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Introduction

This manual provides you with relevant information and explains the actions which you will do in Hora Finita. Please
note that the diploma validation will be handled on the system: the PhD candidate will upload the necessary files, the
Admissions Office will take action and will upload the resulting diploma validation letter into Hora Finita. Therefore,
since your involvement is not needed in this procedure any longer, this manual does not provide information on that.

In Hora Finita, you receive emails asking you to perform actions. The only exception is logging into the system to:

- find out if there are appointment supervisor forms that need processing
- send reminders to committee members who did not send their evaluations before the deadline

Before explaining which are the relevant emails and actions which you have to perform, familiarize yourself with your
Dashboard by logging into Hora Finita using your email address: https://horafinita.utwente.nl/

There are 2 important features for you on the Dashboard a) the standard search box (1) and b) the ‘Advanced search’
option (2) at the left. The ‘Advanced search’ allows you to construct, store and apply filters. If you feel the need to
have one built for you, please email the Support Office (horafinita@utwente.nl) at the TGS office. On Appendix 2, we
explain how to run a filter which allows you to find out which PhDs are able to request a defence date.

PhD projects [EEREASIERESERT Persons  Mailing luality care  Support

PhD projects PhD project registrations Interviews Check Documents Te benoemen promotores

PhD project - Items page

2

UT research

duati
v Bracuation g names PhD student 1 - start planned PhD programme end date of PhD ceremony  status - faculty  modified
number institute

Next, you will find information about 9 steps in the process which are relevant to you. Note that your action is only
required in 3 out of these 9 steps. The three steps which require your action are highlighted in yellow.


https://horafinita.utwente.nl/
mailto:horafinita@utwente.nl

Relevant information and actions needed

1. Registration (this is for your information, REQUIRES ACTION FROM THE DEAN)
The Dean receives an email requesting the approval of the registration. You receive a copy of that email.
The Dean is asked to check the (co)supervisor names and approve the registration in Hora Finita.

Note:

If no action is taken within 1 month, TGS will assume that the Dean has no objections. TGS will proceed to
approve the registration and put a comment indicating that TGS approved on behalf of the Dean.

Approval of new candidate - J. Test008 (Intake UT6 BMS) eI TERTESEN
Hora Finita / University of Twente (horafinita@utwente.nl) opened @ 18-10-2021 165258

To:  theo.toonen@utwente.nl
Registration approval: prof.dr. Toonen, T.A.L. (Theo)

Atrachments: izip a_res step5Sprom.zip

UNIVERSITY
OF TWENTE.

@9 HORAFINITA

Recipients:

registration approval: prof.dr. Toonen, TA L (Theo) - 76615210 {22256 code:
promotietrajectRegiztratieAkkoordBanodigd

prthizilld: 30106

Dear Dean,
The PhD project registration of J. Test0O08 requires your approval.
Kindly review the information and

* make any necessary changes to the “Supervisor’, ‘Co-supervisor’ and ‘Other
supervision’ tables,

* write any relevant notes for TGS on the Comment box at the bottom of the
page and,

» click ‘Accept’ (Note: click ‘Reject’ if you want to signal that the candidate
shouldn’t be registered at all. Make sure to leave a note in the Comment box
so that TGS knows how to proceed).

Please follow this link: https://horafinita-test.utwente.nl/verzoek
JyhweN8mNOvA3ZIFK7pABgRKKCWra85Sto ?hiTaalld=1&pntl18nlocaleld=1

Mote: if after 1 month you haven’t taken any action, the TGS Support Office will
assume that you are OK with the information and will make the approval on your
behalf.

Kind regards,
Support Office Hora Finita

University of Twente | Twente Graduate School
T053 489 4900 | horafinita@utwente.nl

Postbus 217, 7500 AE Enschede |

Building Ravelijn | Room 5254

- The Dean clicks the link on the email to go into the Hora Finita registration page.
Below is a screen capture of the page the Dean will see. The red boxes highlight the relevant information.

- Boxes (1) and (2) contain important (research group name and contract type) information originating from
AFAS so they are blocked for edits.



The Dean can change the names of the supervisor(s) (3) which TGS typed based on information provided
by the PhD. The Dean can also add more names. If there is any important information for TGS, it should
be written in the Comment box (4). (Note: TGS staff will check any comments written after the Dean
submits the approval)

The ‘Accept’ button (5) has to be clicked to finalize the approval.

If the Dean doesn’t agree with the candidate being registered, the button ‘Reject’ should be clicked and
an explanation written in the Comment box so that TGS staff know how to proceed.

RCIGEEN  Open PhD project re|

Approval for the PhD project of ). Test008

Test00g, 1.

PhD project registration

Listed below you can see the registration of J. Test008. Your agreement is required in order to complete the registration procedure.

Personal details PhD project
first names = project description
given name
last name Test008
infix{es) %
initials B facuity Faculteit Behavioural, Management and Soc
title department I Industrial Engineering & Business Informati I 1
ut research institute
gender male
start date
date of birth 19 |10 |1998 2o [
telefoont finishing date 17 |[10 |[2025
telefoon2
Documents
e-mail al montoya@utwente.nl
private email address joint/double degree agreement
conditions accepted passport <> Download (5 By
Category
Please provide as much details as possible.
type of phd contract | 1a. Employed PhD candidate based on a 0. | 2
specific details e
1
The previous education which the admission to the PhD track is based upon Joint doctorate
The PhD candidate is kindly asked to fill in the details about the previous education joint/ double / bi doctorate
which the admission to the PhD track is based upon. external universities ® !
name of institution Benemerita Universidad Autgnoma de Puet
country MEXICO
faculty Humanidades
degree programme Sociologia
type of degree Foreign degree certificate
master degree £ Download (11 KB)
certified translation > Download (5 B)
transcript of records > Download (5 B)
date of degree certificate 3
Supervisors
rank  hours monthly title person Suffix  affiliation ppoi email pl profile url
1 1 A. testprom1 BMS, Industrial Engineering & Business Information Systems
Co-supervisors
rank monthly hours  title person Suffix affiliation appointment email telephone profile url
No persons selected as co-supervisor.
Other supervision
rank monthly hours  title person Suffix affiliation appointment email telephone profile url
No persons selected as doily supervisor.

Comments

I you have any comments for the office employee or the PhD candidate, please fill
them in below.

remarks

IAccept IRE}JE}E{ 5




Appointment of supervisors (REQUIRES ACTION FROM YOU AND THE DEAN)

You log into Hora Finita to check whether there are new appointment supervisor forms which need processing.
Our suggestion is that every 2 weeks, you print the forms which need to be processed and hand them over to the
Dean. The Dean should tell you whether the names which appear on the form are fine or whether any names need
to be changed or added.

Procedure for finding the names of PhDs who have appointment forms which need to be processed:

- Log in to Hora Finita with your email address (www.horafinita.utwente.nl)

- Click the ‘Te Benoemen Promotores tab (1)

- The list shows the candidates who have forms which need to be processed.

- Don't click ‘Documents’ (2), because that shows a list of all the documents available for all the PhDs of the
Faculty (that list contains both processed and unprocessed documents).

- Instead, just click on the name of the particular PhD to go into the dossier (3).

& Logout Be. Kroeze, B.B BH=0

PhD projects Persons Progress Ma’klings Quality gssurance Support T&SP elements
PhD projects PhD project registrations Check Doc! fits JPhD thesesl Te benoemen promotores I

1

. L2
Vereist formele benoeming promotor
PhD projects: 1 - 18 of 18

Dit overzicht toont alleen promotietrajecten waarvan de formele benoeming van de promotor vereist is.
De criteria zijn als volgt:

* Bij het traject is een document geiipload van het soort "Appointment promotor"

s Het document is niet afkomstig uit ProDoc (bestandsnaam als Doc-126486404.*%) , want die zijn allemaal al afgehandeld.)

e Het is een lopend traject, d.w.z. heeft geen status gestopt of (elders) gepromoveerd, maar de startdatum is wel verstreken

* Eris nog geen mail met de code "registratie.formele-benoeming-promotor.aan-promovendus” of "registratie.formele-benoeming-promotor.aan-promotores" verzonden voor dit traject

@ Advanced search

PhD project

v number PhD student promotor 1 qualifier form. aanwz. premotor or gt PhD prog| e start  pl d PhD end~
O 88068 [ (George)- |3 profarir. 21-09-2021 07-10-2021 01-11-2020 31-12-2025
Tineke) - fr.
O ssisg (Tineke] protar 26-08-2021 22-08-2021 01-02-2021 31-01-2025
prof.dr.
0 87991 (Fen) 21-01-2019 22-06-2021 01-10-2020 15-12-2024

Procedure for finding the appointment form of a particular PhD candidate:

- Next click the ‘Documents’ tab of the particular PhD candidate (4).

Configuratie  Gebruikers Personen Mail Organisatie Opleidingen Interviews Vragenlijsten Api Reports Log  Support

PhD projects PhD project registrations Specific details Financial support requests Shared PhD tracks Te benoemen promotores Deficiencies

PhD project of "Test007, J. - EO07519"

Test007, J. - EO07519

General | (cojsupervisors | Admission || T&SP | Manuscript | Summaries | Assessment || Cum laude predicate | PhD examining committee | Ceremnnyl Documents || PhD checklist || After track
| —

Appointment Affiliation
phd project number 88320 faculty* Faculteit Behavioural, Management ant v
personnel number department Industrial Engineering & Business Inforr
graduation number graduate school Twente Graduate School v
archive number 2 ut research institute Digital Society Institute v
phd student” Test0o7, J. - E007519 ® research school =
appointment No appointment was found v tgs program v
phd type according hr @ tgs program line v
vsnu phd type 1a. Employed PhD candidate based or ~ phd program -

more personal data hoop area
isced
Funding Edit HOOP area / ISCED
fte®  funding source. subtype cash flow™ from® up to and including™
T 100 . . o D e Specific details



http://www.horafinita.utwente.nl/

Next identify the document which is classified as ‘Appointment of Promotor’.
- Click on the icon (5) to download the document.

