B o HDR E FORM

SYDNEY-AUSTRALIA

ROLE — SUPERVISOR
1. ACCESSING THE CI ANYWHERE PORTAL

Go to Ci Anywhere portal

1.1 :
| Ci ANYWHERE
ANY DEVICE. ANY WHERE. AN

Go to the Ci Anywhere
portal and click on

Logln using the OnelD l Ty

Log on using your details

Simplify the
way you work

Passv

[#] 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.

Login using your OnelD Username and Password

1.2 -
Enter your o 0 e

- Username _—

- Password and

- Click Sign in.

Sign On. You need your OnelD and
password to sign in

If you have trouble signing in, §.
contact the relevant department 1. Enter your Username

OnelD

© Plesse enter a username

Password

2. Enter your Password

3. Click on Sign in
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2. ACCESSING MY TASKS

Accessing My tasks
2.1

i € B = knterprisessearch Supervisor One ® @
On the Ci Anywhere :
Home screen click at the e
bottom of the screen on @
the icon
‘19 i -3 CILINKS. >
& HDR academic appro,.
\\, (3 Student Management 3
9 i
| |
i) 12
|
—t— 1 g
= T‘ ‘H‘M

Accessing My tasks
22 | s

On the Supervisor and EE—— | S ke

Dept. access to tasks upervisorand Qept pprer 2ccess o0
and forms screen click on -
O e d 0O ;J
My tasks
< >
. ik

| @
| [E] Request to Extend EWS Date ’
Form: Supervisor Approval p

[E] Request change in Supervisor(s)
Form: Supervisor Approval

33 @ B
[E] Request to Extend EWS Date (il
Form: Supervisor Approval - i 1 e H
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3. NAVIGATING THE MY TASKS AREA

Navigating My tasks
3.1

Search can be used to
look for specific tasks,
with the use of Student

Enterprise search My Tasks Profile Name EEEEaein @ &

Assigned to me (26)

Search bar

n Request to Extend EWS Date

Request to Extend EWS Date ~ Summary
ID, Name etc. Selected task B e

Supervisor Approval

Request change in Supervisor(s)

Assigned to

Fanm St r Approva Supervisor One
Received
Request change in Supervisor(s) 26-Aug-2020 10:36:56
Form: Su isor Approval
From: HOR Adir I
. Request change in Supervisor(s) 5
Tasks list, Scrollable o S i Process View

~ Workflow Information
Request change in Supervisor(s)

2 5 2 Process

orm: Supenvisor Approval F Workflow

From: Cc Sullvan THIS MONTH MQ CEF Workflow
Originator

E ge in Supervisor(s) Anastasia Chernykh

THIS MONTH

3.2 . Left hand pan ght hand pan |
Left hand pane lists all 1

= Assigned to me (12)

the tasks currently B
. Request to Extend EWS Date >
assigned to your role E=ER

Request to Extend EWS Date Summary
Form: 5
From: Christop ] Task Description

nght hand pane list the [E5] Reauest change in Supervisor(s SupenisorApproval

summary list and is used e
tO admInISter the form Request to Extend EWS Date Recelved

visor Approv Assigned to
Agarwa TopAY S

sor One

20-Au 1:30:30
Form: Supervisor Approval
From: ¥I CHEN ToDAY
MQU Change in Thesis Title
Form: Supervisor Approv :
VESTERDAY Process View
Reguest change in Supervisor(s) Workflow Information
Form St r Approva
From: Al MONT) Process

MQ CEF Workflow

Request to Extend EWS Date
Originator

Christonher Armitase

Form: Supenisor Approva
Erom: Divua &
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4. OPENING A REQUEST

Opening the Request for EWS extension

4.1
Select the task you want e EnoE

to open
C||CE on the icon BB request to Extend Ews Date
Request to Extend EWS Date - Summary

