you to back up to the main Submission management page.
The system also supports standard web page navigation using the keyboard. For example, press Tab
to move the focus from one field or button to the next, Return to select a button that is in focus, the
spacebar to select and deselect a tick box, and the arrow keys to select and deselect a radio button.
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Browser notes
l

The submission system has been designed to work with a variety of browsers. It has been tested
on, and verified to work with, the latest versions of Google Chrome, Mozilla Firefox, Internet
Explorer, Microsoft Edge, Apple's Safari, and Opera. Compatibility is dependent on the
development tool used, and the REF uses Angular. A guide can be found on their website https://angular.io/guide/browser-support.
In Safari, you may need to enable tabbing through each item on a web page via the
Preferences.

l

l

In order for the submission system to function, it is essential that JavaScript is enabled within
your browser.
If you are using Microsoft's Internet Explorer or Edge, you need to ensure that the submission
system URL https://submissions.ref.ac.uk/ is saved in the Trusted sites zone. You can do this by
selecting the Windows Control Panel, followed by Internet Options, and then displaying the
Security tab:

With Trusted sites selected, click the Sites button, and add https://submissions.ref.ac.uk/ to the
list of trusted websites.
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Character and word limits
Each field has a limit on the number of characters or words allowed.
Word limits are typically displayed alongside the associated fields. Character limits are not displayed,
but are enforced in the code, such that, as you type and reach the limits, you will be informed that
you will not be able to enter further characters.
All text fields support Arial Unicode MS characters.
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Field validation rules
The majority of fields in the submission system are subject to validation rules. Validation failures
typically fall into the following categories:
l

l

l

Save error: Either some mandatory data is missing that will prevent you from saving the page or
form (refer to Mandatory fields), or the field entry does not meet the length requirements (refer
to Character and word limits).
Submit error: If a form contains data that breaks a submission validation rule, a Submit error is
displayed, listing what must be corrected in order for the data to be submitted successfully. You
do not need to fix the errors straight away: you can save a page or form that has submit errors
and fix them at a later date. This means that you can work on forms incrementally.
Warning message: If a form contains data that is unexpected, a Warning message is displayed
advising you that the data should be verified, and then modified where appropriate. Although it is
possible for submissions containing such warnings to be submitted, the individual warnings
should be addressed.
A full list of validation rules is available on the REF website.
You can use the Validate feature at any time, in order to generate periodic validation reports
(refer to Introduction to Validation reporting).

Warnings are differentiated from errors in their wording, as follows:
l

l

Warning messages use the word "should" because, although you can submit with warnings in
place, it is recommended that the data is verified.
Submit errors use the word "must" because it is mandatory that errors are rectified in order for
submission to proceed.

Mandatory fields
Those fields for which entries are required in order to save a page or form, are marked with an asterisk
(*). Other fields are optional, although it is always advisable to complete as many as possible. Any
omission of entries in mandatory fields will result in a Save error.
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Introduction to Administration
This part of the system, which allows the creation of submissions and users, and the performance of
the other system tasks detailed on the previous page, is usually only available to system
administrators.
If your role is only concerned with the input of data, then go straight to Introduction to Data Entry
or, if you are importing the data from another system, to Import.
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Submission management
The Submission management feature allows you to create and manage submissions, including
multiple and joint submissions.
For the purposes of this document, a submission comprises the submission to a sub-panel of
a complete set of data about Staff, Outputs, Impact and the Environment by an HEI. There is
a sub-panel for each of the 34 UOAs shown in What is REF2021?.
To access the feature, select Administration > Submission management. The UOAs that have been
previously selected for submission are then displayed in the Submission management table. This
table has two tabs: the Submissions tab and the Special requests tab.
In order to be able to access the Submission management feature, the Submission
management user function must be enabled in your user account (refer to Managing
individual users).

