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PRE-VIVA 

 

Nomination of Examiners Approval 
 
The nomination of examiners process will begin before the thesis is submitted. The nomination 
is completed, with the relevant approval from the Department and Doctoral School. Upon 
approval, external examiners will be sent links to access the thesis and instructions on the 
examination process. Internal examiners will receive access to the thesis upon approval. No 
theses are sent out until the nominations process is complete.  
 

External Examiners - Access to PhD Manager 
 
As an external examiner, if you have not examined Doctoral Researchers before, please note 
that you will receive an email from the Doctoral School to set up an account for PhD Manager 
where all documents for the viva are held. Please refer to the two images below.  
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If you need to re-set your password, please email the Doctoral School 
(doctoralschool@soas.ac.uk) who will send you a new password setting 
link. 
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Examiners View of Examination Record 

 
Upon accessing PhD Manager, you will be able to access your examination record.  
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Access to Thesis 

 
Accessing the thesis of the examination candidate will be sent to you via email – an email 
example is below and shows the regulations and where to find additional information.  
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Tasks List for Examiners 
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Completing all relevant documentation and examination outcomes are broken down into 
‘tasks’ on PhD Manager. These include the following: 
 

 Preliminary Report upload 

 Joint Report upload (first examiner) 

 Joint Report confirmation (both examiners) 

 Payment Information 

 (Thesis amendments review, if applicable) 
 
All these tasks will be visible under the ‘Tasks’ list as seen in the screenshot below, situated in 
the top right hand corner of the screen.  
 

 

 

Submitting the Preliminary Report 

 
The preliminary report should be written and uploaded to PhD Manager before the viva takes 
place. The upload of this report can be seen as a task in the tasks list. Please refer to the 
screenshots on the next page.  
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Please see the screenshot on the next page for uploading the report. Examiners have the 
option to either upload the report or copy in the report text. Please note that you will need to 
specify in the highlighted pink box, ‘please see attached’ – if the report document has been 
uploaded and then press save, and proceed to confirm submission of the report. 
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Once the preliminary reports have been uploaded, the reports will be seen as ‘collected’. 
Please refer to the screenshot on the next page: 
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Notification of Viva arrangements 

 
Once the supervisor has confirmed the viva details (date, time, room), confirmation will be 
sent via email to examiners, as seen on the screenshot on the next page: 
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AFTER THE VIVA 

Chair Report (if applicable) 
 
To be provided by internal chair if one has been appointed. Please refer to screenshots below.  
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This task will be in the task list (situated on the top right hand corner of the screen). 
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Submitting the Joint Report (post examination) 

 
Following the viva, the first examiner submits the joint report. Please refer to the tasks list in 
the screenshots below: 
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Once this is complete, the second examiner completes the joint report section. For the second 
examiner, they will need to proceed to tasks, where the examiner will be able to select "Full 
info…” to go to the exam record. From there they can select the "Recommendation of the 
panel” (under the “Assessment” heading on the right hand side) to view what the 1st examiner 
has submitted. They can select "Edit recommendation of the panel” to make any changes if 
they wish, or "Submit report” to confirm the report as is. 
 
 Once both examiners have confirmed the examination outcome through the Joint Report 
section, the workflow will progress to the Doctoral School to review and issue the examination 
outcome accordingly. 
 

 Please note – if either of the preliminary reports or the Joint Report is missing, then it 
will not be possible to move to the examination outcome section of the form.  

 
 

Doctoral School notify Candidate of the Outcome 

 
Once the preliminary reports and joint report have been collected and Right to Work checks 
have been completed, then the Doctoral School will issue the examination outcome. 
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Examiners Review of thesis amendments (if required) 

 
If corrections to the thesis are required, the examiner required to review the amended thesis 
will be notified once the candidate has uploaded the revised thesis, which will also be listed as 
a task. They can then proceed to ‘Edit the Recommendation’ as seen below. 
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EXAMINERS PAYMENT DETAILS 
 

Submitting Payment Details 
 
The external examiner is notified to submit their payment details – please see below.  
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Note for examiners: 
 
If the outcome of the examination is ‘not pass – resubmit within 12 months’, then the full 
examination process is followed again, a new payment will be made.  
 
Payments are processed in the calendar month after the viva – we can only process payments 
once the preliminary reports, joint report and right to work checks have been completed.  