From: Anastasia Chernykh Task Description

From the options shown S g

Request change in Supervisor(s) Assigned to

€ = Enerprisesearch My Tasks Supervisor One @ @

after clicking the [EJ icon i — R 28 seasignform
26-Aug-2020 10:36:56 Open Form

Click on the Fill out ol I

. Request change in Supervisor(s)
option

Process View

Form: sor Approval

MONDAY

~ Workflow Information

Fill Qut Request change in Supervisor(s) p—
Form\SUpesisor Approvs MQ CEF Workflow
From: Co

originator
Anastasia Chernykh

Request change
Form: Su
From: Corrin

Opening the Request for EWS extension

4'2 ¢ HI = neerprisesearch My Tasks Supervisor One )
i @
In the new form section T
that Opens Up, ScrO“ n « Request to Extend EWS Date end
down to the bottom area, [ Resuese o Extend ws Dot © Key Dates
with the section heading T mswom |+ Course Details
as Supervisor Support

Current Supervisors

THS MONTH  Scholarship Holder
Request change in Supervisor(s) + Request Type
Form: St oval
From: Al TS MO ~ Case for Extension
Request to Extend EWS Date ~ Completion Plan
Form: St Approval
From: Divy LASTMONTH

~ Annual Progress Review

Request change in Supervisor(s) « Candidate Declaration

Form: Supervisor Approval

Supervisor Support

Scroll down to the section
. Supervisor Support Based on the nformation provided by the student my decisonis to: *

From: Christopher Armitage LAST MONTH
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5. SUPPORTING THE EWS REQUEST

5.1

Click on the dropdown to
see the available list of
options

%85 = Enterprisesearch

Supporting the EWS extension request

My Tasks

Supervisor One

@ @

Assigned to me (26)

[ o [

Request to Extend EWS Date
Form: Supervisor Approval
From: YI CHEN THIS MONTH

THIS MONTH
Request change in Supervisor(s) v

Form: Sup Approval

From: Alei THIS MONTH »
Request to Extend EWS Date

Form: S r Approval

From: D a LASTMONTH

Request change in Supervisor(s)
Form:
From:

Approval
hip

MONTH

Request to Extend EWS Date
Key Dates

Course Details
Current Supervisors
Scholarship Holder
Request Type

Case for Extension

. Completion Plan

Annual Progress Review
Candidate Declaration

Supervisor Support

E Request to Extend EWS Date T = = = -

. : Based on the information provided by the student my decision is to: *

Form: S P Click dropdown .
From: chr rkage

Cancel Save

5.2

From the available list
options of the dropdown,
select

Support the request.

= Enterprise search

Supporting the EWS extension request

My Tasks

Supervisor One

® @

Assigned to me (26)

[~ [

Request to Extend EWS Date
Form: Supervisor Approval
From: YI CHEN THIS MONTH

MQU Change in Thesis Title

Form: S isor Ap

From: Melee Cloughy THIS MONTH %
Request change in Supervisor(s) "

Form: Supervisor Approval

From: Aleisha Davis THI MONTH

Request to Extend EWS Date
Form: sor Approval
From:

Request

From: HDI

Select Support the request

arship. L N

Request to Extend EWS Date
Form: Supervisor Approval
From: Christo

LAST MONTH

Request to Extend EWS Date

Key Dates
Course Details

Current Supervisors

- Scholarship Holder

Request Type
Case for Extension

Completion Plan

~ Annual Progress Review

Support the request
Request further information from student

Not support the request

I =
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Supporting the EWS extension request

5.3

Post selecting the
relevant deCIS.IOFI,' Add BB ¢ Request to Extend EWS Date 2 s |
Comments to JUStIfy Or Requeslm Extend EWS Date e passneen

explain your decision T s | Compitontan

~ Annual Progress Review

= Enterprise search My Tasks Supervisor One ® @

Assigned to me (26)

MQU Change in Thesis Title

Forme S Ap + Candidate Declaration
o to Step 8
= - Supervisor Support
Request change in Supervisor(s)
E‘"’“ e Approval — Based on the information provided by the student my decision is to: *
el o Support the request -
Request to Extend EWS Date
Form: 5 Approval Please comment on the candidate’s progress and feasibility of the proposed timetable for completion. If the candidate has mentioned any reasons for delay that have not been mentioned in their
From: Di a LASTMONTH APR (if applicable), please provide further information or confirmation of the delay.

