
For Heads of Units 

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 

You will receive an email when you have an application to attend to 

Log onto RIMS http://rims.massey.ac.nz  using your usual Massey log on and select HDR eForms 

 

 

A screen similar to that below should appear. Click on either blue highlights to open up the form 

You will see all forms you need to action by clicking on ‘For Review’ on the left side of the screen. 

Clicking on ‘All HDR e-forms’ will open all forms for all your students and include those that need 

actioning and those that are completed (approved). You will not be able to open the form if it is not 

for your action 

You can sort the forms according to workflow state or date created   

 

 

 

 

 

 

 

Click here to open form 

All records 

Forms  that require your 

attention 
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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 

 

 

 

 

 

 

 

 

This allows you to go straight to specific 

sections of the form 



 

 

 

To complete your part go to Action and select the appropriate choice. 

If you select return to student, the student will receive an email requesting them to discuss their 

application with the supervisor, they will then be able to amend their application. The student will 

then see all comments on the final amended, approved version of the form 

If you select decline, the student will receive an email asking them to discuss their application with 

you, they will not be able to go back in and make any changes or view your comments. 

Once the application has been processed and approved, the student and primary supervisor will 

receive an email advising them the application is complete. You are able to log onto RIMS at any 

time, click on all HDR E-forms find the status of all applications including those approved which you 

can print off if you choose, using the report function (see above) 

If you wish to check who is assigned as Head of Unit or to select someone else to fulfil this role you 

can do this using the review tab 

 

To print-

select 

option 

PDF 

To move through form 



 

 

Search here and the name will appear in the table below. Any of the people listed will be able to 

complete the form. However, you will have to advise the person you have added to complete the 

application as they will not receive an automated e-mail at this stage 

 

 

 

 

 


