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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
BS.
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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
B3.6)

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

UNIVERSITY OF
WESTMINSTER™

Q, Quick search Search Browse Recent Add TESTING Tasks [ E. 3 Help

Virtual Research Environment

University of Westminster

Home

Calendar

Supporting research excellence My Research Oulputs

My projects

University of

Westminster

Design, Creative and ®
Digital Industries My ethics applications
Liberal Arts and Sciences E Research 9 Research i Repository
Westminster Business Fundmg governance

School & ethics

Find a researcher

Find research

Research groups and

clusters == Graduate E’;( REF ; Researcher

School profiles

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
WESTMINSTER™

Search Browse Recent  Add TESTING Tasks £ Help

< Back Examinations:

Home ~
& I

University of

Westminster Examination Status
Desi Creative anc

Design, Creative and Examination record
Digital Industries

Liberal Arts and Sciences The examinations record is used to administer the examination process from thesis
Westminster Business submission to final award.

School

Select ‘Create New'.

You will be then presented with the following:

UNIVERSITYOF
WESTMINSTER™
Search Browse Recent  Add TESTING Tasks 1 Help
< Back Examination
Home The examinations record is used to administer the examination process from thesis

submission to final award.

Calendar
Would you like to create an examination record?

University of
Weskminster
Design, Creative and

Digital Industries

Research groups and

clusters

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

Calendar

University of

Westminsker

Research groups and

clusters

Commititees

Exarminabon
Title Examination -
Researcher

Supervisor

Project Doctoral Research Project

Academic year

Tasks

Examination record

-5‘..=. ried the workfiow

This starts the main examination record.

STATUS

Pre-exa

Examination arrangements
Not started

Slart now

Notifications

To begin the exam arrangements, select ‘Start Now’ under ‘Examination Arrangements’ on

right hand side:

Home
Calendar

University of

Westminster

Research groups and

clusters

Committees
Then select ‘Start’:
< Examination

Home
Calendar

University of

Westminster

Titl Examinaion - [

Project Doctoral Research Project

Academic year

Tasks

Examination record

-5‘..=. ried the workflow

Examination - I

& o I

Would you like to start the Examination arrangements?

Examination Process VRE Guide

EL Version 3

STATUS

re-examination

Examination arrangements
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This will open the exam arrangements task:

Examination arrangements: Examination - |||

Supervisor STATUS
Director of studies bmit
Second |
: " CURRENTLY WITH
Project Doctoral Research Project
Academic year 2021

Edit exam arrangements form

-sra".ed thi workfiow

Notifications

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

STATUS
Waiting for supervisor to submit
the application

CURRENTLY WITH

Edit examination
arrangements form

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

Edit Examination arrangements form: Examination
arrangements: Examination -

Examination anmang

Candidate Summary Examinars Chair Commants

You are reminded that

A candidate shall be examined by al beast two and nol normally more than three

examiners of whom at least ona shall ba an extemnal axaminer

For all research dagres programmas the examination tearmn must have expariance of at
least three pravious examinations at the relevant academic level betwean them. An
external examiner will normally have a minimum of two previous examinations at the
ribivant academic lavel

For the full guidance on appointing examiners please see the Academic Regulations for
Resaarch Degrees Section BE - hitps-iwww westminster ac uk/rasearch/graduate-
school'academic-programme

Save and continue Save for later

Candidate Summary Examinérs Chair Comments
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2. Examiners — this is where you add the details of both the internal and external
examiners:

Edit Examination arrangements form: Examination

arrangements: Examination - ||| G

Examinalion arrang

Candidate Summary Examiners Chair Comments

As the Supervisor, you may propose an internal examiner. However, final approval of the
internal examiner rests with the Doctoral Co-ordinator

Add...

Save and continue Save for later

Candidate Summary Examiners Chair Commenis

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.

Cancel

Add Internal...

[Type name to search.

Not everyone shown, keep typing to narrow search.

=; I

PTVL - LAS

Liberal Arts and Sciences

|
= I

PTVL - WBS

Westminster Business School

|

== I

PTVL - WBS

Westminster Business School

| :

Next, you need to appoint the external examiner. Select ‘Add’.
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Home

Calendar

University of

Westminster

Design, Creative and

Digital Industries

Liberal Arts and Science

Westminster Business

School

Research groups and

clusters

Committees

Upcoming meetings

Candidate Summary Examiners Chair Comments

As the Supervisor, you may propose an internal examiner. However, final approval of the
internal examiner rests with the Doctoral Co-ordinator.

= I

Save and continue Save for later

Candidate Summary Examiners Chair Commenis

Again, the search bar is given:

Cancel

Add External...

Type name to search...

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’.

Cancel

Add External...

|Harry

Not listed?
Enter details for new External...

e

Harry B

Harry P
or WillHarry
Harry H_
or Harry Wi

f® #° #° #° 1°
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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:

Cancel

Enter details for new External...

Title
First name *
Last name *

Email *

| save details

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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External: Dr Harry External
Current institution *

curentnst

Current post *

Address where the thesis will be sent *
This should be a professional work address

B
] or

Telephone number

Is the proposed external examiner based outside of the UK? *
Prior to appointment being confirmed and any work undertaken, all external examiners (whether UK
or overseas) must provide evidence of their Right to Work in the UK.

C Yes
C No

Please upload the External Examiner's CV:

Drag files here or choose file. ..

Additional comments on extemal examiner's experience:

&
AN o

Number of research degree candidates previously examined:

MPhil
Chair Examiner
At this institution | ) ‘ .
At other UK institutions | ) ‘ .
Outside the UK | . ‘ .

Doctoral level (PhD, Professional Doctorate)

Chair Examiner
At this institution ‘ |
At other UK ‘ |
institutions " *
Outside the UK ‘ |

Notes on selection of proposed external examiner

11
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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:

Calendar As the SupeIvisor, YOU Ma, e ~Pproval of the
internal examiner rests with the Doctoral Co-ordinator.

University of nternal
Westminster
Design, Creative and -_i DI'_ Remove...
Digital Industries
Liberal Arts and Sciences
Westminster Business Fxternal
LALCIIIal
School

; Dr Harry External Remove...
H.exterpnal@rte om

= Examiner details (incomplete)

Add...

Research groups and

clusters

Committees .
. ) Save and continue Save for later
Upcoming meetings ¥

Candidate Summary Examiners Chair Comments

Guides

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:

Home Candidate Summary Examiners Chair Comments

Calendar As the Supervisor, you may propose an internal examiner. However, final approval of the
internal examiner rests with the Doctoral Co-ordinator.

University of ke w‘{_l

Westminster

Design, Creative and -i DI-_ Remove...

Digital Industries
Add...
Liberal Arts and Sciences
Westminster Business Externa l
School
; Dr Harry External S—

H.external@test.com
Research groups and = i )
= Examiner details
clusters

Add...

Committees
Save and continue Save for later
Upcoming meetings T E—————-

Candidate Summary Examiners Chair Comments

Guides

Select ‘Save and continue’.
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3. Chair — this is where the chair of examiners is proposed.

Edit Examination arrangements form: Examination
arrangements: Examination - Mr

Examination arrange. - Confirm

Candidate Summary Examiners Chair Commenis

Chair
The

Save and continue Save for later

Candidate Summary Examiners Chair Comments

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.

Home Candidate Summary Examiners Chair Comments

Please provide any further relevant information or rationale for nominating the
proposed examiners

Calendar

University of

Westminster

Design, Creative and

Digital Industries
_ Save and continue Save for later
Liberal Arts and Sciences

Westminster Business Candidate Summary Examiners Chair Comments
School

Select ‘Save and continue’.

This is the final stage and then you will be asked to ‘Confirm: Submit application’:
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Edit exam arrangements form: Examination

arrangements: Examination ||

Examination arrange > Confirm

Submit application

Submit the completed application
Cancel Confirm:  Submit application

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

Private notes (Seen only by staff reviewing this application, not seen by the applicant
Notes added here do not automatically trigger any notifications.)

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.

STATUS

Waiting for the College Research
Director to review and submit the
application

—

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:

14
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UNIVERSITY OF
WESTMINSTER#

Q Quick search Search  Browse Recent Add  TESTING

Virtual Research Environment

D« elo

University of Westminster

Calendar

Shaping the future

. . My Research Outputs
University of

Westminster My Doctoral Researchers

Design, Creative and My projects

Digital Industries My ethics applications

Liberal Arts and Sciences E Research 0 Research il Repository
Westminster Business Funding governance Find a researcher
school & ethics

Find research

Research groups and
clusters y Researcher
profiles
UNIVERSITYOF Virtual Research Environment
WESTMINSTER™
Q Quick search Search Browse Recent Add  TESTING ks R -
Tasks
Show future tasks
Home
E _ Submit recommendation..
You have been invited to participate in the e-meeting process.
Calendar

University of = I

You have been invited to participate in the e-meeting process.

Submit recommendation...
Westminster

Design, Creative and

Digital Industries
Examination arrangements: Examination - | | N Full info...

Waiting for the College Research Director to review and submit the application

Liberal Arts and Sciences

Westminster Business

School

Click on the task to be taken to the ‘Examination Arrangements’ tab on the researcher’s

Examination Record:

15
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Title Examination - Mr _
Researcher ]

Supervisor STATUS

Project Doctoral Research Project

CURRENTLY WITH
Academic year 2021 - 2022 _

Delegate this task

I <t rtcd the workfiow
I = bmidted the applcation

APPLICATION

Examination arrangements form
Download printable PDF
Add note

Notifications

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

e ‘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’.

Home Candidate Summary Examiners Chair Comments

calendar You are reminded that:

A candidate shall be examined by at least two and not normally more than three

University of examiners of whom at least one shall be an external examiner.

Westminst s .
estminster For all research degree programmes the examination team must have experience of at

Design, Creative and least three previous examinations at the relevant academic level between them. An
Digital Industries external examiner will normally have a minimum of two previous examinations at the
Liberal Arts and Sciences relevant academic level.

