
External Examiner Guide



External Examiner’s Guide to 
Using PhD Manager

This guide will assist you in setting up your 
PhD Manager account, completing and 
submitting your Preliminary Report, and 
confirming the examination outcome.



Setting up your account

You will have received an email from PhD Manager with a 
link to create your password.  Please click the link and enter 
your password (at least 8 characters with a mix of letters and 
numbers)



When we create your account you will receive the email below to activate your 
record.  Simply click the link

You will then be asked to create a password which should include letters and 
numbers

Following this, simply click ‘Log in’ and you will be taken to a page to login to your record.



Submitting your Preliminary Report

Simply click the link/gold icon on the email you received to 
take you directly into the report.  Alternatively, you can 
navigate into the researcher’s record, or click the ‘Tasks’ icon 
on the toolbar in PhD Manager.

You can complete the report on the page or you can upload 
your own report to the system if you prefer.



Complete report 

here, OR

Upload your own 

report (add ‘see 

attached’ in box 

above)





You can view all 

submitted reports 

here



You can toggle 

between panel 

reports

You can view any 

uploaded reports



Confirming Exam Outcome

After the viva you will get an email to confirm the outcome 
and amendments.  Again, simply click the link/gold icon in 
the email and you will be taken directly to the page.

Or you can also navigate there by clicking the ‘Tasks’ icon in 
your homepage and selecting the awaiting task.







View the 

report

Confirm






