
 

   

 

                   
                   

 

Vitae Researcher Development Framework 
Planner 

 

 www.vitae.ac.uk 

The RDF Planner is based on the Vitae Researcher Development Framework (RDF) Vitae® © 2026 The Careers Research and 
Advisory Centre (CRAC) Limited. All rights reserved. For conditions of use please refer to RDF Planner Terms and Conditions. 

 

User guide – for organisation administrators 
 

For clarification on any of the steps described in this organisation administrator user guide or 
to make suggestions for improvements, please email rdfplannerhelpdesk@vitae.ac.uk with 
‘Organisation admin user guide’ in the subject line. 
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1 Brief introduction to the RDF Planner 
 

 
The Vitae Researcher Development Framework (RDF) provides a foundation for the 
design and development of all Vitae training and development activities. Vitae’s sector-
leading RDF framework articulates the knowledge, skills, and behaviours of effective 
researchers, and is used for planning, promoting and supporting the personal, 
professional and career development of researchers both within academia and across 
sectors. Originally developed by researchers in 2010, and embedded across the UK and 
international institutions, the RDF is a recognised framework for planning and supporting 
your personal and professional development. It does so by providing a structured map of 
the broad skills and behaviours of an effective researcher, and by empowering 
researchers to take ownership of their professional and career development, whatever 
their current career aspirations. The framework also provides a recognised language and 
scaffolding to articulate their developing competencies and skills. 
 
The RDF Planner tool enables a structured, reflective approach to professional 
development. Drawing upon the Researcher Development Framework 2025, it supports 
researchers to identify strengths, set development goals, track progress, understand their 
professional journey, and take ownership of their career development. 
 

 
The RDF Planner organisation administrator interface has been designed with the aim of 
making it as easy as possible for organisation subscription administrators to: 

 
 navigate the admin interface 
 upload and add users to the subscription 
 monitor the number of users added to your subscription and the 

subscription limit 
 upload an organisation logo that will appear in the application header 

for all subscription users 
 add links to organisation resources and training opportunities and 

map these links to the Researcher Development Framework. 
 

 

2 Getting started  
1 Follow the link in the invitation email sent by the Vitae 

administrator from ‘noreply@rdfplanner.net’ to log on to the 
RDF Planner. If you are expecting but haven’t received an 
invitation from Vitae, please check your spam folders and 
filters. If you still cannot find your invitation email please 
contact rdfplannerhelpdesk@vitae.ac.uk. 

 
Invitation email sent from ‘noreply@rdfplanner.net’. 

http://www.vitae.ac.uk/
https://www.vitae.ac.uk/researchers-professional-development/about-the-vitae-researcher-development-framework-planner/the-vitae-rdf-planner-for-institutions
mailto:noreply@rdfplanner.net
mailto:rdfplannerhelpdesk@vitae.ac.uk
mailto:noreply@rdfplanner.net
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2 When you click on the invitation link in the email, you will be 
taken to the organisation administrator registration page. 

 

Tip: you should use a 
complex password to 
protect your 
organisation 
subscription from 
unauthorised access. 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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3 Fill out the form and agree to the policies and conditions. 
Click on the ‘Save details’ button. You will be taken to the 
organisation administrator home page. 

4 Your administrator account is now set up. Follow the 
instructions below in ‘Logging on to the RDF Planner’ when 
you wish to administer your organisation’s subscription to 
the RDF Planner. 

 

3 Logging on to the RDF Planner 
The following steps assume that you have already been invited 
by Vitae and registered as an organisation administrator on the 
RDF Planner (see ‘Getting started’ above) 

 
1 Log on to the application at rdfplanner.vitae.ac.uk/admin 

 
 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
https://rdfplanner.vitae.ac.uk/admin
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2 Enter your email address and the password you provided 
when you registered as the organisation administrator (see 
‘Getting started’ above). You will now be logged on to the 
RDF Planner organisation administrator homepage. 

 
 

 

4 Navigating the RDF Planner admin interface 
From the RDF Planner organisation administrator home page 
you can: 

4.1 Managing subscriptions and users section 

 Manage subscriptions – first tile/box on the organisation 
administrator home page and first menu option in the 
organisation administrator header. From here you can view 
the details of your organisation subscription and review your 
subscription limit and the number of users registered under 
your subscription. 