Westminster Business

For the full guidance on appointing examiners please see the Academic Regulations for
Research Degrees Section B8 - https://www.westminster.ac.uk/research/graduate-
school/academic-programme

School

Research groups and =
Srep Save and continue Save for later

clusters
Candidate Summary Examiners Chair Comments

Committees

Upcoming meetings

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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Candidate Summary Examiners Chair Comments

Chair

The Chair automatically defaults to the School Doctoral Co-ordinator. The Doctoral Co-ordinator
may select a different Chair below.

o I

Select alternative chair *

| save and continue Save for later

Candidate Summary Examiners Chair Comments

Select an alternative Chair by typing the name into the yellow box:

Candidate Summary Examiners Chair Comments

Chair

The Chair automatically defaults to the School Doctoral Co-ordinator. The Doctoral Co-ordinator
may select a different Chair below.

o I

Select alternative chair *

[Prof Alex

@ Save for later

Candidate Summary Examiners Chair Comments

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:

Examination arrange = | @ Review =
Please review the information below befare continuing
Examiners
= I

; Dr Harry External
Harry@test.com

Current institution

Manchester

Current post
Lecturer

Address where the thesis will be sent

17
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Then select ‘Confirm: Progress application’:

Progress application

Confirm the application review and submit decision
Cancel Confirm: Progress application

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

Private notes (Seen only by staff reviewing this application, not seen by the applicant.
Notes added here do not automatically trigger any notifications.)

The application will then be submitted, and the application status updated to: ‘Waiting for
Graduate School Board to submit decision’

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

Examination arrangements: Examination - _ Full info...

Waiting for Graduate School Board to submit decision

GSR will have various options:

< Examination Examination arrangements: Examination - [ N RSN

H . .
ome Title Examination -_

Calendar
Supervisor STATUS
Director of studies Waiting for Graduate School
University of Second (i) Board to submit decision
Westminster Second (ii) CURRENTLY WITH
Design, Creative and
Digital Industries Project
i Edit examination
Liberal Arts and Sciences
) I arrangements form
Westminster Business Academic year 2021 - 2022
School Progress
_starled the workflow 01 Nov 2021, 11:20
Research groups and _submmed the application 01 Nov 2021, 11:38 E-meeting
clusters I e the appiication and submitted decision 7 Schedule meeting
Request review
Committees
Examination Process VRE Guide Graduate School Registry June 2022
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Select ‘progress’. GSR will be shown a summary of the proposed arrangements:

Home

Please review the information below before continuing.

Calendar =
Continue

Examiners

University of

Westminster

Design, Creative anc

Liberal Arts and Sciences

Westminster Business

School
® | Harry External

H.external@test.com

Research groups and
clusters Current institution

Manchester

Committees Current post

Upcoming meetings Cadiiee

GSR 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’:

Progress: Examination arrangements: Examination -

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:

19
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Forward application to Chair

Forward application to the committee Chaix

Confirm: Forward application to Chair

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

Private notes (Seen only by staff reviewing this application, not seen by the applicant.

Select ‘Confirm: Forward application to Chair’:

< Examination Examination arrangements: Examination - ||

Home Title Examination _

Researcher I
Calendar
Supervisor STATUS
Director of studies Awaiting Graduate School Board
University of Second (i) Chair

Westminster

Second (ii) CURRENTLY WITH

Design, Creative and _
SR o _
Liberal Arts and Sciences

APPLICATION

Westminster Business Academic year 2021 - 2022
School Examination arrangements form
I s ted the workflow 11:2
Research groups and I -t the application 1:38 Download printable PDF...
clusters I < i< v the application and submitted decision 1:47
I - ded application to committee Chair 021, 11:62 Add note

Committees

Upcoming meetings

The status of the examination arrangements then changes to ‘Awaiting Graduate School
Board Chair'.
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Chair/Deputy Chair of Graduate School
The task then appears in Graduate School Board

Examination arrangements: Examination - _

Awaiting Graduate School Board Chair

Click through to the task:

< Examination

Home

Title

Researcher
Calendar )
Supervisor
Directer of studies
University of

Second (i)
Westminster

Second (ii)
Design, Creative anc
Digital Industries Project
Liberal Arts and Sciences
Westminster Business Academic year 2021 - 2022
School

I =< the workflow

Research groups and _suhmitled the application

clusters

Committees

Upcoming meetings

_ reviewed the application and submitted decision
_Iorwarded application to committee Chair

Board (GSB)
Chair/Deputy Chair’s task list:

Full info...

Examination arrangements: Examination - Mr ||

STATUS
Awaiting Graduate School Board
Chair

CURRENTLY WITH

Delegate this task

APPLICATION

Examination arrangements form

Download printable PDF.

Select ‘Progress’ which will take you through to a summary screen:

Home

Please review the information below before continuing.

Calendar

Examiners
University of
Westminster
Design, Creative and
Liberal Arts and Sciences
Westminster Business

School

® pr Harry External
H.external@test.com

Research groups and

. Current institution

Manchester
Committees Current post
Upcoming meetings Lecturer

Address where the thesis will be sent
123 Alphabet Road

Guides

REF Units of Telephone number

Review the information and then select ‘Continue’
from:

21
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Revisw . - @ Confirm

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

Approve’:

< Cancel

Home

Calendar

University of
Westminster
Design, Creative and

Digital Industries

Liberal Arts and Sciences

Westminster Business

School

Research groups and

clusters

Committees

Upcoming meetings

Progress: Examination arrangements: Examination -

Approve

Approve the application

Cancel Confirm: Approve

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

Private notes (Seen only by staff reviewing this application, not seen by the applicant.
Notes added here do not automatically trigger any notifications.)

Once GSB approve the examination arrangements all parties will receive an email
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’:

Examination Process VRE Guide

EL Version 3

STATUS
Waiting for user account creation

CURRENTLY WITH
Graduate School Registry
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Section 2. User Account Creation

Once the examination arrangements are approved by GSB, Graduate School Registry
receive the task to set up the External Examiner’s Account:

Examination arrangements: Examination - _ Full info...

Waiting for user account creation

The task looks like this:

< Examination Examination arrangements: Examination - || |

Home Title Examination —_

Researcher

Calendar

Supervisor STATUS

Nait ser account creatio
Director of studies Waiting for user account creation

University of Second (i)

Westminster 2.
Second (i)
Design, Creative anc

Digital industries Project Edit examination
Liberal Art j < arrangements form
eral Arts and Sciences
2021 - 2022

Select user

CURRENTLY WITH
Graduate School Registry

Westminster Business Academic year

School

- - < the workflow )1 Nov 2021, 11:2
APPLICATION
Research groups and I s bitted the application Nov 2021, 11:38
i Examination arrangements form

S I << the appiication and submitted decision 01 Nov 2021, 11:47

I o /=rded application to committee Chair 01 Nov 2021, 11:52 R

" Download printable PDF...

Committees

_approved the application 01 Nov 2021, 11:54
Upcoming meetings

AdA nata

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

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

UNIVERSITY OF
WESTMINSTER™

o Quick &earch Search Browse Recent TESTING

From the list of options select ‘Person’:
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UNIVERSITY OF
WESTMINSTER™

a

@ Quick search Search Browse Recent = A

d  TESTING Tasks B -

Add new...

L
Home ﬁ Event

Calendar

.' Project m Remediation

Committee

Doctoral research project

University of

Westminster

Design, Creative and

Digital Industries

Liberal Arts and Sciences

= @

Westminster Business

School

Research groups and

clusters

You will then need to populate several fields on the form using details from the examiners
CV. This includes:

o Title

e First

e Last

¢ Contact Category - ‘external researcher’
e  Works for

e Job Title

e Email

Q Quick search Search Browse Recent Add TESTING Tasks _ 3 Help

Add new Person

Calendar g Name
v | |[Title || Firs Last -

University of + SCJCode
Westminster =
Design, Creative and
Digital Industries +  Contact category
Liberal Arts and Sciences ~ =
Westminster Business S Works for
School

# -

Department

Research groups and = P
clusters & -

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

You will then arrive at the following screen:
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UNIVERSITYOF Virtual Research Environment

WESTMINSTER®
Q_Quick search Search Browse Recent Add TESTING Tasks _ 2%  Help
Dr Harry External Eat |v| [ @&
Home .
External
researcher
Calendar
Name Dr Harry External Request external access
Contact category External researcher

University of
Westminster Job title Lecturer

Doctoral Researchers

Design, Creative and Email address H.external@test.com
Digital Industries

Liberal Arts and Sciences

Westminster Business

School

Research groups and

clusters

The final step in setting up the account requires you to select ‘Request external access’ from
the right-hand menu.

UN'VERSITYOF Virtual Research Environment
WESTMINSTER™

@ Quick search search Browse Recent Add  TESTING Tasks B -
< Back Req uest external access
Home Confirm external access for the External researcher

The following details will be used to create the user account:

Calendar
« First name: Harry

« Last name: External

University of « Email: H.external@test.com

Westminster

Design, Creative and Edit record

Digital Industries
Liberal Arts and Sciences
Westminster Business

School

Research groups and

clusters

Select ‘Confirm’.

The external account will now look like this:
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UNIVERSITY OF
WESTMINSTER™

Virtual Research Environment

Q_Quick search Search Browse Recent  Add TESTING Tasks _ £ Help
. 4\
Dr Harry External Eat v| | &
Home .
Extemal
researcher
Calendar
Name Dr Harry External Revoke access
Contact category External researcher Resend password setting link
University of
Westminster Job title Lecturer
Design, Creative and Email address H.external@test.com Doctoral Researchers
Digital Industries

Liberal Arts and Sciences

Westminster Business

School

Research groups and

clusters

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

University of Westminster

Welcome to University of Westminster. Your external account has been created, and
to get started you need to set your password.

Click here to set password.

This link will work only once. Once you've set your password, you can discard this
email.

Please use the alternative external user login link on the home page.

Graduate School Registry will then need to link the External Examiner’s account to exam
record. To do so a member of Graduate School Registry should return to the task:

26
Examination Process VRE Guide Graduate School Registry June 2022
EL Version 3



UNIVERSITY OF
WESTMINSTER™

Search  Browse Recent Add  TESTING Tasks _{ﬁ Help

< Examination Examination arrangements: Examination _

Home Title Examination - I
Researcher I
Calendar
Supervisor STATUS
Director of studies Waiting for user account creation
University of Second (i) CURRENTLY WITH
West t =
estminster Second (ii) Graduate School Registry
Design, Creative and
Digital Industries Project Edit examination
y arrgngesaats form
Liberal Arts and Sciences
Westminster Business Academic year 2021 - 2022
schoo

I - t<c the workfiow 01 Nov 2021, 11:20
APPLICATION
01 Nov 2021, 11:38

Research groups and I . > mitted the application

Examination arrangements form

Select ‘Select User’:

Select user account

Name: Harry External

Email: Hamy@test com
weeks.

i; Dr Harry Test
) harry@test.com
e

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

| No specific match found. The list below shows users that were created within last 2

Select the correct individual and ‘Submit’.
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Examination - NG Bt v | 8

Home
Examination

Title Examination _ STATUS

Pre-examination

Calendar

University of
Westminster Supervisor .
Examination arrangements
Design, Creative and Director of studies Approved
Digital Industries Second (i)
Liberal Arts and Sciences Second (i) Right to work check
. . Harry External
Westminster Business P t
o o _ e
schoo
Waiting for Graduate School Registry
Chair _ to confirm right to work check
Research groups and With: Graduate School Registry
Examiner
clusters
External  Dr Harry External
Committees
Academic year 2021 - 2022

Upcoming meetings

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

Right to Work (GSR)
GSR will then receive a task to confirm the Right to Work check (RTW).

