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This guidance has been produced by the Graduate School at the University of Westminster. It is
intended to help examiners of Research Degree Programmes navigate using the University’s Virtual
Research Environment (VRE), which is used to facilitate the Examination Process.

Please note, nothing in the content of this guidance takes precedence over Research Degree
Academic Regulations, which may be subject to amendment.

For the Regulations concerning Examinations for a Research Degree Award please consult Section
B8.
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Section 1. Exam Arrangements
This section of the guide takes you through how to put the examination arrangements in
place. It follows the workflow through what is required of each user.

For full guidance on appointing the Board of Examiners please see the Research Degree
Academic Regulations Section B8.

Director of Studies

The Director of Studies must begin the exam arrangements. These should be in place at
least 3 months before the submission of the thesis (see Regulation B8.21). Reminders will
be sent at regular intervals ahead of submission to prompt action in this matter.

A candidate shall be examined by at least two and normally not more than three examiners
of whom at least one shall be an external examiner. For all research degree programmes the
examination team must have experience of at least three previous examinations at the
relevant academic level between them. An external examiner will normally have a minimum
of two previous examinations at the relevant academic level (see Regulations B8.1 and

B8.6)

To begin the examination arrangements the Director of Studies should log into the VRE and
navigate to ‘My Doctoral Researchers’.

UMIVERSITY OF ivtias s
WESTMIMSTER®

Sewih Bremse Rromd Add TREITTHG Tths | o Hdp

Unewersity of Westmansher

Please select from the list the researcher who requires exam arrangements. You will then be
taken to the researcher’s ‘Doctoral Research Project’ page.

Select the ‘Examinations’ tab from right hand menu.

You will be presented with the following screen:
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UNIVERSITY OF
WESTMIMSTER®

Examinztons: [

Select ‘Create New'.

You will be then presented with the following:
LIMIVERSITY OF
WESTMINSTER™

wum b Firrrais B ikl TEUTI i e al

e Examrenalsan

Click ‘Start’. You will then be taken to the following screen:
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Tasks

Fuprangion ren=i

STy -

This starts the main examination record.

To begin the exam arrangements, select ‘Start Now’ under ‘Examination Arrangements’ on
right hand side:

Tapew

Then select ‘Start’:

Examination - [
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This will open the exam arrangements task:

Exarmination a rrangements: Examinatian - -
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To propose the exam panel, select ‘Edit Examination Arrangements Form’ which will open
the first of a series of four screens.

1. ‘Candidate Summary’ - read the text and select ‘Save and continue’.

Edit Examination arrangements Fonm: Examination
arrarigamants: Examonaktion -
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2. Examiners — this is where you add the details of both the internal and external
examiners:

Edit Exarmination arrangements forme Exammation

arrangements: Examination - [

Carcidals ey Ezsminmre Chel - Comorans

Ak Sepinrin 7o MRED (R0 & iPE s i ook bial Gogedeil ol M

i wea i ivaks el U Ueiord? L adeia bl

Saww and poriraes Darea fviais

Carghidais mrmrewy  Exmniners. Chee Commsnis

Firstly, add the Internal. Select ‘Add’. This will present you with a search box. Type in the
name of the internal examiner you would like to propose and select them from the drop-
down list. They will then be added underneath the ‘Internal’ heading.

Next, you need to appoint the external examiner. Select ‘Add’.
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Again, the search bar is given:

An external examiner will not usually be listed in the drop down (where they are it would
suggest they have recently been an examiner and may therefore be eligible from this exam.
You should make some enquiries before proceeding with the proposal).

In this example we are looking for an external called ‘Harry External’.

H."!l'l:.

Pl L ?

ol

Eriss dabsln b maw Eomrmy

¥ Her .
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or il Hery

o Haers WD
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That individual is not listed. Where this is the case, you would select ‘Not Listed? Enter
details for new External’.

This will present you with the following form:

Fiul roime
« BT PN

Complete the fields and select ‘Save details’.

You will then be asked to enter the following information (please note, anything with a red
Asterix is a compulsory field):
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You can then either ‘Add External’ or ‘Save for Later’.

If you ‘Save for Later’, when you return to the exam record you will see the following:

Calardas LA R oyt DT S e —— 1 1 1 L ]
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Cuidey

To re-open the form, select ‘Examiner details (incomplete)’ and then ‘Edit’ and continue
filling out the form.

Once you've completed all the fields select ‘Add’ or ‘Update examiner’.

The details of both examiners will then be listed on the exam arrangements record:
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Select ‘Save and continue’.
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3. Chair — this is where the chair of examiners is proposed.

Edit Examinatich arrangements farm: Examenatoan
afrangements; Examination - Mr

Dymdelew hawnay Faamses Chal Cosdaes

LN

Wikl fmawiay Fosvses Dhad Cabdeds

The Chair will default to the School’'s PhD Co-ordinator and cannot be amended by the
Director of Studies. The Doctoral Co-ordinator can appoint an alternative chair at the next
stage if required.

Select ‘Save and continue’.

4. Comments - add any further relevant information or rationale for nominating the
proposed examiners here.

TP Candiilala Sumimeny  Edefinets  Cfar  Commants

Pleass pravide any lurthsr releaand inforatics or rilionsis A naminasting 1he
propoasd snamisen

k] T
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] i ¥ i _'_d.'

Cadidatn Somimmiy  Eipmoes  (Por  Sommenta

Select ‘Save and continue’.

This is the final stage and then you will be asked to ‘Confirm: Submit application’:
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This is the final chance to add any notes. When you ready select ‘Confirm: submit
application’.

The exam arrangements will then be submitted and referred to the PhD Co-ordinator for
review. Where the PhD Co-ordinator is on the supervisor team, as in the example below, it
will be referred to the College Research Director for review.

FTURRENTLY WITH ™,

1
. /

PhD Co-ordinator/College Research Director

Once the Director of Studies has proposed an examination panel the PhD Co-ordinator (or
College Research Director where the PhD Co-Ordinator is a member of the supervisory
team) will receive a notification alerting them to a new task.

The PhD Co-ordinator or College Research Director should log into VRE and navigate to
their ‘Tasks’ list:
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Click on the task to be taken to the ‘Examination Arrangements’ tab on the researcher’s

Examination Record:
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From here the PhD Co-ordinator can do one of two things:

¢ ‘Return application’ to the Director of Studies or,
¢ ‘Edit the Examination arrangements form’ which will progress the task.

Click ‘Edit the examination arrangements form’ to open the proposal form. Here the
information inputted by the Director of Studies can be reviewed.

You should progress through each screen by clicking ‘Save and continue’ until the ‘Chair
tab’.

Flume Camdidale Bummary Emmirars Char  Comments

Calendar Wt b P NSl sl
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Via the ‘Chair’ tab, you can select an alternative chair.

In this example this is a compulsory field (red Asterix) as the default chair is on the
supervisory team:
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Select an alternative Chair by typing the name into the yellow box:

Candidate =irmemary  Examdners  Chair  Comments
Chair

Select alternative chair *

|Prot Ale S

= e
[ |- Save and confinue | ) Save for later

Candidate Surmmary  Examénars  Chair  Commanis

Select ‘Save and continue’ and then ‘Save and continue’ again on the Comments tab.