Requi Comments *
Form:
From:

Add comments, after selecting
relevant decision
Request to Extend EWS Date

Form: 5.

sor Apy

LAST MONTH
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6. NOT SUPPORTING THE REQUEST

6.1

Click on the dropdown to
see the available list of
options

Not Approving the EWS extension request

Enterprise search My Tasks Supervisor One ® &

Assigned to me (26)

n « Request to Extend EWS Date Cancel

Request to Extend EWS Date + Key Dates
Form: Supervisor Approval
From: YI CHEN THIS MONTH  Course Details

MQU Change in Thesis Title Current Supervisors

Form: Sups A
From: Mel THIS MONTH ~ Scholarship Holder
Request change in Supervisor(s) . Request Type
Form: Sup: proval
il « Case for Extension
Request to Extend EWS Date  Completion Plan
Form: Approval
LAST MONTH

Annual Progress Review

Request change in Supervisor(s)

Form: Sup:
From: HOR Schola

Candidate Declaration

Approval

ASTMONTH

- Supervisor Support

RegestioBeend EWS Dats : 350 o the nformatin provided by the sudent my decision s t:
Form: Sup Click dropdown .
from: Chr emitage

6.2

From the available list
options of the dropdown,
select

Not Support the
request.

Not Approving the EWS extension request

Enterprise search My Tasks Supervisor One @ @

Assigned to me (26)

n « Request to Extend EWS Date Cancel

Key Dates

Request to Extend EWS Date

Form: Supervisor Approval

From: YI CHEN THIS MONTH + Course Details
MQU Change in Thesis Title + Current Supervisors

Form: Supervisor Ay

From: loughessy THIS MONTH - Scholarship Holder
Request change in Supervisor(s) . Request Type

Form: Supervisor Approval

From: Alei: THIS MONTH

Case for Extension

<

<

Request to Extend EWS Date
Form:
From:

Completion Plan

sor Approval

- Annual Progress Review

Request change in Supervisor(s) Support the request
Form: S¢

sor Approval
Request further information from student

Not support the request

I =
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Not Approving the EWS extension request

6.3
Post selecting the Assigned to me (26)

relevant decision, Add B . seisness
comments to justify or e Seu | iR

explain your decision [ ewestto bxcend Ews e . Completion Plan

Form: Su a
From: Chris

HI = pnterprisesearch My Tasks Supervisor One @ @

- Annual Progress Review

Goto Step 8 [EB] Reauest change in Supervisor(s . Candidate Declaration

Form: Su roval
From: i THIS MONTH ~ Supervisor Support

Request to Extend EWS Date Based on the information provided by the student my decision is to: *
Form: Supervisor Approval Not support the request -
From: YI CHEN THIS MONTH

MQU Change in Thesis Title Please enter any additional notes to support your decision. Please note, these comments will be visible to all parties including the student.

Formasupen

" Add comments, after selecting

Comments *

i relevant decision

Form:

From: Aleisha Davis THIS MONTH

Request to Extend EWS Date




Univessity HDR E FORM
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7. REQUESTING FURTHER INFORMATION

Requesting further information for the EWS extension request

71 e
<« el = Enterprise search My Tasks Supervisor One @ &

Click on the dropdown to g e 0
see the available list of BB . Requestio txiend Ews Date concel
OpthﬂS Requesno Extend EWS Date ~ Key Dates

Form: Supervisor Approval
From: YI CHEN THIS MONTH ~ Course Details

MQU Change in Thesis Title Current Supervisors

Form: Sup

From: Melee Clo THIS MONTH . Scholarship Holder
Request change in Supervisor(s) + Request Type

Form: Supervisor Approval

From: Alei fitecile  Case for Extension

<

Request to Extend EWS Date

Form: Supervisor Approval

Completion Plan

Feom;, Dne, e . Annual Progress Review
Request change in Supervisor(s) Candidate Deciarstion

Form: Supervisor Approval

From LASTMONTH

. Supervisor Support

.@ Request to Extend EWS Date - - .
H Based on the information provided by the student my decision is to: *
Form: Supenvisor Approva Click dropdown i 4 4 .
christopher Ammitage