Right to work check: H@if§j External: Examination - ||| | | NN Full info...

Waiting for Graduate School Registry to confirm right to work check has taken place

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:

< Examination Right to work check: Harry External: Examination - |l

H . s
eme Title Examination - | I

Researcher
Calendar
STATUS

Waiting for Graduate School

Supervisor
Director of studies
Registry to confirm right to work

University of Second (i)

Second (ij)

Westminster check

CURRENTLY WITH

Project Graduate Schee-Resistny
Liberal
Westrr Chair
School
s Examiner

Download printable PDF.
Internal

Research groups and External  Dr Harry External
clusters

Academic year 2021 - 2022 GERREIS,

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.

< Back Edit Confirmation form: Right to work check: Harry

External: Examination - |||

Home
O Right to work checks have been completed

Calendar Notes

University of

Westminster

Design, Creative and
Digital Industries Drag files here or choose File...

Liberal Arts and Sciences

Westminster Business Save and continue Save for later
school

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

Confirm

Confirm right to work check has taken place

Cancel

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

Private notes (Seen only by staff reviewing this application, not seen by the applicant.
Notes added here do not automaticallv triaaer anv notifications.)

The RTW task is then complete:

Examination Process VRE Guide

< Examination Right to work check: Harry External: Examination - Il
Home Title Examination - |

Researcher

Calendar

Supervisor STATUS

Director of studies Completed

University of

Second (i)
Second (i)

Westminster
Design, Creative and

e FrDJE(j _ Ccnimﬁation lorm
Liberal Arts and Sciences

APPLICATION

Westminster Business Chair Download printable PDF
School
Examiner
Research groups and External  Dr Harry External
clusters
Academic year 2021 - 2022
Committees I -onfirmed that right to work check has taken place
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The Examination Record will be updated to show both RTW ‘Approved’ and Examination
arrangements ‘Completed’:

Home
Examination
Calendar § o
Title Examination _ STATUS
Pre-examination
University of
Westminster Supervisor —
Examination arrangements
Design, Creative and Director of studlies Approved
Digital Industries Second (i) e ——
Liberal Arts and Sciences Second (i) Right to work check
Harry External
Westminster Business Project
Toject Completed
School
Research groups and
Examiner
clusters

External  Dr Harry External

Committees

Academic year 2021 - 2022

Upcoming meetings

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, 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

This will take you to the following log in screen:

UNIVERSITY OF
WESTMINSTER™

Login
Log in to your account

Email

Password
\ Login

Forgotten your password?
O Remember me on this computer

WARNING: Do not check this box on public
computers or if anyone else uses this computer.

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.

Examination Process VRE Guide Graduate School Registry June 2022
EL Version 3


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 Regulation 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:

_ o )

Home ~—" n = D 0 0
vy ] Lnld *

N <& E = il

Docloral

research
Calend profect

T Project history

b _ ‘
University of
Westminster Researcher _ Project dates
Design, Creative and Supervisor
Digital Industries Director of studies Supervision meetings
Liberal Arts and Sciences Second (i)
Westminster Business Second (ii) P
School nual progress review

Doctoral research project status
Registration
Active
Research groups and

Doctoral research project stage
clusters 2 &

Ethics

Project mode
Committees

X \riting Up
Pa Vriting Ug

2014 January PT
»coming meetings

DRDP Cohort

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

< Back Examinations: I

Home ~—]
° I

Calendar

University of

Westminster Status
Design, Creative and In progress
Digital Industries
Liberal Arts and Sciences The examinations record is used to administer the examination process from thesis
Westminster Business submission to final award.
School
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And then select ‘Start now...” under ‘Thesis submission’:

exermination - I

Home
Examination

Calendar

Title Examination - | NN

Researcher
University of

Westminster Supervisor

Design, Creative and Director of studies

Digital Industries Second (i)

Liberal Arts and Sciences

Second (i)

Chair

Research groups and

Examiner
clusters

External  Dr Harry External
Committees

Academic year 2021 - 2022
Upcoming meetings ’

Project
schoo

STATUS

Pre-examination

Thesis submission
Not started

Start now.

Examination arrangements
Approved

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

examination - I

[=] examination - I

Would you like to start the Thesis submission?

You will then see the following screen:

< Examination

Thesis submission: Examination - ||| G

Home Title Examination - |
Researcher
Calendar
Supervisor STATUS
Director of studies Waiting for application to be
University of submitted

Second (i)

Westminster - )
Second (i)

Design, Creative and

Digital Industries Project

Liberal Arts and Sciences

Westminster Business Chair

Schoo! .
Examiner

Internal

Research groups and External  Dr Harry External

clusters

Academic year 2021 - 2022

Committees

_ started the workflow

Upcoming meetings

CURRENTLY WITH

Submit thesis

Download printable PDF.

Add note

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

Statement Declaration Viva Upload Thesis

[ I confirm that | have undertaken the programme of related studies in connection with
the programme of research in accordance with the requirements of my research degree

registration.

Please select one of the statements below: *

O I declare that while registered as a candidate for the University's research degree, |
have not been a registered candidate or enrolled student for another award of the

University or other academic or professional institution

~

Save and continue \ Save for later

Statement Declaration Viva Upload Thesis

‘Save and continue’.

2) Declaration - required to confirm the following:

Statement Declaration Viva Upload Thesis

O | declare that while registered for the University's research degree, | was, with the
University's specific permission, a candidate for the following award:

[ 1 declare that all the material contained in this thesis is my own work

Please select one of the following: *

O | declare that no material contained in the thesis has been used in any other

submission for an academic award

O | declare that the following material contained in the thesis formed part of a submission

for the award of:

‘ Save and continue

Statement Declaration Viva Upload Thesis

Save for later

‘Save and continue’.

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

Statement Declaration Viva Upload Thesis

Supervisors may be present at a viva only with the express approval of the candidate. If
you want one or more of your supervisors to be present at your viva, you may indicate this
below. You do not have to give a reason why you do not wish a supervisor to attend.

This form is submitted in confidence and will not be seen by any members of your

supervisory team, although should you object to a supervisor attending, this information

may need to be passed on in the process of arranging the examination.

Would you like one or more of your supervisors to attend the viva?
Please select supervisor(s) you wish to be present at the viva

O I

O I

C I

[J 1 do not want any of my supervisors present

Save for later

Statement Declaration Viva Upload Thesis

‘Save and continue’.
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4) Upload thesis:
Statement Declaration Viva Upload Thesis

Thesis Title: *

Drag files here or choose file...

Save and continue Save for later

Statement Declaration Viva Upload 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:

Submit application

Submit the completed application

Cancel Confirm: Submit application

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

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

H .
ome Title Examination - _
Researcher I

Supervisor

Calendar
STATUS

Director of studies Waiting for Supervisor to review
University of Second () application

Westminster
Second (ii) CURRENTLY WITH

Design, Creative and
Liberal Arts and Sciences

APPLICATION

Westmi

School Examiner Doctoral Researcher form
internal |

Research groups and External  Dr Harry External Download printable PDF...
clusters

Academic year 2021 -2022

Add note
Committees I st:rted the workflow
Upcoming t -
pcoming meetings I . bmitted the application 1 Nov 2021, 14

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:

Thesis submission: Examination - ||| | GTG_G Full info...

Please review the thesis submission application

The Thesis Submission Record looks like following:

< Examination Thesis submission: Examination - | | | | IR

H - -
ome Title Examination - || NN NN

Supervisor STATUS
Waiting for Supervisor to review

Calendar

Director of studies

University of application

Second (i)
Westminst
estminster Second (i) CURRENTLY WITH
Digital Industries Project

_ Submit review

Chair ] Retum to Doctoral Researcher
Examiner

Research groups and External  Dr Harry External

] Sciences

Doctoral Researcher form
clusters

Academic year 2021 - 2022

Download printable PDF.

Committees _staned the workflow 01 Nov 202
pcoming meetings —
_submltlea the application 1 Nov 2021

Add note

To view the submission, select ‘Doctoral Researcher Form’.
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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:

< Cancel Progress: Thesis submission: Examination - -

Home 9 .
Submit review

Submit the reviewed application

Calendar ~
Cancel Confirm:  Submit review

University of

Westminster

[ | confirm that | have submitted the thesis via Turnitin for plagiarism checking and that | o
believe the thesis to be the candidate's own work

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes

added here do not automatically trigger any notifications.)
Research groups and

clusters

Committees

Upcoming meetings
Private notes (Seen only by staff reviewing this application, not seen by the applicant
Notes added here do not automatically trigger any notifications.)

Guides

REF Units of

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 GSR to confirm
receipt and circulate the thesis.

36
Examination Process VRE Guide Graduate School Registry June 2022
EL Version 3



< Examination

Home

Calendar

University of

Westminster

Design, Creative and

Research groups and

clusters

Committees

Guides

Thesis submission: Examination - Mr || | | | |Gz

Thesis submission: Examination - _

Title
Researcher

Supervisor
Director of studies
Second (i)

Second (i)

Project

Chair

Examiner

Internal

Academic year

Dr Harry External

_s'.a:‘:ec the workflow
I . > mitted the application

_,rewaw.ec the application

Graduate School Registry
Once the Researcher has made the submission and the Director of Studies has completed
their declaration GSR receive a task to ‘confirm the thesis receipt’:

Please confirm the thesis receipt

< Examination

Home

Calendar

University of

Westminster

Design, Crea

ninster Business

ol

Research groups and

clusters

Committees

Upcoming meetings

Guides

REF Units of

The Thesis submission record will look as follows:

STATUS

for thesis receipt and

CURRENTLY WITH

Graduate School Registry

APPLICATION

Doctoral Researcher form

Declaration

Download printable PDF.

Add note

Full info...

