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1. ACCESSING THE Cl ANYWHERE PORTAL

GO TO THE Ci Anywhere portal

| Ci ANYWHERE
ANY DEVICE. ANY WHERE. AN

1.1
Go to the Ci Anywhere
portal and click on

Sl (e

Log on using your details

Simplify the
way you work

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.

Login using your OnelD Username and Password
1.2
Enter your Username
and Password and Click
Sign in.

Connecting to «
Sign-in with your Maca

(MQ-CONFIG)

MACQUARIE
“P University

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

If you have trouble signing in,
contact the relevant department

OnelD

1. Enter your Username

- - & Password

2. Enter your Password

2. Click on Sign in
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2. ACCESSING MY TASKS

Accessing My tasks
2.1

) < %w Enterprise search LBRAmInY @ @
On the Ci Anywhere

Home screen click at the
bottom of the screen on
the icon

CILINKS

183
P HDR admin forms access

(3 Student Management

1. Click on HDR access

Login using your OnelD Username and Password
2.2

_ m— o Adin
On the HDR admin forms — ;

. HDR admin forms access
access, click on My tasks . ' yu—

Warnings Available Filters

M [if) 1 department review form L MQU Change in Thesis Title
B P: 8
9| Form: HDR Admin Review
13 enter form forms
2 MQU Change in Thesis Title
I I I I - Form: HDR Admin Review
T Request to Extend EWS Date
o
i

Form: HDR Current Approval

BN |

nas 183
@ Home & HDRadmin forms access
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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

= Enterprise search My Tasks Profile Name HDR Admin ® @

Assigned to me (168)

Search bar n Request to withdraw from course

Request to withdraw from course

Summary
ID Na e etc Form: HDR Admin Approval
m From: Tanya Applety
9 c Selected task SO el . Task Description
L HDR Admin Approval
Request to Extend EWS Date Assigned to

Form: HDR C Approval HDR Admin Poo
From on )
With pool: HDR Admi YESTERDAY Received

N 08-Sep-2020 10:31:25
Tasks list, Scrollable MQU Change in Thesis Title
Process View
Request change in Supervisor(s)

Workflow Information

Process

MQ Request to withdraw from HDR Course

MQU Change in Thesis Title
Form: HDR Admin Review
From: Divy
With pool:

Originator
Tanya Appleby

Accessing My tasks
3.2

= Enterprise search

My Tasks

pane lists all
e tasks currently
assigned to your role

HDR Admin @ @

Right hand pane

n Request to withdraw from course

Request to withdraw from course

Summary

Form: HDR Admin Apy
From: Tanya Appleby
With pool: HDR Admin Pool TODAY

oval

nght hand pane IlSt the Requesno Extend EWS Date Assigned to
summary list and is used o

From: Depart

0 e ki il :z:i:;:uzuwm 25
to admlr“Ster the form [E5] MQU change in Thesis Title

Form: HDR Admin Re

From: Supervisor On
With pool: HDR Admin Pool ;
-~ Process View
Request change in Supervisor(s) @
F ey < Workflow Information
orm: val
FRIDAY Process

MQ Request to withdraw from HDR Course

MQU Change in Thesis Title
Form: HDR Admin Review

From: DI

Originator
Tanya Appleby
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4. OPENING A TASK

Opening the Withdrawal from Course request
4.1
-

= Enterprise search My Tasks HDR Admin @ @
Select the task you want

Assigned to me (168)

to open
Click on the [Edicon

From the options shown
after clicking the [E¥ icon

Click on the Fill out
option

Fill Qut

Request to withdraw from course
Form: HOR Admin Approval
1. Select task ety il

‘With pool: HDR Admin Pool

Request to Extend EWS Date

Form: HDR Current Apg

MQU Change in Thesis Title
Form: HDR Admin Review
From: Supervisor One
With pool: HDR Admin Pool

Request change in Supervisor(s)

Form: Sup pproval
hip

Form: HOR
From: Divy
With pool

MQU Change in Thesis Title

n Request to withdraw from course

ToDAY

YESTERDAY

~ Summary

Task Description
HDR Admin Approval

Assigned to
HDR Admin Pool

Received
08-Sep-2020 10:31:25

Process View

~ Workflow Information

Process
MQ Request to withdraw from HDR Course
Originator

Tanya Appleby

32 Reassign Form

Open Form

3 Click Fill out il Out
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5. NAVIGATING TO CENTRAL HDR ADMIN - SECTION

5.1 Navigating to the Central HDR Admin section

Enterprise search

My Tasks HDR Admin @ @
In the new form section = F—
that opens up, scroll BB Request to withdraw from course Request to withdraw from your course Cancel m X o«
down to the bottom area, (B Fecvst o wtaraw om course Summary Ceneal HOR Admin
with the section heading e o | o e