PhD projects [EETERGE Progress  Mailings  Reports  Support  T&SP elements

PhD projects PhD project registrations Check Documents Deficiencies PhDtheses Te benoemen promotores

PhD project of "Test007, J. - E007519"

Test007, J. - EO07519

The PhD project 'Test007, J. - E007519' has been updated.

General | (Co)supervisors || Admission | T&SP || Manuscript | Summaries || Assessment | Cum laude predicate || PhD examining committee | Ceremony | Documents | phD checklist || After track

Search for documents in list view
Documents

Drag your documents to this frame, or | Browse

empty.bd empty.docx emptybd
Appointment of Promotor v TESP v Qualifier Report v
Save &1 Save % E-mail those involved Add R&O cycle interviews
Deficiencies Interviews Portfolio items Emails Back Login as Phd candidate Login as supefvisor Share PhD project




3. Confirmation of appointment of supervisors (REQUIRES ACTION FROM YOU)
If necessary, you next you need to make any necessary changes to the names listed in the ‘(Co)Supervisor’ tab.
You need to trigger the official confirmation email to the PhD, and supervisor (CvP and the Dean are on the CC).

BB oo opes e Repons  suppon  TRSH sements
) prOfct FRgistn

atced Chack Doturrsets Dehiciencios PR thiur T Bindimen peomtooes

PhD project of "Test007, J. - EOD7518"

| The FhD project TestDOT, 1. - BDITSAS has been updabed,

Geeseral | [Cojfupenvisers | Admission | TESP || Manuscriph | Susmesaries | Sscessment | Qo laude predicats PhD exaerining commitiee || Ceremony || Documends | PhD checkiisl | After Erack
Thaie r KN SUPBNVRON, Co-SUPArvisorn ded othars.
S
- amanr urrsn D e a0
i1 pesfdir Hass, EW. frwin) ® B oE
: * 16
3 L]
Co-supervinors
U e 19T ey [ e da i
1 1 s, B (R = & (0 - @ &
E =]
@
Daher members peidance tram
-5 Sugrrrescr suls T e ey (1]
1 =
L] e
’ -
(hange of [cojpervinors Ml to supevvior reg. appolntment Mail ko Phik{cc Dean & OdP) reg. appointment
Sl @ @il CORRERING Thas COMPaEmon of this 490 T SUPRrASORS | CO-Jupsrvians) about Thitl Irife vy BP0 Canaati ABOUTL Eha Sppastimnt of The
supervisors and co-supervisors to the Phd candidate, the appoinkment superviscds and co-supervisors. The dean will receive a
Ruparvisers and (o-Jupenvisen carbon Lopy.
Sent: ?
s 8
Sl ie-eriaill
Send e-mad Send o-mad

D kingem m.bL promotone

Beefviduial adariaminnt of Manuioiph by tegsrvisee]) Aime Al armiel
superviacT date  asessment  motivatie mbade 0000 isedan sl
profdric. Hans, EW. [Ersin] - 76416551 Al
de. Harms, K. (Rakner) - 76390375
Sae WY Sov & || Eesimossimvied || ASSRLD cyche inleeriews

MMH Irduatrirari. Portioha Bema Emmay Back Leoggin as Phd candeiabs LOgIn &8 SUpSniac Exare PR projed

- Click the ‘(Co)Supervisor tab (5a)

- Make the necessary name changes (6). *For details on how to add a person please see appendix 3.

- Trigger the confirmation email to the supervisor (7). Very important: please make sure to write the date (11)
mentioned in the appointment form on the confirmation email (see screen capture below). You will have to
add that manually to the default email text. Click the ‘Send (12) button.

‘Which is the date | should type on the email? (11). Use the date given by the PhD in the Appointment Form
(see Appointment Form example below).

- Trigger the confirmation email to the PhD (8). Very important: same procedure as on email to supervisor
(don't forget to write the date mentioned in the appointment form).

- Write any important comments for CvP (9). For example, if the Dean checked the appointment form but did
not agree with the changes and therefore, nothing got changed in Hora Finita.

7



Make sure to Save (10) the changes at the end.
Very important, if you made changes in the Co-Supervisor tab, you need to check the Interview tab.
Interviews happening in the future need to show the new updated supervisory team composition (11).

IMPORTANT: if the confirmation emails aren't sent, the name of the PhD will not disappear from the Te
Benoemen Promotores’ list. Therefore, make sure to trigger the official confirmation emails.

Note: even if the Dean did not agree with the names listed in the appointment form and wants to keep the
names which are already in Hora Finita, triggering the official confirmation emails is important so that it is

clear that the form was analyzed and was processed.

PhD projects  Persons Progress W Reports  Support  T&SP elements

Sent Mailings Mails Mail groups

Email - Compose

Appointment of supervisor(s) . Test007 (Qualif...

The mailing has been created

Email
Email

from from (name)
horafinita@utwente.nl Hora Finita / University of Twente

to (email) to (name}
ewhans@utwente.n! prof.drir. Hans, EW. (Erwin}

subject
Appointment of supervisor(s) J. Test007 (Qualifier UTGa)

message

Bl7 v

A G2 @@ 2 [E

= | Fomat - FontSme v | A -7

=21 Oy [

Dear prof.drir. Hans, 1 1

Attachments

Browse

(person) &
Add CC & BCC

The Doctorate Board hereby informs you that the request|dated 18-10-2021|to appoint you as (co)supervisor for

James Test007 has been approved.

supervisors

name email

prof.drir. EW. Hans ewvhans@utwente.nl

co-supervisors

name email

dr. R. Harms rharms@utwente.nl

The protocol of the Doctorate Board stated in the Doctoral Regulations of the University of Twente will be followed.

After a) the approval of the evidence provided by the PhD candidate regarding the T&SP elements by TGS, b) the
approval of the manuscript by the supervisor and c) the setting of a definitive date for the public defence, the
supervisor will be asked to make a proposal regarding the compasition of the graduation committee. The formal v

created modified
18-10-2021 11:37:53 19-10-2021 11:37:53

Preview

Back | Send [g | 12




UNIVERSITY OF TWENTE.

APPOINTMENT OF PhD SUPERVISOR(S)

Having successfully passed the qualifier in accordance with Article 15 of the University of Twente PhD Charter, |, the undersigned
doctoral candidate,

Sumame First names (in full)
Bomon Day Month Year Date and place

Provisional title of the dissertation/technical design Signature

request the Doctorate Board to:

= grant me formal admission to the doctoral programme; and
- appoint the below-mentioned person(s) as supervisor in accordance with Article 4 of the University of Twente Doctoral Regulations.

SUPERVISOR(S)

Supervisor 1 (corresponding supervisor) Supervisor 2

Title and name Title and name
Institution and faculty Institution and faculty
Date Date

Signature Signature

| (we), the undersigned

* accept to supervise the doctoral candidate,

* request to appoint the below-mentioned persons as co-supervisors in accordance with Article 28 of the University of Twente
Doctoral Regulations and,

* declare to undertake to observe the stipulations of the University of Twente Doctoral Regulations.

CO-SUPERVISOR(S)

Title Title

Name Name

Institution and faculty Institution and faculty
Notes:

1. It is possible to appoint a maximum of one supervisor and two co-supervisors or two supervisors and one co-supervisor (Article 34.2
of the Doctoral Regulations). In case the supervisory team needs to consist of more than three persons, the first promotor will put in
a special request with the Doctorate Board by email o horafinita@ utwente.n!

2. Family members (up fo the fourth degree) and those who have a relationship with the PhD candidate which prevents them from
making an independent judgement are not eligible to act as supervisor or co-supervisor (Article 34.8 of the Doctoral Regulations).

DIGITALLY FILL, SIGN AND UPLOAD FORM INTO HORA FINITA

4. Note about TGS staff involvement in the handling of the appointment forms

TGS is no longer responsible for processing appointment forms. This means that the TGS Support Office will not
make changes on the Co-Supervisor tab of Hora Finita. However, there are some situations in which TGS will
support the process:

a. If aPhD or supervisor emails an appointment supervisor formto TGS staff (instead of uploading it themselves),
TGS staff will upload the form into Hora Finita. The form will then automatically appear in the Te Benoemen
Promotores list.



b. If a PhD or supervisor sends an email to TGS staff asking for changes to be made to the supervisory team (je.
change of supervisors or co-supervisors) before the qualifier interview has taken place, TGS staff will tell
the PhD or supervisor to email the management assistant of the Dean about the changes needed.

c. If a PhD or supervisor sends an email to TGS staff asking for changes to be made to the supervisory team (je.
change of supervisors or co-supervisors) after the qualifier interview has taken place, TGS staff will tell the
PhD or supervisor to fill in a new appointment supervisor form and to upload it via the link available in the
Hora Finita email. TGS staff will resend the Hora Finita email to the PhD since most likely, the PhD already
deleted the Hora Finita email.

d. Inall 3 cases explained before, if the PhD or supervisor mentioned that this is urgent, TGS staff will email the
Dean’s Management Assistant to signal that this seems urgent. TGS staff will put a note about this procedure
being urgent in the comment box in the General tab.

