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Introduction 
 
Document Purpose 
 
This user guide is for PGR Students.  It details the steps required to complete Stages 2 and 5 of the Initial 
Progress Review:  Student Self-Assessment and Student Statement. 
 
 
The Initial Review Process in 6 Stages 
 

Stage User Actions Form Status 

1 Administrator 
Complete Initial School Level Setup 
Generate Forms 
Send Forms to Students 

Pending Student 
Assessment 

2 Student Complete & Submit Self-Assessment 
Pending 

Supervisor 
Assessment 

3.1 Principal 
Supervisor Complete & Submit PGPS Report 

Pending 
Supervisor 

Assessment 

3.2 Secondary 
Supervisor Complete & Submit PGSS Report Pending Panel 

Review 

4 Review Panel Complete & Submit Recommendation Pending Student 
Statement 

5 Student Complete & Submit Statement Pending Convenor 
Confirmation 

6 Convenor Complete & Submit Final Recommendation Complete 
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Accessing the PGR Initial Progress Review  
 
Notification Email 
 
When the PGR Administrator has generated and sent the review form, a notification email is automatically 
sent to the student.  Use the link within the email to access the Student Self-Assessment. 
 

 
 
You will be taken to the PGR Initial Review page where your form should be listed with the status ‘Pending 
Student Assessment’.  
 
 Click on the row to access the form. 
 

 
 
The form will open on the Student Self-Assessment page.  If it does not open, ensure you have disabled 
pop-up blockers for the site in your internet browser. 
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Review Details 
 
Contact Student Supervisor 
 
Students can quickly compose and send an email to their supervisors using the Contact Student Supervisor 
button, located at the top of the Review Details page.  
 

 
 
The recipient address will auto-populate the staff email addresses of the student’s current PGR Supervisors.   
 
The subject will populate with the student ID and name. 
 
You can spell check the message by clicking the icon on the right of the message text. 
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Student Record Validation 
 
This area contains read only student record information.  Use the arrows to expand each section. If any 
information is incorrect, contact your Graduate School.  
 
If the Plan or listed Supervisors are incorrect, contact your Graduate School to have this rectified before 
completing the form, as another form will need to be generated. 
 

 
 
 

Review Details and Outcome 
 
In the Review Details subsection, the form status and progression dates can be viewed.  When the Review 
Panel and Convenor submit their recommendations, you can view the detail on this page. 
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Student Self-Assessment 
 
Save Draft & Confirm and Submit 
 
Save Draft is used to save progress, allowing the student to complete the form or make changes at a later 
time.  Students are advised to save progress during form completion, ensuring entered data is retained if 
access to the form is lost for any reason. 
 
Confirm and Submit is used to save and submit the final draft.  The fields will change to read only, the status 
to ‘Pending Supervisor Assessment’, and a notification email is sent to the Principal Supervisor. 
 
If you submit prematurely or are asked to make a change after submission, contact your School.  The PGR 
Administrator can set the form back to ‘Pending Student Assessment’, reopening it for you to edit. 
 

 
 
 

Attach Supporting Documentation 
 
Before submitting the assessment, upload any supporting documentation.  After submission you can view 
the documents but no longer add or delete. 
 
There is a 5MB individual file size limit.  To reduce file size, it is recommended you upload files in PDF format.  
If your file is larger than 5MB it must be split into multiple files to upload. 
 
 Click ‘Upload Document’ to attach documents supporting your Student Assessment submission. 
 Click ‘Save Draft’ at the top of the section to save the documents. 
 Once submitted the documents will be available to view by PGR staff with access to the form.  
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Complete Assessment Questions 
 
Add your responses to the self-assessment questions.  Use Save Draft periodically to ensure your answers 
are retained if you lose connection or navigate away from the page. 
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Confirm and Submit 
 
 When satisfied the student assessment is complete and any documentation attached, click ‘Confirm and 

Submit’. 
 Click ‘OK’ on the saved message to close. 
 

 
 
 The Student Self-Assessment will now be read only. If you need to amend anything after submission, 

please contact your School.  
 Uploaded documentation can still be viewed but not added or deleted. 
 

 
 
 
The form status on the Review Details tab is now ‘Pending Supervisor Assessment’ and an email notification 
has been sent to the Primary Supervisor, informing them the review is ready for their attention. 
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PGR Supervisor Reports 
 
When both the Principal and Secondary Supervisor have submitted their reports, the form status changes to 
‘Pending Review Panel Submission’.  The student does not receive an automated notification of this 
progression step, but if checking the form status in the Academics tile, will see the status has changed. 
 
At this point in the process, no action is required from the student but the Supervisor Reports and any 
documentation they have attached, will be available to view. 
 
The name and role of the supervisor is located beneath the student record detail on each report page. 
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Complete the Student Statement 
 

Student Statement Email Notification 
 
When the Review Panel submit their recommendation, the status changes to ‘Pending Student Statement’. 
A notification email is generated to the student, asking them to access the Initial Review form and complete 
the Student Statement. 
 

 
 
 

Access the Initial Review Form 
 
 Login to the Student Homepage 
 Click the Academics tile. 
 

 
 
 Select ‘PGR Initial Review’ from the menu. 
 The Review Status will be ‘Pending Student Statement’. Click on the row to open the form. 
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Review Panel Recommendation 
 
The form will open on the Student Statement page.  To view the recommendation, navigate to Review Details. 
 
 Expand the Review Details subsection. 
 Expand the Review Panel Recommendation subsection to view the content. 
 

 
 
 

Complete and Submit the Student Statement 
 
When you have reviewed the Supervisor Reports and Panel Recommendation, and have concluded any 
related discussions or actions, you are ready to complete the Student Statement. 
 
 Access the Initial Review form and tick to indicate you have completed all the listed required actions. 
 When complete, click ‘Confirm and Submit’. 
 

 
 
STUDENT PROCESS COMPLETE:  Review Status is ‘Pending Convenor Confirmation’. 



MyCampus User Guide PGR Initial Review – STUDENT page 13 of 13 

Final Convenor Recommendation 
 
Access the Completed Review 
 
When the PGR Convenor submits the final recommendation, the form status will be ‘Complete’.  The student 
retains read only access to their form.  Access the form using the homepage Academics tile. 
 

 
 
 
View the Final Recommendation 
 
 In the Review Details page expand the Review Details subsection. 
 Expand the Final Recommendation subsection to view the detail. 
 

 
 
 
 
INITIAL PROGRESS REVIEW PROCESS COMPLETE 
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