Special requests tab
Before creating any submissions via the Submissions tab, you need to make any associated special
requests, that is to say:
l

l

l

If you know that you are going to need to enter more than one submission for a Unit Of
Assessment (UOA), you should gain request approval prior to creating the UOA submission (refer
to Requests for multiple submissions1 ).
If the combined Full-Time Equivalent (FTE) of staff employed with significant responsibility for
research in the unit, is lower than five FTE, you can make a request for an exception from
submission (refer to Requests for small unit exceptions2 ).
If security clearance is needed for certain impact case studies, then you should create a single
upload for the HEI, as described in Impact case studies requiring security clearance.

1 Normally, institutions make a single submission to a single UOA. A multiple submission – which

consists of more than one submission to a UOA – can be made in exceptional circumstances and can
be created in the submission system if preapproved by the REF team. When you attempt to create a
submission for the pre-approved UOA the system will prompt you to create the multiple submission
at that point. For more information on multiple submissions, please refer to paragraphs 178 to 186 of
the Panel criteria and working methods (2019/02).
2 The other criteria are that the research focus of the staff must fall within the scope of one UOA, that
it must be clearly academically distinct from other submitting units in the institution, and that the
environment for supporting research and enabling impact of each proposed submitted unit is clearly
separate and distinct from other submitting units in the institution. When making requests for small
unit exceptions, submitting units should apply the tariffs set out in Annex L of the Guidance on
submissions (REF 2019/01). Requests must be accompanied by a supporting statement that includes
information on the context of the unit (for example, size, proportion of those with declared
circumstances), how the circumstances affected the unit’s output pool and why this was determined
to be disproportionate, and how this complies with the process set out in the institution’s code of
practice.
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For general information on impact case study templates, refer to REF3: Introduction to impact
case studies in this document, and to Annex G of the Guidance on submissions (2019/01).
The final deadline for the special requests outlined above is December 2019.
Such requests are made under the Special requests tab, on which you can click following the selection
of Administration > Submission management. When you first access the tab, any existing requests
for multiple submissions and exceptions to submission for small units are displayed, broken down
into the following columns:
Special requests tab
Column

Description

Name

The name of the submission (that is to say, the name of the UOA).

Request type

Indicates whether the request is for a 'Multiple submission' or 'Small unit exception'.

Request status

Indicates the current status of the request, which can be any of the following:
l

New: The request has been saved but not submitted

l

Submitted: The request has been submitted for approval.

l

Approved: The request has been approved by REF and you can make the submissions.

l

Declined: The request has been declined by REF and so you can only make a single

submission for the UOA.
Last updated

Indicates when the special request was last modified.

View/Edit

Click on this to view the request. If the request has yet to be approved, and you have the
appropriate permissions, you can also modify it.

Delete

Click this to remove the request, and all the associated data, from the database
permanently.

Requests for multiple submissions
At the top of the Special requests tab, click the Request multiple submissions button, to open the
associated page.
Proceed as follows:
1. Select the required UOA from the Unit of assessment drop-down.
2. After Reason for request, indicate whether the request is part of a joint submission (refer to
Creating a joint submission) and/or whether the request is related to the nature of the particular
UOA (for example, the UOA may be split across several departments).
In the case of UOA 26, 'Modern Languages and Linguistics', there will also be a 'Celtic
Studies' option so that you can submit different requests for different languages.
3. After Proposed multiple submissions, assign a name to each different submission that you
propose to submit. Click Add and Delete to add and remove submissions as required.
4. Enter the Justification for request (up to 300 words).
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5. If you do not want to submit the request immediately, click Save to display the request under the
Special requests tab, where it appears next to a Delete button in case you wish to remove it.
Otherwise, go to the next step.
6. Select the confirmation message at the bottom of the page to the effect that you understand that
you must have local approval in order to submit the request.
7. Click Submit Request.
8. The request is displayed under the Special requests tab, with a status of Submitted.
Once a multiple submissions request has a status of Approved, you can create the associated
submissions in accordance with Creating multiple submissions for a single UOA.
You cannot make a request for both multiple submissions and a small unit exception for the
same UOA.