You will then get to a summary screen of the proposed examiners. Review the information to
check everything has been inputted correctly.

Once you are satisfied select ‘Continue’ on the right-hand side:

e e ©

Examinss

% O ety Exlarre
HE AR L (0

[V RET AR

L cha s

A

Addvrrs whaw dm ey il be sgei
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Then select ‘Confirm: Progress application’:

Progress applcalion

Lontm I"'u;rlqa_-s_r.dl;l,l-.'_.':!|-,r-
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adcad Farn G ol sardoem LT QDT 2Ty T P

Privaie Aobes | Soon orily iy Slaf s s apnlioaton, raol Soean By i apgdizan
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The application will then be submitted, and the application status updated to: ‘Waiting for
Graduate School Board to submit decision’

Graduate School

The Secretary of Graduate School Board (a member of GS) will then receive the
examination arrangements task:

Examinatice armangemanis: Examinaior _ Full Infz

‘Wailing for Craduate Schoal Board 10 sulimil decsian

GS will have various options:

Exarmimation Bf rangements Examinatian -_
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Select ‘progress’. GS will be shown a summary of the proposed arrangements:

¥  vHeryExtemal
H.oezbarnaBibeak com
..........

Curreei inwlision

L

e porst

GS should check that the proposed examiners meet the requirements (i.e., total exam
experiences). If all looks in order the external examiner should be contacted to undertake the
RTW check. This will need to be done outside of the VRE.

Once the RTW check is in place select ‘Continue’:

Pl @S5 I 30T N TITH 7T N HE Mol 50 20 ELoW

Various options are then given.

The standard route will be for the application to be ‘Forward application to Chair’ or ‘Deputy
Chair’ for final approval.

Where the proposed panel fails to meet the minimum number of exam experiences (see
Regulation B8.6) the application should be returned to the School Doctoral Co-ordinator by
selecting ‘Not approve’.

In this example the application has been forwarded to the Chair:
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Forward application to Chair
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Select ‘Confirm: Forward application to Chair’:

Fusrsmi Examination arrangements; Examination - || R

The status of the examination arrangements then changes to ‘Awaiting Graduate School
Board Chair’.
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Chair/Deputy Chair of Graduate School Board (GSB)
The task then appears in Graduate School Board Chair/Deputy Chair’s task list:

Examination arrangements: Examination - ||| | | | GzNG Full info..

dunailing Graduate School Boaid Chair

Click through to the task:

Examination arrangements: Examination - br [N

I
I
— B
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|
-
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Review the information and then select ‘Continue’. You will then have two options to choose

from:
21
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Review + | & Confiem

In this example we will progress the arrangements by selecting ‘Approve’ and then ‘Confirm:
Approve’

i Pragress: Exammation arrangements: Examination -

! ApiTiie

Cinfire  Agprires

e iy
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Once GSB approve the examination arrangements all parties will receive an emalil
confirming the Exam Arrangements (Director of Studies, Researcher, Examiners, Chair of
Examiners, and all members of the supervisory team).

The examination arrangements status changes to ‘Waiting for user account creation’:

STATUS

Waiting for user account creation

CURRENTLY WITH

Graduate School Registy
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Section 2. User Account Creation
Once the examination arrangements are approved by GSB, Graduate School receive the
task to set up the External Examiner’s Account:

Examinaon srangemenis: Exammnafion - _ Full inka

Walting for user account crestion

The task looks like this:

Examinabtion arrangements; Examination - -

Before the External Examiner’s Account can be linked to the Examination Record it first
needs to be created.

Creating a user account (Graduate School)
To create an External Examiner’'s VRE account select ‘Add’ from the top tool bar:

UNIVERSITY OF
WESTMINSTER®

Search Brovwse Recent "Mi':::;l TESTING

From the list of options select ‘Person’:
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You will then need to populate several fields on the form using details from the examiners
CV. This includes:

e Title
e First
e Last

¢ Contact Category - ‘external researcher’
e Works for

e Job Title

e Emalil

sapaahy BiinEof TTTL] A FERT I ik _ n Bl

Add new Person

" B @
i

Once you've populated the main details, select ‘Save'.

You will then arrive at the following screen:
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The final step in setting up the account requires you to select ‘Request external access’ from
the right-hand menu.

UMIVERSITY OF
WESTMIMNSTER®
wiivhk Wy el k] TELTING T -l Help
[ Feguest subernal acoess
(I i pwarun meogws be D Eoersl s fas
Thas frlkoraing dmmdn will 0= wad o cress s Lms Eoomard
Caknis

v Funl e Hatp
v L e E el

A v Bl H oo e oo

Emraaesh grosm and
Harinre

Select ‘Confirm’.

The external account will now look like this:
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The external examiner will then receive an email to set up a password for their new account.
It will look something like this:

Wabcoirii b Linssisaly of Wisibminsled Yol adlaimel sccoci] Hirs S caaked, o
L= IRA = R R T R e TH R

Gk hers 19wt povsswod,

This link sl wodk only mroe. Dnoe you've S0 vour passeomt, you an discard s
emad

PG ara L e DT el T A e B TR AP It bl i B T i

Graduate School will then need to link the External Examiner’s account to exam record. To
do so a member of Graduate School should return to the task:
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e restsc ]
s Examination arrangements: Examination - ||| EGN

Select ‘Select User’:

Seleck user account

iy mocen mam B v cramed Aeer e

A recently created account matching the details will appear in the list. If it does not appeatr,
return to the user profile, and check the set up.

Select the correct individual and ‘Submit’.
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examination - [N _ECR

Eaarunatas STarparsarin

The status of the examination record changes to pre-examination and GS should now
upload the RTW information to complete that part of the Examination Record.

Right to Work (Graduate School)
GS will then receive a task to confirm the Right to Work check (RTW).

L I

Walting for Graduate Schodd Regstny o confinm righl 1o work check has taken place

2

Under the current payment process for external examiners, RTW check’s are no longer
required.

Instead we use this task as a reminder to send the payment paperwork to the examiners.

Open task:

Right to work check: Harry External; Examination - [

Select ‘Edit confirmation form’.
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Here you will need to tick the box to close the task. Do so and just add a note to the record
to say the examiner has been sent the payment forms.

Fas Edit Confirmation form: Right to work check: Harry

External: Examination - | NG

PO IS WIS NSO MW e CT e

ArsraEmin

T err— S b

Select ‘Save and continue’ and then ‘Confirm: confirm’.

