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Workflow

Candidate: Chair of Examiners:
Principal Supervisor: (1) Reviews Principal Supervisor (1) Reviews relevant sections.
) section that outlines nominated Completes the declaration.
(1) Completes relevant sections examiners. (1a) Option o return to the
in eForm. (2) Complete declaration. (NOTE Option Principal Supervisor.
(2) Submits to Candidate. to return eForm to Principal Supervisor) (2)Submits to Research Examination

(3) Submit to Chair of Examiners

Dean, Graduate Research:

7 - Research Examinations:
Research Examinations: (1) Reviews eform submission.

f f (1) Research Examinations team
Finalises eForm @) Apprfwes nominated e'xar'nlners. to review examiner information.
gfge?j’igg:‘ to return to Principal (2) Submit Dean, Graduate

Research for final approval.
(3) Submits to Research Examinations.

Type of Examiners

Initial Examiner New examination nomination
Replacement Examiner If previous ‘approved’ examiner is no longer available
Third Examiner = (Creative Performance

= Exhibition

= Re-Examination (Deferred outcome) - only if initial examiner/s decline to re-
examine revised thesis.

= Divergent examination result

Guidelines, Responsibilities and eForm link

e Thesis Examination Webpaqge
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https://www.vu.edu.au/researchers/candidature/thesis-examination

Login and eForm completion

Step 1. Enter Quest URL Address https://quest.vu.edu.au/ (NOTE: use Google
Chrome or Microsoft Edge web platform)

Step 2. Select: ‘VU Login’ Blue Button)

— Enter VU student username and password

— Select: uI (see left hand menu)

& LFSs | QUEST

Step 3: Review eForm application

i.  Select: HDR eForms (see lefthand menu selection)
ii. Go to HDR Application for Review’ section in Quest dashboard.

iii. Select ‘Nomination of Examiners’ form from menu ‘- refer to Screenshot 1.

Step 3a. Alternative access option

i Select: HDR eForms (see lefthand menu selection)
ii. Select ‘For Review’ tab — refer to Screenshot 2

ii. Select ‘VU- Nomination of Examiners’- Template Name — refer to Screenshot 2

Screenshot 1

Screenshot 2

®© QUEST m HDR eForms Search Create or connect your ]

(Zopen 4 New (i Delete  [mlReports  [T]Columns

‘ =z ‘ 0012 |(andldate Review John Doe VU-Nomination Of Examine... | CandidateReview 1
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Step 4:

Review Guidelines page before proceeding to finalise the Nomination of Examiner eForm.

i. Review the ‘Examiner’ and ‘Examiner Details’ menu pages

Review Guidelines, Examination Details and Candidate Declaration

A Template Name: VU-Nomination Of Examiner_v2.0 UAT | eForm Page: Guidelines

Status: Candidate Review Enrolment Status: Enrolled Workflow State: CandidateReview

Pages x

Guidelines

Guidelines

Guidelines

Examination Details
Guidelines Overview

’ Prior to lodging this application, it is recommended the candidate and the supervisor familiarise themselves with HDR rocedure o SUbr

v Examination a assification and the Guidelines fi fl tterest in Thesis Exa to ensure compliance of the examination process.
Bxaminer Details Please refer to the thesis examination webpage.

v This form must be submitted at least two (2) months prior to the candidate’s anticipated submission date.

v

. Information for Principal Supervisor

Pp— - Twio examiners external to the University who are appropriately qualified experts and of international standing in their discipline/field

« Three examiners extemal to the University (two plus a reserve) are required for Master Research Degrees and Doctoral Thesis by Creative
v Project who are of appropriately qualified experts of international standing in their discipline
Examiners accepted the invitation to examine the thesis and are able to retum their examiners report within 6 weeks of thesis receipt
« Examiners have been informed that the candidate is aware of the nominated examiners
« A maximum of two pages per nominated examiner CV must be appended that demonstrates:
o Levelof which is appropriate to examine the candidate’s thesis
& Examiner associated with a university or research institution
o Recent publications (or equivalent for creative works)
= Not be employed by the same Institution
= Not be advised of the identity of the other nominated examiners

