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Instructions for enabling emails to be sent from the Academic 
Success Plan.  
 
 
The following 2 pages will provide you with step-by-step 
instructions on how to edit your PC and Google Chrome settings to 
enable sending emails to Monash College staff, for assistance in 
completing the Academic Success Plan.  
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Step 1: 
1. Firstly, go to "Default Apps" on the 'search bar' or 'Type here to search' of your computer as shown below and ensure ‘Google Chrome’ is the default app for 
Email. 
 

 

 

 
 

Step 2 
2. Secondly, launch a new tab or window in your web browser. Input ‘chrome://settings/handlers’ in the address bar. 
3. Under Privacy and security>Protocol Handlers>Default behaviour, ensure that "Sites can ask to handle protocols" is selected. 
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4. Under ‘Not allowed to handle protocols’, delete ‘mail.google.com’ by clicking on ‘X’. 

 
 

Step 3 
5. Thirdly, launch a new tab or window in your web browser. Input ‘mail.google.com/mail/u/0/#inbox’ in the address bar 
6. Click on the two diamonds on the address bar, followed by selecting ‘Allow’ and ‘Done’.  

 

7. Once you have completed all 3 Steps, you should be able to send emails from your PC.  
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Instructions for the completion of the Academic Success Plan: 
 
 
This instruction guide will provide you with step by step 
instructions on how to complete the Academic Success Plan. 
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Step 1: 
You will have received an email from Monash Online Forms with your student ID number and full name in the title.  

The email explains the reasoning behind why you are being asked to complete an Academic Success Plan. 

• Open the email 

 

 

Step 2: 
Read all of the details of the email and then select the blue ‘click here’ link. 

  



 

Academic Success Plan Instructions v1 042023          6 

 

Step 3: 
You will have now opened the Orange Monash University Bannered ASP Student Form landing page. 

Under “My Tasks’ you will see the ASP Student Form with a red triangle .   

         

  

Select the red triangle and the Academic 

Success Plan will open. 
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Step 4:  
The Plan has been designed into Sections. 

 

Section 1: information about the 

purpose of the Plan – Please Read. 

Section 2: Details about Privacy with links to 

more information: 

• the Monash College Student Data 

Protection and Privacy collection 

Statement and Procedure 

• the Privacy Officer email address 
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Step 5 
Section 3 – Your Personal Details will have been automatically populated.   

Read through the information to make sure it is correct and add in your mobile phone number. 

 

Enter your Mobile Phone 

number 
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Step 6 
You must now Save your plan and then select Continue

 

 

PLEASE NOTE: 

This warning box will appear at the bottom of 

every page to remind you to select Save Plan 

before Continue 

 

 1 

2 
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Step 7 
Section 4: Information About You (Self-Reflection) 

 

 

Record here the approximate number 

of hours you spend on each of these 

activities. 

 

If there are other activities you wish to specify, select ‘Yes’ and 

record the information in the text box. 

If you select ‘No’ move to Question 4.2. 
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Step 8 
Provide an answer to question 4.2. Yes, No or Unsure 

 

 

4.3 - This question allows you to select the items that you think might have impacted on your studies.   

You can select any that apply to you and add any other information you think is relevant to the text box in question 4.4. 
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Step 9 
Question 4.5 requires you to advise us of any support services you may have accessed during your studies. 

If you have not accessed any of the services, please select ‘I have not made use of any College Support Services’ 

 

  

PLEASE NOTE: 

This warning box will appear at the bottom of 

every page to remind you to select Save Plan 

before Continue 

 

 

2 

1 
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Step 10  Section 5 – Academic Success Plan – ‘next steps’ - begin building your plan to assist you in achieving academic success.   

 

Continuing with this instruction sheet will assist you in completing 

this section of the Plan.   

Should you require additional assistance you can select the 

link to make an appointment for 

further assistance. 

1. Select the down arrow at the end of column 2  

You will see that your selections from question 4.3 have 

auto populated,  

 

2. Select the most important factors you believe are 

impacting on your studies.   
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3. As you select each factor, you will see that 

the proposed action auto populates – this is 

the support area that can help.   

 

4. In the final column select the calendar icon 

and a date for when you will contact the 

support service.  The system will only allow 

you to enter a future date. 
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By selecting ‘Yes’ and the drop-down 

arrow in question 5.2 there is the option 

for you to select one of the support 

services to contact directly and arrange a 

meeting time. 

Once you choose the support service you wish to contact – select 

the GO button and you will be redirected to an email address or 

an appointment booking form. 

If you select No for this question there will be no further follow up 

once you submit the plan. 

1 

2 
Once again at this stage ‘Save Plan’ and then select 

‘Continue’ to move to the final section. 
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Step 11  
Section 6 is an acknowledgement of your commitment to the plan you have created.   

 

 

Read through each of the statements and check 

each box.   

 

Once you check the final box your name and the 

date of the plan will auto populate.   

 

Select  

Select  

 

Once you check the final 

box your name and the 

date of the plan will auto 

populate.   

 