Requesting further information for the EWS extension request

7.2 e B =
From the available list P ——

OptlonS Of the dropdown, n € Request to Extend EWS Date Cancel
Se |eCt Request to Extend EWS Date + Key Dates

Enterprise search My Tasks Supervisor One @ &

Form: Supervisor Approval

Request further Froms Y1 CHEN mswows |+ Course Details
information from the MQU Change in Thesis Title . Current Supervisors

Form: Supervisor Ap

student THE MONT3H ~ Scholarship Holder
Request change in Supervisor(s) + Request Type
Form: r Approva
From: kel - Case for Extension
Request to Extend EWS Date ~ Completion Plan
Form: Supervisor Approval
wrora LASTMONTH

Annual Progress Review

Support the request

Request further information from student

Select Request further information

Request to Extend EWS Date Not support the request
o I .

Form: Sup:
From: Christo

LAST MONTH
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Requesting further information for the EWS extension request

7.3
Post selecting the Assigned to me (28)

relevant decision, Add Bl ¢ Requestio Extend Ews Date conce
comments to justify or

E Enterprise search My Tasks Supervisor One @ @

© A g ees nevice

n « . ~ Candidate Declaration
explain your decision [ Reawest o Extend ews oate
Form: Supe val ~ Supervisor Support

Based on the information provided by the student my decision is to: *

Go to step 8 Request change in Supervisor(s) Request further information from student *

Form: Supe v
From: Nipun THIS MONTH X X
~ Further Information Requested from Supervisor
Request to Extend EWS Date
Form: Supervisor Approva
e perd THIS MONTH Please briefly describe to the student what further information is required in order to assess their request.

MQU Change in Thesis Title Students will be sent a request for further information and will be able to responded by adding attachments in the section below.

Formasupen
Fro

" Further Information Requested *
Add comments, after selecting
Ellss relevant decision
From: Aliha Davis

Request to Extend EWS Date

Earm: < Areern
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8. COMPLETING THE WORKFLOW

Save the Form

8.1 e

= enterprisesearch My Tasks Supervisor One @ @

Assigned to me (26)

CIiCK Save’ pOSt maklng n € Request to Extend EWS Date
all the changes to the o . ?

form [E5] Reauest o Exend ews oce

Completion Plan

Form: Su Approval ~ Annual Progress Review
From: C THIS MONTH
~ Candidate Declaration
Request change in Supervisor(s)
Form: Supervisor Approval ~ Supervisor Support
From: Nipun Agarwa THIS MONTH
Based on the information provided by the student my decision is to: *
Request to Extend EWS Date Support the request -
Form: Supervisor Approval
From: I CHEN THIS MONTH
Please comment on the candidate’s progress and feasibility of the proposed timetable for completion. If the candidate has mentioned any reasons for delay that have not been mentioned in their
MQU Change in Thesis Title APR (if applicable), please provide further information or confirmation of the delay.
Form: Supervisor Ap
From: Melee C THIS MONTH Comments

For User Guide
Request change in Supervisor(s)
) X

val

Request to Extend EWS Date

Farm: Sunanicar Annrnval

Completing the workflow

8.2

B = Encerprisesearch My Tasks m Supervisor One @ @

Assigned to me (26)

CIICK Proceed’ pOSt n Request to Extend EWS Date
making all the changes to o upervor g

From:

THIS MONTH ~ Summary

the form and when the [ Reuest o xena ows e
Form: St Apy Supervisor Approval

form has been saved From: vopher Arage

Armit THIS MONTH

Supervisor One

Request change in Supervisor(s)

Form: Supervisor Approval From
From: Nipun Agarwal THIS MONTH YI CHEN
Received
Request to Extend EWS Date 20-Aug-2020 10:47:23
Form: Supervisor Approval
From: YI CHEN THIS MONTH

MQU Change in Thesis Title
Form: Approval
From: M;

Process View

<

MONTH

- Workflow Information
Request change in Supervisor(s)

Form: 5.

App Process
e fhei) MQ CEF Workflow

VI CHEN

Request to Extend EWS Date Originator