Thesis submission: Examination - || | | | | | N

Title
Researcher
Supervisor
Director of studies
Second (i)

Second (ii)

Project

Chair

Examiner
Internal

External

Academic year

Dr Harry External

21 - 2022

_srarted the workflow
_submllted the application
_rewewed the application

Examination Process VRE Guide
EL Version 3

STATUS
Wiaiting for thesis receipt and
circulation

CURRENTLY WITH
Graduate School Registry

Confirm receipt
Return to Supervisor

Return to Doctoral Researcher

LETTERS

Dr Harry External

APPLICATION
Doctoral Researcher form

Declaration

Graduate School Registry June 2022



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 form: Thesis submission: Examination - [l
]
GSRform -

Confirmn submission
Thesis Submission Date
15 Feb 2022 (i ]

Hard Copies of Thesis Sent to Examiners (if applicable) - Date

Save and continue Sawe for later

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’:

Progress

Progress application to the next stage
Cancel Confirm: Progress \

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

Private notes (Seen only by staff reviewing this application, not seen by the applicant.
Notes added here do not automatically trigger any notifications.)

The Thesis Submission record status will then change to ‘Completed’.
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< Examination

Home

Calendar

University of

Westminster

Research groups and

clusters

Committees

Upcoming meeting

Next Steps

Thesis submission: Examination - ||| EGzNGEGG

Title Examination - ||
Researcher ]

Supervisor
Director of studies
Second (i)

Second (i)

Chair

Examiner
internal

External  Dr Harry External
Thesis submission date 01 Nov 2021

Academic year 2021 - 2022

_staﬁed the workflow

Confirm receipt

LETTERS

Dr Harry External

APPLICATION
Daoctoral Researcher form

Declaration

ASSESSMENT

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

o 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:

Home

Calendar

University of

Westminster

Research groups and

clusters

Committees

Upcoming meetings

Guides

REF Units of

Assessment

Examination

Title Examination - || | N SR

Researcher

Supervisor

Chair

Examiner

Internal

External  Dr Harry External

Thesis submission date 01 Nov 2021

Academic year

Tasks

Examination record

Examination Process VRE Guide

EL Version 3

Director of studies
Second (i)
Second (i)

Edit | &

STATUS
Pre-examination

Examination arrangements
Approved

Right to work check
Harry External
Completed

Thesis submission

Preliminary reports
in progress

Waiting for preliminary reports
‘With: On hold

Viva arrangements
In progress

Waiting for the viva arrangements to
be confirmed

win
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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

Show future tasks

Viva arrangements: Examination - || NN Full info

Please confirm the viva arrangements

Select ‘Edit viva arrangements’:

< Examination viva arrangements: Examination ||| | | NI

H y _—
ome Title Examination _
Researcher I
Calendar
Supervisor STATUS
Director of studies Waiting for the viva arrangements
i i F . to be confirmed
University ol Second ()
Westminst
estminster Second (i) CURRENTLY WITH
Design, Creative and
P Pro}ecl _
Liberal Arts and Sciences
Westminster Business Chair _
School Examiner Download printable PDF...
Research groups and External  Dr Harry External Add note
clusters
Thesis submission date 01 Nov 2021
Academic year 2021 - 2022
Fammibbase

And populate the following fields:

Viva examination date *

Viva examination time *
Viva examination location *

Please state building and room number as a minimur

Please add any notes you wish to be included in the email notification to examiners
about the viva arrangements

e.g. catering, access, car parking

Save and continue Save for later

‘Save and continue’ and then confirm.
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The Viva Arrangements task status will then change to ‘Completed’:

< Examination Viva arrangements: Examination -_

Home Title Examination - | NN
Researcher

Calendar
Supervisor

Director of studies

Edit viva arrangements

University of Second (i)
Westminster

Second (i)
Design, Creative and

Digital Industries Project APPLICATION

Viva arrangements
Chair

Examiner X
Download printable PDF...

Internal

Research groups and External  Dr Harry External

clusters
Thesis submission date 01 Nov 2021

Viva date 29 Oct 2021, 14:00
Committees
Vo . Viva location Online
pcoming meetings
Academic year 2021 - 2022

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:

Examination

Title Examination - ||| | | STATUS

R n Pre-examination
esearcher

Supervisor o
Examination arrangements

Director of studies Approved

Second (i)
Right to work check
Harry External

Second (i)

Thesis submission

Chair
Completed

Examiner

Internal Preliminary reports

£ s ‘ In progress

i i ki Waiting for preliminary reports
Thesis submission date 01 Nov 2021 With: On hold
Viva date 29 Oct 2021, 14:00 Viva arrangements
Viva location Online Completed
Academic year 2021 - 2022
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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:

Examination - I @l &

Home
Examination
Calendar
Title examination - || | | NN STATUS
Pre-examination
Researcher
University of
Westminster Supervisor

Examination arrangements
Approved

Director of studies

Right to work check

Sciences Second (ii)
Harry External

Project Completed

o Thesis submission
Chair

Research groups and Completed

Examiner
clusters Preliminary reports

= in progress
External  Dr Harry External

Committees ‘Waiting for preliminary reports
Upcoming meetin Thesis submission date 01 Nov 2021 ‘With: On hold

Academic year 2021 - 2022 Viva arrangements
Guides In progress

Waiting for the viva arrangements to

Tasks be confirmed
win
Assessment

Examination record

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.

< Examination Thesis submission: Examination - _

Home

Title Examination - _

Researcher

Calendar

Supervisor STATUS

Director of studies Completed

University of

Second (i) Confirm receipt

Westminster

Second (i)

Chair
Dr Harry External
Examiner
Internal
Research groups and External  Dr Harry External APRLICATION
lust:
gz o Thesis submission date 01 Nov 2021 Docios Rescarcherionn
Academic year 2021 - 2022 LEETELRL
Committees
Upcoming meetings
_started the workflow Nov 2021, 14:4 ASSESSMENT
Examination Process VRE Guide Graduate School Registry June 2022
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Internal Examiner
The Internal Examiner will receive a VRE task and email notification asking them to submit
the Preliminary Report:

Search Browse Recent Add  TESTING Tasks | EREEE

Tasks

Show future tasks

Home
nfirm your experie Full info

Review experience

Calendar

University of ol i
Please submit your Preliminary report

Westminster

n, Creative and

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

Juick seart Search Browse Recent Add TESTING Tasks I  Help

< Examination edit Preliminary report: || N | NN reliminary
reports: Examination - Ml EEEEER)

Home Candidate Summary Report on thesis Collaborative Projects Provisional Recommendation
Thesis title:
Calendar
University of _
Westminster Type of degree:
Ph.D.

Design, Creative and

Digital Indust

Please comment if you disagree with any of the information above

s and Sciences

estminster Business

Research groups and
Each examiner is required to make an independent preliminary report and provisional

recommendation of the thesis and submit it to the Chair of Examiners (via the VRE) before

clusters

the oral or alternative examination is held.

Committees

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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Juick sea Search Browse Recent  Add TESTING Tasks _i} Help

< Examination preliminary reports: Examination - | | | IR

Home = .

Confirm report is ready

This report has been completed in full and may be circulated to the
Calendar examination team

Make changes

University of

Westminster Return to the form to make changes.

design, Creative anc

. Back

Return to the examination overview.

digital I

ustries

Liberal Arts and Sciences

Preliminary report preview

Candidate Summary

Research groups and

clusters Please comment if you disagree with any of the information above

Each examiner is required to make an independent preliminary report and provisional
recommendation of the thesis and submit it to the Chair of Examiners (via the VRE) before
Upcoming meetings the oral or alternative examination is held

Committees

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:

< Examination Preliminary reports: Examination _

H

Researcher

Calendar

Supervisor STATUS

Waiting for preliminary reports

Director of studies
University of

Second (1) CURRENTLY WITH

Westminster

Second (ii) On hold

o _
Preliminary reports

Chair

Examiner Download printable PDF.

Research groups and External  Dr Harry External

clusters

Add note

Thesis submission date 01 Nov 2021

Viva date 29 Oct 2021, 14:00
Committees
UbEHilaeatnG Viva location Online

Academic year 2021 - 2022

The Chair of Examiners will then receive a notification confirming receipt of the report:
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Dear [
Candidate: NN

Award: Ph.D.

Thesis titlc: [N

The preliminary report from|J il s now available to view.

Preliminary reports -

Kind regards,
Graduate School Registry

University of Westminster

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

< Examination preliminary reports: Examination - ||| | | I

H
i Title Examination _

Researcher

Calendar

Supervisor STATUS
Director of studies Waiting for preliminary reports
University of

Second (1) CURRENTLY WITH

Westminster

On hold

Download printable PDF.

Second (ii)

Project

Chair

Examiner

G
v

Internal

Research groups and External  Dr Harry External

clusters

Add note
Thesis submission date 01 Nov 2021
Viva date 29 Oct 2021, 14.00

Committees
Viva location Online

Academic year

For example:
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< Examination Preliminary reports: Examination - _

Candidate Summary
Calendar SECTIONS

Please comment if you disagree with any of the information above ndidate Summary

University of

Westminster Each examiner is required to make an independent preliminary report and provisional
recommendation of the thesis and submit it to the Chair of Examiners (via the VRE) before
the oral or alternative examination is held.

Report on thesis

Design, Creative and

Digital Industries
| Arts and Sciences Please see Research Degree Regulations:
ninster Business https:/iwww.westminster.ac.uk/research/graduate-school/academic-programme

School . i
Examiners are advised to bear in mind the possibility of disclosure of all or part of this

document to the candidate where requested under the provisions of the General Data

Research groups and Protection Regulation

clusters

Report on thesis

Committees Report of the examiner on the thesis and any published work submitted

Upcoming meetings
The Examiner is requested to give a reasoned assessment of the candidate’s

performance
Guides
Does the thesis represent a significant contribution to knowledge of the subject 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:

ck search Search Browse Recent TESTING Tasks Harry External ¥ Help

Tasks

Show future tasks

Home
Examination _ Full o
Please submit your Preliminary report

Calendar

University of

Westminster

Design, Creative and
Digital Industries
Liberal Arts and Sciences
Westminster Business

School

Clicking on the task or on the link in the email will take you straight to the Preliminary Report
form:
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Search Browse Recent TESTING Tasks Harry External Help

< Examination Edit Preliminary report: Dr Harry External (Preliminary

reports: Examination | G

Home Candidate Summary Report on thesis Collaborative Projects Provisional Recommendation
Thesis title:

University of

Westminster Type of degree:
Ph.D.