DR Curre HDR Admin Pool

as Central HDR Admin Request o Extend EHS Date p—— s s

From,
With pool: HOR Adrmin Por VESTERDAY Received

08-Sep-2020 10:31:25 d
in Thesis Title Comments for student

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

Process View

Workflow Information

Request change in Supervisor(s)

Form 5 r Approv Process
From: HOR'S P

With pool: HOR Admin Paol

MQ Reguest to withdraw from HDR Course

MQU Change in Thesis Title

Form: e

This comment will be recorded in AMIS in the Student Comments screen,

From: Dy
With pool

i AMIS Student Comment

Request to withdraw from course
Form: HOR Admin Approval
From: Divya Arora
With pool: HOR Admin Pool

5.9 Navigating to the Central HDR Admin section - Request options

HO= pncerprise search My Tasks HDR Admin ® @
Click on the dropdown in = Assigned tome (168
the Central HDR Admin | ——— = - B
1 h Request to withdraw from course s Central HDR Admin
section to see the ummary
1 1 ot ‘Task Description Time Based Unit
available options i
HDR Admin Pool ENR
! 08 Sep 2020 103125 Click d .
‘MQU Change in Thesis Title CoraeRts for STuleE®
From GOns] Process View
Workflow Information
Request change in Supervisor(s)
;:::WD~ i o MQ Reque: DR Course
MQU Change in Thesis Title anya Appleby This comment will be recorded in AMIS in the Student Comments screen.
:,'i;"w‘a e i nsat AMIS Student Comment *
hdraw from course
E Form: Approval
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Navigating to the Central HDR Admin section - Request options

5.3

= Enterprise search My Tasks HDR Admin ® @

Assigned to me (168)

Refer to fO”OWIng n Request to withdraw from course Request to withdraw from your course Cancel m x  «
sections to see the (5] Revest o wiharaw from course p— iR
;

procedure for each option
- Request to Extend EWS Date Assigned to Unit S5 status.
Form: HDR Admin Pool i

with p VESTERDAY Recelved

08-5ep-2020 10:31:25

[E5) QU change n Thesis Tie 6.1 Endorse the request Endorse the request
o samo e process Vi - -
] ) rocess View 7‘1 Endorse with an alternative date s T
‘Workflow Infi ti
[E5] Feauest change nsuperisors) i 8.1 Not Endorse the request Not endorse the request
o Superuior Approw

Process

‘After due consideration of the requested changes, my decision 1 to: *

With pool: HOR Adrm

from: 101 [ p———— . | Rcquest further information Request further nformation
i poc. HOR i Po
Onginater
MQU Change in Thesis Title Tanya Appleby Tis comment il recorded in AMIS in the tudent Comments screen
s o AMIS Student Comment *
Wi poek HoR sebin P

Request to withdraw from course
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6. ENDORSE THE REQUEST

6.1

Select Endorse the
request, from the
available list of options

= Enterprise search

Endorse the request

My Tasks

HOR Admin ® @

Assigned to me (168)

Request to withdraw from course
Form: HOR Ad
From: Tanya Ap
With pool: HOR

Request to Extend EWS Date
Form,

With pool: HOR

MQU Change in Thesis Title

Form: HOR
From: Su;
With pool: HOR A

Request change in Supervisor(s)

From: HD! rship
With pool: HOR Admin P

MQU Change in Thesis Title

Form: HDR Admin Review

With pool: HDR Admin Pool

Request to withdraw from course
Approval

With pool: HOR Adrmin P

R Request to withdraw from course
Summary
o Task Description
HDR Admin Approval
Assgnedto
HDR Admin Pool
rr—

ep-2020 10:31:25

Click Endorse the request

Process View

Workflow Information

Process
MQ Regquest

ithdraw from HDR Course

Originator
Tanya Appleby

Request to withdraw from your course Cancel m X«
- Central HDR Admin

Time Based Unit
EDST990

Unit S5 status

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

Endorse the request
Endorse with an alternative date
Not endorse the request

Request further information

This comment will be recorded in AMIS in the Student Comments screen.

IS Student Comment *

6.2

Add comments

Endorse the request

From: Supery
With pool: HO:

Request change in Supervisor(s)
 Approv

MQU Change in Thesis Title

With pool: HDR Admin Pool

Request to withdraw from course

Workflow Information

Process
MQ Request to withdraw from HDR Course

originator
Tanya Appleby

= Enterprise search My Tasks HDR Adrmin ® @
= Assigned to me (168)
B Request towithdraw from course Request to withdraw from your course 2y - | x o«
Central HUK Aamin
Request to withdraw from course Summary
o Time Based Unit
oo Tonn Task Description g
Wit poak. HOR Admin Poo Tooay . EDST990
HDR Admin Approval
Unie 59 status
Assgnedto
HDR Admin Pool
A due conaieration o e requested changes my Gecion T ar ¥
YESTERDAY Received Endorse the r st b
08-Sep- 0:31:25
Comments forstudent ©
Process View 1. Add comments

