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Leeds Beckett PGR External Examiners – Guide to using 
SAM 
 

Thank you for acting as an external examiner for a Leeds Beckett Research Student.   

Leeds Beckett University manages PGR examinations through our internal system 
called SAM – Student Admin Manager 

As an External Examiner you will have tasks to complete within the system including: 

• Viewing the thesis 
• Completing your preliminary report 
• Reviewing the outcome of the examination 
• Reviewing amendments or resubmissions 

SAM sends notifications when tasks are available with clickable links to tasks.  

Alongside SAM, admin colleagues within the school will also communicate with you via 
email and send you an outlook invitation once the viva date has been set.  

 

Contents 
1 Accessing SAM ................................................................................................................ 2 

2 Logging in ........................................................................................................................ 3 

3 Reviewing the thesis ........................................................................................................ 4 

4 Notification of viva date .................................................................................................... 8 

5 Submitting your preliminary report ................................................................................... 8 

6 Viewing the other preliminary reports.............................................................................. 10 

7 After the Viva/Exam ........................................................................................................ 12 

8 Amendments/Resubmission .......................................................................................... 14 

Amendments ................................................................................................................ 14 

Resubmission ............................................................................................................... 15 

 

 

 
 

  



1 Accessing SAM 
 

You will be given access to SAM on appointment via a system generated email which 
reads as below. You will need to set a password using the link within the email to get 
started.  

 

 

 

 

 

 

 

 

 

 

 

 

Once you have set your password, to log in, go to www.sam.leedsbeckett.ac.uk and 
click Login to SAM. 

 

  

Welcome to SAM email text  

Welcome to Leeds Beckett University Student Admin 
Management (SAM) system. Your external account has 
been created, and to get started you need to set your 
password. 

Click here to set password. 

This link will work only once. Once you've set your 
password, you can discard this email. 

Please use the alternative external user login link on the 
home page. 

Best wishes 

 

http://www.sam.leedsbeckett.ac.uk/


2 Logging in 
 

The login process is shown below; first, you need to click the link at the bottom of the 
page to access the Log in Screen:

 

 

Then, enter your email address and password and click on the Log In button next to the 
Password field. There is a forgotten password link should you need it: 

 

If you are not able to access SAM or have any questions, please contact your school 
admin team for further assistance.  

 

  



3 Reviewing the thesis  
 
Once the student has submitted their thesis, you will receive a notification from SAM. 
There will be a button in the notification that takes you to the thesis in SAM, see the 
screenshot below.  
 

 
 
Once you are in SAM, click on the Thesis Title to download it.  
 

 
 
 
 
 
 
 
 
 



To access the thesis without the link, from the SAM homepage, click into My Record 
button. 
 

 
 
Click on PGR Students. 
 

 
  



 
Click on the relevant student from the list: 
 

 
 
Click into examinations from the right-hand side menu: 
 

 
 
Click into the relevant examination: 
 

 
  



 
Click into the Thesis Submission task: 
 

 
 
 
 
Click into the PGR Student form: 
 

 
 
Then you can click either on the live document link to download the thesis, or copy and 
paste the link to access it.  
 



 
 

 

4 Notification of viva date 
 

If the student you are examining has a viva, you will receive an email from SAM once the 
date has been finalised. 
 
You will also receive an outlook invite from the School PGR Admin team. 
 
 

 

5 Submitting your preliminary report 
 

You will have a task in SAM to complete your preliminary report 
 

 
 



When you click into the task you are taken to a link, click this to access the online 
preliminary report form: 
 

 
 

The online preliminary report form has 4 tabs.  When you are finished with each one, 
click the ‘save and continue’ button to be taken to the next page. (, or you can also 
save for later if you prefer.    
 
).  Once you have completed the last page of the form and you are ready to submit, click 
‘Save and finish’ then click ‘confirm report is ready’. 
 

 
 

 

  



6 Viewing the other preliminary reports 
Once all preliminary reports are complete, they are shared with the whole exam team, 
and you will receive a notification to view them.  Click on the link to be taken straight to 
the screen in SAM 
 

 
Then click the Preliminary reports button to access the reports 
 

 
 
 
 
 
 
 
 



You will see a tab for each examiner’s report, click on each one to see the detail 
 

 
 

  



7 After the Viva/Exam 
The Chair (internal examiner for MRES Exams) will complete the Outcome form in SAM, 
including any correction information or other advice to the candidate. 
 
You will receive a notification from SAM asking you to confirm the report, click the link to 
access it in SAM.  
 

 
 
Then click on the Progress button in SAM to review the details 
 

 
 



Once you have reviewed the report, click Continue. You then have 3 options to choose 
from – click the coloured circle beside the one you choose and then save and continue.  
 

 
Once the outcome is finalised, the Admin team will release it to the student.  
 
 

 

 

 

  



8 Amendments/Resubmission 
 

This process works in the same way as for the original examination.  
 
You will receive a notification from SAM whenever you need to complete a task 
 
  

Amendments  
 
If you were nominated to do so at the original exam, you will need to review the revised 
thesis and table of amendments and provide comments – you will receive a notification 
from SAM once the student has submitted.  
 
You will need to review the outcome  
 

 



Resubmission 
 
You will need to review the revised thesis and table of amendments – you will receive a 
notification from SAM once the student has submitted. 
 
You will need to provide a preliminary report as for the original submission. 
 
You will also need to review the outcome.  
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