Calendar

Design, Creative and
Digital Industries
Please comment if you disagree with any of the information above

Libe Arts and Sciences

Research groups and

Each examiner is required to make an independent preliminary report and provisional
recommendation of the thesis and submit it to the Chair of Examiners (via the VRE) before
the oral or alternative examination is held

clusters

Committees B
Please see Research Degree Regulations

https./iwww westminster ac uk/research/graduate-school/academic-programme

Upcoming me

Examiners are advised to bear in mind the possibility of disclosure of all or part of this

Guides document to the candidate where requested under the provisions of the General Data

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:

Search Browse  Recent TESTING Tasks Harry External ##  Help

< Examination Preliminary reports: Examination _

Home

Confirm report is ready

This report has been completed in full and may be circulated to the
Calendar examination team

Make changes

University of
Return to the form to make changes

Westminster

1

Back

Return to the examination overview

minster Business

School Preliminary report preview

Candidate Summary

Research groups and

clusters Please comment if you disagree with any of the information above
; . Each examiner is required to make an independent preliminary report and provisional
ommittees recommendation of the thesis and submit it to the Chair of Examiners (via the VRE) before
Upcoming meetings the oral or alternative examination is held
Please see Research Degree Regulations
Guides

https://www.westminster ac uk/research/graduate-school/academic-programme

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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< Examination

Home

Calendar

University of

Westminster

Research groups and

clusters

Committees

Search Browse Recent TESTING Harry External £ Help

Preliminary reports: Examination -_

Title Examination - _
Researcher

Supervisor

Director of studies
Second (i) eliminary reports

_ Download printable PDF.

External  Dr Harry External

Chair

Examiner

Thesis submission date 01 Nov 2021
Viva date 29 Oct 2021, 14:00
Viva location Online

Academic year

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’:

Title
Researcher

Supervisor
Director of studies
Second (i)

Second (ii)

Project

Chair

Examiner
Internal

External
Thesis submission date
Viva date
Viva location

Academic year

STATUS

Examinaton -

Pre-examination

Examination arrangements
Approved

Right to work check
Harry External
Completed

Thesis submission
Completed

Preliminary reports
n progress

Waiting for preliminary reports
With: On hold

Dr Harry External
01 Nov 2021

29 Oct 2021, 14:00 Viva arrangements

Online Completed

Then, depending on which examiner has requested assistance with completing the report,
you will need to select the appropriate tab:

Examination Process VRE Guide

EL Version 3
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Preliminary reports: Examination - NN

Title Examination - | |

Researcher

Supervisor STATUS

Director of studies

Waiting for preliminary reports

Second (i) CURRENTLY WITH
Second (if)
Project Submit Preliminary report for
Chair Submit Preliminary report for
: Dr Harry External
Examiner

Internal

External  Dr Harry External Preliminary reports

Thesis submission date 01 Nov 2021

Viva date 29 Oct 2021, 14:00 Download printable PDF...
Viva location Online

Add note
Academic year 2021 - 2022

-slarted the workflow

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:

Quick search Search Browse Recent Add TESTING _ £ Help

< Examination Edit Preliminary report: Dr Harry External (Preliminary

reports: Examination - NG

Home Alternative file upload Candidate Summary Report on thesis Collaborative Projects Provisional Recommendation
Calendar This Preliminary report will be released to the candidate if requested.

Would you like to upload file(s) as an alternative to completing the normal form? *
University of D Yes

Westminster

Drag files here or choose file..

Save and continue Save for later

Alternative file upload Candidate Summary Report on thesis Collaborative Projects Provisional Recommendation

Research groups and

clusters

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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Search Browse Recent  Add TESTING _ # Help
< Examination preliminary reports: Examination - || | | |

Home

Confirm report is ready

This report has been completed in full and may be circulated to the
Calendar examination team.

Make changes

University of
" Return to the form to make changes
Westminster )

Creative and

Back

Return to the examination overview.

School Preliminary report preview

Candidate Summary

Research aroups and

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:

Search Browse Recent TESTING Harry External ##  Help

< Examination Preliminary reports: Examination _

H
s Title Examination _

Researcher
Calendar
Supervisor

Director of studies
University of
niversiy .9 Second (i)
Westminster
: Second (ii) Preliminary reports

N o _
Liberal Arts and Science Download printable PDF

tminster Busine Chair

Examiner

Research groups and External  Dr Harry External
clusters
Thesis submission date 01 Nov 2021

) Viva date 29 Oct 2021, 14:00
Committees

Uiciii it Viva location Online
Upcoming meetings

Academic year

The Examiners and Chair of Examiners will receive a notification informing them that:
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Dear Dr External,

candidate: |

Award: Ph.D.

Thesis il
]

The preliminary reports from all examiners are now available to view.

Preliminary reports -

Kind regards,
Graduate School Registry

University of Westminster

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:

Search Browse Recent TESTING Harry External £  Help
< Examination Preliminary reports: Examination _
Home I | O Hay Exteral
Calandar Candidate Summary cECTIONS

Candidate Sumir

Please comment if you disagree with any of the information above
University of

Westminster Each examiner is required to make an independent preliminary report and provisional
recommendation of the thesis and submit it to the Chair of Examiners (via the VRE) before
the oral or alternative examination is held

Design, Creative and

sisional Recommendatior

rts and Sciences

Please see Research Degree Regulations
https://iwww westminster ac uk/research/graduate-school/academic-programme

stminster Business

Examiners are advised to bear in mind the possibility of disclosure of all or part of this
document to the candidate where requested under the provisions of the General Data
Research groups and Protection Regulation
clusters

Report on thesis

Comuistiaas Report of the examiner on the thesis and any published work submitted

Upcoming meetings
The Examiner is requested to give a reasoned assessment of the candidate’s
performance

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:

Home
Examination
Calendar
Title Examination - | STATUS
Post-examination
Researcher

University of

Westminster Supervisor o
Examination arrangements

]
Director of studies Approved
Second (i)
Second (i) Thesis submission
Completed

Project
Preliminary reports
N Completed
Chai I
Research groups and i
Examiner Viva arrangements
clusters
Completed

iternc! |

External  Dr Harry External

Examination outcome
In progress
Waiting for chair

Committees

Thesis submission date 01 Nov 2021

Upcoming meetings

Viva date 29 Oct 2021, 14:00 with: |
Guides Viva location Online
Academic year 2021 - 2022

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

University of Westminster

Examination outcome: Examination - [|jli}

Waiting for chair

Progress

This is an automated email sent by the Westminster VRE
Please do not reply to this email, this address is not monitored

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:

Examination Process VRE Guide Graduate School Registry June 2022
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Home

Calendar

ch Search Browse Recent Add TESTING Tasks _# Help

Tasks

Show future tasks

Examination outcome: Exar Full info.

Please submit your report

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

< Examination Examination outcome: Examination -_

H
Calendar

Supervisor STATUS

Director of studies Waiting for chai
University of Second (i) CURRENTLY WITH
Westminster
Second (i)

Design, Cre

o _ ———

Chair _ Download printable PDF.

Examiner

imema | Add note

Research groups and External ~ Dr Harry External

clusters

Committees

pcoming meet

Guides

nEEtIain. o€

Thesis submission date 01 Nov 2021

Viva date 29 Oct 2021, 14:00
s Viva location Online
Academic year 2021-2022

Harry External started the workflow

This will open the ‘Outcome Report’ form:

Candidate Summary Chair's report Report on oral exam Collaborative Projects Alternative Examination
Report Comments Conclusion Recommendation Recommendation Comments

The examination outcome report is completed by the Chair of the Examination Panel on
behalf of the examiners at the end of the viva whilst the examiners are present. The Chair
will need to direct the questions in the outcome report to both examiners and submit the
agreed answers. Where there is disagreement between the examiners, details of this
disagreement should be submitted in the appropriate comments boxes

Please see Research Degree Regulations

https:/iwww westminster ac.uk/research/research-framey

ork

Examiners are advised to bear in mind the possibility of disclosure of all or part of this
document to the candidate where requested under the provisions of the General Data
Protection Regulation

Candidate name

Award
Ph.D

Thesis Title

And presents the first of nine screens.

53

Examination Process VRE Guide Graduate School Registry June 2022

EL Version 3



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:

Home Candidate Summary Chair's report Report on oral exam Collaborative Projects  Alternative Examination
Report Comments Conclusion Recommendation Recommendation Comments
Calendar
The examination outcome report is completed by the Chair of the Examination Panel on
behalf of the examiners at the end of the viva whilst the examiners are present. The Chair
University of will need to direct the questions in the cutcome report to both examiners and submit the
Westminster agreed answers. Where there is disagreement between the examiners, details of this
Design, Creative and disagreement should be submitted in the appropriate comments boxes
Digital Industries

Please see Research Degree Regulations
Liberal Arts and Sciences e e or ac 11k, - " -
https westminster.ac.uk/research/research-framework

minster Business

Examiners are advised to bear in mind the possibility of disclosure of all or part of this
document to the candidate where requested under the provisions of the General Data
Protection Regulation

Research groups and
Candidate name

clusters

Committees Award
Upcoming meetings Ph.D
Thesis Title

o _

REF Units of Please comment if you have queries with any of the information above

Assessment

Pas|

| Save and continue | Save for later

e Chair's Report — completed by the Chair of Examiners:

Member(s) of the candidate's supervisory team present

Select those who attended

| confirm, that in accordance with the University’s regulations for the Award of
Research Degrees, an oral examination took place as detailed and in my capacity as
the candidate’s Faculty Research Director or nominee, | acted as Chair of
Examiners in this examination "

) | confirm that the examination was conducted in a fair and proper manner and in
accordance with the Regulations for the Award of Research Degrees

) | believe that this examination may nct have been conducted fairly and properly and in
accordance with the regulations, and wish this to be brought to the attention of the
Graduate School Board prior to its consideration of the recommendations of the
examiners

| would like the following comments to be brought to the attention of the Graduate
School Board

Save and continue | Save for later

Candidate Summary Chair's report Report on oral exam Collaborative Projects Alternative Examination

54
Examination Process VRE Guide Graduate School Registry June 2022
EL Version 3



e Report on oral exam:

Candidste Summary Chair's report  Report onoral exam Collaborative Projects  Alternative Examination
Report Comments Conclusion Recommendation Recommendation Comments

The Examiners are requested fo report below on the oral examination of the
candidate giving & reasoned assessment of the candidate’s performance.

Examination for the award of
Fh.D.

