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[bookmark: _Toc176518691]Staff tools
All Staff tools can be found in the Staff intranet (login is required). This document gives a small overview of the most important tools. 
https://www.otago.ac.nz/staff
1. Getting a Staff ID card
https://www.otago.ac.nz/studentservices/otherservices/staff-id-cards
All staff can obtain a staff ID card with their staff username, regardless of whether they are permanent or fixed term, or the hours they work.
What needs to happen before you can obtain an ID card
· Your department ensures Human Resources has all the required information, such as IRD Number, date of birth and bank account details
· A Payroll number is generated
· The ID Card Office is sent the necessary data to produce your card
· Photo needs to be taken at AskOtago reception (Wellington Campus)
Picking up your ID card from the ID Card Office (Dunedin campus staff only) - Wait 48 hours. All other ID cards can be collected from the AskOtago reception desk.
2. Getting a replacement ID card
Replacement ID cards are available from the ID Card Office in the Information Services Building, Dunedin campus.
[bookmark: _Toc176518692]AskOtago Service Portal
https://ask.otago.ac.nz/

[bookmark: _Toc176518693]MyResearch
[bookmark: _Toc176518694]Adding publications to your research profile
If you manually want to add research outputs to your profile (e.g. because you changed your last name, publications may be missed due to differences in quality assurance), you need to email the publication office with a list. 
To enter additional publications and research outputs, please email or forward the required verification evidence to publications@otago.ac.nz or to the Publications Office, Research Division.

[bookmark: _Toc176518695]Staff Web Kiosk
The Staff Web Kiosk gives you an overview of your payslips, contact details, tax code and leave. Booking leave or sick days is done via the staff web kiosk and usually needs to be approved by your line manager. Please note, if you are a soft money researcher working on multiple projects using different account codes, you may need to select both jobs when booking annual leave or sick leave (e.g., 3.75 hours for each job per sick day). However, please check with your line manager.

[bookmark: _Toc176518696]Staff Training and Development
There are several different options for training and development. Most of them can be booked via the Higher Education Development Centre (HEDC), except Te Rito e-learning course, registration is here via the SharePoint: https://otagouni.sharepoint.com/sites/TeRito
https://www.otago.ac.nz/hedc
Specifically interesting for new academics: Support for new academics, contact Associate Professor Vijay Mallan for a chat on 03 479 8489 or by email at vijay.mallan@otago.ac.nz for specific information.
https://www.otago.ac.nz/hedc/staff/support
Professional development for women: https://www.otago.ac.nz/hedc/staff/women

[bookmark: _Toc176518697]Research forms
Different forms for applications can be found here. They are constantly updated to meet the guidelines. 
https://www.otago.ac.nz/research/forms/
[bookmark: _Toc176518698]ITS and Software
All software are available through the Software Centre. If you need specific software (and Otago has a licensing agreement) you can request a software through the Software Licence Order Forms.
https://www.otago.ac.nz/its/services/software/software-licence-order-forms
This can either be done for: 
A. University owned computers https://corpapp.otago.ac.nz/apex/f?p=SITE_LICENCE:ORDER_REQUEST (requires staff login)
B. Student personal devices (requires student email login)

