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The ARC administers the collection of research income data on behalf of Department of Education
(DE) for the Higher Education Research Data Collection (HERDC). The tool used to collect this
information is hosted on the SEER platform, owned by the ARC.

Higher Education Research Offices HERDC staff are responsible for completing the HERDC Form in
SEER and submitting to the ARC, the certified HERDC Collection Form to the ARC

This User Guide contains three sections.

= Section 1 — Purpose of the SEER University User Guide HERDC_2024
= Section 2 — Vice Chancellor Certification
= Section 3 - View form, status and comments (all users)

HERDC Supporting materials

= The higher-education-research-data-collection-frequently-asked-questions are designed to
provide information to assist HEPs to complete their annual HERDC returns.

= SEER User Guide

= Department of Education’s Higher Education Research Data Collection specifications Higher
Education Research Data Collection - Department of Education, Australian Government
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Introduction

Purpose of the 2024 HERDC University User Guide

The purpose of the Higher Education Research Data Collection (HERDC) University User Guide is to
provide a reference for Research Office HERDC staff in HEPs and auditors on how to prepare and
submit their return of the 2024 research and experimental development (R&D) income data.

You are asked to read the Department of Education’s Higher Education Research Data Collection
specifications for the collection of 2024 data prior to embarking on entering your data in the SEER
Form.

The HERDC SEER User Guide for Universities is to guide HEPs to provide the following information in
the 2024 Collection Form

e anaccurate R&D income return

e aVice-Chancellor certification statement and

e an audit report

e HERDC research income data is collected by the Australian Research Council (ARC) through
its System to Evaluate Excellence in Research (SEER) and disclosed to the Department of
Education (the department) for the annual calculation of RBGs, in accordance with the ARC's

Privacy Policy.
e The SEER - HERDC Data submission workflow.

SEER - HERDC DATA SUBMISSION WORKFLOW

For HERDE data submitted by 30 Jure and have until 30 September ta amend

e
{ Data prepared and\, Data Certified &
I\\_ uploaded /' Submitted to ARC - pe— ™

RO B - - download data

alweays
\ available
. ~

[ View and

“ ™
ST download data
submissions can be
accepted
b A

Evaluate HERDC |
returns | always

available
. J

DE

ARC updates return

ARC

e users seeking to create a new SEER account or experiencing issues in accessing current
accounts refer to the SEER User Guide - New Users — Requesting an Account
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System to Evaluate the Excellence of Research - Login

Email Address [

Password

Section 1

Completing the HERDC Form

Log into SEER using your email and password. Ensure you have the Research Office HERDC staff
member role assigned to your profile. You can check this by contacting the “HERDC Research Officer
Delegate” within your university. If you have any issues with your user account, please contact the
SEER helpdesk on (02) 6287 6789 during Canberra business hours or email arc-systems@arc.gov.au

» The SEER home page is called the Action Centre
» There are a range of options within the Action Centre
i Navigate to the Research Office Data Collection Management function
ii. Locate the Collection Reports option and
iii.  Select “Higher Education Research Data Collection for 2024 data year

iv. Click on the “Form” button next to the 2024 Collection Round

Research Office Data Collection Management« {
Collection Name Due Date Status Actions
Higher Education Research Data 30/06/2023 12:00:00 AM Draft Fom

Collection for 2000 data year

Collection Reports
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Input Part A. Contact Details

i Enter the Higher Education Provider and the contact details of the administrator
responsible for completing the form

% Australian Government

Department of Education

Higher Education Research Data Collection for
2024 data year

Part A - Contact details
Ad. Contact Details

(in case we need to clarfy or verify the information on this form, who showd we contact?)
Contact Person's Given Mame

Contact Person's Family Name

Position Title

Phone Number

Email Address

Press ‘save’ in SEER once you have completed this part of the form to ensure the entered data is
not lost.
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Input Part B. Research Income

i Enter the eligible research income for each sub-category of Categories 1, 2, 3and 4 in
accordance with the HERDC specifications and any supplementary advice issued by the
department. The form does not accept decimals places. Income for each sub-category

should therefore be rounded to the nearest dollar.

Part B - Reseach Income

B1. Category 1 - Australian Competitive Grant R&D Income

Amount
Type of Research Income
University Affiliates Total
B2. Category 2 - Other Public Sector R&D Income
Amount
Type of Research Income
University Affiliates Total
B3. Category 3 - Industry and Other R&D Income
Amount
Type of Research Income
University Affiliates Total
B4. Category 4 - Cooperative Research Centre R&D Income
Amount
Type of Research Income
University Affiliates Total

%+ Please note: Category totals are automatically calculated.

ii.  Aresponse is required to the question in Part B.5 Explanations for any negative values.
Question: If the HEP is reporting any negative values, please provide information to explain
the negative value(s). If this question is not applicable, please answer N/A.

