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Submitting and viewing forms in StudentOnLine for Graduate Researchers  

 

The StudentOnLine Forms module provides a one-stop shop for candidates to manage their 
candidature forms throughout their degree. Online forms can be created, submitted, monitored, and 
viewed all within the Forms module.  

 

The Forms module in StudentOnLine 

Finding the correct candidature form for your degree in the Forms module of StudentOnLine. 

 

1. Access the StudentOnLine Portal and enter your Username and Password (Your Student ID is 
your Username) 

2. When the home screen opens, select the Forms tile by clicking the Forms header. This will 
open the forms module where new forms can be created and submitted.  

 

 

Note: Previously created forms can be accessed via quick links on the Forms tile. Forms are 
grouped by status and clicking on the listed link opens the selected list of forms in the 
Responses page. 

http://www.latrobe.edu.au/students/enrolment/studentonline
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3. The Forms module is divided into three pages with distinct functions: 
• Forms – Lists ALL forms available to all candidates. This includes those used by Graduate 

Researchers and Coursework students. Forms can be selected from this page. 
• Categories – Groups forms into those used by coursework students, those used by 

graduate researchers and those used by both. Select the appropriate category tab to filter 
the forms displayed as thumbnail tiles for selection. 

• Responses – Lists all forms the candidate has created and/or submitted. Please note that 
if the incorrect form is created or a form is no longer needed it cannot be deleted by the 
candidate. 

 

Note: When creating a new form, it is recommended that forms are accessed from the 
Categories page as this ensures the correct form for your degree is selected and completed. 
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Creating & submitting online forms through the Categories page in Forms 

Candidature forms can be accessed, viewed, and submitted online, through the Forms tile within 
StudentOnLine. 

 

1. Open the Forms tile in StudentOnLine, and  
2. Select the Categories page and click on the GRS Candidate Forms tab. 

 

 
 

3. Select the required form tile and click the fill out button. If there is an existing form in draft a 
prompt will appear with the option to continue with the draft form or to begin a new form 

4. Complete the required sections of the form. If you wish to save your progress before 
submitting, select the More button and select Save. 

5. Click on the Submit button to submit the completed form for approval and processing.  
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Submitting a previously saved form through the Responses page in Forms 

Previously saved forms can be opened, completed, and submitted through the Responses page. 
Submitted and completed forms can also be viewed through this page. Please note that forms cannot 
be deleted including draft forms. 

 

1. Open the Forms tile in StudentOnLine, and  
2. Select the Responses page. 
3. Select the form in the list and click the view button over the form preview.  
4. Complete any remaining sections of the form. If you wish to save your progress before 

submitting, select the More button and select Save. 
5. Click on the Submit button to submit the completed form for approval and processing.  

 

Viewing submitted & saved forms through the Responses page in Forms 

Tracking the progress of submitted forms and viewing forms is possible within the Reponses page of 
Forms.  

 

1. Open the Forms tile in StudentOnLine, and  
2. Select the Responses page. 
3. Lists all forms created by the candidate. These can be filtered by status and by time since last 

updated. 
4. Select a form from the list and click the view button over the form preview.  

5. Completed forms can be viewed, copied, and downloaded using the Action  button.  
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Viewing submitted & saved forms through the My Summaries page in StudentOnLine 

My Forms Summary provides a dashboard style view of the candidates created and submitted forms. 
This page can be used as an alternative to the Responses page to manage forms. Please note that once 
a form has been submitted there is refresh delay of approximately 15 minutes before the form will 
appear in the My Forms Summary tile. 

 

1. From the StudentOnLine home page, select the My Summaries page and open the My Forms 
Summary tile. 
 

 

 

Note: My Forms Summary allows the candidate to view all forms assigned to them. The view can 
be filtered to show only forms in draft or all forms except those in draft. 
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2. Click on the red Form Reference Number to open a draft form.  
3. Complete any remaining sections of the form. If you wish to save your progress before 

submitting, select the More button and select Save. 
 

 
 

4. Click on the Submit button to submit the completed form for approval and processing.  
5. Click on the red Form Reference Number to open and view any listed form including 

completed forms. 
6. Completed forms can be open and viewed from My Forms Summaries.  