 Manage users – second tile/box on the home page and 
second menu option in the organisation administrator 
header. From here you can view a searchable list of users 
on your organisation subscription. You can add and remove 
users, send and resend emails inviting users to register on 
the RDF Planner under your subscription and de-activate 
your subscription users. 

Resources section 
 Manage resources – third tile/box on the organisation 

administrator home page and third menu option in the 
organisation administrator header. From here you can view, 
add, upload, delete and reorder resource links (links to your 
organisation researcher development resources that have 
been added to the RDF Planner). 

 View the RDF as a researcher – fourth tile/box on the 
organisation administrator home page. From here you can 
view the RDF tree view that the registered user sees when 
they explore the RDF. 
 

 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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You can use the ‘Home’ icon in the header to return to the RDF 
Planner organisation administrator home page from anywhere in 
the application. 

 
There are links to ‘Help and Support’ files, the ‘Privacy Policy’, 
’Terms and Conditions’, ‘FAQs’ and a ‘Glossary’ of RDF terms in 
the application page footer. 
 

5 Step 1: Uploading your organisation logo 
1 From the organisation administrator home page, select the 

‘Manage subscription’ tile/box or the ‘Organisation’ menu 
option in the organisation administrator header. The 
‘Organisation list’ page will open. 

 
2 Select the ‘Edit’ button in right hand side of your 

organisation subscription row. The ‘Edit subscription profile’ 
window will open. 

 
 

3 Select the ‘Choose logo’ button next to the field labelled 
‘Logo (max size: 300x80 pixels)’ and find and upload a 
suitable logo for your organisation from your local file 
system. 

 
 

 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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6 Step 2: Directing users to your organisation’s internal RDF or professional 
development page 

As an organisation administrator you can direct your subscription 
users to an organisation web resource that promotes 
professional development in general or which is specifically 
aimed at giving your users guidance on how to use the RDF and 
the RDF Planner. 

The link to this resource is presented to the user in the ‘Useful 
links’ section labelled ‘View <Organisation Name> support’ on 
the user home page. 

 

1 From the organisation administrator home page, select the 
‘Manage subscription’ tile/box or the ‘Organisation’ menu 
option in the organisation administrator header. The 
‘Subscription list’ page will open. 

 

 
 

2 Select the ‘Edit’ button in right hand side of your 
organisation subscription row. The ‘Edit subscription profile’ 
window will open. 

 
 
 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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3 Enter the URL to your organisation support page in the 

‘External support webpage link (displayed to subscription 
users)’ field. 

4 Select ‘Save’. 
 

 
7 Step 3: Mapping your organisation resources to the Vitae RDF 

As an organisation administrator, you can add labelled hyperlinks 
to your organisation’s researcher development resources and 
map these links to one or more descriptors in the Vitae 
Researcher Development Framework (RDF). This will add great 
value to your organisation’s use of the RDF Planner and will 
enable your subscription users to reach your training and 
development resources relevant to the areas in the RDF that 
they are examining.

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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7.1 Adding a single resource link 
1 Select the ‘Manage resources’ tile/box on the organisation 

administrator home page or the ‘Resources’ menu option in 
the organisation administrator header. The ‘Resource list’ 
window will open. 

 
 

 
2 Select the ‘Add resource’ button. The ‘Add/Edit Resource’ 

window will open. 
 

 
 
 

 Give the resource link a title, description, link URL, author 
name and published date. 

 Select one or more RDF descriptors that you wish the 
resource to appear against. 
Select the ‘Save’ option. 
Your resource link will appear as a row in the ‘Resource list’. 
 
 
 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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7.2 Bulk uploading of resources 

1 To make it easier to link the RDF to your organisation’s 
researcher development resources and opportunities we 
have added a bulk resource link upload function. An 
organisation administrator can prepare a .csv (comma 
delimited) file containing the resource links, descriptive text 
and RDF descriptor mappings which can then be imported 
into the RDF Planner. 

2 Select the ‘Manage resources’ tile/box on the organisation 
administrator home page or the ‘Resources’ menu option in 
the organisation administrator header. The ‘Resource list’ 
window will open. 

 
 
 
 

 

3 Select the ‘Import resources’ button. The ‘Import resources – 
preview records’ window will open. 

 
 
 

4 Select the example file link to download an example file 
showing the format for .csv data required for a successful 
import. 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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5 Select the ‘descriptor codes’ link to download a file showing 
the descriptor names and descriptor codes. 