Staff and students need to use the following process to order software:
1. Complete an ITSS software licence order form for the software that you want to purchase
2. Please ensure that you state on your order form:
· the computer operating system you will be running the software on (either Windows or Mac OS)
· a departmental account code (where required)
· a username/ID number/Computer ID (where required)
[bookmark: _Toc176518699]Research
The Costings and Consents Worksheet (CCW) is an Excel spreadsheet used to determine the costs and develop the budget for a research funding application or contract. Completed CCWs must be checked by a Research Advisor or Business Development Manager before being signed off by the applicant and HOD. Updated CCWs can be found under Research Forms.
Research Advisor, Research and Enterprise: ali.cameron@otago.ac.nz
Other useful contacts:
Research and Development Manger: michele.coleman@otago.ac.nz
Manager finance: ngaire.malcolm@otago.ac.nz
Health Sciences admin: healthsciences.admin@otago.ac.nz
[bookmark: _Toc176518700]Research Office Contact Dunedin
[bookmark: _Toc176518701]Anatomy and Physiology Eric Lord – eric.lord@otago.ac.nz
Biochemistry and Centre for International Health Lesley Brook – lesley.brook@otago.ac.nz
Bioethics Centre, Kōhatu Centre for Hauora Māori Health, Centre for Pacific Health, Pharmacovigilance Centre Chelvica Ariyanayagam – chelvica.ariyanayagam@otago.ac.nz
Faculty of Dentistry, School of Pharmacy, School of Physiotherapy and Department of Pharmacology and Toxicology Diana Rothstein – diana.rothstein@otago.ac.nz
General Practice and Rural Health, Preventive and Social Medicine, Psychological Medicine, Women’s and Children’s Health Ali Cameron – ali.cameron@otago.ac.nz
Medicine, Pathology and Surgical Sciences Edwin Meijerink – edwin,meijerink@otago.ac.nz
Research Office Contact Christchurch
MIHI, Dean’s Department, Surgery and Critical Care, Pathology and Biomedical Science, Primary Care and Clinical Stimulation Suzanne Benjes - suzanne.benjes@otago.ac.nz
Orthopaedic Surgery and Musculoskeletal Medicine, Postgraduate Nursing, Obstetrics and Gynaecology, Population Health Ian Cooke – ian.cooke@otago.ac.nz
Paediatrics, Psychological Medicine Elizabeth (EJ) Sinclair – ej.sinclair@otago.ac.nz
Medicine Kosta Tabakakis – re.research.uoc@otago.ac.nz
[bookmark: _Toc176518702]Research Office Contact Wellington
Nina Barton - nina.barton@otago.ac.nz
Christine Groves  -  beck.oshaughnessy@otago.ac.nz 
Research News
To receive the latest funding updates, join the Research and Enterprise Research News mailing list by emailing research@otago.ac.nz
3.5 Health Sciences Divisional Support for research
Health Sciences has a SharePoint site with funding and training opportunities.  You can join this site via this link:
 https://otagouni.sharepoint.com/sites/HS-ResearchSupport
[bookmark: _Toc176518703]Teaching
There are common guidelines for teaching at Otago. This guide is for all staff involved in teaching at Otago. The practical guide provides you with advice on the principles and indicators of quality teaching, how to enact the goals in the Teaching and Learning Plan, how to teach towards the Otago Graduate Profile, and sources of support available to help you with your teaching. The PDF can be found on the staff intranet.
Teaching for Health Science is via HSMoodle https://hsmoodle.otago.ac.nz
Teaching for the medical school is via MedMoodle https://medschool.otago.ac.nz/
Blackboard https://blackboard.otago.ac.nz/
Polling and surveys (see more details below)
https://ask.otago.ac.nz/knowledgebase/article/SA-000174

[bookmark: _Toc176518704]Interactive teaching tools – Vevox
Vevox is a web-based audience engagement application featuring polling, quizzes, and Q&A. Vevox can be used directly in Microsoft Teams, Zoom, or PowerPoint (latest version only). Participants can join a Vevox session from their mobile phone or computer by scanning a QR code or using the Vevox app.
https://otago.vevox.com/#/

[bookmark: _Toc176518705]Feedback tools
Otago inFORM online questionnaire
Teaching feedback can be requested using a questionnaire that will be delivered online to respondents. Student evaluation questionnaires can include up to 30 questions from the below catalogue or ones of your own design. The questionnaire will be sent to students via email and they usually have 1 week to complete it.
You can choose between a whole course or *provide us with the student emails yourself* (eg. if you are teaching only a module for a subset of honours students). 
If you chose the option to *provide us with the student emails yourself*. If you have yet to do so, email evaluation@otago.ac.nz each participant's/student's email address, first name, and surname in columns A to C of an Excel spreadsheet respectively.
https://corpapp.otago.ac.nz/inform/userHome
Using Qualtrics
Qualtrics is a web-based survey application available for use by University staff and students. A web link is created immediately and can be displayed eg. at the last slide of your presentation to get immediate feedback. The web link can be converted into a QR code using online tools, that makes it very accessible for the students immediately. 
https://otago.au1.qualtrics.com/login
[bookmark: _Toc176518706]Travel 
The University has access to a number of online booking tools ( OBT ) to provide staff with inexpensive options for creating bookings for both domestic and short haul air travel and ground transport.
These booking facilities are available to registered University Travellers and Travel Co-ordinators and will allow for the booking of travel for themselves or on behalf of others.
University Travellers and Travel Co-Ordinators are free to decide which OBT they use.
https://www.otago.ac.nz/financialservices/reference/travel/online-travel-booking-tools
Staff Travel and/or Conference Attendance need to be applied for and approved by your line manager – for domestic and international travel.
1. Navigating to the Event Attendance and Travel Request form 
https://otago.workflowcloud.com/forms/4c36853a-b0e7-4dcd-b062-523f25293fae
Otago File Transfer
Use the Otago File Transfer service to securely and easily send files to others (within or external to the University) when options such as email or Microsoft 365 OneDrive/Teams are not appropriate/available. You can also use it to allow someone external to the University to securely send files to you. Otago File Transfer uses your University email address, a web browser (e.g. Edge, Chrome, Safari or Firefox) and the GoAnywhere software. Files are transferred securely via HTTPS and stored on University file servers while waiting to be delivered/received.
https://file-transfer.otago.ac.nz/webclient/Login.xhtml 
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