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Help guide Managing existing forms in
Research Master — students

Finding Existing Forms
Any existing forms can be found on your student dashboard homepage. You may need to scroll
down to locate them:

Status Date Submitted Student ID Full Mame Template Mame
Draft 13240620 Ms Willow Rosenberg  Extension of Candidatur
Under Review 22/04/2020 13240620 M= Willow Rosenberg  Change of Thesis Title w1

You can also find existing forms from the Course Variations page under ‘Candidature’:
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E Candidature Procedures.

[1] Student Need help filling out the eForm?

Student Motices

Study Plan

Course Variations [2]

Current Session Research Census Da

Current Session Coursework Census

You can get to ‘Course Variations’ any time by clicking on the cap icon [1] on the left navigation
bar, then selecting ‘Course Variations’ [2] from the expanded menu.

This will provide a similar view to the Dashboard shortcut:
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A P gl For Review  For Assessment Review

Show all applications

Status 1t Date Submitted Student ID Full Name Template Name
Draft 13240620 Ms wWillow Rosenberg Extension of Candida
Under Review 22/04/2020 13240620 M= Willow Rosenberg  Change of Thesis Titls

Tracking the Progress of Existing Forms

Your form will go through several stages as it progresses towards approval. Two relevant pieces of

information will show you what stage of the process the form is at, and who the next action sits
with:

Status Date Submitted Sty
Draft 3
Under Review [ 09/04/2020 13
Returned 08/04/2020 3
Under Review J 08/04/2020 3

Status provides information about the current state of the form. These statuses might include:

Draft

Under Review
Returned
Re-submitted
Processing
Approved

Not Approved

You can only delete or withdraw a form if it is in Draft state, or it has been Returned to you.



E Mame

n of Candidature w1

T Thesis Title w1

Primary Supervisor

Prof Rupert Giles

Frof Rupert Giles

Workflow State

[STU] Draft

[GRO] GRO Revie...

Workflow State will indicate which role or office the form currently sits with, and usually refers back

to the status. Roles and offices can include:

[END] - Compl

Revising Returne

Throughout the various stages of review, your form may come back to you for clarification. It will
usually have comments for you to respond to before resubmitting. An Action Comment might ask
for changes to be made, and requires an explicit Comment Reply. A General Comment may also
ask for changes, but does not require an explicit reply in the comments section.

If a form has been returned, you'll see it appear in your summary, and the Workflow State will

[STU] - Student

[SUP] - Supervisor
[FACRO] - Faculty Research Officer
[UTS] - UTS International
[GROQO] - Graduate Research Officer

eted

d Forms

return to Student [STU]:

Status

Returnead

5

Page Size

Student ID

13240620

Date Submitted

Full Name

Ms Willow Rosenb
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fupert Giles l [STU] Student Amend From Supervisor l 1

Click in any link on the form summary to open it up for editing.

If you look at your form’s table of contents on the left hand navigation, you'll see a red speech
bubble icon [1] next to the Request Summary:

Change of Thesis Title
Change of Thesis Title

Student Details

v 2. Change of Thesis Title

v 3. Student Declaration

summary [2]

l Request Summary l

[1]

[=]

The red icon indicates that there is a comment that needs to be addressed before the form can be
resubmitted and proceed. Click on the Request Summary link to access your supervisor's

comments [2].
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Page 1 of 1(1 items)
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Near the top of the Request Summary you’ll see a small blue icon with a number next to it [1]. The
number indicates the number of comments you need to respond to. To view and respond to
comments:
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Comments from reviewers, to be addressed by the student: 4{' [1]

Use the system commenting feature to direct Action comments towards the student. Stu

Action Cain:li]:ll'nents
(2] orem ipsum

Duis at leo vitae tellus varius iaculis ac ac ex. [3]

B I U & x xx A 11 E = E E N G 9

Aenean mattis tempor lacus eu porttitor. In in justo odio. Aliguam erat folutpat. Interd

vulputate | [4]

[5]

I Post Cancel

Click the comment number [1], click on the down arrow [2] to expand the comment details [3], enter
in your response [4], and post your comment [5].

Once you've responded to the Action Items, you’ll see the indicator turn into a green tick [1], and
the red comment bubble will turn yellow [2]:

Change of Thesis Title
Comments from reviewers, to be addressec

Change of Thesis Title . .
Use the system commenting feature to dir

Student Details [3]
v 2. Change of Thesis Title Action Comments

v 3. Student Declaration [1] ) Lorem ipsum

summary

General Comments
Request Summary [2] D
[4] n> Vivamus in mi in sapien
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Note that in responding to Action ltems, you'll likely need to also go back and adjust details on a
Student Details page, including uploading new documentation. You can use the navigation menu
[3] to go back and make any adjustments. There may be additional information under General

Comments [4], but these don’t need a comment reply.
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Once you've made your adjustments and replied to any Action Comments, you're ready to re-
submit, which you can do through the link in the top right-hand corner:

Actions b §

I Re-submit Application |

Withdraw Application

Confirm the resubmission.

You'll see the “Status” has now changed to “Re-submitted” [1], and the “Workflow State” [2]

indicates it's now with your supervisor for review:
| Status: Re-submitted] Enrolment Status: ADM - Admitted | Workflow State: [SUP] Supervisor Review |

Pages [1] * 2. Change of Thesis Title [2]

Change of Thesis Title

Your application has been re-submitted for Supervisor Review.

Change of Thesis Title

Deleting/Withdrawing Forms

You can only Delete a form if it is still in Draft state and has not been submitted:

Actions X

Save

Submit Application

| Delete Application |

You can only Withdraw a form if it is in a Returned state and the workflow sits with [STU] Student.

To cancel an application at any other time, please contact the Graduate Research School.
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