5. Extra step: if the name of the “first’ supervisor got changed in the Co-Supervisor tab (i.e. the

corresponding supervisor) (MAY REQUIRE ACTION FROM YOU)
You need to adjust the list of participants of the future annual interviews, otherwise the wrong person will receive
the emails about planning of the annual interview and about the recording of the results of the annual interview.

- Click the ‘Interviews button (1)
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PhD project of '

General | [Co)Supervisors ] Admiission H TESP H Manuscript ” Summaries H Assessment ” Cum laude predicate ” PhD examining committee H Ceremony || Documents ” PhD checklist || After track

Supervisors

rank = UT staff*
= 1 profdrir Brem, G. {Gerit) -
2
3

Co-supervisors

rank = UT staff*
i1 dr. Shahi, M. {Mina} -

x| 2 drir Mahmoudi, A {(Amir) -

3

0Other members guidance team

rank  Supervisor role®

Change of (co)supervisors

supervisors and co-supervisors
Sent: -

Send e-mail

Opmerkingen m.b.t. promotores

supervisor
prof.dr.ir. Brem, G. (Gerrit) -

Deficiencies Interviews

Send a email containing the composition of the
supervisors and co-supervisors to the Phd candidate, the

Save ) 1 Save | | Delete
Portfolio items

These are the supervisors, co-supervisors and others.

affiliatie

rsity of Twente, ET, Enerzy Technology
S
=]
affiliatie

® | | University of Tweme, ET,

# | | University of Twene, ET,

UT staff*
hd =]
~ =
hs =]

UT Faculty™ @ eman
ET b utwente.nl
~
~
UT Faculty™ @ email
ET ¥ | m.shahi@utwente.n
ET

affiliation

Mail to supervisor reg. appointment

appointment.
Sent: -

Send e-mail

ipt by supervisor(s)

date assessment motivatie

E-mail those involved

‘Emails Back

Add R&O cycle interviews

Login as Ph_d candidate

inform the supervisors (not co-supervisors) about their

4
cum laude
no
Generate documents

Login as supenvisor

~

UT Faculty

< <

<

Mail to PhD (cc Dean & CvP) reg. appointment

Iinform the PhD candidate about the appointment of the
supervisors and co-supervisors. The dean will receive a

carbon copy.
Sent:-

Send e-mail

Joint assessment

assessment
date

Share F_'hD pn?;ed

e
e
E

e=

w
v amanmoudi@utwenznl | @ | B

@

000

- Open only future interviews by double clicking the line? (2)

Configuratie ~ Gebruikers Personen  Mail  Organisatie  Opleidingen Interviews  Vragenlijsten  Api Reports Log  Support

Progress interviews: 1-4 of 1

interviews

New Add R&0 cycle interviews

Back Report PhD project

Filter for: | ~
vl date ~ taken place VSNU PhD type
B
O | 01-03-2023 1a. Employed PhD candidate based on a 0.8-1.0 FTE
[0  16-02-2022 yes 1a. Employed PhD candidate based on a 0.8-1.0 FTE
O | 10-02-2021 yes 1a. Employed PhD candidate based on a 0.8-1.0 FTE
O  10-06-2020 yes 1a. Employed PhD candidate based on a 0.8-1.0 FTE
Pagelofl

Delete

type of interview result

Annual interview year 3

Annual interview year 2 2

Qualifier Positive
Intake

21z

PhD projects PhD project registrations Specific details Financial support requests Shared PhD tracks Te benoemen promotores Deficiencies Exceptions

primary promotor

prof.dr.ir. G. Brem
prof.drir. G. Brem
prof.dr.ir. G. Brem
prof.dr.ir. G. Brem

faculty

ET
ET

maodified

10-06-2020 09:03:36
06-07-2022 09:12:59
02-06-2022 13:16:07
10-06-2020 09:04:01

More options ~

- Click the ‘edit’ button of the supervisor box (3)
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Intervi Vragenlijsten

Configuratie  Gebruikers  Promotie  Personen  Mail  Organisatie  Opleidingen

Api Reports Log

Support

Progress interviews Discussion types Interview type documents Results Participant roles

Results and Development interview - Annual interview year 2
16-02-2022 - Annual interview year 2

Results and Development interview }

Agreement Properties
date™ f5])02 2022 | phd project”™
preliminary date @ 16 |02 | 2022 [ type of interview™
time 14:00 result
location Microsoft Teams meeting comments

definitive date
discussion taken place

@ || participants have approved the date

@ |v| hastaken place
date submitted

reminder sent @ reminder sent

afterwards reminder sent @ reminder sent created

submit reminder sent [0 reminder sent modified
Participants Approval by TGS

Prof.dr.ir. Brem, G. [Gerrit) UT staff

supervisor 1 |TGS, -E003664

3 |Ceot J detete ]

phd candidate

Requesi review
Approve inferview
Dr.ir. Mahmoudi, A. [Amir)
co-supervisor

assessment

Add participant Add default parficipants

Information

®
Annual interview year 2 ~
v
Y
10-06-2020 09:03:36
06-07-2022 09:‘12'59
date
% v @

Sent:

12



Click the ‘ut staff’ box to change the name (4)
Click ‘Update’ to save the change (5)

Participant - update

prof.drir. Brem, G. (Gerrit) -

| Step 3

ut staff
interview™
participant role

5

deleie
Back

4 Ipmf,dr ir. Brem, G. (Gerrit) -

A

16-02-2022 - Annual interview year 2

Supervisor

®

R
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6. PhD Ceremony Date (this is only for your information)
You receive an email to inform you that the ceremony date has been set.

From: hior a-finita-no-reply (TW)

To: hora-finita (TNW)

Subject: PhD defence ceremony date - (Graduation phase UTE) (hff.ef: 882)
Date: donderdag 21 maart 2019 16:10:31

Attachments: o

hf logo transparent ba.

uN IVERS 114 €9 HORAFINITA

Recipients:

person: testproml, A, - EDD3087 (EDD30ET)

to: horafinita @utwente.nl

code: hfPromotietraject.plechtigheid definitievePromotiedatumingevoerd. betrokkenen
pnthailld: 882

Dear colleagues,

The following PhD Defense ceremony has been approved. Please add the following
information to your agenda {if applicable}.

Date ceremony:  18-03-2020 at 14:45 hours

Location: Agara Vrijhof

PhD candidate: M. TestPhD6&

Thesis title: My Thesis
Supervisor(s): name a-mail

A. Testproml haorafinita@utwente.nl

Co-supervisor(s): geen persanen gevanden
Kind regards,

Suppart Office Doctorate Board
Hora Finita

University of Twente | Twente Graduate School
T 053 489 4242 | horafinita@utwente.nl

Posthus 217, 7500 AE Enschede |

Building Ravelijn | Room 4266
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7. Proposal for graduation committee request (this is only for your information)
The supervisor is asked to make the committee composition proposal.

Proposal for graduation committee request - W.H.A. Alsagaf MSc (Graduation phase
UT7) EECMS sent 7305 2020 13:31:31

Hora Finita [/ University of Twente | harafinitaSutwentenl] cpencd @ T

Too  Fjwieringa@utwentenl
Ferson: prof dr. wieringa, R {Roel) - EDD3105

ce: bfd-ewi@utwente.nl; s.e.engbers@utwente.nl

aachments: | 6-7-7ip b gred step35prom.zip

UNIVERSITY @9 HORA FINITA
OF TWENTE. |

Hitiziantic
piwan il de. Wierings, R [Rel] - EOOZ105 (E003406) codi-

pritidaiid: 35058

Die=r prof. dr. Wisringa,

If you hawe not done so already, kindly proceed to make a proposal for 2 graduation
committee in consultation with the Dean of the faculty for the following PhD project:

Promaovendus:
Alsagaf, WH.A. MSc (Wasim) - TEE18719

Titel van het manuscript:
Supervisor|s):

name e-mail

prof. dr. R Wieringa rjwisringa@utwente.nl

Co-supervisors(s):
co-supernvizors have not (yet) been registered

We kindly request you to make = proposal for a gradustion committes in consultation
with the Dean of the faculty. The graduation commitize consists of ten members at
most i.e. the chairman, the secretary, the supervisoris), the possible co-supervisor(s)
and/for referes(s) (also see article 34 of the doctoral regulations. Besides the
chairman and secretary, the graduation committes should consist of at |east four
professors [including yourself).

Plzzse take note of these two important issues:

1. Take special care when filling in the email addresses of non-UT committee
members.

. Check the names of supervisors and co-supervisors listed above and contact
horafinita@utwente.nl immediately if this information is incomrect. Pleaze
report this before you fill in the committee member names and request the
Dezam's approval.

. Don't fill in the names of supervisors or co-supervisors as these are not
required to submit 3 formal assessment.

. If you include 2n expert from industry, you need to send 2 CV showing whether
the person has & PhD degree =nd showing the list of publications. Email this CV
to the Dean's secretary and to promotiss@utwents.nl.

. Because of the arrangzments in connecton with digital defence sttendance, it
is wery important that you indude the mobile number of committee members
in Hora Finita.

=]

1]

1

L}

The official appointment of the graduation committee by the Doctorste Board should
take place no later than three 2nd 2 half months before the day of the doctoral
defance.

