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Overview
The External Examiner Project has developed screens to provide a simple data entry facility for use by College and School staff to enter External Examiner contact and appointment details for all current external examiners.  
Please note there are prerequisite steps that must be completed for each External Examiner prior to accessing these screens:-
· The External Examiner must be registered on the Visitor Registration System
· Student Systems Operations must have created an account for the External Examiner within Euclid (Send  VRS id & full name of examiner to studentsystems@ed.ac.uk)

Functional Description
The new container entitled ‘External Examiners’ will be available to staff whose schools have requested access to the External Examiners Data Entry process. Access requests are to be sent to Students Systems Operations (studentsystems@ed.ac.uk).    
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Option 1:- Create External Examiners
This option allows the user to add External Examiner details, presenting the search facility first:-
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Follow the guidance provided on the screen, select the external examiner name and select button ‘Create External Examiner’ and the user is presented with the data entry screen for examiner contact details.
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Simply complete the details and select ‘Save Examiner’ to create the External Examiner record.  
You will be presented with confirmation that the External Examiner has been added successfully:-   
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From here you can go back to the search facility and enter the name of the next examiner:-
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 or select exit to return to the external examiner options:-[image: ]
 
Option 2:-  External Examiner Terms and Coverage
This option allows the user to add the appointment term and coverage details for an examiner, presenting the search facility first:-
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Follow the guidance provided on the screen, select the external examiner name and select button ‘View terms and coverage’ and the user is presented with the examiner’s current terms and coverage at the top of the screen, with any coverage listed below. 



Where there is not any term or coverage detail recorded for the external examiner, this is displayed.
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The user can select to add a new term for the external examiner.  
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All fields are mandatory.  
Start date and end date must be selected from the date picker.
The user can select to:
· go ‘Back’ to the External Examiner terms and coverage screen without saving
· ‘Save term’.  This will create External Examiner appointment term details.  The user will be returned to the External Examiner terms and coverage screen, and will see the new term displayed.
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The user can select to add coverage.  The user must select which term to add coverage to from a dropdown of current terms for the examiner.
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Current coverage for the selected term will be displayed at the top of the screen.
All editable fields on this screen are dynamic list boxes. 
There is the facility to record 4 programmes and 10 courses at a time.  If more are required then the user can use this screen multiple times until all of the coverage has been entered.
The user can select to go ‘Back’ to the External Examiner terms and coverage screen without saving, or to ‘Save coverage’.  
Selecting to ‘Save coverage’ will create External Examiner coverage records.  The user will be returned to this page and will see the new coverage in the top section of the screen.  
[image: ]

If the user selects ‘Save coverage’ but has not selected any programme or course they will be returned to this page with no updates.
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The University of Edinburgh Logged In: BRENDA KUTEREBA (EUCTRN38)

Create External Examiner

Use this screen to create an Extemal Examiner personal details record. Once this has been created you can use the Extemal Examiner Terms and Coverage'
option for the examiner.

Start typing the name of the person you want to create an Extemal Examiner record for and then select the name from the list. If the name you are looking for
does not appear in this list please check that the person has been set up in VRS and that EUCLID Support have completed their user setup. If there is still an
issue please contact EUCLID Staff Support.
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External Examiner Terms and Coverage

Start typing the name of the External Examiner you wish to view and then select the name from the list.

Only External Examiners who have been processed through VRS and have Extemal Examiner records will be shown. If the Extemnal Examiner you wish to view s
not i the list please use the ‘External Examiners’ option to create a record and then return here to add appointments
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Coverage for Data Entry Test Examiner: Term 16/Sep/2011 to 31/Dec/2015 (UG)
Up to 4 programmes and 10 courses can be added at a time. When you 'Save coverage' the programmes and courses will be added to the term and this page
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2 The University of Edinburgh Logged In: BRENDA KUTEREBA (EUCTRN38)

External Examiner Terms and Coverage

Data Entry Test Examiner has the following Terms and Coverage for the School of Engineering, SCE
Term: 16/5ep/2011 to 31/Dec/2015 (UG)

Programmes: Electrical Engineering with Renewable Energy (BEng Hons)

Courses:  Engineering Software 2
Engineering Software 3

Term: 15/0ct/2013 to 15/Sep/2017 (PG)

Programmes: Structural Engineering and Mechanics (Mc) (Full-time)
Structural Engineering and Mechanics (MSc) (Part-time)

Courses:
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The University of Edinburgh Logged In: BRENDA KUTEREBA (EUCTRN38)

Create External Examiner

Use this screen to create an Extemal Examiner personal details record. Once this has been created you can use the Extemal Examiner Terms and Coverage'
option for the examiner.

Start typing the name of the person you want to create an Extemal Examiner record for and then select the name from the list. If the name you are looking for
does not appear in this list please check that the person has been set up in VRS and that EUCLID Support have completed their user setup. If there is still an
issue please contact EUCLID Staff Support.
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External Examiner record created

An Examiner record has been created for Data Entry Test Examiner
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