Are you satisfied that the thesis presented is the candidate's own work? *

5

Did the candidate show a satisfactory knowledge and understanding of matters
relating to the thesis? *

5

Did the candidate show a satisfactory knowledge and understanding of background
studies to the subject of the thesis? *

Oves
CiMo

Comments

Comments on the oral examination

o Collaborative projects (in most cases ‘not applicable’ will apply):

Candidate Summary Chair's report Report on oral exam Collaborative Projects Alternative Examination
Report Comments Conclusion Recommendation Recommendation Comments

In the case of a candidate whose research programme was part of a collaborative
group project, did the oral examination demonstrate that the candidate's own
contribution was worthy of the award? *

OYes ONo ® Not applicable

Comment on your decision

A comment is required for a yes or no response. If your response is 'Not applicable' then no
comment is necessary

Save and continue Save for later
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e Alterative examination:

Candidate Summary Chair's report Report on oral exam Collaborative Projects Alternative Examination
Report Comments Conclusion Recommendation Recommendation Comments

Was an alternative form of examination held? *

Where an alternative form of examination has been approved by the University's Graduate School
Board, a report on the form of the examination and the candidate's performance should be given
below.

O Yes
ONo

Comments

Alternatively please upload a document with any comments relating to approved alternative
examination.

Drag files here or choose file...

Save and continue Save for later

¢ Report Comments:

Candidate Summary Chair's report Report on oral exam Collaborative Projects Alternative Examination
Report Comments Conclusion Recommendation Recommendation Comments

Were the provisional recommendations of the examiners in their independent
preliminary reports in agreement? *

O Yes

O No

If they were not in agreement an explanatory statement of the final joint
recommendation must be provided

Details of the disagreement should be stated, and where appropriate related to the preliminary
report. Alternatively please upload a document with any comments

Drag files here or choosefile...

Save and continue Save for later

e Conclusions:
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Report Comments Conclusion Recommendation Recommendation Comments

Award
Ph.D.

Has the candidate satisfied the Examiners as a candidate for the degree in the
respects of the thesis?*

O Yes
ONo

Comments

~

Has the candidate satisfied the Examiners as a candidate for the degree in the
respects of the viva? *
O Yes

O No

Comments

~

The candidate has not satisfied the Examiners as a candidate for the degree in the
following respects

Save and continue Save for later

¢ Recommendation:

Candidate Summary Chair's report Report on oral exam Collaborative Projects  Alternative Examination
Report Comments 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 ocutcome.

(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 outcome

) 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 and a viva

O 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 (no viva)

() That the candidate not be awarded the degree but is permitted to be re-examined for
the degree - viva only

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

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

Candidate Summary Chair's report Report on oral exam Collaborative Projects  Alternative Examination
Report Comments Conclusion Recommendation Recommendation Comments

¢ 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:

Candidate Summary Chair's report Report on oral exam Collaborative Projects Alternative Examination
Report Comments Conclusion Recommendation Recommendation Comments Amendments

Amendments will be made to the satisfaction of: *

Select a minimum of one examiner
0 or I

(] Dr Harry External

\ Save and continue | Save for later

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

(_) Submit application

J
Submit the completed application
Cancel (| Confirm: Submit application |

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

Private notes (Seen only by staff reviewing this application, not seen by the applicant
Notes added here do not automatically trigger any notifications.)
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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:

< Examination Examination outcome: Examination - ||| |

H i
- Tite Examination - |
Researcher
Calendar
Supervisor

Director of studies

University of Second (i)
Westminster - )
Second (if)

Project
Chair
* Examiner
Internal
Research groups and External  Dr Harry External
clusters
Thesis submission date 01 Nov 2021
Viva date 29 Oct 2021, 14:00
Committees
Viva location Online
Academic year
Guides

Harry Externai started the workflow

I < .= the 2ppication

REF Units of

Assessment

Internal Examiner — Outcome Report

STATUS

Waiting for internal examine

CURRENTLY WITH

EXAMINATION

Outcome report

Add note

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:

- _
Doctoral Research Project
« I
al  Dr Harry Test

Extern
Thesis submission date 15 Feb 2022
14 Feb 2022, 14:00

Online

Harmy Tesf started the workdlow

The examiner will be presented with two options:

¢ Confirm Outcome
e Return to chair

Examination Process VRE Guide
EL Version 3

STATUS

CURREMTLY WITH

EXAMINATION
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Select ‘Confirm Outcome’.

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

Review Outcome Statement

Please review the cutcome report below.

The examination outcome report is completed by the Chair of the Examination Panel on
behalf of the examiners at the end of the viva whilst the examiners are present. The Chair
will need to direct the questions in the cutcome report to both examiners and submit the
agreed answers. Where there is g between the details of this
disagreement should be submitted in the appropriate comments boxes

Please see Research Degree Regulations:

https:/iwww westminster.ac.uk/research/research-framework

Examiners are advised to bear in mind the possibility of disclosure of all or part of this
document to the candidate where requested under the provisions of the General Data

Protection Regulation.

Candidate name

Award
PhD

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

Please select your recommendation

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.

Reason for decision
AKX

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

XXX

Amendments will be made to the satisfaction of:

o
\ Save and continue Save for later

Review Outcome Statement

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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Review Outcome Statement

| agree with the outcome report

Any comments (Optional)

| Save and continue Save for later

Review Outcome Statement

And then to confirm final confirmation:

Confirm outcome

Confirm the examination ocutcome

Cancel

1 Confirm: Confirm outcome

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes

added here do not automatically trigger any notifications.)

Private notes (Seen only by staff reviewing this application, not seen by the applicant

Notes added here do not automatically trigger any netifications.)

This concludes the Internal Examiner’s role in the Outcome Report, and it is then progressed

to the External Examiner:

< Examination Examination outcome: Examination - _

Hoess Title Examination _

Researcher I
Calendar
Supervisor
Director of studies
Uni ity of 3
r\IVEI'SlI ye Second (i)
Westminster
Second (i)
o _
School =
Examiner
Research groups and External  Dr Harry External

clusters

Thesis submission date 01 Nov 2021

Waiting for external examiner

CURRENTLY WITH

Harry External

EXAMINATION
Qutcome report

Internal examiner statement

Download printable PDF.

Viva date 29 Oct 2021, 14:00
Committees Add note
Upcoming meetings Viva location Online
Academic year 2021 - 2022
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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:

Title Examination

c Y CURRENTLY WITH

Doctoral Research F

“har _

Dir Hamry Test

ssion date 15 Feb 2022 EXAMINATION

14 Feb 2022, 14:.00

Cnline Internal examaner statement

The Examiner has three options:

¢ 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:

Review Outcome Statement

Please review the outcome report below.

The examination outcome report is completed by the Chair of the Examination Panel on
behalf of the examiners at the end of the viva whilst the examiners are present. The Chair
will need to direct the questions in the outcome report to both examiners and submit the
agreed answers. Where there is di 1t between the details of this
disagreement should be submitted in the appropriate comments boxes

Please see Research Degree Regulations:

https://iwww westminster.ac uk/research/research-framework

Examiners are advised to bear in mind the possibility of disclosure of all or part of this
document to the candidate where requested under the provisions of the General Data
Protection Regulation.

Candidate name

Award
PhD

Scroll through and review the report before selecting ‘Save and continue’ at the bottom:
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Amendments will be made to the satisfaction of:

o I

Q Save and continue \ Save for later

Review Outcome Statement

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:

< Back Edit External examiner statement: Examination

outcome: Examination - ||| | | | GTGNG

Home Review Outcome Statement

Calendar () | agree with the outcome report o

Any comments (Optional)

University of |

Westminster

Design, Creative and

Digital Industries

Liberal Arts and Sciences Save and continue | Save for later
Westminster Business

School Review Qutcome Statement

And then ‘Confirm: Confirm outcome’:

Confirm outcome

Confirm the examination cutcome
Cancel (| Confirm: Confirm outcome |

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

Private notes (Seen only by staff reviewing this application, not seen by the applicant
Notes added here do not automatically trigger any notifications.)
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The Outcome Report then goes back to the first examiner to complete the Amendments
Report (where applicable):

< Examination Examination outcome: Examination - || NN

Home -
Title Examination _

Researcher

Calendar

Supervisor STATUS

Director of studies Waiting for first examiner

University of

! CURRENTLY WITH
Westminster

Ll Project
Liberal A
Westminster Busine: Chair
Examiner
Internal
Research groups and External  Dr Harry External

clusters
Thesis submission date 01 Nov 2021

Viva date 29 Oct 2021, 14:00
Committees
Viva location Online
3 Add note
Academic year 2021 - 2022

Internal Examiner — Amendments Report
Following the External’s confirmation of the Outcome Report the Internal Examiner receives
a task to ‘Review Amendments’:

Search Browse Recent Add TESTING Tasks -O Help
< Examination Examination outcome: Examination - || | G

H:
ome Title Examination ||
Researcher

Calendar
Supervisor STATUS
Waiting for first examiner

Uni ity of
niversity ol CURRENTLY WITH

Westminster

Project

Chair EXAMINATION

Examiner

@
x
3
‘ |E

Internal
e Internal examiner statement
Research groups and External  Dr Harry External
clusters External examiner statement
Thesis submission date 01 Nov 2021

Viva date 29 Oct 2021, 14:00
Committees Download printable PDF.

sitlng cheatings Viva location Online

To add a list of required amendments, click ‘Review Amendments’:
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Amendments will be made to the satisfaction of:
o I
Examination outcome:

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

Please provide details of the amendments required

Drag files here or choose file...

Save and continue Save for later

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’:

Submit requirements

Submit amendments requirements

Cancel Confirm: Submit requirements

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

e

Private notes (Seen only by staff reviewing this application, not seen by the applicant.
Mates added here do not automatically trigger any notifications )

The task will then progress to the External examiner for final confirmation:

65
Examination Process VRE Guide Graduate School Registry June 2022
EL Version 3



< Examination Examination outcome: Examination _

H

Researcher
Calendar
Supervisor
Director of studies
University of Second {
Westminster
Second (i)
Design
Project
“hair
Examiner
Research groups and External  Dr Harry External
clusters
Thesis submission date 01 Nov 2021
Viva date 29 Oct 2021, 14:00
Committees
- Viva location Online
Academic year 2021 - 2022
Guides

External Examiner - Amendments Report

STATUS

Waiting for external examiner

CURRENTLY WITH

Harry External

EXAMINATION

Outcome report
Internal examiner statement
External examiner statement

Amendments report

Download printable PDF

Add note

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:

toral Rese,
Exfternal Dr Hamry Test

cn date 15 Feb 2022

14 Feb 2022 14:00

Online

The External examiner has two options:

e Confirm requirements
e Return to first examiner

Select ‘Confirm requirements’:

Examination Process VRE Guide
EL Version 3
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Review Amendments

Please review the amendments report below.