G

Perkin |ty S B s By e appheiil sl dl slall nefesing s icplicalen Kol

mdded hind i st R boady gger sy ralRoalong. |

Privaia acies iGean orly iy szl ievdiawiag e appiicrion nof seen by (e ooclcant
ki miced hars din ol suicmstealy oo any nobifrsticns

The RTW task is then complete:

b Right to work check: Harry External: Examinaticn - I
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The Examination Record will be updated to show both RTW ‘Approved’ and Examination
arrangements ‘Completed’:

e

Exarmanstian -

...... B
Fremsidum _ HTRTUE
IS pgErwes
LB I
Lrrreeilis el

[ Lipwm

- —— e -
I.-" P L L PR ""I
o Apperel i
S ™
< Right b owark chach
[ Hvy Esveaal |

e b _-__.'

e, —

Cawrior o sy

Bl

TR

Errmrgd Do fumary F sl
e

LIS 1 M

Accessing the VRE for External Examiners

Once you have set your password you will be able to log into the VRE and access of the
relevant examination tasks.

You will receive email notifications to complete these tasks. The links in these natifications
will take you to the following log on screen:

UNIYERSITY OF
WESTMIMSTER®™
Legiw
Wesbmirsker Virtual Aesearch Emvironment
LINIVERSITY OF RESOURCE OGN
WESTMINSTER®
S NI
ol phbes pe peEreeed B
rypry e (g Fn by
Jriard-palia st
Tois Tl rorwiliy Hed miTIFe
= Ko i Prasg Sosmens
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Please select the option for External Examiners. This will take you to the following log in
screen:

UNIVERSITY OF
WESTMIMSTER®

Log in bo your account

WA RING [

However, if you wish to navigate to the VRE independently you can do so using this link:
https://research.westminster.ac.uk/do/authentication/login?auth=oneis

Once you've entered your details and logged in you will see the tasks awaiting your attention
in the top right hand of the screen.
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https://research.westminster.ac.uk/do/authentication/login?auth=oneis

Section 3. Thesis Submission

Thesis submission is all done via the VRE. There is no requirement for researchers to
submit hard copies of the thesis.

The submission of the thesis for examination shall be at the sole discretion of the candidate
and should take into account the University’s Fit to Sit policy (See Requlation B8.28).

Researcher

To submit the thesis the researcher should navigate to the ‘My project’ page in the VRE and
select the ‘Examinations’ tab from the righthand menu:

Next, select ‘Examination — [First Name] [Surname] which will take you to the Examination
Record:

— examinations

i ——]
-\.,\_\_\__- _______.-"
ik [l [y L P
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https://www.westminster.ac.uk/current-students/guides-and-policies/assessment-guidelines/mitigating-circumstances-claims
https://www.westminster.ac.uk/research/graduate-school/academic-programme

And then select ‘Start now...” under ‘Thesis submission’:

examination -

Again, select ‘Start’ which will finally open the ‘Thesis Submission’ workflow:

Examinaktion -

E] Examimation -
Wi pen s i B sl Er] U Tt wasbvmiasion?
o
You will then see the following screen:
Thasis submission: Examinakion _
e I
(T

From here select ‘Submit thesis’. This will take you to the first of four screens.
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1) Statement — required to confirm the statement and select one of two options

Saivoerl  UDedanmbn Yus Uoiced Teass

1ol Bual | | e kahai B @ning it off ndales: sk b corwmstn willi
oy e s of researoh o ookaroe with, th rodp o rE- 0f iy e i dogees
rEplaer
Flamus spiect ore of the miniemerm Dekaw: ©

|- Bt it il § g bl 8l dre 3 Cireadsll il B T L el i g i |

ol 1 DT i M T CHseTa il CF W Dl i S e s ol B

Literm=idp (4 O mlddon el o 0dawalrsl Fodolioed

| o e mhils regaiares for e Lrisenisy' s wamwth dacres, o, wiis s

Liemeiad 'S Eaatd pas i w o ik b Te hifireg dward

Q) e

fgigmeni [ecipghn ez Lpioad Thess

‘Save and continue’.

2) Declaration - required to confirm the following:

Salemonl  Declarabon  Wiva  Upkcad Thess

L ¥ desciare thal af e maleriat containad i e b my own work

Pliais sabsc o of B Talkewing: *
| declany et no maiedial oontained in Ba thess fas beon imed n ary obwar
it e &N acidera dweaid

1 deciam Faf the biowisg materad rordsned m e Sealn fomed pad of 3 sutseeston
o e e of:

Sawe for e

Sxilernan| Daclirsfion Wiva LUgload Thess

‘Save and continue’.

3) Viva - required to indicate which, if any supervisors, are to be present at the viva:

Aphnnad Decliabo Whia  Labesd Thaws

SapETETE Ty e oveen] @ 8 e o A e oeses pproval of e oradidale. F
{1 W (N D P VT AUPEYIOTE i e pressnd iy e v ree indeats ke
Saloms. Yiow de' nod Fessa io v & remson by o tle resd wieh & nesareieee i abiered

Thiek P 0. i A el ot S bl i L i) oy i il ol it
A4 W B PG STt o O K B AR Pl TR AT e
Py Va0 el ] s Tl (et ol T M i e

Phcn il i b e B TRETR O R SR b BT T e e

) =] = g A

'.:‘-mﬂﬂl‘hdm.ﬂl’ml.‘ll.'

- Eoe i conir el Save Ao mler

e Cmoank  Yiss L] Teew

‘Save and continue’.
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4) Upload thesis:
Falemanl Deciadlion Vid  Uplekd Theais

Thesis Tite: "

Carag Fites here or choose file..

Statmrrmnt  Docheation Wea  Uplioad Thesis

Check the thesis title is correct. It will auto-populate with the one on your ‘Doctoral Research
Project’ page. Amend if necessary.

Upload your thesis file. This should ideally be a PDF to ensure there are no formatting
issues.

Once you're happy the file has uploaded select ‘Save and continue’.

You are then asked to confirm your submission:

Suberit application

=TT G £ e al] [T T

[ Conlinm  Submil asolcabon

Motes dHoles can be seen By the sppticant and sl =iol revewang ths appicabon. Holes

Al Fein O il ol Grtialaly NGl aie ¢ iz Al b

This confirms the thesis submission. The task then goes to the Director of Studies:
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Thesis submission: Examination - ||| NG

Director of Studies

Once the submission is made by the researcher the Director of Studies will receive an email
notification and a task asking them to review the thesis submission application:

Please review tha thesis submission application

The Thesis Submission Record looks like following:

Thesis submizssion: Exarnination - ||| | GTGGR

To view the submission, select ‘Doctoral Researcher Form

Examination Process VRE Guide
EL Version 4
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If there appears to have been a technical issue with the upload (i.e., a missing or corrupt file)
you may want to ‘Return to Doctoral Researcher’ but otherwise you should select ‘Submit

Review'.

You will then be asked to confirm some details:

Progress: Thesis submission: Examanation - —

=i
il ————
-\""—\—|___
1| FEs DT - | L] .llln
O [ [=a 1 a o
Moles ibodes ot be == (LT L i a
b i i [ gl Lo Wl
Fiteil frirbich | D 0 by WA vl i T gl e 0 it [y Ol el il

AT SR PV 0 ROl IASTRIRLIN T R 0% A0FEM

You will be asked to confirm that you have submitted the thesis via Turnitin for plagiarism
checking and that you believe it to be the candidate’s own work.