Comments added in here
are visible to students

This comment will be recorded in AMIS in the Student Comments screen,

AMIS Student Comment *

v 2. Add comments

Comments added in here
are added into AMIS
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6.3
Check all the manual
options Click Save

Go to Complete the
Workflow - 10.1

= Enterprise search

Endorse the request

My Tasks

HDR Admin @ @

Assigned to me (168)

Request to withdraw from course
Foem: HOR Admin Approval

anya Appleb
With pool: HO

Request to Extend EWS Date

From: Department Approver 30
With pool: HOR Admin Paol

From: Supe
With pool: HOR A

Request change in Supervisor(s)

From: HOR Scholarship
With pool: HOR Adrmin Por

MQU Change in Thesis Title
Form: HOR Ad
From: Owya Ar
With pool: HOR Adrir

Request to withdraw from course

Form: HOR Admin Approval

From: Divya A
With pool: HOR Adrmin Paol

BB ceoues: o withdraw from course

TopaY

VESTERDAY

Summary

Task Description
HDR Admin Approval

Assignedto
HDR Admin Poo

06502020 103125 1. Check box

Process View
Workflow Information

Process
MQR

originator 2. Check box

nya Appleby

uest to withdraw from HDR Course

Request

What System will do

Manual Tasks for HOR Admin to complete

fund and send a refund request form.

to withdraw from your cours x o«

Withdraw Course and TBU

Add withdrawal comment

Prior to Confirming withdrawal*

Check HDCC or HDRT - If any units currently enrolled (without grades) - contact Faculty to resolve the grades.
Withdraw HDCC or HDRT course.

As required, adjust Study Rate prior to finalisation of form

As required, update SSP Scholarship screen for non schol holders

After withdrawal Is processed*

Check Account Details: If candidate has any credit balance after withdrawal, inform them how to apply for a re-

if an international candidate, report to DHA upon withdrawal,

Prepare and send Withdrawal email with Supervisor, Faculty and Scholarship Team in copy.
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7. ENDORSE WITH AN ALTERNATIVE DATE

Endorse with an alternative date

7.1
Select Endorse with an e

alternative date, from BB couest o withdraw from course Request to withdraw from your course oo [ x «
the available list of (5] Reavest o witharaw from course — ot lO R

B = pncerprise search My Tasks HDR Admin ® @

Form: HOR Adm ]
g from: Tanya
Task Description Time Based nit
Wh poot: HO ] Tooav 4
Optlons - HDR Admin Approval EDST990
Request to Extend EWS Date Assigned to Unit S5 status.
Forms HOR Curre HDR Admin Poo ENR
rom: o1
Wah poo: HOR Adrin p— Received Aiter e T o

08-Sep-2020 10:31:25

Endorse the request
Process View . .
Click Endorse with an alt. Date Endorse with an alternativ date
Workflow Information

Request change in Supervisor(s) Not endorse the request

MQU Change in Thesis Title

From: Supenvisor
With pool: HOR Ad

Process
MQ Request to withdraw from HDR Course hequiest iither information
With pool: HOR Admin Pool
Originator
MQU Change in Thesis Title Tanya Appleby This comment will be recorded in AMIS in the Student Comments screen,
Form: HOF

AMIS Student Comment +

Request to withdraw from course
Form: HDR Admin Approval

Endorse with an alternative date

7.2
Add New Date posigned o me 168
Add Comments BB reauest to withdraw from course Request to withdraw from your course 2y s | X«

IS pnerprise search My Tasks HDR Admin @ @

[BB] Reavest to withdraw from course Summary ‘After due consideration of the requested changes, my declsion Is to: *
Form: HOR Ad al En ith an alternative date N
From: Tanya Appleby
With pool: HOR Admin Pool ToDAY Task Descripion
HDR Admin Approval Please specify the date that the course withdrawal should take effect.
Request to Extend EWS Date Assignedto
Form: HOF HDR Admin Poo!

