
How to add an external person in LUCRIS GSM - Graduation Formalities 

If an external member of the doctorate committee or opposition committee cannot be found in the 

database (using the magnifying-icon) then this committee member needs to be added to the database. 

 

Click on the tab:  

 

 
 

Scroll to: 

 
 

Click on the blue-on-white plus icon, then this screen ‘new person’ appears. Fill in the  required 

information: 

- Formal name 

- First name 

- Last name 

- gender 

 

See below: 



 
. 

 

 

Then: click on the blue-on-white plus icon in Business cards / organisation affiliations. The Business Card 

appears 

 



 
 

Click on the white-on-blue plus icon and fill in the name of the organisation. You can check – by using the 

magnifying-icon – if the organisation is already in the database: 

 
 

 



If the organisation is unknown, it must be added to the database. Click on the blue-on-white plus icon: 

 
Fill in the name of the organisation and click ‘done’ 

 

 

 
 

You are in the 4th layer of the system - please note that you have to click ‘done’ several times to save the 

data in the database! 

 

 

 

If you have difficulty registering the committee members, you can email the composition of the doctorate 

committee to the Graduate School office (gsoffice@science.leidenuniv.nl). Please mention the correct title, 

initials, surname and affiliation of the members of the doctorate committee. The graduate school office will 

then register the committee for you. 

mailto:gsoffice@science.leidenuniv.nl