Press ‘save’ in SEER once you have completed this part of the form to ensure the entered data is

not lost.

SEER University User Guide Higher Education Research Data Collection
6




Official

Input Part C. Audit Report

Each HEP must arrange for an audit of the Category 1, 2, 3 and 4 R&D income in their respective R&D
income return and provide the department with a Special Purpose Audit Report under the Auditing
and Assurance Standard Board’s Auditing Standard ASA800, which clearly certifies that the R&D
income recorded is correct.

In addition to ensuring that the R&D income reported by a HEP under its R&D income return is
correct, the department expects that the audit also ensures that R&D income is:

e attributed to activities that comply with the definition of R&D (section 3)
e attributed to the correct category of R&D income
e identified by transparent and explicit transactions.

The audit of HERDC returns should be conducted by an independent, external, and qualified auditor.
HEPs may choose to use the auditors that undertake the audit of their financial statements.

Press ‘save’ in SEER once you have completed this part of the form to ensure the entered data is
not lost.

Part C. Lodgement

i Enter all the details as required for the submission, undertake a quality assurance review
of the entered data, then upload the audit report.

Part C - Lodgement

C1. Basis of Return

HEFS Must nolTYy the cepanment of the a0CoaNfng bas's they FRooT FAD inoome.

This question mus be answered]

Thi HER sonfirme that the FED Inooma dats it reportad an the followang bacie:

= This item must be answared

IC2. Explanations for any change in accounting basis

ERDC submission, piesse provide inbmmetion
I S8 INCOME PESUMS for MUREEE YRRV, N IS 0

0 ChavECTars. D0 ChEFECIErS MEximm,

= This bem must be answared

C2. Date Retum Finalised

This question mus Be answered]

When wac he imtanmagion In $hic form Ainslicad? [ammiyyyy)

= This bem must be answared

C4. Audit Report @

Eachi HEF mus amange for o audl of Mz Catzgory 1, & 2 avd 4 RAD ncome I thalr respeciive RED income redum and upked Mz Specal Farpose Audt Regord under iz Audiiing
ang Azsurases Standany Sese's Audiing Standern ASAS00, wRih seady castfies matihe S0 ncome reroroad 5 comect
This question mus? be answered]
Choasa Fila | po file chosen Upioad
= This bam must be ansenred
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ii. Once the research income data and other required information is entered correctly, all

parts (A, B, C) will be coloured green. This indicates that the form is valid. Remember to
save the form.

Higher Education Research Data Collection for 2000 data year - Lodgement PDF 8 Close
3
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Action Centre Higher Education Research Data Collection for 2000 data year

A ] Contact details B ] Research Income C ] Lodgement

Press ‘save’ in SEER once you have completed this part of the form to ensure the entered data is
not lost.

Once the form has been saved. Select the PDF button to export a report of the draft
form to confirm details.

Higher Education Research Data Collection for 2000 data year - Lodgement

PDF R Save Close

Australian Government

Q | Sear
Australian Research Council
Action Centre / Higher Education Research Data Collection for 2000 data year
A ] Contact details ] ] Research Income C J Lodgement
iv. Return to action centre and select Submit to Certifier.
Research Office Data Collection Management
Collection Name Due Date Status Actions
Higher Education Research Data 30/06/2023 12:00:00 AM Draft Form | JSubmit To Certifier
Collection for 2000 data year

Collection Reports

Note: this action does not send an automatically generated email notification to the HERDC
Certifier.
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Section 2

Vice Chancellor Certification

Vice-Chancellors (or equivalent) must certify that their HEP’s R&D income return is correct and has
been compiled in accordance with the specification document. This certification is completed in
SEER. A separate certification statement is not required.

Instructions for Certifying the HERDC return form in SEER

Log into SEER using your email and password ((generic email accounts are not accepted).) Ensure you
have the HERDC Certifier role assigned to your profile. You can check this by contacting the “HERDC
Research Officer Delegate” within your university.

If you have any issues with your user account, please contact the SEER helpdesk on (02) 6287 6789
during Canberra business hours or email arc-systems@arc.gov.au.

i Navigate to the Research Office Data Collection Management function
ii. Locate the Collection Reports option and
iii.  Select “Higher Education Research Data Collection for 2024 data year

Research Office Data Collection Management « |
Collection Name Due Date Status Actions
Higher Education Research Data  30/06/2023 12:00:00 AM Submitted To Certifier Certify Desubmit

Collection for 2000 data year

Collection Reports

iv.  This will take you to the completed form to review the details. You can view the data
on the screen navigating through each part of the form or use the PDF export to
view the entire form at once.