You can also add any additional notes at this stage.

Once satisfied select ‘Confirm: Submit Review'. The Task then goes to GS to confirm receipt

and circulate the thesis.

Examination Process VRE Guide
EL Version 4

37
Graduate School Aug 2025



Thesis subsmission: Examinaticn _

Graduate School
Once the Researcher has made the submission and the Director of Studies has completed

their declaration GS receive a task to ‘confirm the thesis receipt’”:

Thesk: Subemission: Examena o -r.'-_ Full info

Please condlrm the thesis receipd

The Thesis submission record will look as follows:

rhesis submission; Examination - || TGN

e
| Ty
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You should ‘sense check’ that the thesis is downloadable by looking at ‘Doctoral Researcher
Form’ and that the Director of Studies has confirmed a plagiarism check has been carried
out via the ‘Declaration’ tab (both located on the bottom righthand side). If there are any
issues, please return it to relevant party using the options highlighted by orange buttons.

If everything looks ok ‘Confirm Receipt’. This will open the following screen:

Edit GSR Parm: Thesis submission: Examination - [
T—

AT B TR
Tratgd 4 Bebbamd 300 Duing

Fies Ceplen of Trsain Tami o Exsrmersrs [H aapdicabls| - Oais

Tick the box to confirm submission and populate ‘hard copies of thesis sent to examiners’ if
applicable.

Select ‘Save and Continue’ and then ‘Confirm: Progress’

Frogrmes

Privain narkes  Se ooty by vl reeEswng TE aphoan, nel B By e applcat

Farkary cmalin] rerve s ol ko ety g oy rn s

The Thesis Submission record status will then change to ‘Completed'.
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Pusearas Thesis submassion: Examination - || G

Next Steps
Once the thesis submission is confirmed several email notifications are generated:

e The candidate is notified that the thesis has been submitted and they will be advised
of the viva in due course (the entire supervisor team are cc’'d).

e The Examiners and Chair are advised that the thesis is available and that the Chair
will be in touch soon to arrange the viva

e The Examiners receive emails asking them to complete the ‘Preliminary Reports’ (the
Chair is cc'd).

e The Chair receives an email asking them to confirm the viva arrangements.

The next stages of the exam workflow are also unlocked:

Examination _

Highi i s crach
Thewa aubrmigc
___,.-ﬂ'!' T
____.-"'J- simien -L_K
e h,
P ke b = = "'.
1 i 1 iy |
" || ||
TR v |
L , e i et
e S —
il LW R L30T .y . ___.-"'H
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Section 4. Viva Arrangements

Arrangements for the Viva will need to be confirmed via the VRE once the thesis has been
submitted. The Examination outcome report will only become available once this stage has
been completed and so this task should always be completed in advance of the viva.

Chair of Examiners
The Chair of Examiners will receive the task asking them to confirm the viva arrangements.

Tasks

Select ‘Edit viva arrangements’:

Viva arrangements: Examinatian -_

And populate the following fields:

Wted a0 daln
NFAR b BT PR T el

Wren sxamirason lncaiian

Pledga sl iy noliss yorl sl B0 B8 ekida 14 W it st ToaSos 13 &L i
el e wiE STl T i

‘Save and continue’ and then confirm.
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The Viva Arrangements task status will then change to ‘Completed':
e ¥rva arrangements: Exammnation _

If at a later date the arrangements need changing/updating the Chair should select ‘Edit viva
arrangements’ and update the applicable field/s.

The viva information is then added to the main examination record:

Exarminadbor T argeers ms
Appoved

Rl bo wiors ok
Harry Exfernal

IACATIIZIEG

Thiicdis Subirisdion

N ORI
Wakiing bor prefaminany reports

AWETE: O Faed

Wiym mrrangamanis

Fandabee
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Section 5. Preliminary Reports

A preliminary report needs to be completed by both the internal and external examiner and
submitted via the VRE at least five working days before the viva. Once both reports are
submitted the Examiners (and Chair of Examiners) will be able to review each of the reports
ahead of the viva examination.

Navigating to the thesis
To view the thesis, you must be logged into the VRE. From here navigate to the main
examination record as below:

Examunatian -

Al LT RN 03

From here select ‘Thesis Submission’ and then select ‘Doctoral Researcher Form’ from the
right-hand menu. If you then scroll to the bottom of the page you will find the thesis file to
download.

Frarrme Thesis submissan: Examination _
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Internal Examiner
The Internal Examiner will receive a VRE task and email notification asking them to submit
the Preliminary Report:

Tasks

Clicking on the task or on the link in the email will take you straight to the Preliminary Report
form:

...... g T o i (] T _ L1 ]
S s Edit Freliminary repaort: [ R - liminary
reports; Examiation - Ml
Eangbivis Sunivay  Fopad on meeus Colssmave Propecy Sossdnal Reromarerakacs
Thirsa nirle
—
Tope of degree
tisis

Plewrs corerae e i) goes disepres: with ey ol Ba nilermefisn aoovs

P AR FUNCRTECTE RS TEAy MRGT KD [ WL

o owwd minTrl i b P [l of B pamires (ke S W T S borm

You should work through each of the four tabs and when complete select ‘Save and Finish'.

You will then be asked to confirm that your report is ready and to submit:
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Sgaiik  Prowwms  Saoesl Ad TESTING Taw _ 1 [,

Frelimmary report praviaw
Lanjdale SEmmars

Plsiis Codmrsant i pral chagres ol i n ey of 158 SSmaLGn aheTek

The Preliminary Reports record will then be updated. In this example the record is ‘Waiting
for preliminary reports’ and is ‘on hold’ as it's waiting for the external examiner to submit the
report:

Breliminary reports: Examination _

The Chair of Examiners will then receive a notification confirming receipt of the report:
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o0 pestarinay rapon sor R o wtatie v e

Prelim imary repams -

Selecting the ‘Preliminary reports’ tab on the righthand side will reveal both each of the
reports:

Preliminary reports: Examination _

For example:
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¢ Ensrunais Prafiminary reparts Examlnatiﬂr.-_

Candidate Sumimsry

CEardnr

Plmass comrmmesi il you dasgree with ey o e informaion sbowe

SR ST 0L FRER VR AR RSN [FPETITY R A [T s

sitrwtwnichibon 3 e Fanes e st D ¥ Cher of Exsrseais | v e WRE | bafors i
s cral o et ararsral e s ekd

Frowme uiat Feapasn Ceges Sy abom

FJLe T FEER U SR L LRl =T i g Ry R

F amrunasy e achenesd i bear & el Fe coankdry of dioechoa e of o o pe ol e

douruwdd K D Coo e A orpusibed o S oriaony O L Carieeal Dol

dmiiniihogianpe sl ey .-'!*I"I'
shatints
Hepot on thesis
srmwilans Azpert ol the marriser on s Shain srdd ey poblisksd woh e
TAE EWTRYY S O 0 G0 O SRRSNMT MEESETRON OF [H Coroiee
TR 0
imardis

Coprt ts (T PERESRTT] B BRI PHE AL SaPrtbardon to Ererahidges of e sl by

On this record only one report is showing as only one report has currently been submitted.
Once the second report is completed a second tab will be added for the external examiners
report (or vice versa depending on the order the examiners submit their reports).