Requests for small unit exceptions
At the top of the Special requests tab, click the Request small unit exception button, to open the
associated page.
Proceed as follows:
1. Select the required UOA from the drop-down.
2. After Previous submission, indicate whether the UOA was previously submitted in REF2014.
3. After FTE, enter the Full-Time Equivalent for the UOA (which must be less than 5.00).
4. Enter the current Head count.
5. For each staff member included in the Head count, enter a valid HESA staff identifier (or a nonHESA staff identifier if your HEI does not use HESA identifiers). Use the Add button to keep adding
new identifier fields.
6. Enter the Justification for request (up to 300 words).
7. If you do not want to submit the request immediately, click Save to display the request under the
Special requests tab, where it appears next to a Delete button in case you wish to remove it.
Otherwise, go to the next step.
8. Select the confirmation message at the bottom of the page to the effect that you understand that
you must have local approval in order to submit the request.
9. Click Submit Request.
10. The request is displayed under the Special requests tab, with a status of Submitted.
The status of the small unit request is displayed beneath the UOA on the Create submission page.
You cannot make a request for both multiple submissions and a small unit exception for the
same UOA.

Impact case studies requiring security clearance
At the top of the Special requests tab, click the button with the above title, to display the page
allowing you to upload a single file for the HEI containing outline information to support the request
(s) for security clearance.
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For each impact case study requiring security clearance (typically, one for each UOA requiring
clearance), you should complete a copy of the Word file entitled 'Request to submit impact case
studies requiring security clearance form', that was sent from REF. Each copy should include outline
supporting information of up to 300 words, and should be converted to a PDF.
If you created only one PDF, upload it as it is. If there is more than one , create a single zip file
containing all the PDFs, and then upload the zip file. Following a successful upload, the filename and
submitted date will appear at the bottom of the page.
The request for security clearance relates to Section 3: Impact (forms REF3a/b). Only one
request is allowed for each HEI.

Submissions tab
All the existing submissions (that is to say, all the UOAs that have been previously selected for
submission) are displayed under the Submissions tab when you select Administration > Submission
management. They are broken down into the following columns:
Column

Description

Locked

Indicates whether or not the associated submission is locked. Refer to Lock/Unlock .

Name

The name of the UOA selected for submission.

Submit validation
status

Indicates whether or not the individual submission passed validation when the overall
submission set was validated during the Submit process (refer to Validating a submission).

Joint submission

Indicates whether or not the submission is a joint one, and allows you to act accordingly:
l

l

l

If you see a Create link, the submission is a 'normal' one (that is to say, not joint), and
you can click on the link to convert it into a joint one (refer to Creating a joint
submission).
If you see a Configure link, the submission is already a joint one, and you can click on
the link to modify it as required.
Lead is shown for joint submissions if yours is the HEI that initiated the joint

submission. This is followed by the funding split and the method used (FTE or
Percentage).
l

Accept is shown for joint submissions if your HEI has been invited to form part of the

joint submission. Click on Accept to become a Member.
l

Member is shown for joint submissions if your HEI has been invited to form part of the

joint submission, and you have accepted the invitation.
Lock/Unlock

Available to system administrators, and other users associated with the Locks user function,
who can do the following:
l

l

Click Lock to prevent the submission from being modified by anyone. Locked by admin
appears in the Locked column.
Click Unlock to allow the submission to be modified once more.
If one or more other users are currently working on data records in a submission,
a Lock link is not displayed, but simultaneous editing is prevented, and the Locked
column displays 'Being edited by another user'. Once a submission has been
successfully validated (refer to Validating all submissions), it is locked
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Column

Description
automatically.

Delete

Click this to remove the submission, and all the associated submission data, from the
database permanently.
A Delete button is only displayed for non-joint submissions. To delete a joint
submission, you must first revert it to a normal submission (refer to Reverting a
joint submission).

