Submission procedure of your approved TESF in the PhD registration system Hora Finita 

By submitting your Training and Education Statement Form (TESF) to Hora Finita you submit an approved list of all your training elements. This means that there is no need to specify individual training elements in Hora Finita.
Steps to follow to upload your TESF in Hora Finita:
· See to it that your TESF is approved and signed by the Head of the PE&RC Programme (Claudius van de Vijver) 
· Go to the PhD checklist on your Hora Finita Dashboard
· Go to “Required EC's (portfolio elements/Request Training and Education Certificate )” and click the option “Open your "portfolio"”
· Enter a new activity on the “training activity – Items page” by pressing the “new” button
· Follow the instructions to upload the certificate request; do not forget to upload the document with the request for the certificate that includes the signature of the PhD programme coordinator. 
Do not forget to press “save” when you have uploaded the document.
· Send an email to PE&RC office that you have uploaded your certificate request

Accordingly PE&RC office approves the submission in Hora Finita. You will receive an email about this and two green check marks (for required ECs and Portfolio approved)  will appear in your PhD checklist.

Note: supervisors do not need to approved the submitted document in Hora Finita
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Requirement: Language exam required
Open the page "requirement”

Academic Integrity Code

For additional information, open the page "Academic Integrity Code".
Enter project description

Open the page "project description”.

Requirement: Submit Qualifying exam proposal

Open the page "requirement”

TSP has been approved

Upload for approval by supervisor. Open the page "TSP"

Determine TP
Hand in digital to your first supervisor. Open the page "TsP"
Requirement: Research proposal required

Open the page "requirement
Requirement: Take Qualifying Exam

Open the page "requirement”

Go / No Go interview

The interview Go / No Go must be executed

Required EC's (portfolio elements/Request Training and Education Certificate )

Open your "portfolio”

‘Submit manuscript for assessment (>15 weeks before defence)

Open page and submit final manuscript to your promotor for assessment

Portfolio approved

Complete your portfolio and request a review by the graduate school

‘Submit title page

Open the page "submit title page"

‘Submit propositions

Open the page "submit propositions”

Review manuscript by supervisor

The (coJsupervisors review the manuscript within 6 weeks after the promotion request
Review manuscript by assessment committee

The assessment comittee assess the manuscript

Assessment propositions

The propositions will be assessed within 6 weeks after settings the Assessment Committee.
Set the definitive PhD ceremony date / time / location

Contact the Doctorate Board to set the definitive PhD ceremony date / time / location
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