Plzzse submit your proposal hers, make sure to read the sttached instructions on the
.zip file, because there are detziled instructions in it

Please refer to the attached zip file(s) for step-by-step instructions on how to crry
out the requestad action(s) in Hora Finita.

Kind regards,

Mariska Buurman & Astrid Scholtens-Hofenk
Support Office Doctorate Board Hora Finita

University of Twente | Twente Graduate School
T 31(0)53 489 4242 | promoties@utwentz.nl
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8. Request for the Dean to approve the graduation committee composition (this is only
for your information, REQUIRES ACTION FROM THE DEAN)
The Dean receives an email in which (s)he is asked to approve the graduation committee composition.
Afterwards, CvP will also approve the graduation committee composition. After these steps are done, the
graduation committee members will be asked to evaluate the manuscript. The Dean should not make the
approval if there is no defence date on the system. This information can be found in the Ceremony tab.

From: hior - firita-norreply (THW)

To: bora-finita (THW)

Subject: Request to approve the graduation cormmittee proposal - (Graduation UT §/9) thifref 884)
Date: donderdag 21 maart 2019 16:13:34

Attachments: ut logo en.png

bf logo fransparent bg.pn

UNIVERSITY
OF TWENTE.

@9 HORAFINITA

Recipients:

cormposition assessment committes approval: prof dr. Toonen, TAL (Theo) - 7615210 (3714]
tee theotoonen@utwente nl

cede: akkoordtreinsa men stelling Beoor delingscommissie

phthdailld: 884

Dear Theo Toonen,

The composition of the graduation committee has heen propased far the following
PhD project:

PhD student:
TestPhD&, M. - EOD3102

Title of the thesis:
My Thesis

Please review and apprave the proposed cammittee by following the
link.

Please refer to the attached zip file{s} far step-by-step instructions an haw to carry out

the requested action{s} in Hara Finita.
Kind regards,

Support Office Doctorate Board
Hara Finita

University of Twente | Twente Graduate Schoal
T 053 489 4242 | horafinita@ utwente.nl
Postbus 217, 7500 AE Enschede |

Building Ravelijn | Roam 4266
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9. Approval of manuscript by supervisor (this is only for your information)

This email is for you to be aware that the manuscript has been approved by the promotor. If the committee
composition has been approved by the Dean and CvP, the committee will be contacted and asked to assess it.

Akkoord manuscript door supervisor(s): prof. K. Wilde 14test (Graduation phase UT4)
Hora Finita f University of Twente (horafinita@utwente.nl) opened @ not yet oened ST 02052020 14:15:38

o b.b kroeze@utwente.nl
actor: b.b kroere@utwente.nl secretariaat faculteit BMS

UNIVERSITY 0 HORA FINITA
OF TWENTE. |

actor: b.b.kroeseEutwentenl secretarisat faculteit BMS [19) code:
naAkkoordManusriptFromotores Gericht AanFaculteit
pnthalid: 33808

Geachte collega,

Woor jullie informatie: zojuist hebben alle supervisor{s) akkoord gegeven op het
onderstaand manuscript:

Promowvendus;
prof. 14test, K. wilde (Kim) - EO03758

Titel van het manuscript:
Test Title Thesis

De promotiecommissie zal vitgenodigd worden om het manuscript te becordelen.
De bijbehorende deadline is: 14 July 2020

Controleer tijdelijk de promotiecommissie

We vragen u voorlopig - in verband met de overgangssituatie naar de nisuwe
werkwijze - te controleren of er daadwerkelijk een promotiecommissie is voorgesteld
en geaccordeerd. Mocht dat niet het geval zijn, vraag dan de promotor om een
commissie voor te stellen.

Dpen dit promotistraject

Kind regards,

Mariska Buurman & Astrid Scholtens-Hofenk
Support Office Doctorate Board Hora Finita

University of Twente | Twente Graduate School
T 053 489 4242 | promoties@utwente.nl
Postbus 217, 7500 AE Enschede |

Building Ravelijn | Room 5260
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10. Deadline for submission of assessments by graduation committee members (this is only for
your information)

The PhD receives an email about the deadline for the submission of the assessments by the graduation
committee members. You should note this date down because you have to log into Hora Finita to send
reminders. The reminder procedure is explained in step 7.

From: hior a-firita-nicereply (TR

To: - fini

Subject: Deadline submission of evaluations - (Graduation UT10) (hfRef 925)
Date: wrijoag 22 maart 2019 12:00:48

Attachments: ut logo en.png

hf logo fransparent bg.png

UNIVERSITY €9 HORA FINITA

Recipients:

person: TestPhDe, k. - ERG3102 (ECC3102)

e horafinita @utwente.nl

code: bepordelingscommissiel ngest eld Promovendu shiail
prthailld: 925

Dear Maria TestPhD&,
The graduation committee has been installed.
They have to reply before 03 May 2019,

You will receive an email with further instructions once all evaluations of the
committee are in.

Kind regards,

Support Office Dactarate Board
Hara Finita

University af Twente | Twente Graduate Schoaol
T 053 4829 4242 | horafinita@ utwente. nl
Posthus 217, 7500 AE Enschede |

Building Ravelijn | Room 4266
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11.Pending graduation committee assessments’ check (REQUIRES YOUR ACTION).

After all graduation committee members submitted their assessments, you will receive an email informing you

that all the evaluations are in. Therefore, if you did not receive such email it means that there are pending
assessments so you need to check and send a reminder to those who did not submit it yet.

Log in to Hora Finita using this URL: https://horafinita.utwente.nl/
Write the surname of the PhD candidate in the “PhD STUDENT” search box (1) and hit “ENTER”.

Click on the PhD candidate’s name (2).

_ 185Peloments  Porsons  Mallings  Quatycare  Support

PhD projects  PhD project registrations I

PhD project - Items page

hi projects: 1 -2 of 2

terviews Check Documents Te bencemen promotores

planned PhD programme end  date of PhD ceremony  status

0

UT research

Institute L

: Digital Socke 3007014
0O Jar PhDI Test, 1. -EQO2837 | 2 12022019  12-02-2023 04-02-2020 rassaichon schedule | DS J0CY | o 13062019
Institute 16:45:37
. 9.02-2019
] PhD100, - EDOZE54 1902-2019 19-02-2023 research on schedule BMS Kodie-a01
- 11:17:20
< >
112 v
New Ph track oW rogisiraton
“" »
Go to the “ASSESSMENT” tab (3).
_ TESP elements Persons Mailings Quality care  Support
PhD projects  PhD project registrations  Interviews Check Documents Te benoemen promotores
H e "
PhD project of "ir. drs. PhDO, J. - E002843
ir. des. PROO. ). - FOO2843
‘Genenal | (CojSupervisors | Admission || T&SP || Manuscript s.mwmrm Cum laude predicate | PhD examining ¢ it ¢ v | Do PhD checklist || After track

Appointment
Phd Projpect number
PRIOARS| AUMBET FOUTRd
GraduIBON NUMDer
archive number 2
ehd stugent”

APPOIRTManT

r ars PRD0, J - EOO2043 L

<

E7 5 gedn sanitelng pévonden
P Type accorging hr (1]

vanu phd type 1. PR candaate wih empioyee stabus 1 W
meoee personal data
Funding
Be®  Bunding soweve oy s * [
1 10 v ~
Data concerning PhD project
phd programme star 1n o2 20w 0D
planned pha " e 20 0

programme end
successratebyend )
date

Status

current status
tesearch on schedule &

@ 11-02-2019 research on schedule

w9 10 el i g

Automatisch status op schema, omdat de promotietrajectregistratie is omgenet nasr een

promotietraject

Affiliation
taculty”
cepartment
graduate school
ut research institute
research school
g% program
1 program hne

hoop ares

Specific details

i detads *

Joint doctorate

Joint | double / bi doctorate

associated university

F 3outet Behavioursl MIRSQement and v
InJustral Engneerng & Business informa X
Twente Graduate School w
Duptal Socwety instiute w

Enter text 10 search

(_:' Double Doctorate
QO soint doctorate
(_i' Mo joint / double [ bi doctorate

0 Enter texd io search

coREMciparsoon Enter teal 1o search
defente uT
partner
degres cerunicates urt
partner
Academic Integrity Code
academic integrity code (@)
Associated Graduate Schools
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https://horafinita.utwente.nl/

- Check the “ASSESSMENT COMMITTEE" table (4) to identify who hasn’t submitted the evaluation.
- Go to the “REMIND MEMBERS OF THE ASSESSMENT COMMITTEE” section (5).