Creating submissions
1. Click Create submissions at the top of the Submissions tab. The Create submissions page opens,
displaying the UOAs shown in What is REF2021?).
2. From the UOAs that are not yet checked, select one or more UOAs to be submitted.
3. Click Create at the bottom of the page. The submissions are created and a confirmation box is
displayed. Click Return to submission management to return to the Submissions tab and view
the added submissions. They are added as 'normal' submissions. However, you will note that
they each have a Create link against them should you wish to convert any of them into a joint
submission - refer to Creating a joint submission.
Once a UOA has been selected for submission, the REF forms in the Data entry part of the system can
be completed (refer to the REF forms that make up a submission.

Creating multiple submissions for a single UOA
This section assumes that the relevant UOA has been approved for the creation of multiple
submissions (refer to the Special requests tab).
Multiple submissions are not expected to be created for sub-panels in main panels A and B
(refer to What is REF2021?). For more information on multiple submissions, please refer to
paragraphs 178 to 186 of the Panel criteria and working methods (2019/02).
Click Create submissions at the top of the Submissions tab, to open the Create submissions page.
Approval of any multiple submissions is indicated by a coloured Configure button against the
particular UOA, as shown in the example below:
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Proceed as follows:
1. Click the Configure button for the required UOA, to display the pop-out window shown in the
following example:

You can opt to create a single normal submission instead by clicking Create a single
submission. This option is provided in case you no longer wish to create multiple
submissions for the UOA. You can also opt not to create any form of submission.
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2. If you wish to proceed with the multiple submissions, leave the default Create multiple
submissions option selected, select those of the individual submissions that you wish to create,
and click Save. The selected, individual submissions are then shown under the Configure button,
for example:

3. Click Create at the bottom of the page. If you opted to Create multiple submissions, the
individual multiple submissions are created, and a confirmation box is displayed. Click Return to
submission management to return to the Submissions tab and view the added submissions.
The number of the UOA is followed by letters of the alphabet, for example, 26A, 26B and 26C to
differentiate between the different Modern Languages.

They each have a Create link against them should you wish to convert any of them into a
joint submission - refer to Creating a joint submission.
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Creating a joint submission
HEIs that undertake research collaboratively may submit a joint submission to the REF that fully
illustrates the combined research activity.
A joint submission is different from a multiple submission entered via the Special requests
tab. A multiple submission may be allowed when the research activities within a single UOA at
an HEI are sufficiently different to justify it. Refer to Creating multiple submissions for a
single UOA.
One HEI creates the joint submission, and by doing so becomes the Lead HEI in terms of the
management and data security of the joint submission. It then invites other HEIs to become
members of the joint submission. When an HEI accepts an invitation it will become a Member HEI
(refer to Accepting an invitation to a joint submission).
In the case of a joint submission, the forms RG (Research Group), REF3 (refer to REF3: Introduction to
impact case studies) and REF5b (refer to REF5b: Environment template), are submitted by the Lead
HEI on behalf of all the Member HEIs involved in the joint submission. For the remainder of the forms
listed in the REF forms that make up a submission, each Member HEI involved in the joint
submission needs to validate and submit its own REF data.
For more information about joint submissions, refer to paragraphs 78 to 84 of the Guidance
on submissions (2019/01).
To create a joint submission:
1. Create a 'normal' submission as in Creating submissions.
2. Under the Submissions tab, click Create in the Joint submission column, on the row associated
with the required UOA. The Configure joint submission page opens.
3. Complete the Joint submission section as follows:
Joint submission section
Field

Description

Joint submission name

(Optional) A name for the joint submission.

Funding split method

The method through which, post assessment, funding should be allocated
to the HEIs included in the joint submission.
l

FTE : Funding to be allocated based on the number of full time

equivalent staff members included with the submission.
l

Percentage: Funding to be allocated based on a percentage (to be

specified) for each HEI participating in the joint submission. Select
Publish split if the allocation is to be published.

