
 [SUPERVISOR] MANUAL FOR INTENT TO SUBMIT THESIS FOR VIVA 
 

1 / 8  

BEFORE THE STUDENT FILLS INTENT TO SUBMIT 

 

Progress Report Input Screen (Staff Portal) 

 

1) Staff portal (academic) – Input Progress Report menu: 

 
2) When the supervisor selects "Notifying to submit thesis," an email notification will be 

sent to the student: 

 

3) If the proposal defense status data has NOT been filled in or has been filled in, but 

the proposal defense status is FAILED, the following message box will appear: 
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AFTER THE STUDENT FILLS INTENT TO SUBMIT 
 

Supervisor Screen (Staff Portal) 

 

1) Staff Portal > Academic tab > Supervision > Intent to Submit Thesis. 

 

2) The Student List screen displays the list of students who have submitted an ITS 

application to the supervisor. The icon in the Approval column is visible and the 

Approval Status column is Pending, while the icon in the Nomination column and 

the words in the Nomination Status column are invisible. 

 

3) When the supervisor clicks the icon in the Approval column, the Approval for the 

Intent to Submit Thesis screen is displayed. Click the icon in the Thesis Abstract 

section to view the student's thesis abstract: 

Click the "OK" button to return to the approval for Intent to Submit Thesis screen. 

 

 

4) For students who do not need a publication to be eligible to submit a thesis, the 

publication section and the publication list table will display the following 

message: 
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5) For students who have completed the publication, the publication section and 

the publication list table will display the student's publication information. Click the 

icon in the Detail column to see detailed information about student publications: 

Click the "Close" button to return to the Approval for Intent to Submit Thesis screen. 

 

 

6) After the supervisor clicks the Approve button, a message box and Student List 

screen will be displayed: 

 

 

 

7) On the Student List screen, the icon in the Approval column is invisible, and the 

Approval Status column is Approved, while the icon in the Nomination column is 

visible, and the Nomination Status is Pending. Supervisors click on the icon in the 

Nomination column to nominate internal and external examiners for the student. 
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The Internal and External Examiners Nomination screen is displayed: 

 

 

8) Click the icon in the Thesis Abstract section to view the student's thesis abstract: 

 

Click the "Ok" button to return to the Internal and External Examiners Nomination 

screen. 
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9) To nominate an internal examiner, the supervisor clicks the "Search Internal 

Examiner" button. The Internal Examiner Search screen will be displayed: 

 

10) Internal examiners can be searched by the staff number, staff name, or school. 

 

a) Click the icon  or List button to display the search results. The search results 

display information: Number, Name (Staff Number), School, Area of 

Expertise, Number of Nominations, and Number of Examiner Records. 

 

b) Area of Expertise information is linked to the UUM Experts website. 

 

c) No. of nominations is the number of staff nominated as internal examiners, 

and the status is "Endorsed" by the Graduate School's Dean. 

 

d) No. of examiner records is the number of staff who have been appointed as 

internal examiners for the current year. 

 

e) Click the icon in the Choose column to select an internal examiner and will 

return to the Internal and External Examiners Nomination screen to make the 

next nomination. 

 
f) Clicking the Reset button will clear all internal examiners search data. 

 

g) Click the Cancel button to return to the Internal and External Examiners 

Nomination screen. 

 

h) To add internal examiner candidates, the supervisor clicks the "Search 

Internal Examiner" button. The steps are the same as in steps 10 a) to 10 g). 

 

i) If the internal examiner candidate needs to be amended, click the icon   

to reset the data. 
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j) The supervisor will nominate: 
i. Students who are not UUM staff – a minimum of two (2) and a maximum 

of three (3) for internal examiner nominations in sequence. 

ii. Students who are UUM staff – no nominations for internal examiners. 

 
11) To nominate an external examiner, the supervisor clicks the "Search External 

Examiner" button. The External Examiner Search screen will be displayed: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12) External examiners can be searched by staff name. 

 

a) Click the "List" button to display the search results. The search results will 

display information such as No., Name, School, University, Area of Expertise, 

Number of Nominations, Number of Examiner Records, and View CV. 

 
b) No. of Nominations is the number of staff nominated as external examiners 

and the status is endorsed by the Graduate School's Dean. 

 

c) The No. of Examiner Records is the number of staff who have been 

appointed as external examiners for the current year. 

 
d) View CV – Click the icon in the "View CV" column to display the external 

examiner's CV. 

 

e) Click the icon in the Choose column to select an external examiner and will 

return to the Internal and External Examiners Nomination screen to make the 

next nomination. 

 

f) Click the reset button to clear all external examiner search data. 

 
g) Click the "Add New" button if you want to add new external examiner 

information. The "Add New External Examiner" screen is displayed: 
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i. Click the Save button to input/update new external examiner 

information. 

ii. Click the "Cancel" button to return to the External Examiner Search 

screen. 

 

h) On the External Examiner Search screen, click the Cancel button to return to 

the Internal and External Examiners Nomination screen. 

 

i) To add external examiner candidates, click the "Search External Examiner" 

button. The steps are the same as in steps 12a) to 12h). 

 

j) If the external examiner candidate should be changed, click the icon  to 

reset the data. 

 

13) The supervisor will nominate: 
i. Students who are not UUM staff – a minimum of two (2) and a maximum of 

three (3) external examiners are nominated in sequence. 

ii. Students who are UUM staff – requiring four (4) compulsory nominations for 

external examiners in sequence 
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14) Click the Save button to save all nomination data by the supervisor: 

 

15) If the number of internal or external examiners nominated by the supervisor does 

not reach the minimum nomination limit and the supervisor ticks the certification 

box and clicks the Submit button, the following message box is displayed: 

 

16) Once the supervisor is satisfied with the nomination list, they will check the 

certificate box and click the Submit button. 

 

A notification email will be sent to School to make nominations at the School level: 

 

17) After clicking the Submit button, it will return to the Student List screen. The icon in 

the Nomination column will be invisible, and the Nomination Status column shows 

Submitted (Supervisor):  

 

 