External Examiner
The External Examiner will receive a VRE task and email notification asking them to submit
the Preliminary Report:

TEENLY Prowis L H TEETIREC Tmbks Farry Dabernal O Fole
Tatks
i
]
) s
Fing e T Ty
akida e ——

Clicking on the task or on the link in the email will take you straight to the Preliminary Report
form:

47
Examination Process VRE Guide Graduate School Aug 2025
EL Version 4



LT LIRS ] i o' FERTINL Tk Hip'Tp b aldifal Hak

v Edit Predimimary report: BrHarry External (Preliminary

raports: Examination NG

- Candldgis Lurmary Sssciim Bises  Crisheraiss Prgaes Freessml Denrersrabrs
Thaain Eicle:

runds

ning _||

Wil Tpin o dugien

Flagea comrwesi #pou Jasges wth iy of B irfomeaton akore

Aps yreapy and
i B ca il o A el 0 Tl 7 P W [ R FRDOTT R [
B
wsorETeada T o ire fhese and st d i b e = Cosrerssme jan e WEE G hedare
g (0 O TR AT 1 o
Pt Al RTasin Coaiie Fiogd daoo
I L e STV b 0 T O e A
EoraAw Ty ey BT 1T D AR Ml (WA O (R SORHEE Off 88 [NT O M
b .

You should work through each of the four tabs and when complete select ‘Save and Finish'.

You will then be asked to confirm that your report is ready and to submit:

SEEch L ATl TENFIHE Tiaks Ay Exiwrmal. B H¥p

LR Preliminary reports: Examination _

BEreliminary report previes

“andedate TRITHS Y

Papmerrd grogp aed

Pt Lisvit) ¥ ipi S iEe i s of T FITREE 00 Bbers

Cachi PR m B vl WoTiale AN eonpendant peb ey repet A5G [N
rerresraiaiee of e e and el o o Bae Coe o Eierwss v S e ST beboe

Pl D O 0000 TN Bl Tl e T

Frgn nes F P D pnd Ry ave

AT I B on ressaT RE i } g FEIT e TR

Once confirmed the Preliminary Reports record will have updated. In this example, the
external’'s completion of the preliminary report has completed the workflow:
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Preliminary reparts; Examination _

—— —
I - ™

]
_

Chair of Examiners
In circumstances where an examiner is unable to submit their own preliminary report the
Chair of Examiners can do this on their behalf.

From the main Examination Record the Chair will need to select ‘Preliminary Reports’:

Exmminatan A FT RN TR B T

Spproal

Bight LS Wik Chscs

ey Enfamai

_ e
!

Theiit eodmiassn
Lrmnpieimd

S —
- _\_\'-
B bminarny repens oy,

'""m.__ progress

ol NG 10T PRSIl Nepaois.

11 g ZA1E 0 A L ]

W BT O TR T

Wi Compksied

Then, depending on which examiner has requested assistance with completing the report,
you will need to select the appropriate tab:
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Preliminary regoriEl Examimation - |EEEEGNGNGEGEEE

This example uses the External.

The Chair will then have the option to either complete the online form by following the
workflow through the various screens or submitting a separate document:

i Vs e e et I

Edit Prediminary regort: O Hanmy External (Prefimimary
reports: Examination - IR
dlierrativa Uis cplcaed Condicuis Surersty Sageet on Pees. | Colisbesriss Proiecs:  Provicions] Peccerrerisiin

Calgsdy Tes Posboraruary' repor will e reisemes | e corclicide I recoess:s

Py e Db b Lpei0a S M| d8 o @le=dlie B corplel g T il RemT

If you submit the document, this will negate the need to do the following four screens.

Otherwise, you will be asked to follow the workflow through the screens — Candidate
Summary, Report on Thesis, Collaborative Projects, and Provisional Recommendation.

Select ‘Finish and Continue’.

The Chair will then be presented with the following screen:
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Prelimisany repart previes

The Preliminary Report preview will either show the text of the form you've completed or the
document upload. In this instance it's showing the first part of the completed online form.

Select ‘Confirm Report is ready’.
Confirm again.

The report will have been submitted.

Both Examiners

Once both examiners have completed their preliminary reports the Preliminary reports
record completes:

Pralimifary reparcks: Examinatian -_

T s

= =y 7 oy

o - “‘x&_' _ﬁ_,_,/
. 000

2 e XX

The Examiners and Chair of Examiners will receive a naotification informing them that:
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Onar T Exlsrna,
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Avand Ph.D
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All parties will be able to see both reports by clicking on the email link or the ‘Preliminary
Reports’ tab on the right-hand side of the exam record:

L T e Barar FRTIMC ey Fulairal O Hulp

o Py Preliminary reports: Exarmanation _

o T e——

Landidate Sumimary
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There will be a tab for each examiners report. These should be read in advance of the viva.
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Section 6. Examination Outcome

Once the preliminary reports are submitted the ‘Examination outcome’ task will become
available:

Erprvrabion gresgeraria
L

T b i o

Frefi Plaabip réfar

And the Chair of Examiners will receive an email confirming this:

Examination outcome: Examination - [l

Waiting for chair

This report should be completed by the Chair of Examiners and Examiners immediately
following the viva.

Chair of Examiners — Outcome Report

The Chair of Examiners can access the report either via the link in the email notification or
by the task in their task list:
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L] R ]

Tasks

Fitidis i i

Clicking on the task will open an ‘Examination outcome’ sub-record as below. To complete

report select ‘Edit outcome report’:

Examination autcome: Examination _

This will open the ‘Outcome Report’ form:
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And presents the first of nine screens.
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The Chair of Examiners should act as the scribe for the Examiners and guide them through
completing the report.

¢ Candidate Summary — Offers some guidance and asks the Chair of Examiners to
confirm some details:

- Cefilinh STorrel® LSerare] Hosdd on el e OO0Ridill e SEe . AT S urfiei
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e Chair's Report — completed by the Chair of Examiners:
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e Report on oral exam:
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e Collaborative projects (in most cases ‘not applicable’ will apply):
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e Alterative examination:
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e Conclusions:
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¢ Recommendation comments:
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Candidate Summary Chair's report Report on oral exam Collaborative Projects  Alternative Examination
Report Comments Conclusion Recommendation Recommendation Comments Amendments

Reason for decision

4

Please make any comments relating to your recommendation other than those
made in the required reports

Save and continue Save for later

Once all nine screens have been completed and the examiners are content that everything
has been accurately recorded select ‘Save and continue’.