TRSP elermenten  Personen  Mallingen  Kwaliteitsrorg  Support

Promotietrajecten Promotietrajectregistraties Gesprekken Controleren Documenten Te benoemen promotonss

Promotietraject van "PhD7 Test, J. - E002183"

PhD7 Test, ). - EDO2183 - Thesls test

Algemeen | (CojPromotores | Toelating || TASP || Manuscript S.ammwamngqn] hwrd-"wl(umhudo Promotiecommissie | Plechtigheid rotiechecklist | Mo p i
1. Voorstel beoordelingscommissie

14 b chodl telod

In enderstaand tebstveld staan de evertueel o door de eerste promotor.

el ot Suthn aftdare sammtetiong e mail cpmeriingen

1 a e
z -
3
7 "
]
&
voolzitier prof.deir. Hgenkamp, M. (Hanis) - T64Z
Samenstelling beoordel laste akdkoord

der staan de p die de sa i van de becordeling lsshe moeten accorderen.
Let op: iIndien u handmatig een akkoord noteert namens dén van de onderstaande personen, denk er dan aan om de volgende in de rij ult te nodigen door op de knop "Samenstellingen indienen ter
controle” te kiikken,

peruoon brcordeiing datum beoordeling  type skimord opemarhangen i}
1 profdeic Hlgenkamp, J WM. 3 Goedgekeurd [w. 09012019 143704 decasn teoumen a
3 Doclorate Board, - EQO21T0 % Gosogeieurd [ 1-2019 14-2R42 £ var ¢ i (- ]

Samensteling ndenen te controle

2. Beoordelingscommissie HNieuwe beoordelingsronde
meemen van: v ] Klik op de onderstaande knop om een nieuwe ronde te
= starten. Alle huidige beoordelingen worden geleegd, maar
L D e e eoont. e — wel bewaard als snapshot in een PDF, Zo kunnen ze later
Chw
1 1 PROMT Test K -EDO2184 w012019 ]  Goedgerews [ @ ret _ oE nog geraadplesgd kunnen worden.
On Stant reeuwe ronde
2 2 PROMZ Test K. -E0O2187 = 09 01 2019 E Gosagekeurd v @ nee - ]
On
1 3 PROMITeSLK -EOZ183 % 09012019 [l Goeagerewa [ @ ree -
Op 4
] 4 PhD1, T - E002157 = 03012019 [{l  Goedgekews v @ nee - N
Cw
s 5 PO, T - ECO2157 ® 00012019 ]  Goedgekeus [ @ nee -
Om
5 s PRON, T, - EDOR1ST » i 1) = O e o
O»
T Typ hisr om be zoeken 51 i1} - O ree -]
decaan pecd deir. Higenkamp_ JWI % ¥
diging tot b deling naar b del i Rappel leden becordelingscomissie
De hieronder vermelde datum geeft aan wanneer de uitnodiging naar de becordelingscommissie Klik op de mailbutton om een rappel mail te op te stellen en te versturen naar leden van de
is verstuurd. beoordelingscomissie die nog niet hebben gereageerd.
- Gl
verzondan op 0o o0 2000 §D werzonden op 0% 0 2000 @
deadline 20 02 201 [
rappelieran op Q o 02 |20
3. Bacordell tde absdacideal

Zodra de beoordelingscommissie het manuscript heeft becordeeld, wordt aan onderstaande mensen gevraagd om een eindocrdeel te geven. Het manuscript ks goedgekeurd na unaniem akkoord.

Nadat ieder lid van de besordelingicommissie het manuseript heelt beoordeeld worden de personen weergeven die het eindoordee! dienen te geven.,

Akkoordan

Onderstaande gegevens worden automatisch door het systeem gevuld.

# De beoordeling van het manuscript wordt bepaald a.dhav, de b ingen van de b
* Het titelblad wordt becordeeld door het College voor Promoties.

Akkoord Beoordeling Datum Becordeeld door Opmerkingen

Akkoord manuscript

Adkoord titelblad

Opslasn Opslasn & | Betrakkenen maden Voeg RAD cyclus gesprakien tos
Tevug Gesprekken Portiolio itemns Emads

Click on the “SEND EMAIL" button (5). Note that if you want to avoid asking graduation committee members to
submit evaluations during holidays, you can change the deadline yourself.

Automatically the system shows those committee members who haven't reacted. You can add text to the email
draft if you want to.
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12. Evaluation submission by all committee members (REQUIRES YOUR ACTION).
You receive an email saying that all evaluations are in. You make a check to determine if you need to a) reject
the round of assessments if 2 or more committee members rejected the manuscript or b) simply trigger the
next email to tell the PhD that the manuscript was accepted .

From: hhior a-finita-noereply (TNW)

To: -finif

Subject: Graduation committee evaluation submission confirmation of - (Graduation UT14) (hfRef: 985)
Date: vrijdag 22 maart 2019 12:30:45

Attachments: | n.

ut logo en.png
hf | fransparent bg.

UNIVERSITY €9 HORA FINITA

Reciplents:

assessment committee final judgment: Kroeze, B.B. be. (Brenda) - 76447515 (3933)
to: b.bkroeze@utwente.nl

code: akkoordur ling isciaEll deellLast

pnthailld: 935

Geachte Brenda Kroeze,

De leden van de promotiecommissie van het manuscript van de hieronder genaemde
pramavendus hebben hun cordelen opgegeven, wij verzoeken u deze te bekijken en
een eindbeoardeling op te geven. Let u erop dat er maximaal één afkeuring mag zijn.
Bij meer dan één afkeuring mag de promovendus niet toegelaten warden tot de
promatie,

Promovendus:
TestPhD6, M. - E003102

Titel manuscript:
My Thesis

Leden beoordelingscommissie:

naam affiliatie

A Testproml BMS, Industrial Engineering & Business Information Systems
D. TestProm2 EWI, Services, Cybersecurity & Safety

E. TestProm3 ET, Werktuigbouwkundige Automatisering en Mechatranica
M. TestProm4 ITC, Department of Water Resources

S. TestProm5 TNW, Optical Sciences

M. TestPromé BMS, Public Administration

M.A.R.ILN. De Baer University of Groningen

U kunt op onderstaande link klikken om de oardelen in te zien, en uw reactie hierop in
te sturen.

https://horafinita- i/ k/zQKbyOPMIHUYGQLLAlOTUENSAUGHIE

Kind regards,

Support Office Doctorate Board
Hora Finita

University of Twente | Twente Graduate School
T053 489 4242 | horafinita@ utwente.n|
Postbus 217, 7500 AE Enschede |

Building Ravelijn | Room 4266

- Click on the link in the email.
- Check the assessments (1).
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- Go to “YOUR ASSESSMENT” and set the assessment (2) to ‘approved if all committee members gave positive
evaluations. If there are more than 2 rejections, you have to ‘rejected’ it. However, if there is 1 rejection, you
should get in contact with the Dean and the supervisor to find out whether their final decision is to set the
assessment to approved or rejected.

- Click “SUBMIT" (3).

@9 HORA FINITA gcceptation UNIVERSITY OF TWENTE.

& Logout Kroeze, B.8. [Brenda) - 76447515 =

Assessment committee conclusion review

[ Request
The assessment committee members have given their opinion on the following PhD trajectory. Please review their findings and give your advice on this.

PhD project
irst superdsor
phd candidate
faculty

Title manuscript
file of thesis <5 Download (17 KB)

AssEssment SUpenisor

Slpervisor assessment motivation date  motivation
Approved 12-12-2018

A t committee j its

[Cllck here to see the assessments ] 1

Your assessment

assessment” | 2

=13
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If you reject the assessment, go to Appendix 1.
After the assessments are approved, continue with the following:

The names of the graduation committee need to be copied to another table in Hora Finita.

Log in to Hora Finita with your email address (www.horafinita.utwente.nl)
Write the surname of the PhD student under the “PhD STUDENT” search box (4) and hit “ENTER”.

Click on the PhD student’s name (5).

[IGPNIOIOREM 7450 clements  Persons  Mailings  Quality care  Support

PhD projects Phi} project registrations  Interviews Check Documents Te benoemen promotores

PhD project - Items page

Al e I B D aructate - start planned PhD programme end  date of PhD ceremony  status LT rasaerch e ek M tonciier
number Institute
phdl 4
r Dy al 5 o 3-02-2019
O Jan PhD1 Test, ). - E002837 | 5  12-02-2019  12-02-2023 04-02-2020 research on schedule B0 SO0ETY gy 1
Institute 16:45:37

) q 19

O PhD100, - E002854 19022019 19-02-2023 research on schedule BMS 1]';::::“1

< >
s —

New PhiD track new registration
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http://www.horafinita.utwente.nl/

Go to the “PhD EXAMINING COMMITTEE” tab.

B iocomers veon wsing quityane  suspon

PhD projects  PhD project registrations Intendews Check Documents Te benoemen promotores

PhD project of "ir. drs. PhDO, J. - E002843"

ir. drs. PhDO, J. - E002843

General | (CojSupervisors || Admission || TBSP | Manuscript || Summaries | Assessment || Cum laude predicate | PhD examining committee || Ceremony || Documents || Phi checklist || After track

Appointment
phd project number
pearsonnel number EO02843
Graguation number
archive number 2
phd student” v ars. PhDO, J. - EO02843 L]
appointment Er 5 pistn aansieling Qevonden e
phd type acconding hr 1]
vinu phd trpe 1. PnD candidate wilh emgioyes stabus |
mare personal data

Funding
L Pusrliang simpei e cahs Bl * L o b0 ared i honllingg *
i 18 v - m ]
Data concerning PhD project
pha programme start 102 200 [

planned phd " @ 200 M
programme end

SUCCHLS rate by end

date b

Status

current status
rescarch on schedule

@ 11-02-2019 research on schedule

Automatisch status op schema, omdat de promotietrajectregistratie is omgeset naar cen

promotietraject.