4. In the Member HEIs section, your HEI is shown as the Lead HEI. Click Add at the bottom of the
panel to display a blank field in which you can add a Member HEI. In this blank field, enter the first
few letters of one of the names of the HEI that is to be configured as an HEI (for example, 'exe' to
select 'University of Exeter').
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Try and enter a string that will return a unique match or narrow list of matches otherwise, you will have a selection of names. For example, 'aber' returns 'Aberystwyth
University', 'University of Aberdeen' and 'University of Abertay Dundee'.
Multiple words in the search text are considered as a single string, which must appear in
the title of the HEI exactly to return any matches. For example, the search text 'royal
music' will not find 'Royal College of Music' because the system does not search for
'royal' AND 'music'.
5. Repeat the previous step as required, to add further Member HEIs.
6. If the Funding split method is Percentage, enter the % split for both the Lead and Member HEIs.
The total must equal 100%.
7. Once there are no further HEIs to add, click Save. The joint submission is created and you are
returned to the Submissions tab, where you can view the added submission. As it was your HEI
that initiated the joint submission, it has the status of Lead HEI. Invitations are automatically sent
to the other HEIs added to the joint submission.

Configuring a joint submission
To modify a joint submission that you have created, open the Submissions tab and click Configure
on the row of the relevant submission. The Configure Joint submission page opens. Modify the fields
in accordance with Creating a joint submission.
If you are the Lead HEI, you can remove an HEI from the joint submission by clicking Delete on the
relevant row.
The Delete option is only available if the HEI has an invitation that is Awaiting response.
By default, no other HEIs can access your REF forms. To allow such access by the other HEIs in the
joint submission, click Set permissions at the top of the page. The Joint submission access
permissions page opens. Click Edit to modify the access permission for each form as required, and
then click Update.
Forms REF3 and REF5b are managed for joint submissions by the Lead institution, and
Member institutions have no access to these forms. Form RG (Research Group) is also
managed by the Lead institution but Member institutions have Read only access to this
form.
The new permissions are now saved with the joint submission. The same permissions apply to all the
other HEIs in your joint submission.
Once you have completed all your modifications for the joint submission, click Save. You are returned
to the Submissions tab, where you can view the modified submission.

Accepting an invitation to a joint submission
When another HEI creates a joint submission, as the Lead HEI, and invites your HEI to form part of the
joint submission, your HEI, together with all the other invited HEIs, must accept the invitations to the
joint submission in order to participate in it as Member HEIs.
To accept an invitation to a joint submission:
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1. Open the Submissions tab.
2. There is a new row in the table for the invitation to the joint submission. The cell in the Joint
submission column reads Member FTE – Accept. Click Accept to become a Member of the joint
submission, and then confirm when prompted.
The acceptance will fail in either of the following two cases:
l

l

You have already entered data into any of the RG (Research Group), REF3 or REF5 forms, for a
submission to the same UOA (in which case, the data must be cleared before you can accept
the invitation).
You have already created a submission to the same UOA which is part of a different joint
submission (in which case, you need to leave this joint submission before you can accept this
invitation).

3. If acceptance was successful, the Configure joint submission page opens, which shows the details
of the joint submission. In the list of Member HEIs, your HEI now has an entry with the Status of
Member. The HEI that initiated the joint submission process has the status of Lead.
It may be the case that your HEI has created multiple submissions for the UOA invited to
be part of a joint submission. If this is the case and the approved multiple submissions
have been created, then, when you click Accept, you will be given the option of selecting
which of the multiple submissions should form part of the joint submission. Simply select
the required multiple submission and click Accept.
The Lead HEI should have afforded you access to the relevant REF forms (other than the RG (Research
Group), REF3 or REF5 forms, which are managed by the Lead HEI). In addition, other HEIs within the
joint submission may have granted you access to the available REF forms in their particular part of the
submission. Refer to Configuring a joint submission.