 

6 Use the example files as a template to create an upload file 
in the correct format. 

 

 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/


 

   

 

                   
                   

 

www.vitae.ac.uk 

The RDF Planner is based on the Vitae Researcher Development Framework (RDF) Vitae® © 2026 The Careers Research and 
Advisory Centre (CRAC) Limited. All rights reserved. For conditions of use please refer to RDF Planner Terms and Conditions. 

 

Vitae Researcher Development Framework 
Planner 

7 Use the ‘Browse’ button to find your upload file on your local 
file system. 

 

 
 

8 Select the ‘Preview’ button to see a preview of the data to be 
uploaded. 

 

 

9 If the preview fails to run successfully, repeat the process to 
preview your upload file again. If the preview continues to 
fail, carefully check the format of your comma delimited 
upload file. Check that your file contains the header row and 
that the descriptor codes are comma separated. 

10 Select the ‘Import resources’ button. 
11 Your imported resource links will appear in the ‘Resource 

list’. 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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7.3 Viewing organisation resource links as a user sees 
1 As an organisation administrator, you can view how a user 

at your organisation will view a resource link that has been 
added to the resource list. 

 
2 Make a note of which descriptor/s the resource has been 

mapped to. 
 

3 Select the ‘View RDF as a researcher’ tile/box on the 
organisation administrator home page.The RDF tree 
view will open. 

 

  
 
 

4 Expand the RDF tree view by clicking on the parent RDF 
domain and subdomain of the descriptor you wish to review 
until you can see one of the descriptors the resource link is 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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mapped to. Expand a phase under the descriptor to view the 
phase detail section. 

 
 

 
 
 

5 Select the ‘Access training and support in this area’ button to 
view the list of organisation resource links that have been 
mapped to the descriptor this phase belongs to. 

 
 

 
 
 
 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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This list will contain resources that Vitae has mapped to the 
descriptor as well as resources that you have mapped 
(Organisation resources). Organisation resources are only visible 
to the users registered to your organisation. 
Vitae resources appear to all users of the RDF Planner. 
 

7.4 Moving the position of resources 
1 You can change the order of appearance of resources 

mapped to a descriptor in the RDF descriptor phase 
‘Additional resources’ window. 

2 Select the ‘Manage resource links’ tile/box on the 
organisation administrator home page or the ‘Resources’ 
menu option in the organisation administrator header. The 
‘Resource list’ window will open. 

3 The descriptor titles in the ‘Relevant to’ column are 
hyperlinks. Select the descriptor hyperlink for the 
descriptor whose resource links you want to re-order. 
The ‘Resource list’ changes to show all the resource 
links mapped to the selected descriptor. 

 

 
4 Use the ‘up’ and ‘down’ arrows with a blue background to 

the right of the ‘Descriptor’ column to move the resources 
to the desired positions. 
 

5 Use the ‘Reset desc filter’ button to restore the resource list 
to show all resources. 

 
 

 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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7.5 Editing resource details and resource descriptor mapping 
1 Select the ‘Manage resources’ tile/box on the organisation 

administrator home page or the ‘Resources’ menu option in 
the organisation administrator header. The ‘Resource list’ 
window will open. 

 

 
2 Select the ‘Edit’ button to the right of the resource that you 

want to edit. The ‘Add/Edit Resource’ window will open. 
 
 

 
 

 
 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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3 You can change any of the fields associated with the 
resource link and you can change which RDF descriptors 
the resource link is mapped to. 

4 Select ‘Save’ to exit with saved changes. 
 
 

8 Step 5: Adding and inviting users 
Your organisation users need to be added to the RDF Planner 
and sent an invitation email before they can access the 
application. You can add users one at a time or you can prepare 
a .csv (comma delimited) file containing your user information 
and use this file to bulk upload your users on to the RDF Planner. 

 
You can ask the RDF Planner to send the invitation email when 
the user is added to the RDF Planner, or you can return to the 
RDF Planner and send this email at a later time. 