Other information

dan't mail o
created 1.02-2019

modified 12402-2019

Import source

Saue o} Saue S® ¢ masmecs wecsed LS QAN curie inte e

-]

Affiliation
facuity” Facufien Behavioural, Management and | v
department Ingustral Engneenng & Business informa 3
graduste school Twente Graduate School 2
Gl FESRArch institute Daptal Society inattute v
research school Ender texd 10 seanch
tge program i
g8 program line V.
hoop area st
Specific details
specific detaih *
1 LAl
loint doctorate

joint / double | B4 doctorate l\‘?] Double Doctorate
O Boint doctorate
(@ No joint / double / bi doctorate

associated university 0 Enber bext 1o search o
contaciperscon Enter teal 10 search
defense ur
partner
degree certificates ur
partner

Academic Integrity Code

academic integrity code [}

Associated Graduate Schools

Associated Graduate Schools can view, but not edit, some basic
information about this PhD project.

faculty *

1 2o

Working title of project

Project description

On the section “2. APPROVED ATTENDEES CEREMONY (EXAMINING COMMITTEE AND EXPERTS)”, go to the ‘Copy
from’ pull-down menu (7), click “Assessment Committee”, then “supervisors” and last “co-supervisors’ to have

all the members of the committee on the table.

Next manually add the chairman’s name at the bottom of that list (9). If the Dean will not attend, list the name
of the replacement chairman. After you do that, tick the box “CHAIR” (10) and for the purpose of this table,

please assign the role ‘internal’ to the chairman in the column ROLE* (11)

Now fill in the default availability (8). For example, if the chairman and all UT members of the committee

must be present physically, select ‘physically present’ from the pull-down menu for these persons.

Now click the “SEND E-MAIL” button (12) so that you prepare the triggering of the email asking the other

committee members to indicate if they will attend physically or digitally.
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[ General |[ [Colsupervsors | [ Admissian || T&58 || Manuscripe || Summaries || Assessment || Cum laude predicate | PhD examining tommittee | Coremany || Documents |[ P checkist |

1 Propasal attendees ceremony {examining committee and experts)

The text below shows the proposed examining committee. It may sfzo consist of other involved persons. Chedk the indicated role. The
persons as mentioned in the [Cojsupervisors tab are not to be induded in this overview.

Copy from:
vank LT sl iela® il suname infaley  mil) sl il bl fargamnation Tty peafila url cammesty
3 & £V w ~
z - e b W
3 1 b b A
a [ w W b
s a w W iV
chalr ™
- 2. App ceremany | ini ittee and experts)
Everyone whao is invited will be listed here with his/her confirmation. 8
ewnh | TGl thaw | swertary | rok imvitad oo tmafizmed an Digitah Physicad
3| 1 wsiprom, A -Eoacer  ® | ([ | |[C] Supanizer w [ | bl L0 7
2|2 |[emomz o @[] [[] | seperies v [O—m m vie s
| i Copmmatecit. R Rasi-E 8 | [ | [ ] Co-suparviaar W o] m 1@ 8
P R P ——— Intama W 3 i 5] [ o] « 1o @
x| 3 peat.cr. Dentoes, S04, Bas 8 | |[] [[] Intama w 2] m 19 8
6|3 |[osong -sosans % | Eataenal w @ [ +] 19 =
£l peat, ar. Groan. A toarey-Ec % | ([ ] |[] Estarnal w [T m i i) v 1@ &
Inwitation e-maif to PhD examining committes — L to bers of the PhD ining committee
Click on the mail button to invite members only {not the promotores!] in the Click on the mail button to create and send a reminder mail to members of
PhD examining committee. the PhD examining committes that have not yet respondsd to the invitation
mail.
. Serd e mail |
g | -
sent on o m
~ Confirmation e-mail to FhD examining committes = — Confirmation e-mail to advisory members
Click on the mizil button to create the definitive confirmation mail and to Click on the mail button to creste the definitive confirmation mail znd to
send it to the PhD examining committee members who have indicated that send it to the advisory members
they will amend. 5
o B = Send e-mail |
Send email | al members ignoring confimation W e = "
sent an o I m .
Mail PhD Mail chair PhD examining committee
Click the mail butten to inform the PhD about the examining committes. Click on the mail button to send the motivation statements by by the
= - members of the Asssssment Committes to the chair of the PhD examining
Send e-mail R
sent an |
m Send e-mail |
sent on o/ 'fn
Mail all PhD i i Reminder ceremony —
Click on the mail button to send the assesments by by the members of the This email reminds the recipients of the ceremony date, time and lection. it
Assessment Committee and the referess to the members of the PhD allso provides them with practical information about the ceremony. A date
EXEMININE Committes. ‘will show below if this email has slready been sent [zutomatically).
Send e mail. Serd email |
sent an 0 m et on

| Add RED cycle inlerviews | | Generaie documenis

| [ Lognas supervsar | [ SharePh project |
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- Check the ticked names (the blue ones) to make sure that the right people are selected.

‘ Select addressees

Selected addressees that are not yet a member of the PhD examining committee will be added as ordinary members. If you want to add somebody as an advisory member, please go back to the PhD project,
add the person to the PhD examining committee and select the right type.

PhD examining committee members Supervisors
¥ person email rale voorzitter = ¥ UT staff email -
dejong, - E003115  i.dejong@gmail.com external no [0  testproml, A. - E003087 horafinita@ utwente.nl
Copromotor100, R. dennis2@fargeau.nl co- no (O | TestProm2, D. - E003088 horafinita@utwente.nl v
(Rob) - E003086 supervisor
testprom1, A. - horafinita@utwente.nl supervisor no
E003087
TestProm2, D. - heorafinita@utwente.nl supervisor | no
E003088
prof. dr. Groen, A. a.j.groen@rug.nl external no
(Aard) - 003606 =
A 1t C itt b Co-supervisors
v person email - ¥  person email -
O dejong, - E003115 i.dejong@gmail.com O  Copromotor100, R. (Rob) - E003086 dennis2@fargeau.nl -
O | prof. dr. Groen, A. (Aard) a.j.groen@rug.nl
(O | prof.dr. Denters, S.A.H. (Bas) s.a.h.denters@utwente.nl
O  profdr. Need, A. (Ariana) a.need@utwente.nl A
Promovendus Hoogleraren
¥ label email - ¥ label email -
0 | A JAL(A ) a.aastha@utwente.nl| - O | profdr.ir. Adriaanse, A.M. a.m.adriaanse@utwente.nl
(Arjen)
O | profdr.ir. Akkerman, R. r.akkerman@utwente.nl
(Remko)
[J  Anzalone, M. (Marca) - m.anzalone@utwente.nl
[  profDr-Ing. Arens, J. (Jutta) - j.arens@utwente.n|
O  dr. Asseldonk, E.H.F. van e.h.fvanasseldonk@utwente.nl =
(i)

Hoogleraren ET

v label email A

No persons have been found.

Use adresses 1 3

- Click the “SAVE" button (14) to trigger the emails.
Note that those committee members who don't react will receive an reminder email. However, these persons

might have to be contacted by phone or email if they don't follow the instructions of the email and the reminder
email.
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13. Notice about Cum Laude Recommendations (REQUIRES YOUR ACTION).
You receive an email about Cum Laude recommendation issued by one or more graduation committee members.
Please inform the Dean but don't inform the supervisor.

From: hor a-finita-noereply (T

To: -

Subject: Woordracht oum laude promotistraject (UT graduation cumlaude 1) (hRef: 938)
Date: yrijdag 22 maart 2019 12: 33:07

Attachments: ut logo_en.png

hf logo fransparent bg.png

UNIVERSITY €9 HORAFINITA

Recipients:

acLor: Wutwente.nl secretatiaat faculteit BRS (19)
Lo: @utwente nl

code: promotie. cumlaud e voordracht

pnthdailld: 936

Beste callega,

Minstens 1 commissielid van de ingestelde beoardelingscommissie van het hieronder
genoemde proefschrift hebben aangegeven dat dit proefschrift wellicht in aanmerking
komt voar verlening van het predicaat 'cum laude'. De pramatar{en} dient hierover
daar jou geinformeerd te warden.

PhD candidate:
TestPhD&, M. - E003102

Titel van het manuscript:
My Thesis

Met vriendelijke groeten,

Support Office of the Doctorate Board
Hora Finita

University of Twente | Twente Graduate School
T 053 489 4242 | promotiesUT @ utwente.nl
Pasthus 217, 7500 AE Enschede |

Building Ravelijn | Room 4266
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Appendix 1: If you rejected the Assessment round (after step 8)

If you reject the assessment round, the supervisor receives an email and is asked to get in contact with the Dean.
The supervisor will have to contact the PhD candidate because an improved manuscript has to be uploaded. After
the PhD uploads the new manuscript, you will log in to Hora Finita, go to the ‘Assessments’ tab and will click on
‘Create New Evaluation Round'. Next, you will trigger an email to the committee members asking them to evaluate
the new draft by clicking the ‘Uitnodiging tot beoordeling naar beoordelingscommissie”.

From: hor a-finita-no-reply (THNW

To: hora-finita (TIW)

Subject: Eindoordedl commissieleden negatief - (Graduation UT143) (hfRef: 1213)
Date: dinsdag 26 maart 2019 12:35:26

Attachments: ut logo en.png

hf lo u'a;'us arent_bg.pn

UNIVERSITY “HORA FINITA
OF TWENTE.

Reclplents:

person: testproml, A. - ECD3087 (ECD3087)

to: horafinita @utwente.nl

code: akkoordtreinBecordelingscommissieEindoordeelRejected
pnthailld: 1213

Dear Anna testproml,

The final judgment based an the judgment of the assessment committee for the

manuscript belonging to the following PhD trajectary is negative.

PhD student:
drs. TestPhD7, M. - EO03108

Title of the thesis:
Land Administration Management

The primary supervisor is requested to contact the Dean of the Faculty.
Kind regards,

Suppart Office Dactorate Board
Hora Finita

University of Twente | Twente Graduate Schaal
T 053489 4242 | horafinita@utwente.nl
Postbus 217, 7500 AE Enschede |

Building Ravelijn | Room 4266

N.B. This message has been automatically generated by Hora Finita.

