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1. ACCESSING THE CI ANYWHERE PORTAL

1.1

Go to the Ci Anywhere
portal and click on
Login using the OnelD

| Ci ANYWHERE
ANY DEVICE. ANY WHERE. ANY T

1. Click on Login with OnelD (1 tosonsnsonao

Log on using your details

Simplify the o
way you work o

Passwor

[#] Keepmeloggedon  [] Accessibility Mode @

Our latest software release
delivers more than 265
enhancements to streamline
processes and optimise the
user experience for your
team and customers.

1.2

Enter your Username
and Password and Click
Sign in.

If you have trouble signing in,
contact the relevant department

Login using your OnelD Username and Password

Connecting to woe:
h your Macquarie

in with cess AMIS

(Mo

MACQUARIE
University

Welcome to Macquarie University Single
Sign On. You need your OnelD and
password to sign in

OnelD

1. Enter your Username

_ = | e
e - : | Password

2. Enter your Password

2. Click on Sign in
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2. ACCESSING MY TASKS

Accessing My tasks

On the Ci Anywhere o :

Home screen click at the
bottom of the screen on Ci
Faculty Admin Forms \
access S ‘ 5

(3 Student Management

N

Login using your OnelD Username and Password
2.2 € I = prepisesearch CiAn here Faculty HDR Admin 1011 ® @

On the HDR admin for Faculty HOR sdmigyforms acce
access to tasks and
forms screen click on My
Tasks

Tasks Filters

R Request change in Supervisor(s)
Form: HoD Approval ¥ i

[E] MQU Change in Thesis Title . | I
Form: Facuity HDR - 3

Request to Extend EWS Date
Form: HoD Approval

[E] Reauest to Extend EWS Date
Form: HoD Approval ' I Set] 10
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3. NAVIGATING THE MY TASKS AREA

Accessing My tasks

3.1

Search can be used to
look for specific tasks,

with the use of Student
ID, Name etc.

Enterprise search My Tasks

Profile Name

Faculty HDR Admin 1011 @ &

Assigned to me (5)

Search bar

n Request to Extend EWS Date

equest change in Supervisor(s)

Summary

Task Description

HoD Approval
. MQU Change in Thesis Title Assigned to
Tasks list, Scrollable : HDR MQBS Pool
h LASTMONTH Received
30-Jul-2020 16:02:04
lequest to Extend EWS Date
Fomm:
From
Withpool ' po—
- Process View
~ Workflow Information
Selected task
- 2 MONTHS AGO Process
MQ CEF Workflow
Request to wulh‘draw from your HDR course Originator
HDR Admin
Wit poot: 0 woNTHSAGO

Accessing My tasks

3.2

Right hand pane
- My Tasks Faculty HDR Admin 1011 @ &
pane lists all

Assigned to me (5)
e tasks currently
assigned to your role

n Request to Extend EWS Date

Request change in Supervisor(s) Summary

Form: HoD v

From: sor

Task Description
With pool: HD! ask Descriptio:

0ol ToDAY

HoD Approval
Right hand i ange in Thesis Title Assgned o
_Highthand _"pane list the [ 2 e e
summary list and is used otz 1602604
to administer the form [IF] eest o et s e

With pool: HD

Process View

Request to Extend EWS Date ’
Form: HoD Approval ~ Workflow Information
orm: HoD Approval

From: Sup: "

With pool: HDR MQES Paol

2MONTHS AGO Process

MQ CEF Workflow

Request to withdraw from your HDR course originator
Form: HDR Adri

From: Belindaza HDR Admin

With poo: Default Workf
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4. ALLOCATING A REQUEST

p Allocating the Request

.
= Enterprise search My Tasks Faculty HDR Admin 1011 @ @

o

)

Select the task you want = pssigned o me 9

tO open . Search n Request to Extend EWS Date m
Click on the [Eicon

Request change in Supervisor(s) . Summary
Form: HoD Approval
From: Supervisor One

With pool: HDR MQBS Pool “TODAY Task Description
. HoD Approval
From the options shown [ Moy crange nThsis T
. . . Form: Faculty HDR HDR MQBS Pool
after clicking the [E3 icon o e | £8 s o
30-Jul-2020 16:02:0 .
Request to Extend EWS Date AT 3. Click Allocate form &3 Alocate Form
Form: H val g of
1 rom: o v Claim Form
Click on Allocate Form i
 Process View Open Form
Request to Extend EWS Date ’
1. Select task Form: HoD Approval ~ Workflow Information Fill Out
With pool: HDR MQBS Pool 2 MONTHS AGO Process
MQ CEF Workflow
Request to withdraw from your HDR course T
Form: HDR Admin Approval HD‘R Admin

From: Bellinda-jane St Clair-Fenech
With pool: Default Workfhw Pool 2MONTHS AGO

4 Allocating the Request

In the pop up window,
add details for
1. Pool member name
2 Com m e ntS This will allocate the current task HoD Approval, to the user nominated.
. 1. Look up the pool Pool Member
member name ‘

And 3. Click Ok ] 2. Add comments

Allocate Form

Comments

3.. Click OK oK Cancel
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Allocating the Request

4.3
Once details are added , e

Click Proceed to BB Recuest o Excend ews ate Click here 3 o
complete the workflow

= Enterprise search My Tasks Faculty HDR Admin 1011 @ &

Request change in Supervisor(s) Summary
Form: He a
Froo Task Description
With pe ool TODAY !
HoD Approval
MQU Change in Thesis Title Assigned to
Form: y HDR HDR MQBS Pool
From: visor T
With pool: HOR MQ LAST MONTH Received
30-Jul-2020 16:02:04
Request to Extend EWS Date
paol ASTMONTH
~ Process View
Request to Extend EWS Date .
SRRy A Workflow Information
With pool: HDR MQES Paol 2MONTHS AGO Process
MQ CEF Workflow
Request to withdraw from your HDR course Originator
Form: HDR Ad al S
From: Bellinda- HDR Admin
With pool: D 2MONTHS AGO