 
The process for the end user is: 

 Receive an automatically generated email from organisation 
administrator inviting me to use the RDF Planner 

 Select the system generated unique invitation link in the 
email 

 Browser screen opens presenting options for logging on to 
the RDF Planner 
Select preferred login option 

 Arrive at registration page requesting user profile information 
and requiring agreement with Terms and Conditions, Privacy 
Policy and Cookie Policy 

 Complete and submit user profile information form to be 
taken to the RDF Planner user home page 

 
Example of automatically generated user invitation email. 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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8.1 Adding a single user 

1 Select the ‘Manage users’ tile/box on the organisation 
administrator home page or the ‘Users’ menu option in the 
organisation administrator header. The ‘User list’ window will 
open. 

 
 

 

http://www.vitae.ac.uk/
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2 Select the ‘Add user’ button. The ‘Create user’ window will 
open. 

 

 
 

3 Add the user details. There is an optional ‘Student/staff ID’ 
that can act as an external reference to your organisation 
database. 

4 There is the option to change the user’s role to ‘Subscription 
Admin’. Subscription admins can help you manage your 
organisation users and resource links but will not have 
access to the personal and career development aspects of 
the RDF Planner. You will need to create two accounts for 
anyone who needs to access the RDF Planner under both 
roles. Note, any extra organisation administrators that you 
create will have the same access rights as your first 
organisation administrator account, including the ability to 
add and delete users and resource links from your RDF 
Planner organisation subscription. 

5 Ticking the checkbox labelled ‘Send invitation to user’ will 
prompt the RDF Planner to send out the invitation email to 
the users automatically once the ‘Save’ button is selected. 
Alternatively, you can leave this unselected and return to the 
RDF Planner at a later date to send the invitation email. 

6 Select the ‘Save’ button. The user has now been added to 
the ‘User list’. 

 
8.2 Bulk uploading of users 

1 Select the ‘Manage users’ tile/box on the organisation 
administrator home page or the ‘Users’ menu option in the 
organisation administrator header. The ‘User list’ window will 
open. 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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2 Select the ‘Import users’ button. The ‘Import users – preview 

records window will open. 

 

3 Select the example file link to download an example file 
showing the format for .csv data required for a successful 
import. 

 

4 Save example file locally and use as a template to create an 
upload file in the correct format. 

5 Use the ‘Browse’ button to locate the upload file. 
6 Decide if you want the system to send the automatic 

invitation email when the upload is performed or whether 
you want to return to the RDF Planner at a later date to 
perform this action. 

7 Select the ‘Preview’ button to see a preview of the first few 

Tip: we recommend 
that you tick the option 
to send the automated 
invitation to users 
when performing a 
bulk user upload. 
Invitations can be sent 
at a later date, 
however, this must 
currently be done 
manually by pressing 
a button in each user’s 
‘Edit’ window. 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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records in the upload file. 
8 If the RDF Planner finds any email addresses in your upload 

file that already exists for any user of the RDF Planner, it will 
present you with a duplicate warning. A duplicate warning 
can indicate that you have duplicate records in your upload 
file. In this case, remove duplicates and rerun the upload. A 
duplicate warning can indicate that the user has an account 
elsewhere on the RDF Planner. In this case, contact the 
RDF Planner support team at 
rdfplannerhelpdesk@vitae.ac.uk for help to reconcile the 
user’s duplicate subscription. You can proceed with the 
import meanwhile. Duplicate records are not imported. 

9 Select ‘Import users’. Users listed in the upload document 
are added to the ‘User list’ for your subscription in the RDF 
Planner. 
 

9 Step 6: Managing users and subscription 
9.1 Finding users 

1 Select the ‘Manage users’ tile/box on the organisation 
administrator home page or the ‘Users’ menu option in the 
organisation administrator header. The ‘User list’ window will 
open. 

 

2 You can find records in the ‘User list’ by: 

re-ordering the list by selecting any column header 
changing the number of records that are displayed in the 
‘records per page’ drop down list at top left corner of the 
user list 

 searching for user by typing the user name in the ‘Search’ 
field at the top right corner or the ‘User list’ 

 changing which page of the ‘User list’ is displayed using the 
pagination tool in the bottom right corner of the list. 

 
 
 

http://www.vitae.ac.uk/
http://www.vitae.ac.uk/
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9.2 Editing user details  
1 Find the record for the user you whose details you want to 

edit in the ‘User list’. 
2 Select the ‘Edit’ button on the right hand side of the user’s 

record in the ‘User list’. The ‘Edit user’ window will open. 
 