Leaving a joint submission
If you are a Member HEI (as opposed to the Lead), you can leave the joint submission following
acceptance. Proceed as follows:
1. Open the Submissions tab and click Configure on the row of the relevant submission. The
Configure joint submission page opens.
2. In the Member HEIs table, click Leave on the relevant row. This creates a new, sole (that is to say,
non-joint) submission for your HEI, and moves any data that your HEI had entered as part of the
joint submission, into this new submission.
In addition, the invitation to join the joint submission is reinstated (so there are two entries with
the same name in the Submissions tab: one is the reinstated invitation; the other is the new sole
submission). The invitation can be removed by the Lead HEI from their end.
If you were now to re-accept the invitation to join the joint submission, your existing normal
submission and its data would become part of the joint submission, and you would see only
a single row in the Submissions tab for the joint submission.
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Locking a joint submission
The Lead HEI can lock any joint submission in the Submissions tab - refer to Lock/Unlock. This means
that all the forms in the joint submission are locked and cannot be modified, including the shared
forms (that is to say the forms RG (Research Group), REF3 and REF5b, that are all managed by the
Lead HEI).
If a Member HEI locks a joint submission, only the forms that are not shared are locked. The lock does
not affect any Member HEI other than the one that placed the lock.

Reverting a joint submission
If you are the Lead institution, you can revert the joint submission to a normal submission, once all
the Member institutions have left.
If you are a Member institution, refer to Leaving a joint submission.
To revert a joint submission to a normal submission:
1. Open the Submissions tab and click Configure on the row of the relevant submission. The
Configure Joint submission page opens.
2. Remove all the Member institutions from the Member institutions table, by clicking Delete
against each one.
You can only remove an institution when that institution's invitation is in the Awaiting
response state – that is to say, the HEI either has not responded or has left the joint
submission.
3. Click the Revert to normal submission button that now appears next to the Lead institution.
4. You are returned to the Submissions tab, where you can see that the submission now has Create
against it in the Joint submission column, indicating that it has returned to its normal state.

Clearing submission data
The Clear submission data feature allows you to remove from selected submissions all the forms
related to a particular REF section. For example, choosing to clear 'Research outputs (REF2)' will delete
all the REF2 forms from the selected submissions.
In order to be able to clear the data from the REF forms in a submission, a user needs to be
associated with both the Submission management and Delete user functions (refer to
Managing individual users).
The submission data cannot be recovered once it has been cleared.
Proceed as follows:
1. Open the Submissions tab and click Clear submission data to open the associated page. Select
the submissions from which you would like to clear data, and click Next.
2. Select which sections of the selected submissions you would like to clear and click Next.
For all the REF sections, refer to Introduction to Data Entry. The data for each subsection within a section will need to be removed independently, and so, for example, to
remove staff details completely, you will need to opt to remove both REF1a and REF1b.
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3. Click Finish. The selected sections are removed from the selected submissions.
If a record within any of the submission sections selected is currently locked, then none of
the records within that section will be cleared. For example, if another user is currently
viewing or modifying a REF2 form, no REF2 forms can be cleared from that submission.

Deleting a non-joint submission
To delete a submission, open the Submissions tab and click the Delete icon on the far right of the row
of the submission to be removed.
The icon will not be available for any joint submissions. If you wish to remove one of these,
you will first need to revert it to a normal submission (refer to Deleting a non-joint
submission).
Deleting a submission will also remove all the data associated with it.
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User administration
A system administrator is required to create and modify the user accounts for the REF2021
submission system, including any further administrative accounts that may be required.
It is advisable to create more than one administrative user for your HEI so that, if one of
them is unavailable, another one can take over the required administrative functions. You do
this by creating a user with an Account type of Administrator (refer to Creating users).
You should ensure that the required submissions have been created (refer to Creating
submissions) before you create any non-administrative user accounts, as permissions for
the different users will be set in relation to these.
A user is not the same thing as a staff member included in a submission. (You include staff members
in a submission in the Data entry part of the system.)
To access the User administration page, select Administration > User administration. The table on
this page lists all the user accounts currently created for your HEI.
If there is a long list of users, and you wish to search for a particular one, enter a search
string, consisting of part of the user's Name or Email, into the Search field shown above.
A user record is in three parts:
l

l

l

User details: General user details such as name, email address, restriction and account expiry
date (these are displayed in the User administration table below).
User functions: These enable access to specific parts of the system. These do not apply to system
administrators, who have access to all functions.
Permissions: These enable access to the Research Groups, and those of the REF forms listed in
the REF forms that make up a submission, that are applicable to that user for each selected
submission. These do not apply to system administrators, as they have access to everything by
default.
To set up permissions for a variety of standard users, refer to Managing user
permissions. To set up permissions for a single standard user, refer to Managing
individual users.

