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Candidature Management Forms

Instructions for Graduate Researchers

Guidance for Graduate Researchers to submit Candidature Management Forms via
ResearchPoint — Graduate Research including;

Candidature Engagement Form
Candidature Withdrawal
Change of Candidature
Change of Research Topic
Extension of Candidature
Extension of Scholarship
Intermission & Leave

----
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Candidature Management Forms in ResearchPoint

Graduate Research (GR) candidates can complete and submit certain Candidature Management Forms via ResearchPoint. Once
submitted, the form is converted into a “Workflow” which is available for review and approval by relevant parties, such as your
Principal Supervisor and Head of Academic Unit.

If you are requesting change to your candidature, please ensure you have discussed the change with your supervisory team and
have read and understood the procedures relevant to your request.

Some useful websites include:
¢ Changes to Candidature

¢ Candidature FAQs
e Higher Degrees by Research (HDR) Policy

If you need support, the Researcher Development Academy is here to help. Please contact the team relevant to your form type

* For Extension of Scholarship requests, contact Admissions and Scholarships
* For all other request types, contact Current Candidature

Starting a Candidature Management Form

Access ResearchPoint with your Deakin Student SSO credentials.
Important: If you also have a staff SSO, do not use it to access ResearchPoint for your candidature
matters.

ResearchPoint will open on the dashboard. In the System Menu (located on the left-hand
side of the screen), select Candidature Management Forms

Select Start next to the relevant type of Candidature Management Form to open and start your
request

Search people, projects, and more Ll e Candidature Management Forms
Select the appropriate form for your Graduate Research needs Q
DEAKIN

UNIVERSITY Hi Jane,

Candidature Engagement Form
. The Candidature Engagement Form is designed to support constructive discussions between graduate researchers and Start
Welcome to ResearchPoint, the Graduate their supervisory team, to agree on a tailored approach to manage and ensure that

Research and Research Funding System! certain regulatory requirements are met
Easily manage your research degrees,

ResearchPoint - Funding &
Graduate Research

Dashboard licati j i 3
@ 2 applications, and projects all in one place Candidature Withdrawal

Respond to any actions and view your projects Complete this form to request to withdraw from your candidature. Start

& Candidature Manage...

in your dashboard below to ensure your
4 Workflows - research progresses smoothly and efficiently

2 Profile v - Change of Candidature
Complete this form to request one or both of the following changes to your candidature. Start

i Change of Research Topic
Upcoming Tasks Assignedtome 0 My Projects (0 N P
Due in the next 30 days Complete this form to apply for a change in Research Topic. Start

No results

Extension of C:
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https://www.deakin.edu.au/students/research-support/manage-candidature/changes-to-candidature
https://www.deakin.edu.au/students/research-support/manage-candidature/changes-to-candidature
https://www.deakin.edu.au/students/research-support/manage-candidature/candidature-faqs
https://www.deakin.edu.au/students/research-support/manage-candidature/candidature-faqs
https://policy.deakin.edu.au/document/view-current.php?id=51
https://policy.deakin.edu.au/document/view-current.php?id=51
mailto:deakin-hdr-as@deakin.edu.au
mailto:deakin-hdr-cc@deakin.edu.au
https://rp.deakin.edu.au/
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Completing a Candidatur

This example uses the Change of Candidature form, although the same steps can be followed for all forms.

A new page will display the form. The Workflow Owner and Organisation Unit fields will
automatically populate using your details. Do not make any changes to these fields.

New Change of Candidature

Complete this form to request one or both of the following changes to your candidature:

1. a change to your study load (for example, full-time te part-time), and for

2. a change to your study mode (for example, on-campus to off-campus) andfor

3. a change to your campus location (for example, Burwood te Waurn Ponds) and for
4

a change to your examination type (for example, Convential Written Thesis to Thesis by Publication (during))

Please refer to the Higher Degrees by Research (HDR) Candidature Procedure for further information, including the rules relating to candidature study mode and study
load

It may take up to 10 Deakin working days to receive an outcome of your application

Request

Workflow Owner Organisation Unit *
Do not change the Organisatien Unit, as it is linked to request approvals
o Kirsty Richards g 9 ' G P
®  School of Education
School of Education

Complete the Candidate Details section carefully, as the information entered determines the
approval pathway and ensures the form is routed to the correct approvers. You can verify your
details in CandlIS.

