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ROLE - SUPERVISOR
1. ACCESSING THE Cl ANYWHERE PORTAL

1.1

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

1. Click on Login with OnelD

| Ci ANYWHERE
ANY DEVICE. ANY WHERL

V ANY TIM

GO TO THE Ci Anywhere portal

’ q Log on using OnelD

Log on using your details

[«] Keep me logged on

[[J Accessibility Mode @

Simplify the
way you work

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

- Password and
- Click Sign in.

If you have trouble signing in,
contact the relevant department

1. Enter your Username

. Enter your Password

3. Click on Sign in

o,

Login using your OnelD Username and Password

Connecting to wse:
h your Macquai

in with cess AMIS

I

MACQUARIE
University

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

OnelD

© Please enter a username

Password

|
|

S

i
I
|
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2. ACCESSING THE MY TASKS

2.1

On the Ci Anywhere
Home screen click at the
bottom of the screen on
the icon

14
‘ .
a HDR academic app...

1. Click on HDR Academic Approver — g8oracdenicappro

Accessing My tasks

= Enterprise search CiAnywhere Supervisor One ® @

CILINKS

(3] Student Management
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2.2

On the HDR academic
approver forms access
screen click on My tasks

10

=

My Tasks

Accessing My tasks

T = oas A ere Supervisor One ® o

Tasks Filters

" [E]Request to Extend EWs Date _
Form: Supervisor Approval il

Request to Extend EWS Date [ I |
Form: Supervisor Approval . L

Request to Extend EWS Date |
Form: Supervisor Approval

4[] MoU Change in Thesis Title A 1l o4 e e | s |
Form: Supervisor Approval = b linafess] et L
i T 2
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3. NAVIGATING THE MY TASKS AREA

Accessing My tasks

3.1

S h b dt Bh & Eerseserch My Tasks Profile Name ronl Hoke
earcn can pe used 10
pe Assigned to me (12)
look for specific tasks, Soaroh b w3
H earc ar Request to Extend EWS Date
with the use of Student
Request to Extend EWS Date Summary
ID, Name etc. Selected task oo
from: A ToDAY
L Task Description
Request change in Supervisor(s) Supenvisar:Approval
Form:; prova Assigned to
from: a TODAY Supervisor One
Received
Request to Extend EWS Date oA
Form: Supervisor Approva
From: VI CHEN TopAY
Tasks Ist, Scrollable [E5] MQU Change in Thesis Title
- o VESTERDAY Process View
Request change in Supervisor(s) Workflow Information
fram o WS MONTH Process
MQ CEF Wo
Request to Extend EWS Date e
Form: Supendsor Approv GEmy Christonher Armitase

ccessing My tas
3.2

Enterprise search My Tasks
m pane lists all - retlbznd pane S
e tasks currently

q n Request to Extend EWS Date Y
assigned to your role =

Request to Extend EWS Date Summary
. JODAY Task Description
Right hand pane list the [E5] Reauest change in upervisor(s Supenvisor:Approval
" q Form: Supe pprova Assigned to
summary list and is used From: Npun Agarn Supervisor One

to administer the form Request to Extend EWS Date .

20-Aug-2020 11:30:3
Form: Supervisor Approval ug-20. 30:30
From: ¥I CHEN ToDAY

MQU Change in Thesis Title

Form: :
From: VESTERDAY Process View

Request change in Supervisor(s) Workflow Information
Form: va
From: Aleisha D 1S MONTH Process

MQ CEF Workflow
Request to Extend EWS Date

orm: Supenisor Approva
Fom i Christonher Armitage
from Aror AST o

Originator
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4. OPENING A TASK

Opening the Change in Thesis title

4.1
Select the task you want

to open
CI|Ck on the icon n MQU Change in Thesis Title

Request to Extend EWS Date ~ Summary

Form: St sor Approval
From the options shown From. 1R i sk Descrption

Supervisor Approval

after cl |Ck|ng the icon Request to Extend EWS Date ——— $§ reassign Form

Form: 5| Approva
Open Form

From: Farzad Abedi TODAY Supcrv\sor One

Received 3 Click Fill o Fill Out
i i MQU Change in Thesis Title 21-Aug-2020 09:26:40 -
C“tc':k on the Fill out = —— ?m
op Ion ‘rom: Levente Laczko Y )
Request change in Supervisor(s)

R Form: Supervisor Approva
Fill Qut From: HOR Scholarship YESTERDAY

HIL = pnterprisesearch My Tasks Supervisor One ® @

Assigned to me (16)