V. If the data is ready to certify, select certify.
Research Office Data Collection Management « 1
Collection Name Due Date Status Actions
Higher Education Research Data  30/06/2023 12:00:00 AM Submitted To Certifier Form Desubmit

Collection for 2000 data year

Collection Reports

vi. If the data requires modification, return to the action centre and select de-submit.
This will return the form to a draft status and the Research Office HERDC Staff user
can then log in and make changes to the form and re-submit for certification.
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Research Office Data Collection Management « |
Collection Name Due Date Status Actions
Higher Education Research Data  30/06/2023 12:00:00 AM Submitted To Certifier Form  Certify

Collection for 2000 data year

Collection Reports

vii. A pop-up box will appear with specific certification text (similar to the sample text
below) that must be accepted. This text, along with the time and date of the
certification will appear in the downloadable PDF.

viii. Before this action can be performed the following certification must be accepted.

Certification Statement

I,m, being the Vice-Chancellor/Chief Executive Officer of University of Research hereby certify that the
research income information in this submission has been compiled in accordance with the Higher Education
Research Data Collection specifications for the collection of 2024 data issued by the Department of Education,
and that the information in the return is correct for the Higher Education Research Data Collection for 2024 data
year.

Date / Time Certified- IR 2025, 12:00:00 am

Agree to Certification Cancel

iX. Once accepted, there will be one final option to certify or cancel.

Certify Higher Education Research Data Collection for 2000 data year for
University as valid?

[ Certify } Cancel

Final submission step

X.  Once the form has been Certified by the Vice Chancellor, the Research Office HERDC
Staff user is to log into SEER and return to the Action centre and select the and
Submit to ARC action.

xi.  The Certification Statement is not viewable in SEER, to view a copy of your
universities completed PDF form including the Certification Statement, select the
PDF download option.

Note: this action does not send an automatically generated email notification to the Research
Office HERDC Staff.
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Research Office Data Collection Management = I
Collection Name Due Date Status Actions

Higher Education Research Data  30/06/2023 12:00:00 AM Certified Form

Collection for 2000 data year

Collection Reports

The formal HERDC submission process is considered complete once the ‘Certified Form’ is updated
to the workflow status of ‘Submit to ARC’ by selecting ‘Submit to ARC’ in ‘Actions’.

HERDC Certifier Role for Acting Vice Chancellors

In the event that there is an Acting Vice Chancellor during the collection round, Research Officers are
asked to email HERDC@arc.gov.au requesting the assignment of the HERDC Certifier role in SEER and
include the acting Vice Chancellor’s name and the timeframe that the person will be acting Vice

Chancellor.

Where there is a temporary interim acting arrangement, the role should be removed when the
arrangement is scheduled to end.
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Section 3

View form, status and comments (all users)

Collection Reports

To view the form and download the PDF at any time, select collection reports.
Research Office Data Collection Management«
Collection Name Due Date Status Actions

Higher Education Research Data 30/06/2023 12:00:00 AM Draft Form | Submit To Certifier
Collection for 2000 data year

Collection Reports

i Select the relevant round and phase to view your submission, its status and select form
to view the data and export the PDF.

Note: the phase will either be main or corrections. Unless the Department of Education is notified
in writing, the corrections phase will reflect a copy of the original submission.

Action Cenfre

cllection Report Collection Report Phase Search Status
figher Educ ection for 2001 v main ~ a: All Reports ~
Showing 1 of 1 collection reports.
Collection Round Collection Phase Report Status
Hegher Education Research Data Cellection for 2000 data year main Submitted To Certifier Form
Showing 1 of 1 collection reports.
ii. Any comments made by the ARC against a university submission will also appear here.
Select feedback to view the comment.
Action Centre | Collection Reports
Collection Report Collection Report Phase Search Status
Higher Education Researc v main v Round / Phase All Reports ~

Showing 1 of 1 collection reports.

Collection Round Collection Phase Report Status

Higher Education Research Data Collection for 2000 data year main Submitted To ARC Form

Showing 1 of 1 collection reports.

iii. This will allow you to view the time, date, and text in the comment. Click view for further
details.

Action Centre ' Collection Reports = Collection Comments

Modified Type Comment Actions

29/08/2022 1:24:30 PM Feedback Example comment
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iv. A pop-up box will appear with the full comment.
View Comment
Comment Example comment

Close
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