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Hora Finita: a few general tips

Users of Hora Finita should take notice of the following:

Save
Users should explicitly save all data entered by clicking one of the two ‘save’ buttons in 

Hora Finita. If you click button , you return to the previous page. If you click button 

 you remain on the page you have just saved.

Go to previous page
There is no problem with using the ‘back’ button in your internet browser. However, before 

you use it, make sure you have first saved any entered information.
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Start of a PhD project

As soon as a student is admitted to the PhD project he/she will receive an email 

confirming admission with the request to check his/her details. The email will 

contain a link to the PhD project. 

Check details and if required submit the TSP
It is important to check the details on this page. If these are incorrect, follow 

the instructions on the site to submit changes. If the PhD project contains 

incorrect information, for example about the names of the supervisors, please 

contact the administration of your Graduate School.

Before the PhD project starts, the PhD student must submit a completed Train-

ing and Supervision Plan (TSP) to the Graduate School.

ÆÆ
Check details and if required submit the TSP.

ÆÆ
Email with link to PhD project.
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Academic Integrity Code 

The admission email also contains a link to the Academic Integrity Code. The 

PhD student is requested to take notice of this Code and sign it.

Brief description of the PhD research

Next to this, the email requests the PhD student to submit a brief description 

of his/her PhD research for the University website via a specified link.

ÆÆ
Academic Integrity Code and Brief description of the PhD research.
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Progress interviews 

During the PhD project, there will be a number of occasions when a formal 

R&D interview or another progress interview must be held. The preparatory 

documents and the reports must be stored in Hora Finita. 

The PhD student uploads the preparatory documents, by logging in to Hora 

Finita and then clicking ‘Results and Development interviews’. The overview of 

all the interviews that form part of the PhD project will now be displayed. The 

PhD student can upload the information by clicking on the relevant interview 

(see the print screen on the next page). 

Reminder a month before an interview
The Graduate School will enter a (provisional) date and the type of interview. A 

month before the planned date, the registered participants will automatically 

receiven an email reminder so that the interview can become definite. After 

this reminder, the participants should plan together when the interview will 

take place. One of the participants (preferably a supervisor) will enter the de-

finitive details. A tick must also be placed next to ‘Definitive date’ (1) (see print 

screen on the next page). The ‘Reminder sent’ tick will be placed automatically 

by the system and indicates whether or not a reminder has been sent to the 

relevant parties. 

ÆÆ
Reminder email for progress interview.

ÆÆ
Click on ‘Results and Development interviews’ for an overview of the progress inter-
views.
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Registering the report and results
After the R&D or progress interview, a supervisor will upload the progress in-

terview report to Hora Finita and tick ‘Discussion taken place’. Also the result 

of the interview is registered in the ‘Discussion Result’ field.

ÆÆ
The progress interview report will be registered in the ‘Results and Development Inter-
view’ screen.



ÅÅ Contents

Hora Finita PhD Management Software	 Manual for PhD students 7

Registering activities

A PhD student can register training activities laid down in the Training and 

Supervision Plan under Courses in the menu (Start > Courses).

The PhD student can enter his/her own training activities. He/she can use the 

catalogue of known activities u or enter the details of the activity himself/

herself. All entered activities must be approved by a supervisor. Approval is 

indicated by the ‘approved’ field. 

During the PhD ceremony, the PhD student will be issued a certificate by the 

Graduate School as proof of having passed the Training Programme of the 

Graduate School.

 

ÆÆ
Click on ‘Courses’ for an overview of activities. Click ‘new’ to add an activity.

ÆÆ
Details of the activity, the field indicated by the arrow, can only be entered by the su-
pervisors.
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Requesting the PhD ceremony

Once the PhD student and the supervisors agree that the ceremony can be 

planned, the PhD student can indicate this under ‘Request PhD ceremony’. 