 
 

3 Use the ‘Edit user’ window to change user details, change 
user role or to send or resend the invitation email to the 
user. 

4 Select the ‘Save’ button to action changes you have made 
to the record. 

 
9.3 Sending and resending invitation emails 

1 You can send or resend the invitation email to a user at any 
time. 

2 Find the user’s record in the ‘User list’.

http://www.vitae.ac.uk/
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3 Select the ‘Edit’ button on the right hand side of the user’s 
record in the ‘User list’. The ‘Edit user’ window will open. 

 

 
 

4 Select the ‘Send invitation email’ button. 
5 Select ‘Save’. 

 
9.4 Reviewing subscription numbers 

1 Once you have exceeded your subscription user limit, you 
will be prevented from adding more users to the RDF 
Planner under your organisation subscription. Please 
contact the RDF Planner support team at 
‘rdfplannerhelpdesk@vitae.ac.uk’ if you wish to upgrade 
your subscription to a the next subscription band. 

2 Select the ‘Manage subscription’ tile/box on the 
organisation administrator home page or the ‘Organisation’ 
menu option in the organisation administrator header. The 
‘Organisation list’ window will open. 
 

 
3 The ‘Users/Limit’ column shows you your user limit and 

current number of users. 
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9.5 Processing user requests to transfer into your organisation subscription 
A user can request to transfer into your organisation subscription 
from another organisation. 
If a user requests to transfer into your organisation subscription, 
their request will appear in the ‘Pending user request’ list that can 
be accessed form the organisation administrator homepage 
menu header: 
 
 

 
Organisation administrators can review user transfer requests 
and can ‘Approve’ or ‘Cancel’ (decline) user requests. 
If a request is approved and the organisation user limit has not 
been exceeded, the user is transferred automatically into the 
organisation subscription. The user is sent an automatic email 
notification to inform them of a successful transfer. 
If a request is cancelled (declined), the user is left in its current 
subscription. The user is sent an email notification that their 
request has been denied. 
Please contact the Vitae RDF Planner helpdesk by emailing 
rdfplannerhelpdesk@vitae.ac.uk to request more information 
about a user requesting a transfer and to resolve problems 
transferring user accounts. 
 

10 Running organisation administrator reports 
1 Organisation administrator reports are accessed by 

selecting the ‘My Reports’ tile/box in the ‘Reports’ section on 
the RDF Planner organisation administrator home page. The 
‘Admin reports’ page will open. 
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2 Selecting a report will take you to that report’s page. The 
report window will show as empty while the report compiles 
which may take a few seconds. 

 
11.2 Users by subscription report 

1 The ‘Users by subscription’ report shows details for all users 
that have been added to your organisation’s subscription. 
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11.3 Exporting organisation administrator report data from the RDF Planner 
1 To export data, run the report that contains the data you 

want to export. Select the small floppy disk icon in the report 
header and select the file format you wish to export to from 
the drop down menu. Supported formats for data export are: 

XML 
CSV (comma delimited) 
PDF 
MHTML 
Excel 
TIFF 
Word 

 
11 Viewing the RDF as a researcher 

It can be useful to see how a user views of the Vitae Researcher 
Development Framework (RDF) when they are navigating the 
RDF tree. You may wish to see how the resource links that you 
have added will appear to a user for example.Select the ‘View the 
RDF as a researcher’ tile/box in the ‘Resources’ section of 
organisation administrator home page. 
 

 
 
 A window will open displaying the RDF tree view. 
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1 Explore the tree view by selecting the rectangular areas 
representing the different types of RDF element. 

 
 

12 Getting help  
There are a number of sources to gain further information about 
the Vitae Researcher Development Framework (RDF) and to 
obtain more help in using the RDF Planner online tool. 

 

12.1 RDF help  
 Information about the RDF can be found in the ‘Introduction 

to the RDF and user help guide’. 
 Further information about the RDF can be found on the 

Vitae website at www.vitae.ac.uk/rdf. 
 Links to a glossary of RDF terms and terms related to the 

area of personal development can be found in the RDF 
Planner footer 

 

12.2 RDF Planner help  
 To provide feedback or if you are having problems getting 

started or logging on to the system, adding subscription 
users or resource links, or with any other aspect of the RDF 
Planner, email the RDF Planner support team at 
rdfplannerhelpdesk@vitae.ac.uk. 
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