Candidate Details

CandIS

Are your details in CandlS correct? *

Prior to completing this form, verify your details in CandIS. if any details are incorrect, please request an update using the following methods

+ Submit this request to update your study load/mode,/campus location
« Email the Current Candidature team for any other update/s

Yes, my details are correct x

locality

Are you an international or domestic candidate? *

International x

study_rights

Do you hold an Australian Student visa (subclass 500)2

. o]

scholarship

Are you currently receiving a scholarship? *
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https://apps.deakin.edu.au/research/hdr-candis/

N\

- ResearchPoint - Graduate Research

Graduate Researcher

Continue completing the remaining sections of the form and attach any required documents,
ensuring the total file size does not exceed 50MB.

Declaration

Read the declaration carefully. Once you
are satisfied that all form requirements

01

Upon submitting this request *

have been completed, acknowledge and | declare that the information provided is true and accurate to the best of my knowledge. I agree to abide by University procssses and
accept the disclaimer and click “Submit ° understand that submission of this request does not guarantee approval.
Request”

If a required field has not
been completed, a
validation error will appear Validation errors have occurred
when you attempt to S o e it
submit the form. « D1 - "Upon submitting this request” is required
Review the form and
ensure all required fields
are completed before
submitting again.

Tracking the status of your

Once your request has been successfully submitted, a workflow will be created and reviewed by the relevant parties. Please
allow up to 10 Deakin working days for an outcome to be provided.

You can track the status of your request within from within the workflow

A0190 Change of Candidature - Ms Kirsty Richards

In Review - International Student Support Office | Actions v

Overview  Change of Candidature  Attachments (11 Watchers (0 Comments (0
Candidature Management Form ~ Attachments 7y
Approval workflow B Medical Certificate.pdf v

Change of Candidature

Linked Workflows
Workflow
No linked workflows.

Ponding 1.1550 Approval interatio 8 May 2026 Tlusiness day
edin

As the requesting candidate hold: rom the International Student Support Office must be obtained before pr

9

X Pending act

D Add Comment

2. Supervisor Review and Endorsement RDA - Current Candidature

The RDA Current Candidature team will delegate to the princi

ifthe ) has

3. School/Department Approval GR Coordinator - School of Education

Review and approve

4. Process the request in Deakin systems RDA - Current Candidature

Where required:

s a scholarship and the request includes a change to study load and/or
o steps.

Version 1.0
Last Updated May 2026



N\

- ResearchPoint - Graduate Research

Graduate Researcher

Tracking the status of your workflow (cont.)

Your dashboard will provide a snapshot of your current ongoing workflows and the status.

Hi Kirsty,

Welcome to ResearchPoint, the Graduate Research and Research Funding System!
Easily manage your research degrees, applications, and projects all in one place. Respond to any actions and view your projects in your dashboard below to ensure your

research progresses smoothly and efficiently & .

ONGOING WORKFLOWS

Approve - GR Coordinator - School of Education Approve - RDA - Current Gandidature

A0188  Change of Candidature A0189  Change of Candidature

18/05/2026 15/05/2026
Pending - International Student Support Office Request Information - RDA - Current Candidature
A0190  Change of Candidature A0191  Intermission and leave application
18/05/2026
Upooming Tasks Assignedtome (0 My Projects (0

Due in the next 30 days

No results

© Copyright Deakin University . Deakin University CRICOS Provider Code: 001138. TEQSA Provider ID PRV12124.

When your workflow is finalised, you will receive a notification to your Deakin student email
advising of the outcome.

Retrieving finalised workflows

Once a workflow has been finalised, it will no longer appear on your dashboard. You can access details of previous
submissions through the My Workflow screen.

In the System Menu (located on the left-hand side of the screen), 7
select Workflows > My Worfklows DEAKIN
UNIVERSITY
The default view will show all you a history of your "“;‘::::“:;:::::‘9&

Candidature Management Form submissions. You can sort

and filter on different items. e

@ Candidature Manage...

Click the blue icon in the ID Column to open 4 Workilows v
a workflow. My worldlows
e
® My workflows

2 Profile

+ Add view

Access @ Type Category Created Wordlow Status

= My Workflows.

Assigned To (Groups)

Intormission a i leave applcation School of Edu. Kirsty Richards  Kirsty Richards.

Change of Candidature School of Edu.
Changs of Candidsture School of Edu
Changs of Candidature School of Edu.

Show 20 entres Showing 110.4 of 4 entries

Version 1.0
Last Updated May 2026



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5