Candidate

= Prior to submitting this form, you must inform the candidate of the proposed nominations to ensure that any conflicts of interest are
managed effectively
- Electronic Copy of Thesis

Toolbar E

Submit to Research Examinations

Return to Supervisor

View History

Reports

iii. Do you wish to finalise this nomination?’:

a. Select ‘Yes’ radio button

Complete the ‘Candidate Declaration’ section if satisfied with examination information.

b. Select ‘Submit to Research Examinations’ button - refer to Screenshot 4

OR

c. Select radio button ‘No’

d. Enter feedback in the ‘Comments for Supervisor’ text field*

e.

*It is recommended you discuss your feedback with your supervisor outside of this

eForm before completing and returning to your supervisor.

Screenshot 4

Select the ‘Return to Supervisor’ button — refer to Screenshot 5

| [~ Tempiate Name: VU Nomination OF Examiner.v2.0 UAT | cForm Page: Candidate Dedaration

Status: Candidate Review Enrolled

Pages * | Candidate is required to read and submit the declaration. ‘
Guidelines
! P
' of exeminers principal supenvisor and | am aware of who will be examining my thesis.
. 1 have completed the above check.

1 have completed the above check.

f the nominated examiners and the University *
Examiner Details

v
Whilst an enrolled candidate at the University, 1 will not contact the examiners during the examination process and theeafter until  have been classified by the University.
v 1 have completed the above check
/s during this period, | ptth areplacement examiner willneed to be appointed) and that such action may be
Supervisor y
v 1 have completed the above check
candidate
'Doyou wish to finalise this nomination? -
Candidate Declaration .
®ves
ONo

Comments for Supervisor

‘Submitted On

Select ‘Submit to Research Examinations’

Previous page : Supervisor Declaration <<

Retum to Top

Toolbar x

‘Submit to Research Examinations,

Return to Supervisor

View History

Reports
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Screenshot 5

A Template Name: VU-Nomination Of Examiner_v2.0 UAT | eForm Page: Candidate Declaration
Status: Candidate Review Enrolment Status: Enrolled Workflow State: CandidateReview

Pages 3 Toolbar x

Guidelines X ) . ) B Save
Candidate is required to read and submit the declaration.

Submit to Research Examinations

S e _
Return to Supervisor
v | hereby declare that the following information is true in every particular: P

| have discussed the nomination of examiners with my principal supervisor and | am aware of who will be examining my thesis. *

v

| have completed the above check. View History
Examiner Details
v | confirm there is no perceived or objective conflict of interest between myself, the nominated examiners and the University * e
» | have completed the above check.
v Whilst an enrolled candidate at the University, | will not contact the examiners during the examination process and thereafter until | have been classified by
Supervisor the University. *
| have completed the above check
v
Candidate If contact is made with an examiner/s during this period, | understand and accept that the examination process will be null and void (and a replacement

examiner will need to be appointed) and that such action may be assessed under the *

Candidate Declaration
I have completed the above check.

Do you wish to finalise this nomination? *
Oves
@ No

Comments for Supervisor

1. Ensure you feedback below.
2. click on ‘Return to Supervisor’
3. Contact your supervisor for further discussion

iv Review supervisor’s feedback — refer to workflow menu (left pane).
a) If satisfied with your supervisor’s response:

Change radio button selection from ‘No’ to ‘Yes’ in response to ‘Do you wish to
finalise this nomination?

b) Select ‘Submit to Research Examinations’ button — refer to screenshot 6

Screenshot 6

0 UAT | eForm Page: Car
rolled  Workflow State:

Tealbar z

Guldelines 1 hereby declare that the following information is true in every particular:

insation of examiner

Examination Detals

" ed examiners and the University *
v

View History
Examiner Detalls v

v

olled candidate at the University, | wil

contact the examiners during the examination process and thereafier until | have been classified by the University. *
we completed the abave check Reports

v
It contactis
v ¥ be ass ndes the

5 during this penod, | understand an Iacemnent examiner will need1c

e that 1he examination process will be null and void

Superviser

v Do you wish (o fnaliss this nomination? *

Caodicate ® ves

R No
T

Supervisor comments to candidate

Comments for Supervisor

1. Ensure you feedback belaw.
2. Click on ‘Retum to Supervisor”
3. Contact your supervisor for further discussion

Previous page : Supervisor Declaration << Return to Top
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SECTION 3