In cases where the outcome is amendments or revisions a new tab titled ‘Amendments’ will
become visible, and the Chair will be asked to specify which examiner/s will review the
amendments:

Candidale Sgmmary  Chair's repoil  Feooi on oral exém  Collabosalies Prggecis  Alsrmialive Exgmanslion
Repor Comments Corclusion  Recommendaton  Recommendabon Comments - Amendmsanis

Amendments will be made to the satisfaction of:
Sk & L T —

=

D Harmy Extesnal

S B Ol S B [a ey

Once the examiner reviewing the amendments has been specified select ‘Save and
Continue’. You will then be asked to ‘Confirm: Submit application’:

wrE Conlmy  Sdbrsil apgicsion

Mertms (Mhotes Can b Sedn Dy Mt appicand ard al safl sesreng ths apphicoion. Hoes
arkded hers do nat sulorabcally ingger ary notficabons |

L Submit applicaton

Privags notes | Sesn oniy by sta¥ revssang ive appkcation, rot seen: by e sopicant
Merias ackier] Fave o gl acdomalsally gder ey rollicaiors |
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The outcome report will then be sent to the Internal Examiner to review and confirm. The
internal examiner will be able to add comments, send it back for amendment or ideally,
progress it to the external for them to then review and progress:

Examunalion sutcome: Examinakion _

ey S e Sw wons

Internal Examiner — Outcome Report
Once the Outcome Report is submitted following the viva the internal examiner will receive
an email notification and VRE task asking them to review and confirm the report:

o — _

Py TEN Wi T e
-'-ﬂ-" -

The examiner will be presented with two options:

e Confirm Outcome
e Return to chair
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Select ‘Confirm Outcome’.

The next screen will offer a review of the form completed after the viva:

Lo L B ]

The examiner should scroll through and check that everything has been recorded as agreed
before selecting ‘Save and Continue’ at the bottom:

Popue wE Oy s g pmr w
g b g e dred e p
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=
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If there are any discrepancies the examiner should return the form to the Chair of
Examiners by selecting ‘Back’ and then ‘Return to Chair’, making sure to add a note
of what needs amending.

Having selected ‘Save and continue’ the examiner will then be asked to confirm the report
and given a final opportunity to make any comments:
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And then to confirm final confirmation:
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This concludes the Internal Examiner’s role in the Outcome Report, and it is then progressed
to the External Examiner:

———— Examination cubcome; Examination - _
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External Examiner — Outcome Report
Once the Outcome Report is submitted by the internal examiner, the external examiner will
receive an email notification and VRE task asking them to review and confirm the report:

E

o
.Il -
0 a8 E
H & :
v |
-

The Examiner has three options:

e Confirm Outcome
e Return to internal examiner
e Return to chair

The Examiner also has the option to view both the Outcome report and Internal Examiner
Statement by selecting options on the Righthand side.

Select ‘Confirm Outcome’ which will reveal the ‘Review’ of the report:

Byrpm  (ocorg Sipsewe

G R

Ay

Scroll through and review the report before selecting ‘Save and continue’ at the bottom:
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Amendments will be made 5o the satisfaction of
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Review Dulcome Slatemeni

If there are any issues with the report, please return to previous page using ‘Back’ button
and select either ‘Return to internal examiner’ or ‘Return to chair’ as applicable, making sure
to add a comment explaining why it has been returned. The report will then be sent back to
that individual where it will need to be amended before progressing through the workflow
again.

After clicking ‘Save and continue’ the examiner is asked to tick:

4 Bach Edit External examiner statement: Examinaton

outcome: Examination - ||| G
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And then ‘Confirm: Confirm outcome’:
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The Outcome Report then goes back to the first examiner to complete the Amendments
Report (where applicable):

Examination outcome: Examinaticn - || N NN NN

= 3 E

Internal Examiner — Amendments Report
Following the External’s confirmation of the Outcome Report the Internal Examiner receives

a task to ‘Review Amendments’:

PR ; -.\:\.

To add a list of required amendments, click ‘Review Amendments’:
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Amendmants will b+ made 1o the satisfacton of:

o
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The Examiner is then either able to upload the amendments as a document (word or pdf) or
enter them into the text box as free text.

For ease the Examiners should collaborate on preparing a list outside of the VRE following
the viva which can then be uploaded. This will save the task being returned and going in a
loop at the approval stage.

Once the amendments have been entered/uploaded, select ‘Save and Continue’ and then
‘Confirm: Submit requirements’

Shuemil regu iremsts.
.
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The task will then progress to the External examiner for final confirmation:
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Examination cukcome: Examination _

External Examiner — Amendments Report

Once the Internal Examiner has submitted the Amendments report it will be passed to the
external examiner to review. The external examiner will receive both an email notification
and VRE task alerting them to the fact the report is ready:

The External examiner has two options:

e Confirm requirements
e Return to first examiner

Select ‘Confirm requirements’:
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Revimw Amendments
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The External Examiner will then be able to see either a list of amendments or the uploaded
document (if it's the document this will be available to preview).

The External Examiner should review the amendments requested and make sure everything
is covered. If anything is missing the form will need to be returned to the internal with the
request that those amendments be added to the list. To do this select ‘Back’ and then

‘Return to first examiner'.

If the external examiner is satisfied with the requested amendments, they should select

‘Save and Continue’. They will then be asked to:

Review Amendments

[ | agree with the Amendments Report

| Save and continue Save for later

Review Amendments

And to confirm:
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The task then progress to Graduate School.

Graduate School Board — Outcome Report

The Secretary of Graduate School Board receives the Examination Outcome task once both
examiners have signed off the Outcome Report and Amendments:

STATUS

VISOr
Wali for Graduate Schoo
T s _ ‘. -
Board
OO (1)
Project Doctoral Research Project
-‘l _

CURRENTLY WITH

ey

External  Dr Hamy Test
Thesss submission date 15 Feb 2022 i i

14 Feb 2022, 1400

Forward apphcaton to Depiity
Viva location Cnling ;

Forwarnd applicaton o

The option selected will always need to be ‘Forward Application to Chair’ or ‘Forward

application to Deputy Chair’. This should be selected from the righthand menu once a check
that the forms have been completed correctly is done.

This can be done by looking at the reports under the ‘Examination’ section on the righthand
side. There will be Outcome Report, Internal examiner statement, External examiner
statement, Amendments report and Amendments report approval.

Once satisfied return and select ‘Forward application to chair’ (or ‘Forward application to
Deputy Chair’):
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Review the summary and then select ‘Continue’ and finally ‘Confirm: Forward application to

chair’:
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The task then progresses to the Chair/Deputy Chair of Graduate School Board.

Graduate School Board Chair — Outcome Report

Once the Exam Outcome Report and Amendments have been submitted and confirmed by
both the internal and External examiner, and Graduate School have reviewed the reports,

the Chair/Deputy Chair of Graduate School Board receives the task:
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Researcher

Supervsor ETATUS
f - Aowaiting Grad S £
Chvsctor of Studes
Chair
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Froject Doctoral Research Project c
Chaar
[ et ask
XN
B~
o R
Interna
External  Dr Harry Test
i

Thests submission date 15 Feb 2022

Wiva date 14 Feb 2022, 14:00
Viva location Cnline EXAMINATION
Academac year

Multiple options are available, including the option to delegate the task and return to
committee representative. In most instances the Chair/Deputy Chair of GSB will select to
‘Review’:

Flane revey B rricrmusion By bEfrre cortng g

Candidate Surmmary
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The Chair/Deputy Chair of GSB is asked to Review the reports. When happy they should
select ‘Continue’ and then *‘Approve’.