- You log into Hora Finita, put the name of the PhD candidate in the Search box, click enter and then click
on the PhD candidate row. Once you are in the file of the PhD candidate, you go to the ‘ASSESSMENT Tab.

- You will then click on the ‘CREATE NEW ROUND button (1)

- Next go to ‘INVITATION TO ASSESS SENT TO ASSESSMENT COMMITTEE, click ‘SEND EMAIL (2).
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T&SPelements  Persons  Mailings  Quality care  Support

PhD projects PhD project registrations Interviews Check Documents Te benoemen promotores

PhD project of "drs. TestPhD7, M. - E003108"

drs. TestPhD7, M. - E003108 - Land Administration Ma...

The PhD project 'drs. TestPhD7, M. - E003108 - Land Adj Ma...' has been updated

| General H7( Su;uis.ors H Admission !l T&SP H Manuscript H Summaries I Assessment | Cum laude predicate |‘ PhD examining committee H Ceremony H Documents “T’hD checklist “ After track |

1. Proposal Assessment Committee

The text below shows the possible Assessment Committee proposed by the primary supervisor.

title: Suffix affiliation appointment e-mail comments

1 | Prof BMS, industrial ring & Business Information Systems.

2 EWI, Services, Cy! urity & Safety

3 ET, Werktuigt kundi g en

4 ITC, Department of Water Resources

s TNW, Optical Sciences

6 dejong BMS L.dejony
chair prof dr Toonen, TAJ. (Theo) - 76615210

Compositi ittee approvals

The people below will be asked to approve the composition of the assessment committee.
Please note that in case you enter one or more approvals on behalf of the people below, you will need to invite the next person in line to approve manually. This can be done by clicking the button marked
"Request approval for composition”.

UT staft dat comments o
1 prof.dr. Toonen, TAJ. (Theo) ¥ Approved v 2603/2019 [ff] deanof [~]
2  Doctorate Board, - E002170 & Approved ¥ 26 0312019 college voor promoties [-]
Request approval for composition
2. Assessment Committee New round of assessments
Copy from: v Click the button below to archive and clear the current
rank  UT staff * chair date of assessment  assessment top 5% disbanded and readythere for.anew round.
@ yes
Create new round
1 1 testoromt, A -E003087 & @ v @ ro o o= 1
@ yes
2 2 TestProm2, D. -E003088 & v P P o= Download snapshots previous rounds:
el snapshot 26-03-2019 12:37:45
Oyes "
3 3 TestProm3, E. - E003089 & ) v ™ na - N
O yes
a 4 TestPromd, M. -E003090 3 v D o no - N
L yes e
s 5 TesiProm5, 5. -E003091 & &) v @ o no Q=
O yes =
6 6 Dejong, - E003115 ® = v o w Q@
) yes
7 7 TestPromB, M. - E003092  # v ‘\’ o O
@ no
@ yes
8 Enter text to search.__ = & v ® n @
@ no
‘chinlr I inan prof.dr. Toonen, TA.). (The % | ¥
Invitation to assess sent to Assessment Committee Remind members of the Assessment Committee
hen the invitations to the Assessment Committee were sent. Click on the mail button to create and send a reminder mail to members of the Assessment
2 Committee that have not yet responded.
procsar g Py m Send e-mail
senton © 26 03 2019
deadline 07 05 [2019 |ED)
remind on © 23 04 2019
3.A i final jud, Request final judgement
As soon as the assessment committee has evaluated the manuscript, the following people will be asked for a final review. If all Click the butten below to (rejsend the request via email
reviews are positive, the manuscript is approved regarding the final judgement
Once every member of the assessment committee has evaluated the manuscript, those responsible for the final judgement will be Sent: -
shown here.
Send e-mail
Agreed
The details below will be entered automatically by the system.
¢ The assessment of the manuscript will be based on the assessments of the Assessment Committee.
¢ The title page will be assessed by the Academic Ceremonies.
Approved Assessment Date Assessed by Comments

Approval manuscript

Approval title page

save ) Save @& E-mail those involved Add R&0 cycle interviews

Interviews Portfolio items Emails Back
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- The email will be sent to all committee members so you should edit the email to explain why they are
asked to evaluate the manuscript again. Therefore, before the paragraph about how to download the
manuscript you should add some text (2). We recommend that you ask the supervisor to give you a
paragraph explaining where changes were made to the manuscript so that committee members don’t
need to read the whole manuscript again if they don't have time available to do that.

- If necessary, you are able to add extra files to the email using the ‘ATTACHMENTS' button (1).

- Click the ‘SEND button to send the email (3)

PhD projects ~ T&SP elements  Persons Quality care  Support

Mailings Mails Mail groups

Mailing - update

Request to assess the thesis of [HfPromotietraject.hfpPersoon] (Graduation UT 12)

Send invitation to assess

Below you can change the accompanying e-mail to the A Committee if y, before it is sent.

Mailing | Sending
Email
from
horafinita-no-reply@utwente.nl No Reply / Hora Finita / University of Twente

7 recipients, 0 sent, 7 to send

subject
Relquesl to assess the thesis of [HfPromotietraject hfpPersoon] (Graduation UT 12)
message
B I U |= = = = | raragraph  ~ FontSize ~|A-¥w-
ALadmIQ|EiEFEE| A R
Dejong BMS
M. TestProm6 BMS, Public Administration

2

Browse

Please click on the link below to download and evaluate the thesis (if you require a hard copy you can request this

to promoties@utwente.nl).

[HfBeoordelingscommissieLid.beoordelingsLink]

The public defense is planned on Wednesday 21 August 2019 at 10,30h, in the Agora Vrijhof of the University of
Twente. Please note that in addition to providing the evaluation, you are also expected to attend the defense
ceremony. The full graduation committee must be present at least 25 minutes before the start of the graduation
ceremony. The protocol of the graduation is included in the attachment.

Please submit your (justified) assessment of the thesis before 07 May 2019, stating whether the PhD candidate
qualifies for the degree. If you are of the opinion that the quality of the thesis justifies a cum laude (with honours)
you can state this in your assessment.

Please refer to the attached zip file(s) for step-by-step instructions on how to carry out the requested action(s) in
Hora Finita.

Kind regards.

created medified
26-03-2019 12:42:57 26-03-2019 12:42:57
Preview

3
Recipients Back Send [

zip_b_grad_step40gradcom.zip

5h_attachment2defenceprotocolex...

X
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Appendix 2: Obtaining a list of candidates who can request a defence date

This procedure allows you to find out who has fulfilled all the research phase requirements (e.g. master diploma
validation, passport upload, T&SP, qualifier, annual interviews, appointment supervisor form, 30EC portfolio
approval) and have a manuscript near completion. The candidates on this list are ready to request a defence date

as soon as they (i.e. PhD and supervisor) wish to do so.

- You log into Hora Finita,
- Click on ‘ADVANCED SEARCH (1).

PhD projects Persons Progress  Mailings  Quality assurance  Support  T&SP elements

Promotietrajecten Promotietrajectregistraties Check Documents Proefschriften Te benoemen promotores

Promotietraject - Items page
Promotietrajecten: 1 - 20 of 328

true active X Y modify active filter B save filter

v Egraduation

first names PhD student

1

"

number start planned PhD programme end date of PhD ceremony project status VSNU PhD type faculty moc
‘ ’
- Open the pull down menu ‘PREVIOUSLY SAVED QUERIES (2)
H ‘
- Select the filter ‘PHD CAN REQUEST DATE (3)
H ‘
- Click the ‘SEARCH button (4).
PhD projects Persons Progress  Mailings  Quality assurance  Support  T&SP elements
PhD projects PhD project registrations Check Documents PhD theses Te bencemen promotores
PhD project - Advanced search
PhD projects: 1- 20 of 467
Previously saved queries: PhD can request date ~f 2
Search controls
[-) Admitted under certain conditions
Cum Laude PhD's
4 PhD Project without validation status
PhD can request date 3
ltems page
PhD's die een datum mogen aanvragen
duati . . .
i::m::rnn first nan gyoiement of near completion not made tart planned PhD programme end date of PhD ceremony project status  VSNU PhD type faculty modified
i : 16-12-
actieve PhD's i
0 Rizqi Nt 1-02-2020 31012024 started 2b. Scholarship PhD BMS | 2020
L candidate other provider
promotistrajecten per vakgroep 08:16:58
. . ‘ . .
- If you want to export the list, click ‘MORE OPTIONS at the bottom right of the page (4) and then click
‘
EXPORT (5).
ltems page
o | CECIEET first names  PhD student start planned PhD programme end date of PhD ceremony [l VSNU PhD type faculty modified
number status
- Schuijff, M. - . 06-01-2021
] Mirjam 76625664 15-09-2017 14-01-2019 1b. Employee in PhD track BMS 17:07:14
Satish Kumar, D. - 06-01-2021
O Damodar F00a151 03-10-2013 02-10-2017 started BMS 1718:17
Geurt Sipman, G.A. - . . 08-12-2020
O Albertus 76647635 01-01-2018 31-12-2021 3. Externally financed PhD candidate = BMS 10:49:56
. . 07-01-2021
O Hanjun Suh, H. - E004152 01-01-2013 31-12-2021 started 4. Buitenpromevendus (<2019) BMS 15:32:07
. . | Triculescy, R. - 1a. Employed PhD candidate based 13-11-2020
O Radu-Mihai 76640895 01-09-2017 30-11-2020 on 2 0.8-1.0 ETE BMS 14:44:01
1
Poge 1072 21 d
Y
New 5
ing export
Items: 20 50 200

