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Guidelines for central administrators: 

STEP 1: A final submission upload accepted by the supervisor/promotor forwards to the central 

administrator for administrative review. The reviewed documents can be accessed from 

the HDS homepage by clicking on “Final Submission – Receipt” under “Records pending 

completion.” 

 

STEP 2: Complete the submission receipt of the final submission by selecting the applicable tick 

box (Yes/No) for each question relating to the checklist. Note: If the title on the research 

product is not correct, the central administrator must refer it back to the final submission 

reviewer. 

 

STEP 3: Select one of the following three options about the examination outcome and final 

submission release to conclude the review: 

• Yes, proceed.  

• No, return to examination corrections reviewer. 

• No, exit with no further action. 

 

o By choosing “Yes, proceed”, it is confirmed that the final submission is compliant. A 

further question (Yes/No) about the classification or embargo will open and must be 

marked.  
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o By selecting “No, return to examination corrections reviewer,” it is indicated that 

changes are required. The reasons for returning must be mentioned in the applicable 

text box. 

 

o By selecting to exit the process the central administrator stops the final submission 

receipt and provide reasons in the applicable text box. (This option should not be 

selected without a specific instruction or directive). 

 

STEP 4: Select the tick box next to the administrator’s name to “sign” and “save” the receipt. The 

“save” button will turn to “submit” once the form has been signed. A pop-up message will 

appear, confirming that the record will not be editable and no further amendments can be 

made. (By selecting “close” or “discard,” the record will not be saved in HDS.)  

 

 

 

 

If needed, comprehensive HDS User navigation 

guidelines can be accessed here. 

https://studies.nwu.ac.za/sites/studies.nwu.ac.za/files/files/SForgeHD/SForgeHD_Admin_Navigation_guidelines_Final%20submissionReceipt.pdf

