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 SAM - ONLINE FORMS 

➢  Welcome Screen 

 

Select Online Forms  

 

 

 

 

 

➢   
Search for 
the Student 
Record to 
create the 
online form 
against 
 
 
 

➢   
Select Search 
 
 

➢  The student will appear in the Search Criteria Window  
 
(Note: There may be multiple results depending on what you added in search i.e. surname) 
 

 
 
If a previous online form has been created against the student record, this will display in the 
Submitted Form(s) column (see page 4)  
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➢  To create a new online form: 

 

Against the student’s record 
chose the online form from 
the drop-down menu in the 
Select & Submit Form field 

 

Select Add 

 

➢   
Select start to open the form 
 

➢   
Complete the information in the fields (selecting drop down options or free text fields) 
 
Note: Fields 
highlighted in Red 
are mandatory 

 
Select Next (bottom right) to progress to the next page 
 
 

➢  The progress bar across the top of the form will display which page you are on and how many 
pages are left to complete: 

 

➢   
Note: You have the option to go back a page if you wish to check/change the 
information you have added to the form.  Select back to return you to the 
previous page. 
 

➢  Once you have completed all the information and before you get to the results page you will 
have a submit button (instead of the Next button) 
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Select submit 
 
 

 

 SAM – ONLINE FORMS 

➢   

The form will then progress to the Results window.  

 

 

Once Submitted you will see the following message: 

 

 

 

 

Select Finish   

 

➢  You will be returned to the Search Criteria window 
 
The student record will now 
display a hyperlink to the form 
you have just submitted in the 
Submitted Forms Column (with 
the date submitted)  
 
 
 
 
 

 
Note:  the submission 
status will remain as 
Submitted until the 
form has been triaged 
and accepted in the 
Synergy Case 
Management Portal.  
The status will then 
display as Approved: 

 
 

➢  Select the name of the form to display the completed online form (this is not editable) 
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Select back (bottom of the form) to exit this window  
 
 

 


