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How to create a studentship record 
 
CHECK STUDENTSHIP DOESN’T ALREADY EXIST 
 
1. From the Dashboard search for the record within ‘Find Studentship Record’ or ‘View Incomplete 

Studentship Records’ 
 

 
 
2. If the record is listed in the ‘View Incomplete Studentships’ select ‘Continue’ against the relevant 

one and continue editing as required:  
 

 
 
3. If the record already exists, select the relevant hyperlink and continue editing as required. 
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CREATE NEW STUDENTSHIP RECORD 
 
4. If the record does not exist, from the Dashboard select ‘Create New Studentship Record’ 
 
 

 
 
5. Complete the Studentship Record in succession starting with the Student Personal Details.  Each 

section will need to be completed in order. 



STUDENTSHIP DATA SYSTEM 
 

                                                                                                                                                                     
 RO How To Create A Studentship Record V1.1 Page 3 of 18 

 

 
 
ADD STUDENT PERSONAL DETAILS 
 
6. Select ‘Student Personal Detail’s.  Enter either the student’s name (first or last name), ORCID or 

email address. 
 

 
 
7. The system will display the search results: 
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8. Select the relevant student if they already exist. 
 
If any of their personal details need updating, this can only be done once the Studentship record is 
complete.  See the How to Update Student Details guide for instructions. 
 
9. If the student is not on the system, select ‘Create New Student Record’ at the bottom and follow 

the screen instructions to create a record for the student.  Complete all the details.  Select Save 
& Continue when finished. 
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10. Select the student’s Registered Research Organisation 
 

 
 
 
 
11. Select the student’s relevant department 
 

 
 
 
 
12. Enter the student’s personal details: 
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13. Once the Student Details are completed, select ‘Studentship Details’ 
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14. Complete the details as instructed on the screens selecting ‘Save & Continue’ to progress. Once 

all the details are completed, you can check and change your answers: 
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15. Select ‘Save & Continue to progress to Funding Breakdown: 
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16. Complete the details as instructed on the screens. Select ‘Save & Continue’ to commit the 

changes.  
 

 
 
 
17. Next complete the  ‘UKRI Grant Details’.   
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18. Complete the grant details as instructed on the screen: 
 

 
 
19. Next complete the ‘Partner Details’: 
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20. Enter the partnership details as instructed on the screen.  If there are partners, select ‘Yes’ 

otherwise select ‘No’. 
 

 
 
 
21. If there are Partners, search for the relevant partner organisation as directed on the screen: 
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22. Enter the search criteria: 
 

 
 
 
23. Select the relevant partner organisation from the search results if the correct one is shown, 

otherwise, you can create a new partner organisation record by selecting ‘Add a new partner 
organisation’: 
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24. To add a new organisation, enter the details shown on the screen: 
 

 
 
25. Select ‘Create and continue’ and then complete the Partner Details screen that follows: 
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26. Select ‘Save and continue’ to save your changes. 

 
27. Finally complete the ‘Declaration and Submission’ section and select ‘Create Studentship’: 
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28. Tick the declaration box and select ‘Create Studentship’: 
 

 
 
 
29. The system confirms that the Studentship record is created: 
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30. If your user role does now allow you to submit the studentship record, as soon as you select 

‘Declaration and submission’, the system will inform you that the record needs to be approved 
by either a Lead Account holder or an Admin User. The system lists the email addresses of all the 
users in your organisation with approval permissions: 

 

 
 
31. Below the list of email addresses, the system prompts you with the information you need to 

email to the approver: 
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32. The approver will then need to log in, check the record and submit it. 
 
 
 
 
 
 
 
 
 

How to contact the UKRI Helpdesk 
 
If you need help with this service, you can contact us either by: 
 
Email: support@funding-service.ukri.org 
 
Or call the UKRI Funding Service Helpline: +44 (0)1793 547 490 
Staffed Monday to Thursday 8.30am to 5pm and Fridays 8.30am to 4.30pm (excluding bank holidays 
and other holidays) 
 
 
 
 
 
 

 