Amendments will be made to the satisfaction of:

Examination outcome:

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

Please provide details of the amendments required

XXXX

Save and continue Save for later

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 o

| Save and continue Save for later

Review Amendments

And to confirm:
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Confirm requirements
Confirm amendments requirements

Cancel Confirm: Confirm requirements

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

A

Private notes {Seen only by staff reviewing this application, not seen by the applicant.
Notes added here do not automatically trigger any notifications.)

The task then progress to Graduate School Registry.

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:

I
Supe STATUS
[ i studies
:-.:--..-:..I..I _
- CURRENTLY WITH
Doctoral Research Project _t . .
he I
R

Exar

External Dr Hamy Test
Thesis submission date 15 Feb 2022

14 Feb 2022 14200

Online

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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Please review the information below befere continuing

@ Continue

Candidate Summary

The examination outcome report is completed by the Chair of the Examination Panel on
behalf of the examiners at the end of the viva whilst the examiners are present. The Chair
will need to direct the questions in the outcome report to both examiners and submit the
agreed answers. Where there is disagreement between the examiners, details of this
disagreement should be submitted in the appropriate comments boxes

Please see Research Degree Regulations:
https.//www.westminster.ac.uk/research/research-framework

Examiners are advised to bear in mind the possibility of disclosure of all or part of this
document to the candidate where requested under the provisions of the General Data
Protection Regulation

Candidate name

Award
Ph.D.

Thesis Title
Review the summary and then select ‘Continue’ and finally ‘Confirm: Forward application to
chair’:

Forward application to Chair

Forward application to the committee Chair

Cancel | Confirm: Forward application to Chair

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

4

Private notes (Seen only by staff reviewing this application, not seen by the applicant.
MNotes added here do not automatically trigger any notifications.)

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 Registry have reviewed the
reports, the Chair/Deputy Chair of Graduate School Board receives the task:
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Supervisor STATUS

rector of studies Awaiting Graduate School Board
LN L LLICHES
.-""u'! I
Second (1)

CURRENTLY WITH

Froject Docloral Research Project

Examiner

Intarnal

External  Dr Harry Test

Thesis submission date 15 Feb 2022

Viva date 14 Feb 2022 14:00

Viva lecation Cnline EXAMINATION

Academic year N o —

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’:

Please review the information below before continuing

Continue

Candidate Summary

The examination outcome report is completed by the Chair of the Examination Panel on
behalf of the examiners at the end of the viva whilst the examiners are present. The Chair
will need to direct the questions in the outcome report to both examiners and submit the
agreed answers. Where there is disagreement between the examiners, details of this
disagreement should be submitted in the appropriate comments boxes

Please see Research Degree Regulations:
https://www.westminster.ac.uk/research/research-framework

Examiners are advised to bear in mind the possibility of disclosure of all or part of this
document to the candidate where requested under the provisions of the General Data
Protection Regulation

Candidate name

Award
Ph.D.

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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Review ~ Confirm
Approve
Approve the recommended outcome

Return to external examiner

Return the application back to the external examiner

Return to internal examiner

Return the application back to the internal examiner

Return to chair

Return the application back to the chair

Return to committee representative

If approved, the status of the report will then change to reflect the exam outcome:

< Examinaion Examination outcome: Examination - | | [ NI

Home
Title Examination _

Researcher
Calendar

Supervisor STATUS

Minor amendments

Director of sfudies

University of
niversity o Second (1)
Westminster

e Second (i) EXAMINATION
design, Crea
Project Outcome report
Internal examiner statement
Chair
External examiner statement
Examiner
Internal Amendments report
Research groups and External  Dr Harry External Amendments report approval

clusters
Thesis submission date 01 Nov 2021

Viva date 29 Oct 2021, 14:00 Download printable PDF.
Committees
i - Viva location Online
Jpcoming meetings

Academic year 2021 - 2022

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:

Home

Examination

Title Examination _ STATUS

Post-examination

Calendar

e s Researcher
University of

Westminster Supervisor

Thesis amendments
an, Creativ | Director of studi
Design, ¢ e an rector of studies Not started

Start now

Examination arrangements

Westminster Busing =
= o _ i

Chair Thesis submission
) Completed

Research groups and
Examiner
clusters Vi
internal iva arrangements
- Completed
Extemal  Dr Harry External
Committees S
R Thesis submission date 01 Nov 2021 Examination outcome
Jpcoming meetings Minor amendments
Viva date 29 Oct 2021, 14:00

Guides Viva location Online

Academic year

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

< Examination Examlnatlon '_

H e iR
o (=] examination -

Calendar

Would you like to start the Thesis amendments?

University of
Westminster

Design

C
Liber
\

S

Followed by ‘Submit thesis’:
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< Examination Thesis amendments: Examination - ||

Home

Title Examination -

Researcher

Calendar
Supervisor STATUS
Director of studies Waiting for Doctoral Researcher
U sity of '
nbversity o Second (i) CURRENTLY WITH
Westminster

Second (i)
Design, Creative and
Project
Chair Download printable PDF
Examiner
Internal A note
Research groups and External  Dr Harry External

clusters

Thesis submission date 01 Nov 2021

Viva date 29 Oct 2021, 14:00
Committees
Upicoaiing fhaatings Viva location Online

Academic year 2021 - 2022

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

Thesis title

Drag files here or choose file...

Drag files here or choose file...

Save and continue Save for later

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

Submit application

Submit the completed application

Cance{ Confirm: Submit application

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

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’:

< Examination Thesis amendments: Examination _

H - E
o Title Examination -_

Researcher

Calendar
Supervisor STATUS
Director of studies Waiting for examiner

University of

CURRENTLY WITH

Westminster

Project

Westminster Busine Chair

EXAMINATION

Examiner Amended thesis and commentary

Research groups and

clusters Download printable PDF
Thesis submission date 01 Nov 2021
Viva date 29 Oct 2021, 14:00

Committees Add note

Viva location Online

Academic vear 2021 - 2022

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:

Thesis

Thesis title

_ i —

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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< Examination

Home

Calendar

University of

Westminster

Research groups and

clusters

Committees

Thesis amendments: Examination _

Title Examination -_

Researcher

Supervisor STATUS

Director of studies ing for examiner

Second (i) CURRENTLY WITH

Second (i)

e _ ——
Chair ] EXAMINATION
Examiner

Amended thesis and commentary

External  Dr Harry External
Download printable PDF.
Thesis submission date 01 Nov 2021
Viva date 29 Oct 2021, 14:00
Add note

Viva location Online

2021 - 20

Academic year

The Examiner/s are then asked to complete the report and give a recommendation:

Home

Calendar

University of

Candidate Summary Recommendation Recommendation Comments

Recommendation of the examiners on a candidate for the degree following minor
amendments and revisions.

Examiners are required to make their recommendation of the amended thesis.

Westminster

Liberal Arts and S

Research groups and

clusters

Committees

Up

yming meetings

If the amendments are not to the required standard a further period of one month for the
amendments to be brought up to the required standard is permitted

Examiners are advised to bear in mind the possibility of disclosure of all or part of this
documents to the candidate where requested under the provisions of the General Data
Protection Regulation

inster Business

Candidate Name

Award
Ph.D

Thesis title

Guides If you have any comments on the candidate name, award or thesis title please make
them here

REF Units of

Assessment

Past events

Save and continue | Save for later

The recommendations include:

Examination Process VRE Guide

EL Version 3
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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 and continue | 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 and continue \ 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:
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< Examination Thesis amendments: Examination - || | ENEGzNNE

Home ==
tle Examination - |
Researcher

Calendar
Supervisor

Director of studies

EXAMINATION

University of
Westminster

Design,

Proied
Digit roject Amended thesis and commentary
Liberal Arts and Science ~
Amendments report
Examiner
Download printable PDF
Research groups and External  Dr Harry External

clusters

Thesis submission date 01 Nov 2021

Viva date 29 Oct 2021, 14:00
Committees

0 Viva location Online

Academic year

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

v I
= I
Examination Status
@_(resubmission) @
Examination -_ Completed

The examinations record is used to administer the examination process from thesis
submission to final award.

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

Examination (resubmission) record:

Examination Process VRE Guide Graduate School Registry June 2022
EL Version 3



Examination ._r-esu:nmussucn: STATUS

Thesis submission

e mfF i e,
B ” _
secandl
S COnd (I

Project aral Research Prog

Exferna Dr Harry Tes!

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 - || | G

(resubmission)

Title Examination - _(resubmission)
w—— —

Supervisor STATUS
Wiaiting for Supervisor to review

Director of studies
application
Second (i) PP

CURRENTLY WITH

Examiner
Return to Doctoral Researcher
Internal

External Dr George External
APPLICATION

Academic year 2021 - 2022
Doctoral Researcher form
I ::rt<d the workflow
I < > itted the application 03 Nov 2021, 09:31 Download printable PDF...
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Select ‘Submit review’:

Home

Calendar

University of

Westminster

Design, Creative and

Digital Industries
Liberal Arts and Sciences
Westminster Business

School

Research groups and

clusters

Committees

Upcoming meetings

Guides

REF Units of

Assessment

Past events

Submit review
Submit the reviewed application

Cancel Confirm:  Submit review

Please note that exam arrangements are not yet in place. Please start the exam
arrangements as a matter of priority.

(1 confirm that | have submitted the thesis via Turnitin for plagiarism checking and that | o
believe the thesis to be the candidate's own work.

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes

added here do not automatically trigger any notifications.)

Private notes (Seen only by staff reviewing this application, not seen by the applicant.
Notes added here do not automatically trigger any notifications.)

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 Registry.

Examination Arrangements

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

< Examination

Home

Calendar

University of

Westmins

Research groups and

clusters

ter

Examination arrangements: Examination - | | |

-(resubmission)

Title
Researcher

Supervisor

Director of studies

Second (1)

Project
Chair

Examiner

Internal

External

Academic year

_ started the workflow

Examination - | B esubmission)

STATUS
Naiting for supervisor to submit

the application

CURRENTLY WITH

Edit examination

arrangements form

Dr George External

Download printable PDF.

