
For candidates: 

E-forms are currently available for the following requests: extension, suspension, change of 

supervisor, change of study status (part-time/full-time), request to be overseas and withdrawal. All 

other forms are available on the web at http://www.massey.ac.nz/massey/research/higher-

research-degrees/doctoral-administration-forms/doctoral-administration-forms_home.cfm 

 

 Log onto RIMS http://rims.massey.ac.nz  using your usual Massey log on (student ID) 

 The form goes from you to your primary supervisor to the Head of Unit to GRS who will 

action the request unless you are asked to review your request or your request is declined  

 If your request is approved you and your supervisor will receive an email, you can then 

log back into RIMS and print out a copy of the application 

 If your supervisor or Head of Unit wants you to change/clarify any information then you 

will also receive an email advising you to log back in and make changes. You will need to 

discuss these with your supervisor before returning to your draft.  

 If your request is declined you will receive an email asking you to discuss this with your 

supervisor.  You will no longer have access to that application.  

 Use the green arrows in the top or bottom right hand corner of the page to move forward 

through the form (you may have to scroll down to the bottom of your page depending on 

your screen settings) 

 Questions in red are compulsory, if you miss any of these a red exclamation mark will appear 

in the menu on the left hand side of the page 

 Remember drafts will be deleted after one month 

 At any time you can go and check the status of your application (who it is with) but you 

cannot edit it unless it is returned to you (draft)  

 

Please note the following to facilitate you navigating the forms: 

 

 

This is the view when you log onto RIMS. Go to 

HDR eForms 

http://www.massey.ac.nz/massey/research/higher-research-degrees/doctoral-administration-forms/doctoral-administration-forms_home.cfm
http://www.massey.ac.nz/massey/research/higher-research-degrees/doctoral-administration-forms/doctoral-administration-forms_home.cfm
http://rims.massey.ac.nz/


 

 

  

 

 

  

The change of supervisor form has a slightly different layout from the other forms. If you are 

changing your primary supervisor (options 1 or 2 above) then your request will be directed to the 

GRS to reassign your request to the new primary supervisor. 

 

Use these arrows 

to move to the 

next screen 

To print 

form-select 

Option PDF 

Open to 

show 

further 

details 

Click on Create an HDR eForm to make an 

application 



 

If your new primary supervisor is external to Massey then indicate this and complete their details 

and any other information in the box further down the page (see below).  

 

 

If the new primary is internal then when you indicate this, a box will open up with all the supervisor 

panel members listed. If you are adding a new internal member then the search function will allow 

you to find them.  

 

 

 

 

Select  

supervisor 

type here 

Further information 



 

 

 

 

’ 

Click on the member of the panel you wish to change and a further yellow box will appear and here 

you can indicate the change by completing the two compulsory questions in red 

 

 

 

 

 

Advanced search 

function if you can’t 

find the supervisor 

using the standard 

search 

Click on supervisor’s name 

to open box and make 

change 

Updated when 

you complete  the 

change below 

Non-current means you are removing this 

person from the panel, changed 

responsibility means change of roles 

between a primary and co-supervisor 

You don’t need to complete this section 

 

Search for your 

supervisor here 

Make sure you 

save changes by 

clicking the 

green arrow 



Then click the small green tick in the bottom right hand corner of the yellow box to save this change. 

The change will then appear in the end column of the table under the heading ‘the supervisor is to 

Below is the last page of your application. Go to action and submit or delete if you have changed 

your mind 

 

 

 

You can at any time check the status of your applications by logging back onto RIMS and clicking on 

HDR e Forms.  The options in the left hand column are as follows: 

 

 

 

 

 

 

My HDR e-Forms and all HDR eForms are for viewing all your applications, and the status of each. 

You can see those that are approved and therefore completed. By clicking on these the form will 

open up and you can print it out using the report icon in the top right of the page 

You can also see where applications are: with your supervisor, with the Head of Unit or GRS. 

You can sort these by clicking on the table headings e.g workflow state or date created. 

The review tab allows you to see your draft applications i.e. those you need to action. 

To see all 

your 

applications 

This tells you who your application is with 

These can be sorted by 

date or who the 

application is with 



 

 

 