~ Process View

~ Workflow Information
Request to Extend EWS Date

Form: i Approva

stopher Armitage

YESTERDAY

Opening the Change in Thesis title

4.2
In the new form section
Assigned to me (16)

that opens up, scroll
down to the botiom area, i - EISEERRE

= tnterprise search My Tasks Supervisor One @ &

. . . Request to Extend EWS Date and Engineering)
with the section heading Form:supenvorApro
From: HDR Admin TODAY
H + Student Details
as ‘ SUpeersor Approval ‘ Request to Extend EWS Date
Form: Supervisor Approva + Key Dates
From: Farzad Abedi TODAY

Course Details

MQU Change in Thesis Title
Form: Supervisor Approval .~ Changes to Thesis Title
From: Levente Laczko TODAY

Declaration

1. Scroll down to the section
Supervisor Approval
Request to Extend EWS Date

Form: Supervisor Approval
From: Christ Armitage YESTERDAY

Supervisor Approval

%

| have read this form and have discussed the change with the candidate. If my candidate is from a Sanction Country and if applicable | have completed the Autonomous Sanction
Questionnaire (ASQ) and and uploaded it.

After due consideration of the requested changes, my decision is to: *

Request change in Supervisor(s)

Form: Supervisor Approval
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5. APPROVE THE REQUEST

5.1

In the Supervisor
Approval section of the
form click on the

Approve the request

~ Supervisor Approval

From the available
options in the dropdown,
click Approve the
request

Go to
- Add ASQ
- Change to FOR codes

1. Click Approve the req

dropdqun o | have read this form and have discussed the change with the candidate. If my candidate is
from a Sanction Country and if applicable | have completed the Autonomous Sanction
Questionnaire (ASQ) and and uploaded it.
After due consideration of the requested changes, my decision is to: *
v
Approve the request
5.2

~ Supervisor Approval

Wy Approve the request

Not Approve the request

| have read this form and have discussed the chanege with the candidate. If my candidate

us Sanction
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5.4

From the available
options in the dropdown,
click Yes

If ASQ is not required, select
NO and go to step 5.5

Approve the request - Adding the ASQ

~ Supervisor Approval

| have read this form and have discussed the change with the candidate.

Questionnaire (ASQ) and and uploaded it.

After due consideration of the requested changes, my decision is to: *
Approve the request

is from a Sanction Country and if applicable | have completed the Autonomous Sanction

If my candidate

Is ASQ Required? *

If ASQ is not required,
select NO and go to

step 5.5

5.4.1

In the Please upload
completed ASQ for this
request, click on

Adding the ASQ - Attachments

After due consideration of the requested changes, my decision is to: *

Is ASQ Required? *
Yes

¢ Request for Change in Thesis Title Cancel m

Approve the request v

Please upload completed ASQ for this request

Attachments *
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Adding the ASQ - Attachments
5.4.2 _

Use either of these
options to add the ASQ: cee + Add

1. Add from a local drive - 5.4.3

2. Add as a note - 5.4.4 ‘Select to upload a file @ Add from local drive 2R

Add note

3.Add asa URL - 5.4.5

! Select to add a note See 5.4.4

Select to add a URL link e Add URL See 5.4.5
Adding the ASQ - Attachments
5.4.3 INES——————————_—_—_—_————_——.
1. Clicking on[f§ to add a Add from local drive X

file from your local

Compmer No files selected

2. Add Notes if required
3. Click ok to save the Notes

details
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Adding the ASQ - Notes
5.4.4

1. Add Name Add note X
2. Add Notes if required
3. Click ok to save the Name * 255

. 1. Add Name
details

Notes
2. Add Notes
3. Click Ok OK Cancel

5.4.5
1. Add Name Add URL X
2. Add URL
3. Add Notes if required 1.Add Name J ki =
4. Click ok to save the =
details 2 AddURL Y

3. Add Notes Notes

4. Click Ok oK Cancel
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Changing the Field of Research code
5.5

~ Supervisor Approval

In order to add or update
Field of Research Code,

. | have read this form and have discussed the change with the candidate. If my candidate is from a Sanction Country
click on and if applicable | have completed the Autonomous Sanction Questionnaire (ASQ) and and uploaded it.