The accounts are broken down into the following columns:
User administration table
Column

Description

Locked

Indicates whether or not the associated user account is currently locked.

Name

The name of the account.
The account type can be any of the following:
l

Administrator: Has full access to the system.

l

Standard user: The level of access depends on the user functions and permissions set in

the user account.
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Column

Description
Automated: Can only log in via the web service, for which an API key is required. The

l

level of access depends on the user functions and permissions set in the user account.
System administrator accounts have the type of account '(Administrator)' appended to the
names. Standard user accounts do not have anything appended. Automated user accounts
have '(Automated)' appended to the names.
Email

The email address associated with the account.

Account expires

The date following which the account will no longer be valid.

Last login

The time and date on which the user last logged in.

Restriction

The restriction on the user account: Read only, No access , or None (if there are no
restrictions, as is the case with a system administrator account).

Edit

Takes you to the account so that you can modify it. Refer to Managing individual users .

To create a new user, click on Create user at the top of the page, and then proceed as in Creating
users.
To create permissions for the standard users in the table, click on Manage permissions at the top of
the page, and then proceed as in Managing user permissions.

Creating users
When you click on Create user at the top of the User administration page, the Create user page is
displayed. This page invites you to make entries in the following fields:
Create user fields
Column

Description

Account type:

Select the appropriate type from the drop-down.
The account type can be any of the following:
l

Administrator: Has full access to the system.

l

Standard user: The level of access depends on the user functions and permissions set in

the user account.
l

Automated: Can only log in via the web service, for which an API key is required. The

level of access depends on the user functions and permissions set in the user account.

Email:

Enter the email address associated with the account.

Name:

Enter the name of the user.

Restriction:

Select the restriction on the user account: Read-only, No access or None (if there are no
restrictions, as is the case with a system administrator account).

Account expires:

Enter the date, in the format dd/mm/yyyy, following which the account will no longer be
valid. You can either enter the date via the keyboard or use the date picker to the right of
the field. The date cannot be in the past.
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Once you click Save, the user account is created. You then need to inform the user that an account
has been created (with their email address as the username), and refer them to New user login.
The Manage user page is displayed so that you can assign functional and HEI-level permissions to the
account. Refer to Managing individual users.

Managing user permissions
When you click on Manage permissions at the top of the User administration page, the associated
page is displayed, showing all the submissions that have been created (refer to Creating
submissions), so that you can associate them with the required users.
Proceed as follows:
1. If you wish to associate all the created submissions with the same selection of users, then click on
Select all submissions at the top of the page. Otherwise, you can click on Select all at the top of a
particular panel to select all the submissions for that panel, or, for a cross-panel selection, click on
individual submissions.
2. Once you have made your selections, click Next at the bottom of the screen, to display the grid
that allows you to set the permissions for the Research Groups and different REF tables for the
selected submissions:

As you will see, each standard user by default has Read access to the Research Groups (RGs), but
nothing else.
3. To apply permissions, click on a box next to a UOA, to display the dialog shown in the following
example:
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Select the required radio button on the left to select the type of permissions to be applied, from
those shown below:
Permission

Allows user:

None

No access, meaning that the associated forms are hidden.
This is not applicable to Research Groups.

Read

Read only access, meaning that the associated forms and
records cannot be modified, and that the Edit buttons are
hidden.

Write

Write access, meaning that the associated forms and records
can be modified. In addition, if the user has the Delete data
function associated with their record (refer to Managing
individual users ), Write access allows records to be removed.

