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Itinerary

14:00 – 14:20 Welcome & Overview of Aston University and the role of the External Examiner

14:20 - 14:50 Aston University Regulations

14:50 - 15:20 An Introduction to your College 

(to include information such as Assessments, moderation, BlackBoard,  Exam Boards, expected timelines)

15:20 – 15:30 

15:30 - 16:15 Useful Information 

(to include information such as the HR portal, claiming expenses, IT and Health and Safety)

16:15 - 16:30 Q&A & Closing Remarks



New External Examiners Induction 23/24

Useful Information – Staff Portal, Expenses, IT and H&S
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External Examiner Journey

Appointment – Log-in details and HR Portal Access

Exam paper/assessment brief moderation – BOX and BlackBoard

Review of student work – BOX, BlackBoard, Campus Visit

Exam boards – Campus Visit

Exam Board Report (final report after 4 years in post)

Expense Claim & Payment – HR Portal Expense Claims and Payslip
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Aston University Log-in details

• Once you have been appointed as an External examiner and completed all of the relevant documentation –

appointment form, bank details, Right to Work and Imposter checks etc you will be sent an Aston username 

and password that you should use for all Aston systems.

• Change the password given to you.

• Update the password every 12 months.

• If you find yourself locked out of your account, please contact the Quality Team for assistance at External 

Examiner communications ext_examiner_quality@aston.ac.uk . It may take up to 48hrs to get you back in to 

the system so please check you can access your account prior to any exam board meetings and deadlines. 

• If you have not yet received your log-in details, please contact us at ext_examiner_quality@aston.ac.uk . 

mailto:ext_examiner_quality@aston.ac.uk
mailto:ext_examiner_quality@aston.ac.uk
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HR Portal

HR Portal

- On-boarding process

- Employee dashboard:

Personal details

Bank details

Expenses

Payslips
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HR Portal – where to find it

• Access from the main University web-

pages www.aston.ac.uk

• Sign-in using log-in details to “One 

Aston”

http://www.aston.ac.uk/
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HR Portal – where to find it

• Within One Aston, go to Systems (at the 

top) > Aston Staff Portal (this is in the 

HR and wellbeing list)
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HR Portal – log in

• You will reach the landing page to sign-in 

to the portal using your log-in details.
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HR Portal - onboarding

• Please complete the onboarding 

process to check your information.
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HR Portal - dashboard
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HR Portal - expenses
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HR Portal - expenses

• Complete the form to create a new 

expense claim.

• Your expense approver and project code 

will be given to you by your College 

Quality team. 

• Full step-by-step guidance on adding 

new expense claims will be available at 

https://www.aston.ac.uk/education/qualit

y/externalexaminers later this week.

https://www.aston.ac.uk/education/quality/externalexaminers
https://www.aston.ac.uk/education/quality/externalexaminers
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BOX and BlackBoard

• Your College may share BOX files with you to view exam papers and student assessments. Log in to Box at 

https://aston.box.com/ using the Aston log-in details you have been provided.

• You will be able to view modules and assessments via our VLE BlackBoard. Log in to BlackBoard at 

Blackboard Learn (aston.ac.uk) using the Aston log-in details you have been provided.

https://aston.box.com/
https://vle.aston.ac.uk/
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Campus Information and H&S

• Getting to campus

- Visit Us | Aston University

• Fire Alarm

- 2 alarm sounds

- Assembly points

• Campus Safety

- SafeZone App - enables students and staff to send location-based alerts via various electronic devices to the Aston’s 

Security Team. Useful for emergencies, first aid, lone working and general assistance. Safezone | Aston University

- If you need to report an incident on campus, Aston University Campus Safety Team are available 24/7, 365 days a year. 

Telephone: 0121 204 4803 or direct 24 hour line 0121 359 2922.  Campus Safety | Aston University

• More Staff Safety Information - Staff Safety | Aston University

https://www.aston.ac.uk/about/visit
https://www.aston.ac.uk/undergraduate/campus/safety/safezone
https://www.aston.ac.uk/undergraduate/campus/safety
https://www.aston.ac.uk/staff/safety/guidance#id_token=eyJ0eXAiOiJKV1QiLCJhbGciOiJSUzI1NiIsIng1dCI6IlA1R21IZlFHZFZpdXZBZkVUcmoxSjhnN1JfQSIsImtpZCI6IlA1R21IZlFHZFZpdXZBZkVUcmoxSjhnN1JfQSJ9.eyJpc3MiOiJodHRwczovL2Ntcy1hc3Rvbi5jbG91ZC5jb250ZW5zaXMuY29tL2F1dGhlbnRpY2F0ZSIsImF1ZCI6IldlYnNpdGVBZGZzQ2xpZW50IiwiZXhwIjoxNjYwNzQ5MzE2LCJuYmYiOjE2NjA3NDkwMTYsIm5vbmNlIjoiZDM0NTQwZDJhNjdjNDc2Yjg4ZTE5MDJiZjJiYWIyZDUiLCJpYXQiOjE2NjA3NDkwMTYsInNpZCI6IjVjMDI1M2ZhYzMzZDcyZTEzYTcxNzBmNzkyNDJmNGU2Iiwic3ViIjoiYWJhNGUyOTAtNzc3Mi00NmE0LTgwN2YtYzA5ZDU3OTk5MDUyIiwiYXV0aF90aW1lIjoxNjYwNzQ5MDE2LCJpZHAiOiJpZHNydiIsImFtciI6WyJwYXNzd29yZCJdfQ.NIMoPZo8q7V9gG0CzjEwKRTYzHQzN4xdvJt08OaR9yR4QHfGUt05u7l9pAfj0oT8Nz1Yx3Akf5WjxLyW6yQuPaA_D0CLXzfR15MFToKzqIaSux2qSm9y98t9P8gUkcuYuHmuE5XP-ScmIP1uBxyvQ39g8B4bOKEuPNhDkQmJfdBv0zGH55yfKRQxomdB0Jor5REMHaWlVALrBnjcl_Gym1Vn_4SY7xyUUO6hCJiALuMGxMggDOHyidvV-M0f3VtlgYddXeTxE9vOgPezPeVaYAAmLxq7WGuydo-OG3kZtoE0cYGs3aRO72ZLe_tjOpjZMV4_lpwitCkpcyLRtwo1FA&scope=openid&state=5349b6f564864327a97f8f73812a38f7&session_state=uSigA4xuZerJVlAPMesJhm6oJWRcWPBBVeTArUNncPM.a9608f4a0f17d8221ff34a9129681c0b
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External Examiner Report

Report template sent to you by your College Quality Team

Completed Report returned to ext_examiner_quality@aston.ac.uk

Report processed by the College Quality Team and payment processed

Institution Response returned to External Examiner

mailto:ext_examiner_quality@aston.ac.uk
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External Examiner Report
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External Examiner Report
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Who should I contact?

Quality Team

ext_examiner_quality@aston.ac.uk

Please contact the Quality Team with queries related to reports, 

expenses, payments or with any general queries regarding the 

External Examining Process at Aston University.

Programme Director

Please contact the Programme Director if you have any queries 

about the Programme itself, the exam boards or any campus 

visits. 

You should have contact details for the Programme Director -

please contact the Quality Team if you do not have this contact 

information.

All of today’s presentations, additional guides and information will be uploaded 
to Information for External Examiners | Aston University later this week. 

mailto:ext_examiner_quality@aston.ac.uk
https://www.aston.ac.uk/education/quality/externalexaminers
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Questions
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