If the Chair/Deputy Chair is not satisfied with the reports or wishes to query something they
can send the report back to anyone previously involved in the workflow.
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If approved, the status of the report will then change to reflect the exam outcome:

Examinaticn outcome: Examinztion - ||| G

The Researcher will then receive an email confirming the outcome of their examination and
advising them on next steps. This is cc'd to the entire supervisory team.

If they are awarded, they will be provided with information about how to complete final thesis
submission and conferment.

If they receive minor amendments or revisions, they will be asked to ensure to submit the
revised thesis by the deadline.

If they are asked to resubmit, they are advised about the deadline for the resubmission.
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Section 7. Minor Amendments/Revisions

Researcher
Where the examination outcome is Minor Amendments or Revisions a new part of the exam
record will unlock for the researcher:

ERarmin 1san FTunga TS

Theais bminizs

Viag wrrargereariz

ERmmmEssn AT

Once the researcher has revised the thesis and is ready to submit, they should select ‘Start
Now’ under ‘Thesis amendments’ and then ‘Start’:

Exomination - IS
e [3 Examinstion _

o pod s g st the Thess anendmens?

Followed by ‘Submit thesis’:
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Thesis amendments: Examinatiarn - _

The Researcher should check the thesis title and then upload two files — the revised thesis
and the required accompanying commentary:

Thess tithe

.'. e
[ Sgem pnid coestinps | Sxap for Ll
.

Once the files have been uploaded, select ‘Save and Continue’ and then ‘Submit’.

Submn appacaion

Moy (Firies can b ween by the appicars sl 3 fa¥ rrasang s appicstan

paciond hugn s vt bpamenbicnily fgges by

The revised thesis and commentary will then progress to the examiner/s who have been
designated to review the amendments.
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Examiner/s

Once the researcher has submitted their revised thesis and commentary, the Examiner/s
nominated to review the thesis will receive an email confirmation and a task to ‘Review
Amendments’

Thesis amendments: Examinatien - _

Note: Once the revised thesis and commentary have been submitted the Chair of Examiners
will also receive an email notification to this affect.

Before completing the report, the examiner/s should access the ‘Amended thesis and
commentary’ by selecting the tab ‘Amended thesis and commentary’ on the right-hand side.
The screen will look like this:

Thegin 1tie

The Examiner/s can then download the thesis and commentary for review (click on the
hyperlinked file name and the download should start automatically).

Once the thesis has been reviewed and the examiner/s is ready to complete report, they
should return to the ‘Thesis amendments’ record and select ‘Review amendments’:
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Thesis amendments: Examination _
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The Examiner/s are then asked to complete the report and give a recommendation:
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The recommendations include:
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Candidate Summary Recommendation Recommendation Comments

Recommendation *
Please select one option from the list below
() That the candidate be awarded the degree of Ph.D.

O The thesis requires a further period of one month for the amendments be brought up to
the required standard

O That the candidate be awarded the degree of MPhil

() That the candidate not be awarded the degree
Save for later

Candidate Summary Recoemmendation Recommendation Comments

Once an outcome has been selected, click ‘Save and continue’.

There is then an opportunity to add any final comments:

Candidate Summary Recommendation Recommendation Comments

Please submit a statement of the deficiencies of the thesis and the reason for your
recommendation

When selecting a recommendation where the candidate is not to be awarded, examiners should
prepare an agreed statement of the deficiencies of the thesis and the reason for their
recommendation

y

Please make any comments relating to your recommendation other than the
required reports

Save for later
Candidate Summary Recommendation Recommendation Comments
Select ‘Save and continue’ and then ‘Confirm: Submit review’:

Where the outcome is to award the degree, the record will be updated to show:

77
Examination Process VRE Guide Graduate School Aug 2025
EL Version 4



Thesis amendments: Examinaticn - || T

Note: Where the outcome is ‘a further one month for the thesis to be brought up to the
require standard’ Section 7 of this guide involving the researcher and examiners will be
repeated.

Once awarded, the researcher will receive an email notification which is copied to the entire
supervisory team.

The researcher is then invited to submit their final thesis.

Section 8. Resubmission

Researcher
Where the outcome is a resubmission the Researcher will receive a new exam record as
below:

Examinations I

This exdanibratiene racond B used o adiminiie T aepninsdion pimcass iiom Feeds

submisgion bo lnal o
When ready to submit will need to click ‘Create new’ and ‘Start’. This will create an

Examination (resubmission) record:
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Select ‘Start now’ and ‘Start’.

Then select ‘Submit thesis’. This is the same as the initial submission (See Section 3). The
Researcher will need to complete the Statement, Declaration and Upload thesis screens.
Then ‘Submit: submit application’.

The task then goes to the Director of Studies

Director of Studies
Once the thesis is resubmitted the Director of Studies will receive two tasks asking them:

1. To confirm the thesis submission
2. To confirm the examination arrangements

Thesis submission
The Director of Studies receives the task:

Thesis submission: Examination - [

(resubmission)
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Select ‘Submit review’:

Frinile Ses v 15 S ] Fye Py 4

e T R e e, | L T s

This task is the same as the initial submission (See Section 3). The Director of Studies will
need to confirm the plagiarism check has been done and then ‘Confirm: Submit Review’.

The task then goes to Graduate School.

Examination Arrangements
Following the resubmission of the thesis the Director of Studies receives a task to confirm
the examination arrangements for the resubmission:

Examination arrangements: Examination - | TN
B = b mission)

Select ‘Edit exam arrangements form’. There will be two choices:
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Resubmission Candidate Summary Examiners Chair Comments

Please confirm if any changes are required to the examination panel for
resubmission

O The examination panel remains the same for resubmission

O I wish to submit changes to the nominated examination panel for resubmission

| Save and continue | Save for later

Resubmission Candidate Summary Examiners Chair Comments

Select the applicable option.

If ‘The examination panel remains the same for resubmission’ is selected, select ‘save and
continue’ and then *‘Submit Application’ and then ‘Confirm’ which will submit the exam
arrangements as previous.

If ‘I wish to submit changes to the nominated examination panel for resubmission’ is
selected, select ‘Save and continue’ and then work through the workflow and provide the
details of the new exam panel (see Section 1).

In both cases, once submitted, the application is referred to the Doctoral Co-ordinator.

Chair of Examiners
Once the Director of Studies has confirmed the examination arrangements for the
resubmission, the Chair of Examiners will receive the task:

Title Exarmination - || NG s bmission)

S S0 STATUS
¥ o Hr f St [
L of sfudles
r 1 h
Second (i}
the ape
Pr ocioral Research Projes
CURRENTLY WITH
Examiner T T
Edit axam a 1 T
Extemal  Dr Hamy Test
Retum applica
Arademic yea
o s vorkfiow 15 Feb 2022, 14 APPLICATION

The Chair of Examiners should review each application as there may be changes to
the Examination panel proposed.

