
EXAMINATION PANEL NOMINATION 
MODULE (VIVA-VOCE)

USER 
MANUAL



INTRODUCTION

This document shall be regarded as the official user manual for the nomination of both 
external and internal examiners prior to viva voce as well as nomination renewal for 
nominated examiners exceeding the nomination duration.



User Category

MAIN SUPERVISOR FACULTY CENTRE OF 
GRADUATE 

STUDIES



NOMINATION OF EXAMINER
For first time nomination

RENEWAL OF PRIOR NOMINATION 
For the nominations of the nominated examiners 
exceeding the nomination time frame (12 months) 



Nomination of Examiner



Nomination 
Procedure

Step 1
1. Kindly browse through CAPITAL portal 

https://central.uthm.edu.my/
2. Click the login button and the login page 

shall be displayed

https://central.uthm.edu.my/


Nomination 
Procedure

Step 2
1. Kindly log in to the user’s account accordingly.
2. The user ID and Password for UTHM official e-

mail account.



Nomination 
Procedure

Step 3
1. Please Click on AppID:RoleID menu and kindly 

ensure that the RoleID displayed as Academic Staff.



Nomination 
Procedure

Step 4
1. Click on PAK followed by Examiner



Nomination 
Procedure

Step 5
1. Nomination of Examiner and the screen shall 

be displayed as below.
2. Click on the Edit button.



Nomination 
Procedure

Step 6

1. Student Application on viva voce through Student 
Academic Information System (SMAPOnline) shall be 
displayed in CAPITAL as followed:



Nomination 
Procedure

Step 7

1. Click on the Examiner’s Particular.

Click on the Add 
button to start 
nominating the 

examiners

This statement is to be use as a reference 
on the number and type of examiner to 

be nominated

This statement act as a 
general reminder for all 

supervisor prior the completion 
on nomination process

* New examiners are yet to be mentioned in this slide hence the statement may be omitted out 



Nomination 
Procedure

Step 8
1. Nomination of examiner can be done by clicking on the 

“Add” Button.
2. The ”Examiner list” screen shall pop-up right after
3. There are two options to search: First using the 

examiner’s name, or second, through area of expertise.
4. Type the examiner’s name / area of expertise and click 

on “Find Now”



Nomination 
Procedure

Step 9
1. Should the examiner’s name are available in the 

database, their name and personal details shall be listed 
out as follows.  

2. Kindly check the examiner’s particulars accordingly. 
3. If the examiner’s detail are accurate, kindly click on 

“choose” button to proceed on the nomination process



Nomination 
Procedure

1. In an event whereby the examiner’s name is yet to be 
listed in the database, kindly click on “New Examiner” 
button to proceed with the nomination process. 

2. The “add new examiner” screen shall pop up right 
after.



Nomination 
Procedure

1. It is compulsory for supervisor to provide ALL 
information requested in the “Add New Examiner 
Screen”.

2. Once All the required information had been filled 
accordingly, kindly click on the “create” button.



Nomination 
Procedure

1. Once the new examiner had been registered In the 
database, kindly follow step 8 and 9 to nominate the newly  
registered examiner. 

2. Their name and particular should be listed out accordingly. 
3. Kindly check the name and particulars properly and Click on 

Choose to proceed with the nomination. 



Nomination 
Procedure

Step 10

1. The list of nominated examiners shall be displayed as 
follows.

2. Kindly indicate the priority of the examiners (first or 
second choice) and provide a brief justification in the 
space provided. 



Nomination 
Procedure

Step 11
1. Kindly check on the name, particulars and justification provided 

accordingly.
2. It is compulsory for supervisor to ensure that ALL nominated  examiner do 

not have any conflict of interest with the student (e.g., co-author in any 
publication / joined research program / joined consultation program / 
families ties etc)

3. Once the supervisor had ensure the details are accurate and nominated 
examiner have no conflict of interest with the student. Kindly click on the 
“Email “button”



Number of Examiners

Education Level Thesis Writing 
Format

No. of Examiners to be Presence during Viva-Voce Examination
Internal Examiner External Examiner

Number of 
Examiners

Attendance to 
Viva-Voce

Number of 
Examiners

Attendanc
e to Viva-

Voce

Master by
Research

Conventional 1 Attend 1 Attend
Publication 1 Attend 1 Attend

Industry 1 Attend

1 External Examiner 
(Academic) Attend

1 External Examiner 
(Industry)

Attend

Master by Research

(ALL STUDENTS)

The viva-voce session may be conducted via online of face-to-face.  The attendance of examiners to the viva-voce 
session, are in accordance to the mode of examination mutually chosen by the examiners.