Reduced read

Read only access to just the following staff details in forms
REF1a and REF1b (refer to REF forms that make up a submission),
and no access to any other forms:
l

Name

l

HESA staff identifier

l

Staff reference code

You can select whether the permissions are to apply across the Entire row (that is to say, they are
to apply to all the forms in the selected submissions) or down the Entire column (that is to say,
they are to apply to this particular form for all the selected submissions).
4. When you click Apply on the above dialog, the grid is updated with the selected permissions.
If you clicked on a box in the REF1a or REF1b column, and selected Reduced read in
conjunction with the Entire row, then forms REF1a and REF1b are set to Reduced read
for the UOA, but the other forms are simply set to Read.
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If you need to return to the Manager user permissions page to select further UOAs, click Back to
submission selection. Otherwise, move onto the next step.
5. In the Available users list, highlight the user(s) to which you wish to assign the selected
permissions, and click the
icon to move the user(s) across to the Selected users list.
(To move users back, click the icon with the arrows pointing in the opposite direction.)
6. Click Apply permissions at the bottom of the Apply form permissions grid, to assign the
permissions to the Selected users, replacing any existing user permissions for the selected
submissions. All other permissions currently set for the other (none selected) submissions are
retained.
7. When you click Close in the resultant confirmation box, you are returned to User administration.

Managing individual users
Whenever you create a new user (refer to Creating users), or click Edit against an existing user in the
User administration table, the Manage user permissions page is displayed. This page allows you to
not only refine the details created via Creating users and the permissions created via Managing user
permissions, but also to set the User functions to which the user has access (refer to A user record is
in three parts:).
You can also set a user's access to the HEI-level forms. However, there is currently only one
such form - REF5a, which provides details about the environmental impact of an HEI's
research as a whole (refer to REF forms that make up a submission).
The Manage user page is displayed as in the following example:
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Proceed as follows:
1. To modify the details created via Creating users, click the top Edit button and proceed as in
Create user fields. Click Save to keep your changes.
It is not possible to remove user accounts from the database as their audit trail would be
lost. However, you can prevent a user from accessing the system by either setting the
Restriction field to No access, or by setting Account expires to today's date.
2. To modify the user's access to the various functions, click the Edit button under User functions
and select the functions that you require the user to be able to carry out. These are described in
the following table.
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User function

Allows user to:

Delete data

Delete the following data records (assuming that the user has Write
access to them):
l

News

l

Submissions
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User function

Allows user to:
l

Staff details

l

Research Groups

l

Outputs

l

Impact case studies
It is not necessary for a user to be associated with the Delete
data function in order to be able to remove submission
intentions and the associated research specialisms

Import

Import any REF forms to which the user has access, and the associated
user accounts (see Import process ).

Export

Export any REF forms to which the user has access, and the associated
user accounts (see Export process ).

Output matching

Access the citation count retrieval from the external matching service.
Refer to Invoking the external matching service to generate citation counts .
Users must have Write access to REF2 in order to use this
function (refer to REF forms that make up a submission).

Bulk Crossref lookup

Perform a bulk retrieval of output details using DOIs that have previously
been entered into outputs within REF2. Refer to Retrieving bulk outputs
using REF2 DOIs .
Users must have Write access to REF2 in order to use this
function.

Submission management

l
l

Create and modify submissions (refer to Creating submissions ).
Create and configure joint submissions (refer to Creating a joint
submission and Configuring a joint submission).
In order to use the Clear feature for submissions (refer to
Clearing submission data), a user must also be associated with
the Delete data function.

News
Submission intentions

Create and modify news items (refer to News items ).
l

Create, modify and delete submission intentions.

l

Create, modify and delete the associated research specialisms.

Click Save to keep your changes.
3. To modify the user's access to the form REF5a, click the Edit button under HEI-level forms and
select None, Read or Write as required. Click Save to keep your changes.
4. To modify the user's permissions, first click the Edit button under User permissions to display the
View user permissions page. Then, if you wish to go ahead and modify the permissions, click the
Edit button and proceed as in Managing user permissions.

43