- Click the pull down menu ‘COLUMNS SELECTION to display the list of pre-made exports (6)
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- Select the export ‘PROMOTIETRAJECT: PHD PROMOTOR AFDELING (7)
- Click ‘START EXPORT (8)

PhD p:

Persons Progress Mailings  Quality assurance  Support  T&SP elements

PhD projects PhD project registrations Check Documents PhD theses Te benoemen promotores

Export job - update

export PhD projects

The col lection 'promoti ject: PhD Promotor Afdeling’ has been updated.

| Export job

Export job Columns selection Status
title export PhD projects Optionally you can specify which columns should be count 328
included in the export by secting the desired option. status ew
Please click "start export” to queue the export job. Should you want to create a selection of columns, —
You will receive a notification when it has finished. please click the link below the select widget. stare
stopped
Icollum_ns promotietraject PhD Promator Afdeling VI 6
created 07-01-2021 17:37:48
modified 07-01-2021 17-38:06

Columns promotietraject: Email Export
promatistraject: minimaal
promatietraject: PhD can request date

promotietraject: PhD Promotor Afdeling 7

promatietraject: promovendus, werkgever en cumlaude|
8 promatietraject: standaard

Back promotietraject: t.b.v. export 07-01-2021
promotietraject: t.b.v. export 07-01-2021
promotietraject: t.b.v. export 07-01-2021
promotietraject: t.b.v. export 07-01-2021

promotietraject: uitgebreid

- You get a message saying that the export has been queued (9). Don't close the page, wait until you get a
notice that it is ready for download (10).

D pi

ts Persons Progress  Mailings  Quality assurance  Support  T&SP elements

PhD projects PhD project registrations Check Documents PhD theses Te benoemen promotores

PhD project - Advanced search

PhD projects: 1-5 of 5

The export job has been queued

You will be notified as soon as the export job has finished. In the mean time you may continu with other activities,

Previously saved queries: PhD can request date A

Search controls

@ manuscript near completion g ves ~  AND v
@ definitive PhD ceremony date g isnull ~ -
Search save query delete query

- Click the link to download (10)
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hD pr

ts Persons  Progress  Mailings  Quality assurance  Support  T&SP elements

PhD projects PhD project registrations Check Documents PhD theses Te benoemen promotores

PhD project - Advanced search

PhD projects: 1-5 of 5

Your exportjob has been completed

* Download export PhD projects (276 B) I 10

Previously saved queries: PhD can request date

Search controls

@ manuscript near completion & ves
@ | definitive PHD ceremony date & | isnul
Search save query delete query

~
~  AND ~
- -
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Appendix 3: Dean is supervisor

If the Dean has the role of supervisor, Hora Finita will alert the Dean that the committee composition approval
can’t be made by the same person who submitted the list of committee names. Hora Finita will therefore ask
the Dean to list the name of the TGS Dean (prof. dr. A. Need) instead in the approval.
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Appendix 4: Een persoon toevoegen aan Hora Finita.

Stap 1: Zoek in het (co)supervisor tabblad op de naam onder Supervisors of Co-Supervisors.

| General

These are the supervisors, co-supervisors and others.

Supervisors

rank = UT staff* affiliatie
1|1 testprom1, A - E003087 ]
2

3

Co-supervisors

rank | UT staff*® affiliatie

1 I JI
)

Extra notities:

Om een regel te verwijderen gebruik het @

UT Faculty™

UT Faculty™

symbool aan het einde van de regel

@ email
Y

v B

v @

@ email

v e

R

v @

Let ook op de ranking in de 2¢ kolom, deze is van invloed op de volgorde. Het is de 1¢ supervisor die de
correspondentie krijgt. (Bij alleen 2¢ en 3¢ supervisor gaat er géén mail uit).

Stap 2: Kijk of je de persoon kan vinden, initialen kunnen soms voor duplicaten zorgen. Als je de

persoon toch kan vinden is er geen toevoeging nodig.
Co-supervisors

rank  UT staff* affiliatie

1 Echigmaam ]

No results were found:

g@ Search also under ex-personnel

Other memb | ¢ Add new ut staff (popup) -

rank H ¥ LIT cpo 5t

Step 3: Klik op + add new ut staff (popup) als de persoon niet te vinden is. Deze optie is ook voor

externen.

Co-supervisors

rank UT staff* affiliatie

1 chtemaam ]

2
MNo results were found:

3

Search also under ex-personnel
Other memh § = Add new ut staff (popup) -
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Stap 4: Als er geen overeenkomsten zijn, klik dan op next. (Zijn er wél overeenkomsten, maar zit de
juiste persoon er niet tussen zorg dan dat géén van de profielen geselecteerd is.)

Extern persoon - toevoegen

Extern persoon toevoegen (1/2)

Vul hieronder de achternaam van de persoon in die u wilt toevoegen

Mocht het systeem een overkomstig (deel) van ean achternaam vinden bij andere personen, dan worden deze hieronder weergegeven.
Staat de persoon die u toe wilt voegen in deze tabel, klik deze dan aan en druk op volgende.

Staat de persoon die u toe wilt voegen niet in deze tabel, klik dan zonder iets aan te klikken op volgende.

Stap 1

surname™ |}achternaam ]

Possible duplicated persons

Select the person you are looking for below.
person roepnaam email

No matching persons have been found

Deselect

Next

Back

Stap 1

surname™ |Pronm ]

Possible duplicated persons

Select the person you are looking for below.
person

Copromotorl00, R. (Rob) - EO03086
prof. Promotorl00, T. (Thomas) - EC03085
testproml, A. - EDO3087
Testprom10, T. - E004064
Testprom11, T. - E004065
TestProm2, D. - EO03088

TestProm3, E. - E0030389

TestProm4, M. - ED03090
TestProms5, 5. - EQ03091

TestPromeé, M. - E003092
TestProm7, 5. - E003101

O

OHONONONONONGNONONS]

Deselect

Het gaat hier om het invoeren van een extern persoon, als het goed is staan alle wetenschappelijk
personeelsleden van de UT automatisch in deze lijst. Deze komen dagelijks over vanuit AFAS.
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Stap 5: Vul de details in voor zover beschikbaar

Minimum nodig: Titulatuur, Achternaam, Initialen, Instituut, Faculteit* & Email. (Meer mag altijd,
voor diversiteitsrapportages is het zeer welkom.)

*Vul hier de faculteit waarvoor deze persoon ingezet zal worden.

Add external person [2/2)

You can add the external person below.

Personal details

General Place of birth and nationality
e-number i) date of birth 01 01 |[1990 |E
title prof. dr. v place of birth Enschede
surname® Achternaam el L L NETHERLANDS
infix(es) van nationality Dutch
initial{s) A nationality 2
first names Annemarie
usual name Anne Other
suffix et )
profile ur anneachternaam_people utwente nl
s8x
Female h comments
keep external (i) prevent converting to internal
persan
created
modified
Contact details Affiliation

De profile URL is de link naar het profiel van de externe persoon, bijvoorbeeld de “People pages” van
de UU.
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Stap 6: Scroll naar beneden en sla op.

Contact details — Affiliation

postal code / town / city | || | institution |Achtemaam instituut

street / no. | || | internal address |

country | Enter text to search.. = faculty this university (u)” | BMS M

telephone | | departement this ““i“‘*'-"itf| Enter text to search... =

telephone 2 | | external faculty |

private email address | | external function type |

preferred email address | | work email |anng@a{;h[emaam_com
work telephone |
postal code [ town / city | | |
street / no. | | |
country | Enter text o search... =
courier |

Address in country of origin — Address in an emergency

email | | name |

telephone | | email |

mobile | | telephone |

postal code / town/city | || | mobile |

street / no. | || | postal code / town/city | ||

country | Enter text to search.. @| street/ no. | | |:
country | Enter text to search...

4 3

| save @I Close window |

Stap 7: De persoon is nu ingevuld en een E nummer is aangemaakt:

— Supervisors
rank | UT staff® affilistie UTFaculty® @ email
0 1 IIEslpmm‘l VA -E003087 ® | BMS, Industrial Engineering & Business Information Systams horafinita@utwente.nl a E
2 |Ents:— text to search. . &= ! w (=]
3 !En;cr texd to search_.. = | - @
— Co-supervisors
rank | UT staff* affiliatie UT Faculty™ @ emai
y 8 il:l’l)f. dr. Achternaam, A. Van (Anne) - E007 =g | Achtarnaam instituut anne@achternaam.com 0
2 |Er:!et text to search = | 1 a
3 iEn:E—!‘ text to search .. = | kv (=]
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Stap 8: Sla de bewerking op.

Individual assessment of manuscript by supervisor({s) Joint assessment
supervisor date assessment motivatie cum laude assessment
testpromi, A. - EOO3087 date

Save ) E-mail these involved Add R&O cycle interviews

Deficiencies Interviews Portfolio items Emails Back Login as Phd candidate Login as supervisor Share PhD project

Save ) is sla op en ga naar de vorige pagina, Save l:L*'%'is sla op en ververs de pagina (op de huidige pagina

blijven).

Proces afgerond: Indien nodig kun je nu verder met het versturen van de appointment emails.
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