Number of Examiners

Education Level Thesis Writing 
Format

No. of Examiners to be Presence during Viva-Voce Examination
Internal Examiner External Examiner

Number of 
Examiners

Attendance to 
Viva-Voce

Number of 
Examiners

Attendanc
e to Viva-

Voce

Master by
Research

Conventional 1 Attend 1 Attend
Publication 1 Attend 1 Attend

Industry 1 Attend

1 External Examiner 
(Academic) Attend

1 External Examiner 
(Industry)

Attend

Master by Research

(ALL STUDENTS)

The viva-voce session may be conducted via online of face-to-face.  The attendance of examiners to the viva-voce 
session, are in accordance to the mode of examination mutually chosen by the examiners



Number of Examiners
Doctor of Philosophy

(Student enroll starting Sem I Session 2023/2024)

Education 
Level

Thesis Writing 
Format

No. of Examiners to be Presence during Viva-Voce Examination

Internal Examiner External Examiner
Number of 
Examiners

Attendance
to Viva-

Voce

Number of Examiners Attendance to Viva-Voce

Doctor of
Philosophy
(Research)

Conventional 1 Attend

1st choice External Examiner 
(Academic) Attend

2nd choice External Examiner 
(Academic)

Not Attend,
*Examiner are required to complete and 
submit the viva voce evaluation report 

only

Publication 1 Attend

1st choice External Examiner 
(Academic) Attend

2nd choice External Examiner 
(Academic)

Not Attend, 
*Examiner are required to complete and 
submit the viva voce evaluation report 

only

Industry 1 Attend
1st choice External Examiner 

(Academic) Attend

2nd choice External Examiner 
(Industry) Attend



In the event whereby the verdict of the thesis evaluation are 
major correction or there are major differences on the thesis 
verdict between all examiners, the 2nd choice of examiner might 
be invited to the viva-voce session.



Renewal of Prior 
Nomination



Renewal of Prior Nomination

Procedure

Step 1
1. Kindly browse through CAPITAL portal 

https://capital.uthm.edu.my/
2. Click the login button and the login page shall 

be displayed

https://capital.uthm.edu.my/


Step 2
1. Kindly log in to the user’s account accordingly.
2. The user ID and Password for UTHM official e-

mail account.

Renewal of Prior Nomination

Procedure



Step 3
1. Please Click on AppID:RoleID menu and kindly 

ensure that the RoleID displayed as Academic Staff.

Renewal of Prior Nomination

Procedure



Step 4
1. Click on PAK followed by ExaminerRenewal of Prior Nomination

Procedure



Step 5
1. Click on “Nomination Validity” button followed 

by and click Edit.

Renewal of Prior Nomination

Procedure



Step 6
1. Kindly Click on “Nomination Validity” button 

followed by clicking on “Verify Examiner” 
button to maintain the existing nominated 
examiners.

Renewal of Prior Nomination

Procedure



Should the supervisor decide to nominate new examiners(s)
1. Kindly Click on the “New Nomination” button to substitute the 

existing examiner(s) with a new examiner.
2. Should there be a need to nominate the new examiner(s) it is 

compulsory for a supervisor to re-nominate ALL EXAMINERS by 
following the procedure reported on the first port of this manual 
document.

Renewal of Prior 

Nomination

Procedure



1. The confirmation email will be send once the process was 
completed. 

Renewal of Prior 

Nomination

Procedure



THANK YOU!
LOCATION CALL WEBSITE

https://cgs.uthm.edu
.my/index.php 

07-4564812 /
07-4564805

Block F6, Level 3, 
Research 

Management Centre 
Building
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