Hints & Tips and Troubleshooting

Page Status Indicators
* Mandatory field Field must be completed to finalise application
! Invalid field/s not complete or incorrectly completed
? Revisit Changes have been made that need your review
Unvisited You haven't viewed this workflow section
v Valid All mandatory fields have been completed

e Mandatory fields are indicated by an *

e If you fail to respond to a mandatory question, an alert will appear to prompt you insert the missed
information — refer to screenshot 7.

Screenshot 7

Error

Application is incomplete or some answers are incorrect
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Feedback from Users

1. The Principal Supervisor may return the eForm to you for comment.

2. You will receive an email notification advising that the eForm has been returned to you for a
response.

3. Once logged into Quest, select ‘My HDR eForms’ tab to view the eForm - refer to Screenshot 8.

Screenshot 8

My HDR eForms For Review For Assessment Review

O show all applications

Student ID T | Stat Full Name Template

e Workflow State

CandidateReview

John Doe | WVU-Nomination Of Examine..

‘ | £y ‘ 0012 ‘Cand\date Review

Select ‘Feedback for Supervisor’ workflow menu item to view comments — refer to Screenshot 9 and
Screenshot 10 to view sample of feedback page

Screenshot 9

A Template Name: VU-Nomination Of Examiner_v2.0 UAT | eForm Page: Guidelines
‘Status: Supervisor Amendment  Envolment Status: Envolled  Workflow State: Principal Supervisar Amendment

Pages ] Toelbar 3

Guidelines _—

Re-submit to Candidate

Examination Detalls

Guidelines Overview

Prior1o lodging this application, it thy supenisor wcedure i il
¥ B I andthe & ierest in Thesis 10 ensire compliane of the examination pracess.
Reports

beriblatinit Please refer 10 the 1hesis &x11ina1on webpage.
v

This form must be submitted at least two (2) manths prior to the candidate's anticipated submission date.
v

Information for Principal Supervisor
v
Supervisor = izl e o X

. to required for Master Ressarch Degress and Doctoral Thesis by Creative

v Project who are of appropriately qualified experts of international standing in thelr discipline

B 1 and are able 10 retum thelr examiners report within 6 weeks of thesis receipt
I I + Examn been is aware of the miners.

+ Amaximum of two pages per nominated examiner CY must be sppended that demonstrates:
o Level of educational qualification which is appropriate to examine the candidate’s thesis
~ Examiner associated with a universily o research institution
= Recent publications or equivalent for creative works)

o Not be employed by the same Institution
= Not be advised of the identity of the other nominated examiners

« Prior to submitting this form, you must inform sicate of the proposed nominations i that any conflicts of Interest are
managed effectively
+ Electronic Copy of Thesis

Screenshot 10: Sample of Feedback/Comments page

‘A Tempiate Name: VU-Nomination Of Examiner_v2.0 UAT | eForm Page: Feedback For Supervisor
Status: Dean ReviewEnrolment Status: Enrolled  Workflow State: Contingency’

fpages x

Guidelines Name - Examiner 2

Donald Duck
Examination Details Please provide your justification for not approving this examiner - COE
v

v
Please provide your justification for not approving this examiner - Dean
Examiner Details

v
Examination Admin Comments for Supervisor - Examiner 2
v

v
Supervisor Name - Reserve Examiner
» minnnie

? Feedback For Supervisor Please provide your justification for not approving this examiner- COE
Candidate
v Please provide your justification for not approving this examiner- Dean
Chair Of Examiners.

v - " " .
Examination Admin Comments for Supervisor - Reserve Examiner

Dean, Graduate Research
Feedback from Candidate
retum
Examinations Admin

. Supervisor comments to candidate

retum to candidate

Feedback from COE

Supervisor Comments to COE

All queries and feedback: Email researchexaminations@vu.edu.au
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