
 
Coursework Student Thesis Submission Process 

Log into FLEX  using your FAN and Password 
 

 

The Dashboard appears with a section called ‘My thesis’, this allows you to track the progress of your thesis. 

 

To submit: 

Locate and click the Contribute button, select the type of thesis you are submitting: 

 
 

 

  

https://flex.flinders.edu.au/logon.do


 
 

Step 1 – About 

Fill out the requested details, email addresses will be confidential. The name and thesis title you enter will be 
made public so make sure you format and spell them as you would like them to appear. 
 

• Double check FLO to ensure you put in the correct topic code, there may be a letter at the end that needs to 
be included. 

• You do not have to upload a PDF of your abstract, this is optional. You may want to do this if your abstract 
has symbols or characters that may not be displayed correctly online, this will allow you to upload a 
readable version. 

• Keywords can be brief terms that describe your thesis 

 

Step 2 – Upload 

In the upload section you can use the choose file button to upload your full thesis file. You can also click on Add 
another file to upload additional files with data if you submitted those for examination.  
 
There is no need to upload examiner comments or other personal communication. You will have an opportunity 
later in the submission form to upload the separate Library Copy of your thesis if you have made a separate file for 
public viewing (see: Preparing your files). 
 
Make sure to read and agree to the Authenticity statement and Declaration before marking the two I agree boxes 
 

 

https://library.flinders.edu.au/researchers/theses#files


 
Step 3 – Public Release 

If you are ready for your thesis to become publicly readable immediately (after staff processing), select the box ‘My examined 
thesis is my open access version’ and select ‘Release Immediately’ in the Access to View section. 
 
If your thesis had confidential or copyright material that was removed to create a separate ‘Library Copy’ version of your thesis, 
select box ‘my open access version is different from my examined thesis’ and select. 
 
In the Access to view’ section manages how your thesis is released .It can either be released immediately or if you need to 
delay the date that your thesis becomes public, choose ’Request Embargo (released at end of embargo period.)’. You are 
required to provide a reason (e.g. details about a forthcoming publication) and mark off on the Embargo Statement. Your 
request for an embargo will go to the Dean of Graduate Research for approval, it is not automatically granted. You will also 
need to select the duration of your embargo request and sign off the embargo statement.  
 
Example Open access version

 



 

 

  



 
Example Open access – Different version 

 

  



 
Example Embargo Request 

You are required to provide a reason (e.g. details about a forthcoming publication) and mark off on the Embargo Statement. 
Your request for an embargo will go to the Dean of Graduate Research for approval, it is not automatically granted. 

 

  



 
Submitting Thesis for Moderation 

Once form has been completed, please submit for Moderation. 
 
Click the Save and Exit button to submit thesis. 

 

Then click ‘Submit for Moderation’. 

 

A summary of the thesis submission will appear. 

 

  



 
Checking the status of your thesis 

• Log in to FLEX 
• Check ‘My Thesis’ section of your dashboard 

The ‘My thesis’ section contains details of your submission status. 

 

 

https://flex.flinders.edu.au/logon.do?.page=home.do