Add note

Select ‘Edit exam arrangements form’. There will be two choices:

Examination Process VRE Guide

EL Version 3
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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 Examination -_:jresub'r.ss anj
tesearche
g - STATUS
Fisr 1 T
Sroject
CURRENTLY WITH
Examine Deleaate this task
Xam a 5
Exth r Harry Test
! applical
Acaderm 3

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 Registry

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

‘Confirm Receipt’:

< Back Edit GSR form: Thesis submission: Examination -l

I (<submission)

Home

Confirm submission
Calendar Thesis Submission Date

3 Nov 2021 o
University of Hard Copies of Thesis Sent to Examiners (if applicable) - Date
Westminster

and
Save and continue Save for later

Schoo

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 Registry

will receive a task:

< Examination Examination arrangements: Examination - [ NN
I (resubmission)
Fime Title Examination - [ (resubmission)

Researcher L
Calendar
Supervisor STATUS
Director of studies Waiting for Graduate ¢
seiss Board to submit decis
University of Second (i) to su Ldecis
Westminster =
CURRENTLY WITH
Dietan, Creative and Project | T
: Cnar —
N Edit examination
- Examiner arrangements form
tminster Busin
Progress
External  Dr George External
Thesis submission date 03 Nov 2021
Research groups and E-meeting
clusters Academic year 2021 - 2022
Schedule meeting

Committees

I =i the workfliow N Request review
I < oitted the application ®

_rewewefi the application and submitted decision APPLICATION

Evaminatinn arrannomante farm

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 Examination arrangements: Examination -

I (resubmission)
Homs Title Examination - [N (resubmission)

Reseeche —
Calendar

Supervisor STATUS

Director of studies Awaiting Graduate School Board

Univarsity of ) Chair

Westminster
CURRENTLY WITH

iz Delegate this task
K Examiner
il Progress

External  Dr George External
APPLICATION
Thesis submission date 03 Nov 2021

Research groups and
Examination arral ngements form

clusters Academic year 2021 - 2022
) I <tarted the workflow 3 Download printable PDF.
Committees ) )
I = icwed the application and submitted decision Nov L Add note
Guides _rur-.-.araecs application to committee Chair

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 — No 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 (no viva)’ the following process applies.

Chair of Examiners

Once the thesis resubmission has been confirmed by Graduate School Registry and the
Examination Arrangements are confirmed (see Section 8) the Chair of Examiners will
receive an email notification and task to confirm the ‘Examination outcome — X
(resubmission) report’.
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< Examination Examination outcome: Examination - || NN

(resubmission)

Home

Title Examination - I
Researcher I

Calendar
Supervisor STATUS

Director of studies Waiting for chair
University of a
Second (i) CURRENTLY WITH

Westminster

Examiner
Internal _ Download printable PDF
External  Dr George External
Thesis submission date 03 Nov 2021 Add note
Research groups and
clusters Academic year 2021 - 2022

_sianed the workflow

Committees

Select ‘Edit outcome report’ and complete the Examination outcome (resubmission) report,
just as following the initial examination (see Section 6):

Candidate Summary Collaborative Projects Alternative Examination Conclusion Recommendation
Recommendation Comments

The examination outcome report is completed by the Chair of the Examination Panel on
behalf of the examiners at the end of the viva whilst the examiners are present. The Chair
will need to direct the questions in the outcome report to both examiners and submit the
agreed answers. Where there is disagreement between the examiners, details of this
disagreement should be submitted in the appropriate comments boxes.

Please see Research Degree Regulations
https /v

vestminster ac.uk/re:

ork

chirese:

Examiners are advised to bear in mind the possibility of disclosure of all or part of this
document to the candidate where requested under the provisions of the General Data
Protection Regulation

Candidate name

Award
Ph.D.
Thesis Title

Please comment if you have queries with any of the information above

The outcomes available will be slightly different to those following the initial examination as
the outcome cannot be a second resubmission:
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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 miner amendments
being made to the thesis, fo 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 outcome

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 & peried 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 8b. 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).

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:
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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 miner amendments
being made to the thesis, fo 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 outcome

O That the candidate be awarded the degree of MPhil subject to the satisfactory
completion of minor amendments, to 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 & peried 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.

Researcher

Final Thesis Submission and Conferment

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

Tasks

Show future tasks

Examinatior _ g

Please submit your application

The Researcher will need to select ‘Edit Form’:

< Examination Final thesis submission: Examination - || ||
e Title Examination -_
Calendar
Supervisor STATUS
Director of studies Waiting for final thesis upload
Umvcrs‘ltyoF Second (i) CURRENTLY WITH
Westminster
Second (i)

De vea

nds
Westminster B Chair _ Download printable PDF.
School =ToR
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The researcher then needs to complete the submission information. This involves a series of
four screens:

1 — EthOS Agreement One:

EThOS Agi One EThOSA Two Thesis Upload Conferment

British Library Electronic Thesis Online Service (EThOS)

The University's Electronic-Thesis Online Service (EThoS) is an online project run by the
British Library. As a member, the University of Westminster provides digital copies of
completed PhD and MPhil theses to be made available through the British Library’s
electronic service. Copies are also available in our research repository
WestminsterResearch which you can visit at
https://westminsterresearch.westminster.ac.uk

Deposit Agreement Covered Work |, “the Depositor” agree to deposit my material in
the Electronic Thesis Online Service (EThOS) and Wi i Ri h. Re F
referred to below as "Work" is covered by this agreement. Please select a:
appropriate:

O | confirm that this work does not contain any potential third party copyright issues or
any sensitive or confidential material which would need to be addressed prior to digital
publication

Please select one of the following statements: ~

O | confirm that this is an exact copy of the final accepted version

© | confirm that this is a redacted version due to third party capyright material being
removed to allow for online archival

Save and continue Save for later

EThOS Agi One EThOSA Two Thesis Upload Conferment

2 — EThoS Agreement Two:

Home EThOS Agreement One EThOS Agreement Twe Thesis Upload Conferment

Calendar Non-Exclusive Rights

Rights granted to EThOS and WestminsterResearch through this agreement are entirely
non-exclusive. | am free to publish the Work in its present version or future versions
elsewhere. | agree that EThOS and WestminsterResearch administrators may, without
changing content, translate the Work to any medium or format for the purpose of future

University of

Westminster

Design, Creative and " il
Digital Industries preservation and accessibility.
Liberal Arts and Sciences Deposit in EThOS

Westminster Business I understand that work deposited in EThQS and WestminsterResearch will be accessible

to a wide variety of people and institutions - including automated agents - via the World
Wide Web. An electronic copy of my thesis may also be included in the UK Database of
Theses (UKDCT). | understand that once the Work is deposited, a citation to the Work will
always remain visible, although the author retains the right to update the Work.

School

Research groups and

clusters
| confirm that | am the author of the Work and hereby give EThOS and

WestminsterResearch administrators the right to make available the Work in the way
described above.

Committees

Upcoming meetings
| confirm that | have exercised reascnable care to ensure that the Work is original, and
does not to the best of my knowledge break any UK law or infringe any third party’s

Guides copyright or other Intellectual Property Right or confidentiality.

| agree that the administrators of EThOS and WestminsterResearch do not hold any
REF Units of obligation to take legal action on behalf of the Depositor, or other rights holders, in the
Assessment event of breach of intellectual property rights, or any other right, in the material deposited.

Past events Save for later
3 — Thesis upload:

EThOS Agreement One EThOS Agreement Two Thesis Upload Conferment

Thesis title *

Drag files here or choose file...

Save and continue Save for later
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4 — Conferment:

Home EThOS Agreement One  EThOS Agreement Two Thesis Upload Conferment

Calendar I would like my conferment letter *

 Collected in person () Posted

University of 1 would like my certificate *

Westminster (O Collected in person () Posted

Design, Creative and
Digital Industries Address for conferment letter

ired for collect in pars:
Liberal Arts and Sciences Required for collections in person and posted

Westminster Business
5chool

pz

Research groups and Is this the same address that the letter and/or certificate should be posted to?

clusters ) L . . . .
Only required if you are not collecting your letter or cerificate in person
OYes

Committees OINo

Upcoming meetings : )
If different, please provide postal addresss

Guides
Ve
REF Units of
Assessment Name change details and reason for change:
Past events If your name is different to that with which you enrolled with at the University then the Graduate

School will need legal proof of the name that you wish to have on the certificate such as Deed
Poll, marriage certificate.

Save for later
Once all the boxes have been ticked select ‘Save and continue’ and then ‘Confirm: Submit

thesis’:

(O submit thesis
Submit the approved final thesis

Cancel Confirm: Submit thesis

Notes (Notes can be seen by the applicant and all staff reviewing this application. Notes
added here do not automatically trigger any notifications.)

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

< Examination Final thesis submission: Examination - _

Home .

Title Examination _
Calendar

Supervisor STATUS

Waiting for Graduate School
University of Registry
Westminster : :
Se (i, CURRENTLY WITH

Desigp; Greativeiand Graduate School Registry
Digital Industrie rojec
Lit A ! _ SERLUIEL S
Westminster Busine Chair _ Return to Doctoral Researcher
St

Examiner

mernst | LETTERS

Research groups and External  Dr Harry External

Conferment letter
clusters

Thesis submission date 01 Nov 2021

Committees Viva date 29 Oct 2021, 14:00 APPLICATION
Upcoming meetings Viva location Online Doctoral Researcher final thesis
Academic year 2021 - 2022 submission
Guides
I == e vorton e Download printable PDF
HEE s oF I < b itted the final thesis A 1
Assessmant Add note

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

If all looks good select ‘Confirm submission’.

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

< Back Edit Graduate School Registry form: Final thesis

submission: Examination - || N

Home
J Confirm final thesis submission
Calendar ) Confirm external examiner account closed

Conferment Letter Posted/Collected

University of

Westminster

Save and continue | Save for later

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

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

Dr Harry External Edt |v| [ &
ome °
" e &l

External

researcher
Calendar
Name Dr Harry External Revoke access
Contact category External researcher Resend password setting link

University of
Westminster Job title Lecturer

Design, Cr Email address H external@test com Doctoral Researchers

Digital Industries

Arts and

Select ‘Revoke access’ and then ‘confirm’:

< Back Revoke access
Home Confirm revocation of Dr Harry External's external access
Calendar

University of
Westminster

Design, Creative and

Digital Industries

The profile will then be deactivated:

Dr Harry External Edit |v| | &
v <G

-

researcher
Calendar

Name Dr Harry External Request external access

Contact category External researcher
University of
Westminster Job title Lecturer Doctoral Researchers

Design, Creative and Email address H.external@test.com
Digital Industries

Liberal Arts and Sciences

Westminster Business

School
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