This submits a request for a PhD ceremony. It will be necessary to upload some 

details about the thesis, for example the title and the manuscript itself. The 

Dutch academic summary can also be uploaded at this point. If the PhD stu-

dent has not yet signed the Academic Integrity Code, the system will request 

that this be done. The supervisors will then assess the thesis. 

Resubmitting the thesis
If the thesis was adapted due to comments made by the supervisors or the 

Assessment Committee, a new version can be uploaded to the system. The pre-

vious version will then be overwritten. The system will not send notifications 

to the supervisors or your Graduate School. If people need to be informed that a 

new version is ready, the PhD student must do so himself.

The thesis has been approved 
Once  all supervisors have approved the thesis, the PhD student will be sent 

an email stating the approval and requesting that paper copies of the thesis be 

handed in to the faculty beadle. The faculty beadle will also be sent an email  to 

start the set-up of the Assessment Committee.  

ÆÆ
Submit a request for the PhD ceremony.

ÆÆ
Email approval of the thesis with the request to hand in hard copies of the manu-
script.
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Setting provisional PhD ceremony date, 
submitting title page and propositions

Once the Assessment Committee has been installed, the PhD student will be 

informed by email. He/she can then set a provisional PhD ceremony date with 

the PhD degree registration office. The email will explain how the PhD student 

can contact the PhD degree registration office.

Submitting title page and propositions: see next page.

ÆÆ
Email requesting a provisional PhD ceremony date and to submit the title page and 
propositions. 
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Submitting title page
After the provisional PhD ceremony date has been set, the PhD student can 

submit a title page. The email contains a direct link to the page where the title 

page can be uploaded. 

At the top of the page the requirements for the title page are stated and there is 

a link to an example title page. Once the title page has been uploaded, it will be 

assessed by the PhD degree registration office. The PhD degree registration of-

fice will inform the PhD student of the assessment by email. If the assessment 

is negative, the email will contain a direct link to submit an adapted title page. 

Submitting propositions
The email will also contain a link to the page where the PhD student can sub-

mit the propositions that must be defended during the ceremony. The supervi-

sors will assess the propositions and inform the PhD student of their decision. 

If the supervisors are of the opinion that the propositions are not satisfactory, 

the PhD student will be informed of this by email. The email will include a link 

to resubmit the propositions. 

ÆÆ
Submit title page.

ÆÆ
Submit propositions.
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Entering publicity details and submit-
ting thesis to the University of Gronin-
gen Library

After approval of the thesis by the Assessment Committee, the PhD student 

will be sent an email. This email will include links to the pages where publicity 

details can be entered, e.g. a abstract (in English and Dutch), the Dutch aca-

demic summary of the thesis (if not already uploaded) and a questionnaire for 

the Communication Department. The PhD student will also be asked to deposit 

a digital version of the thesis in the University of Groningen Repository.  

ÆÆ
Email requesting publicity details be entered and the thesis submitted to the Universi-
ty of Groningen Library.

ÆÆ
Enter publicity details. ÆÆ

Submit thesis to the University of Groningen Library. 
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Registering with Alumni Relations

Once the PhD degree registration office has entered the definitive PhD ceremo-

ny date, the PhD student will be sent an email requesting him/her to register at 

the Alumni Relations Department. 

ÆÆ
Email with link to Alumni Relations department
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Requesting thesis reimbursement

The PhD student qualifies for a reimbursement of the printing costs and/

or layout of the thesis. This reimbursement can only be applied for once the 

University of Groningen Library has successfully received the thesis and the 

accompanying documents.

As soon as the University Library has entered the thesis in the repository and 

added the repository link to Hora Finita, the PhD student will be sent an email. 

The email will include a link to the application form for the reimbursement of 

the cost for preparing the thesis. 

PhD students at the Faculty of Economics and Business are covered by a sepa-

rate regulation whereby the thesis is included in the Faculty academic series. 

These PhD students thus do not qualify for the reimbursement as explained 

above. 

ÆÆ
Email with link to the request form for the reimbursement.

ÆÆ
The application form for the reimbursement.
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