+ Add After due consideration of the requested changes, my decision is to: *
Approve the request -

If no Field of Research AR Raaiad™

code change is required = .
proceed to Step 7.1 - . Please upload completed ASQ for this request
Completing the

Workflow ~ Changes to Field of Research (FOR) Codes

1. Click h

Please update the Field of Research codes if required.
Adding the ASQ - Attachments

5.6

1. Select the FOR code

by using the dropdown ¢« Changes to Field of Research (FOR) Codes
2. Add Field of Research

3. Add Percentage ~ Changes to Field of Research (FOR) Codes

4. Click Save

FOR Type *

proceed to Step 7.1 - 1. Select required FOR type

Completing the
Workflow

Field of Research *
2. Select FOR code

Percentage *
0




B e HDR E FORM

SYDNEY-AUSTRALIA

6. NOT APPROVE THE REQUEST

. Not Approve the request
In the Supervisor ~ Supervisor Approval
Approval section of the
form click on the
dropdgvyn - | have read this form and have discussed the change with the candidate. If my candidate is

' from a Sanction Country and if applicable | have completed the Autonomous Sanction

Questionnaire (ASQ) and and uploaded it.
After due consideration of the requested changes, my decision is to: *
Not Approve the request

6.2
From the available ~. Supervisor Approval

options in the dropdown,
click Not Approve the
request

| have read this form and have discussed the chanee with the candidate. If my candidate

Approve the request us Sanction

1. Click Not Approve the request _JiLeA®at*]elgelV:] the request
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6.3
Add comments for Not
Approving the request

proceed to Step 7.1 -
Completing the
Workflow

= Enterprise search

Not Approve the request

My Tasks Supervisor One @ @

Assigned to me (37)

Request to Extend EWS Date

Form: Supervisor Approval

Request to Extend EWS Date
Form: Supervisor Approval
riella Chan

Request to Extend EWS Date

Form: st

pervisor Approval
ya

MQU Change in Thesis Title
Form: 5

sor Approval

From:

From: Emmanuel Prikas

MQU Change in The

Form: sor Appro
From: Heidi Hillebrandt

Request change in Supervisor(s)
Form: sor Approval
sor T

From:

=1 Reauest to Extend EWS Date

1. Add Comments

« Request for Change in Thesis Title Cancel Save
« lunderstand that if | am a citizen from a Sanctioned nation, my supervisor may need to complete an *Autonomous Sanction Questionnaire (ASQ)'.

* Iunderstand that the OHDRTP reserves the right to consult with my department or faculty regarding this request.

Ihave bove and 8
this form

Yes

Supervisor Approval

1 have read this form and have discussed the change with the candidate. If my candidate is from a Sanction Country, and if applicable, | have completed the Aut n Questionnaire
(450) and uploaded a copy below.

Note: the option to upload will only appear once you have selected your decision.

After due consideration of the requested changes, my decision s to: *

Not Approve the request -

Provide details as to why the request was rejected *
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7. COMPLETE THE WORKFLOW

Completing the Workflow

71

Enterprise search My Tasks m Supervisor One @ @

Assigned to me (15)

Click Save, post making

all the Changes to the n « Request for Change in Thesis Title

form Request to Extend EWS Date + Changes to Thesis Title
Form: Supervisor Approval .
From: HDR Admin TODAY + Declaration

Supervisor Approval

MQU Change in Thesis Title

Form: Supervisor Approval
From: Levente Laczko TODAY §
| have read this form and have discussed the change with the candidate. If my candidate is from a Sanction Country.

and if applicable | have completed the Autonomous Sanction Questionnaire (ASQ) and and uploaded it.

Request change in Supervisor(s)

Form; Spenvisor Approval After due consideration of the requested changes, my decision is to: *
From: HDR Scholarship YESTERDAY

Approve the request -
Request to Extend EWS Date Is ASQ Required? *
Form: Supervisor Approval Yes v
From: Christopher Armitage YESTERDAY

. Please upload completed ASQ for this request
Request change in Supervisor(s)

Form: Supervisor Approval .
From: Nipun Agarwal YESTERDAY + Changes to Field of Research (FOR) Codes

Completing the workflow

7.2

<« ’ Enterprise search My Tasks Supervisor One @ &

Assigned to me (15)

Click Proceed, post

making all the changes to BB vou change in Thesis Title

the form and when the [E5] Reauest to Extend EWs Date . Summary
Form: Supervisor Approval
form has been saved Froms HOR Admin Task Description

Supervisor Approval
MQU Change in Thesis Title

Form: Supervisor Approval Assigned to
From: Levente Laczko TODAY Supervisor One

From

E Request change in Supervisor(s) Levente Laczko

Form: Supervisor Approval
From: HOR Scholarship YVESTERDAY Received
21-Aug-2020 09:26:40
% Request to Extend EWS Date
Form: Supervisor Approval
From: Christopher Armitage YESTERDAY v

E Request change in Supervisor(s) v Process View
Form: Supervisor Approval
From: Nipun Agarwal YESTERDAY ~ Workflow Information




