Introduction
Together with the move to an online External Examiner report submission, the form itself has been
revised to ensure that it is clear, fit for purpose, in line with others in the sector and QAA/HEFCE
compliant. The new format will simplify the process for External Examiners, allow the Standards and
Enhancement Office (SEO) to more easily control returns and significantly aid in the quality and
efficiency of subsequent analysis.
The new report has the following format:
Part A addresses Standards and Assessment and remains unchanged and is taken verbatim from
HEFCE guidance.
Part B addresses Quality of Provision and Student Learning Experience.
Part C addresses the external examining process itself and our interaction with External Examiners.
Basic Check List
To access the new online system you will need:
 An Internet connection
 Your login-in details
 A modern/up-to-date Web browser
An Internet Connection
The new online system requires a connection to the internet (surprisingly!) However it does not
require you to be chained to your desk. The application is mobile friendly and is accessible on most
hand-held devices via the mobile web.
The user experience on your mobile device may diminish in proportion to your screen size, but we
have made every effort to make the system as accessible as possible across a variety of platforms
and devices.
The screenshot below shows the application home screen on an iPhone 4S:

Your Log-In Details
If you did not already have an external account with the University, you should have recently
received an automated email informing you that an account has been created for you.
The email should have contained details of your Network ID (e.g. ABC2EXT) and your password. You
will not be able to access the system and complete your report without this information. If you have
not received these yet please contact SEO on 01204 903 452 and we will investigate. If you know
you have an account but have forgotten your details please contact the IST Help Desk on 01204 903
444.
A Modern Browser
If you are accessing the system using a laptop or desktop PC it is important that you use an up to
date Web Browser.
We recommend the latest version of Google Chrome (the latest versions of Internet Explorer, Firefox
and Safari are fine too). We have made steps to ensure backwards compatibility with some older
Web browsers but you may find you run into difficulty if you are using anything less than Internet
Explorer 9.
Getting Started
You can access the External Examiner Portal (Qualtrack) at any time by logging on to:
https://qualtrack.bolton.ac.uk
From here you’ll be able to view any historical reports that you may have already completed along
with any current outstanding reports.
Email Notifications
When new reports are published for your attention you will automatically receive an email from
Qualtrack. The screenshot below outlines the format of the email:

It is very important that these reports are delivered to you, so please make sure that we have your
up-to-date contact information. If you have moved institution or changed your contact information
for any reason then please let us know as soon as possible.

It might also be a good idea to add noreply@bolton.ac.uk to your safe-senders list to avoid losing the
email to your junk folder.
The link in the email will direct you to the quality portal landing page:

Log in to the System
Clicking on the link to the right hand side will allow you to log in using your external account. You
should use your Network ID for the username and the password sent to you when the account was
created.
NOTE:
[Do not confuse your Network ID with your Bolton ID. Your Network ID will contain your initials,
usually followed by a number and then ‘EXT’. Your Bolton ID will be a 7 digit number, starting
with ‘801’]

On a mobile device you will need to click on the menu button to reveal the link to log on to the
system:

Examiner Overview
Once logged in you will see your ‘Examiner Overview’, here you’ll be able to view all your External
Examiner reports. You’ll be able to access and complete your live reports and, in the future, you’ll
be able to look back and view your previously completed reports.
The screenshot below shows a basic overview screen. It only contains one report, but over time this
would increase.

As explained in the screenshot, the title is the title of the report, not of the programme. A report
may contain more than one programme (as in the example) but, where those programmes are at the
same institution, you are only required to comment on the provision once.
The illustration shows that the current stage of the report is live meaning that it is ready to be
completed. To begin completing an External Examiner report click on the details link.

The screenshot above shows the External Examiner overview on a mobile phone. You can see the
data is a little more compressed due to the screen size, but it is still perfectly accessible. The
screenshot also shows two reports at different stages.

Report Overview
Below is the view report overview, the main report consists of three sections (A, B and C) which ask
for specific responses to set questions about the programme(s).
Section D is an opportunity for you to raise any matters at an institutional level.

Section A
Clicking on ‘Complete Report’ will take you straight to section A.

As the screenshot illustrates, you are not required to provide comments if you have indicated that
the statement is correct. However if you have clicked ‘no’, please indicate to which programme
your comments apply and highlight the issue.

Section B
After completing section A and clicking ‘save’, you will automatically be directed to section B. It
might be worth noting that you do not have to complete your report all at once. Provided you have
clicked ‘save’, you can return to complete the report at any time. Below you can see the navigation
bar that allows you to re-visit previous sections.

Section B is similar to section A in that you are asked to provide feedback and identify the specific
programme only where there is an issue highlighted by a negative response.
Section B contains eight questions. Questions six, seven and eight may not always be applicable,
however you are required to provide qualitative feedback for questions four and five.

Section C
In section C, you are asked whether the appropriate resources were made available to you. This
section mainly requires a ‘Yes’, ‘No’ or ‘Not Applicable’ response.
Where you have indicated a negative or not applicable answer, the notes field at the foot of the
page can be used for any comments.

Below shows the same view on a mobile device:

Section D
Section D is designed to highlight any issues (positive or negative) you may want us to consider at an
institutional level, i.e. issues that reflect on the institution as a whole as opposed to being
Programme or School specific. Even if there are no issues you would like us to consider it would be
helpful if you could simply indicate such, thus confirming that you have taken time to consider any
further issues before submitting your report.

Upon completion of section D a new button will appear next to the current stage allowing you to
progress your report to the University of Bolton’s Standards and Enhancement Office for review.

You will be able to provide further comments or feedback in relation to the report, or the reporting
process, on the next screen. The next screen will make it clear that you are about to submit your
report. After this is done you will no longer be able to edit your report.

Screenshot below showing final submit screen:

After submitting your report you’ll notice that it is now at the Quality Review stage. SEO will review
your report and accept it unless further clarification is required.

Completed Report
The screenshot below shows a fully completed report with audit notes, still accessible in read only
format.

A Note on Mobile Access
We know that many of our External Examiners have busy schedules and may need to travel. This is
why we’ve put a special emphasis on making the system as accessible and mobile friendly as
possible.
Please be careful not to switch off your device or close your Web browser while saving is in progress,
there are two indicators that this is happening. Buttons on the application will change from ‘Submit’
to ‘Working’. Depending on your device you may also see a progress bar as in the screenshot below:

We hope that you find the University of Bolton’s new External Examiner Reporting System an
efficient tool. As the system is in its first year of use, any feedback would be most welcome. Please
send any comments on your experience with the system to the following email address:
eereports@bolton.ac.uk

Useful Contacts
Angela Nuttall (Standards and Enhancement Senior Officer) 01204 903452
a.nuttall@bolton.ac.uk

University of Bolton IST Help Desk 01204 903444

