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1. How to login and start 
a nomination 

Log into Elements (https://elements.uts.edu.au/) via the UTS single sign-on.  
 
Go to Menu > Assessment > My Assessments > Acknowledgement Requests and select the 
relevant award you wish to apply for. 
 
 

 
 

 
 
 
 
 
 

https://elements.uts.edu.au/
https://elements.uts.edu.au/
https://elements.uts.edu.au/assessmentexercises.html?tid=5
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Select the ‘Start acknowledgement request’ button at the bottom right of the text. 
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2. How to complete the selection 
criteria 

 

2.1 Review the unique criteria for your award 

Each award has unique selection criteria with varying weighting.  
 

 
 

Click on each criterion for guidance on what is required in your nomination. It is recommended 
you review the details for each criterion prior to commencing your nomination.  
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2.2 Enter your response for each criterion  

 
Once you are ready to complete your nomination, select the ‘Add information’ button.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Enter your response to the criterion into the text field. To make the text box bigger, you can drag 
the corner lines in the bottom right.  

 
 

 
 
 

Remember to save as you go! After 20 minutes of inactivity the system will time you out 
and will not save your work. 
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Once you have completed your nomination for the criterion, click ‘Save and exit’ at the top of the 
page. 
 

 
 

The right-hand side bar will guide you to the next section of the form.  
 

 
 
 

Work your way through each of the criteria in the same way as above, until you get to the 
‘Nomination Criteria Checklist’.   
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2.3 Complete the nomination criteria checklist  

Each award will have a number of nomination criteria which you must complete in order to 
complete your submission.  

 

To get started, click the ‘Nomination Criteria Checklist’ 

 

 
 

Click the blue ‘Add information’ button to answer the questions/checklist. 
 

   

Write the information in the corresponding field (remembering to save as you go using the 
‘Save’ button). Each award form has slightly different questions, so if your form doesn’t have the 
same questions as the screenshot below – do not worry!  
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Most information is self-explanatory, but there are two text boxes below to assist if needed.   
 

 
 
 
 

Once you’ve filled in all the relevant questions, press ‘Save and exit’ at the top of the page. 
 
 

  

Go to https://discover-research.uts.edu.au/ to find 
your Discovery Profile link – if you don’t have an 
active profile go to Discovery Profile guide 
addressing this.  

If relevant, add each team 
members’ names and press 
the ‘+ Add’ button to get a new 
line. 

https://discover-research.uts.edu.au/
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2.4 Attach Nominator’s Statement of Support  

 

To add a Nominator’s Statement of Support (or any other document attachment needed for the 
nomination), select ‘Attach a file’.  
 

 
Press ‘Choose a file’ and a window will appear to open a file from your computer documents.  
Select relevant file and it will be uploaded.  
 
From the dropdown ‘Select type’, select the type of document you are uploading, then press 
‘Save’. 
 

 
 
 
To navigate back to the overview, select the button on the right-hand side. 
 
 
 
 
 
 
 
 
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
  

1 

2 
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2.5 Complete your nomination  

Once you’re finished, press the ‘Move to ‘Submission’’ button.  

 
Note: Once this is complete, you will not be able to make any changes 
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3. FAQs 

 

3.1 How to access my form after I started editing it?  

 

Log into Elements and review “My Actions” option where you can select the relevant form. If you 
remembered to save as you go, all your response progress will be available.  
 
 

 
 

3.2 What to do if I cannot log in?  

 

Symplectic uses your email address and password to log in. If you are having issues, please log 
a ticket via ServiceConnect. 
 

https://elements.uts.edu.au/
https://uts.service-now.com/
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