
   

Page 1 of 5 

 

Quick Reference Guide 
 

How to find Academic Forms 
 

Overview This Quick Reference Guide will step you through accessing the online forms available to you 
as you progress through your study.   

You must first login to the NZIHF database.  Once logged in you will have access to your 
Certificate III or IV in Fitness Homepage Menu. 

There are a variety of forms available online, from requesting to defer study, re-commence 
study, provide feedback, complaints and appeals to obtaining a replacement Certificate and 
more 

In doubt about which form you should complete?  Just ask your friendly Tutor who will point you 
in the right direction 

 

 

 

Find Academic Forms using the Certificate in Fitness Homepage 

option   
 

The following steps describe how to access the relevant online Academic Forms dependant on which certificate 
you are currently studying for.   

 

Steps Description 
 

1 Click on the required Certificate in Fitness Homepage option within the menu box located to 
the right hand side of the screen 

 

 

Note: You will be taken to the relevant Certificate in Fitness Homepage 

 

2 Click on the Academic Forms button 
 

 
 

Note: You will be taken to the Forms page 
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3 Forms can be accessed one of 3 ways 
 

1. Click on the title of the form required.  (Each title hyperlinks to the form) 
2. Click on Read More… 
3. Click on the form required from within the NZIHF Forms navigation menu to the right 

 

 
 
Note: the required online form will be displayed 
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How to Complete the Online Form Selected 
 

The following steps describe how to complete the online Academic Forms you selected.   

 

Steps Description 
 

2 
Complete all required fields accurately.  Mandatory fields are marked with an * beside the title 

of the field 

Eg entry in the Daytime Phone field is mandatory 

 

 

3 

 

Upload documents as required by clicking on the Browse button. 

 

 

 

Note: The Choose File to Upload window will be presented 

 

The following steps describe how to upload a document (if required) 

 

Steps  Description 

1 From the Choose File to Upload window click on the file that needs to be 
uploaded.  The title of the file will be displayed within the File name field 
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 2 Click on the Open button 

 

Note: the pathway to the file selected will be displayed within the applicable field 

 

3 Check the file you have selected is the correct  

 

 

 

4 

 

Complete Date fields as required. 

 

There are 2 options for entering dates.   

1. Individually entering the Year, Month and Day 

2. Selecting the date from the calendar function 

 

Option Description 

1 Click on the downward pointing arrow next to the year, month or day.  Then select 
the required value from the drop list. 

 

2 

Click on the small Calendar Icon next to the date fields  .  A calendar will be 

displayed.  Using the arrow buttons     move to the required 
month. 

Click on the day required. 

 

  

Note: The date selected will populate the year, month, day fields 
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5 Click on the Submit button 

 

Note the form is submitted and the Thank You page will be displayed 

 

6 The Thank You page is displayed with the details you entered into the form.  If for any reason 
the information you entered was incorrect please contact your Tutor to rectify. 

 

 

 

 