Select ‘edit exam arrangements form’, then just click through the screens confirming the
arrangements by selecting ‘Save and Continue’. At the ‘Review’ screen do one final check
before selecting ‘Continue’ and finally ‘Confirm: Progress application’.

The application is then referred to Secretary of Graduate School Board.
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Graduate School

Thesis Submission
Once the Researcher has submitted the thesis resubmission, GS will receive a task to

‘Confirm Receipt’”:

Edit G5R Form: Thesis submission: Examination -

I ==, brmission]

B Cumibes salaipasae

HEZ Thesls Buberiseinn Cuore
1 M I lﬂl

Urras T Harsl Copise of Tregin Seni b FEasminses | F spplicabia) - Dois

v i COrETE a0 il

Tick the box and ‘Save and continue’ and ‘Confirm: Progress’.

The Researcher and Supervisory Team will then receive confirmation that the thesis has
been successfully resubmitted.

Examination Arrangements
Once the Chair of Examiners confirms the exam arrangements Graduate School will receive

a task:

Examimation arrangements Examination - [ NG—_zG
e ubmission)

-
| e

Select ‘Progress’:

Review the proposed exam arrangements, ‘Continue’ and then ‘Forward application to Chair’
and ‘Confirm’.
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The application will then progress to Chair of Graduate School Board.

Chair of Graduate School Board
Chair of Graduate School Board receives the task to review the Exam Arrangements:

Examination arrangements: Examination - || R
I resubmission)

| ‘ I I m
I I
i

Select ‘Progress’, ‘Continue’ and ‘Approve’ and ‘Confirm: Approve’.

At the point the Chair of Graduate School Board confirms the exam arrangements the
Examiners will receive an email notifying them the thesis is available for review.

A task is also generated for the Chair of Examiners to complete the Outcome Report.

Section 8a. Resubmission — Viva

Where the outcome of the examination was: ‘That the candidate not be awarded the degree
but is permitted to re-submit for the degree and be re-examined - resubmission of the thesis
within 12 months (with viva)’ the following process applies.

Examiners — Preliminary Reports

Once the Chair of Graduate School Board has confirmed the examination arrangements
(see Section 8) the examiners will receive a notification that the resubmitted thesis is
available for review.

The Examiners will also receive an email notification and task asking them to submit their
preliminary reports at least 5 working days ahead of the 2" viva. This is the same as during
the initial examination phase (see Section 5).

Chair of Examiners — Viva arrangements

Once the Chair of Graduate School Board has confirmed the examination arrangements the
examiners will receive a notification that the resubmitted thesis is available for review and a
request to begin to make the viva arrangements. This process is the same as during the
initial examination phase (See Section 4).
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Chair of Examiners — Examination Outcome Report
Immediately following the viva, the Chair of Examiners together with the Examiners should
complete the Examination Outcome Report (See Section 6).

The outcomes available will be slightly different to those following the initial examination as
the outcome cannot be a second resubmission:

Candidate Summary Collaborative Projects Alternative Examination Conclusion Recommendation
Recommendation Comments

Please select your recommendation *
O That the candidate be awarded the degree of Ph.D

O That the candidate be awarded the degree of Ph.D. subject to minor amendments
being made to the thesis, to be completed within a period of three months from the
official notification of the outcome

O That the candidate be awarded the degree of Ph.D. subject to revision of the thesis, to
be completed within a period of six months from the official notification of the cutcome.

O That the candidate be awarded the degree of MPhil subject to the satisfactory
completion of minor amendments, fo be completed within a period of three months
from the official notification of the outcome.

O That the thesis potentially meets the criteria for the award of MPhil, and that the
candidate be awarded the degree of MPhil subject to revision of the thesis, to be
completed within & period of six months from the official nofification of the outcome.

O That the candidate not be awarded the degree and not be permitted to be re-examined
Save and continue Save for later

Candidate Summary Collaborative Projects Alternative Examination Conclusion Recommendation
Recommendation Comments

Select the appropriate outcome and the ‘Confirm: Submit application’

Internal/External Examiners
At this stage the process follows the same workflow as following an initial examination so
please refer to Section 6 of this guide.

Section 9. Final Thesis Submission and Conferment

Researcher
Once the examination outcome is confirmed the researcher will be asked to upload their final
thesis document and complete conferment:

Tasks

SledEs pulard o gpicatEm

The Researcher will need to select ‘Edit Form’:
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Einal thesis submisson; Examination - _

The researcher then needs to complete the submission information. This involves a series of

four screens:

1 - EthOS Agreement One:

ETHOA Agwnmas Cra B et Tanty Vs ool {atisrmts
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- W | i (1} i - T
-, 3= Fm LT e - =
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£ - Fieqems @ g g miokis — -
oy 1 i

oy | Bgrrmami Caomrmi Wk | The Depriler dge by i g rdncad =
thy Rinctryis Tmets Drdies Service (ZTR0 B ond Segonimnrfesaech, Snmoh
e oe bebew Vo Lo cosred By tha ageeene. Plaies s an
gy

ey i o' o Pt el il iy g ]

T o o v i et £ b asd e o b dgde

i
Papcay e re 7 thy Sl owing 1 oemri

T A i L O ] By o i Pl e

V. W T ok i P L] i i B 1 ey g g o R T
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LTrDE Agsamae O O Bgrpwrarr Ter T Uldlami L TE

2 — EThoS Agreement Two:
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3 — Thesis upload:
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Once all the boxes have been ticked select ‘Save and continue’ and then ‘Confirm: Submit

thesis’

() -Submit thasis

Ldvmel the spprrasf e ooy
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e
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e

T
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The task then progresses to Graduate School.
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Graduate School

Once the researcher has submitted the final thesis and completed the conferment task it
progresses to Graduate School:

Final thazis submistion: Examinakbion _

oy -
- %

Graduate School should check the submission via the ‘Doctoral Researcher final thesis
submission’ button.

If all looks good select ‘Confirm submission’.

Then Graduate School need to confirm two additional tasks have been completed:

Edit Graduate School Registry Form; Final thesis

submission: Exammation - || NG

o B R e BI0uR] ]

Conbpirei Lefiad PeaindCoilemed

]
5

Sarvw by imb

If necessary, action the closure of the external examiner account (see Section 10) and then
return to the task.

Confirm both tasks have been done and select ‘Save and continue’ and ‘Confirm: confirm
submission’.
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The task then progresses to the Library Outputs Editor.

Section 10. Close External Examiner Account

Graduate School

Once the researcher submits the final thesis (or upon conclusion of the exam) the Graduate
School will need to close the External Examiner’'s VRE account.

To do this search the examiner’s name and bring up their profile:

Or Harry External

Select ‘Revoke access’ and then ‘confirm’:

Revoke access

rrder rarmier rd [0 Py P reires pe

T A
— —\-\.._HI
i Cardfam

-

The profile will then be deactivated:

Dy Harry Exbernal

{in

1810
L
T
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