From;
With pool: HO

o F—— Received Withdrawal Effective Date *

08-Sep-2

020 1031:25 1. Add new Date

MQU Change in Thesis Title Comments for student *
Form: HDR Ad “
From: Sug Process View

With pool: HO

2. Add comments

Workflow Information

Comments added in here
are visible to students

Request change in Supervisor(s)
Form: or Approval

Process
MQ Request to with

Originator
MQU Change in Thesis Title Tanya Appleby This comment will be recorded in AMIS in the Student Comments screen,
Form: HDR Admin Review
bl AMIS Student Comment *
With pool: HD ol

[E5] Reauestt withdraw from course ERacdlcomyents Comments added in here
o Ot are added into AMIS

With pool: HOR Admin ool
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Endorse with an alternative date

7.3
Check all the manual e
options Click Save BBl fcouest o withraw from course S — « B

Request to withdraw from course Summary

= Enterprise search My Tasks HDR Admin @ @

What System will do

Go to Complete the st i e RNC—
HOR Admin Approval « Add withdrawal comment
Request to Extend EWS Date Assigned to
orkflow - 10. Mani s o A corpl
08-56p-2020 1031 1. Check box Priorto Confirming withdrawalt

MQU Change in Thesis Title

Process View « Check HDCC or HDRT - If any units currently enrolled (without grades) - contact Faculty to resolve the grades.
« Withdraw HDCC or HDRT course

From: 5. or 0
With pool: HOR Adrmi

Workflow Information
Request change in Supervisor(s) « As required, adjust Study Rate prior to finalisation of form

Approw Process

« As required, update SSP Scholarship screen for non schol holders

. MQ Request to withdraw from HDR Course
originator 2. Check box Al el peacasiod®
MQU Change in Thesis Title Tanya Appleby
s arois « Check Account Details: If candidate has any credit balance after withdrawal, inform them how to apply for a re-

Fre
With pool: HOR Adrri

fund and send a refund request form.
Request to withdraw from course « Ifaninternational candidate, report to DHA upan withdrawal,

« Prepare and send Withdrawal email with Supervisor, Faculty and Scholarship Team in copy.

From: Divya Arora

With pool: HOR Admin Pool
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8. NOT ENDORSE THE REQUEST

Not Endorse the request

8.1
Select Not Endorse the

= Enterprise search My Tasks HDR Adrmin ® @

Assigned to me (168)

request, from the BB Request to withdraw from course Request to withdraw from your course 2y s | x o«
available list of options Summary Central HOR Admin
Form: proval
Ve o, KO i Pl Tooay T EsauE
Request to Extend EWS Date Assignedto DRSS SE
n ENR

HDR Admin Pool

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

With pool: HOR Ad VESTERDAY Received
08-Sep-2020 10:31:25 .
MQU Change in Thesis Title SR
Form: HOR A w )
From: Su; Process View

With pool: HO: Endorse with an alternative date

Workflow Information
Not endorse the request

Click Not Endorse the request

Request change in Supervisor(s)

orm, pp Process
From: HOR Scholarship MQ Request to withdraw from HDR Course Request ithvec infonmiation
With pool: HOR Admin Pool
originator
MQU Change in Thesis Title Tanya Appleby This comment will be recorded in AMIS in the Student Comments screen.
AMIS Student Comment *
With pool: HOR Admin Pool "

Request to withdraw from course
form
From:

Not Endorse the request

8.2
Add Comments

= gnterprise search My Tasks HDR Admin @ @

Assigned to me (168)

Click Save | [ — chuc,ummwmygu,wur,m < B
equest to withdraw from course Summary Central HDR Admin

Go to Complete the

Workflow - 10.1

08-Sep-2020 1031225 Not endorse the request 5

‘Comments for student *
. Process View

1. Add comments

Workflow Information

Process

MQ Request to withdraw from HDR Co

This comment will be recorded in AMIS in the Student Comments screen.

AMIS Student Comment *

2. Add comments

equest to withdraw from course
P
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9. REQUEST FURTHER INFORMATION

9.1

Select Request further
information, from the
available list of options

Enterprise search

Request further information

My Tasks HOR Admin @ @

= Assigned to me (168)

BB eoues: o withdraw from course

Request to withdraw from course Summary

Task Description
HDR Admin Approval

TopaY

Assigned to
HDR Admin Poo
VESTERDAY Received

08-5ep-2020 10:31:25

MQU Change in Thesis Title

Process View

‘Workflow Information

Process
MQ Request to withdraw from HDR Course
Originator

Tanya Appleby

Request to withdraw from course
Form: HDR Admin Approval
From: Divya Arora
With pool: HOR Admir

Cancel m X o«

Request to withdraw from your course
Central HDR Admin

Time Based Unit
EDST990

Unit $5? status

After the 3 ¥

Endorse the request

Endorse with an alternative date

Notendorse the request
Click Request further information JIESESEEEETEEY

This comment will be recorded in AMIS in the Student Comments screen.

AMIS Student Comment *

9.2
Add Comments
Click Save

Go to Complete the
Workflow - 10.1

e | =

Enterprise search

Request further information

My Tasks HDR Admin @ @

n

Assigned to me (168)

BB request to withdraw from course

Request to withdraw from course Summary
Form: HOR Admin Approval

From: Tanya
With pool: HOR Admin Pool To0AY Taak Description
HDR Admin Approval
Request to Extend EWS Date Assignedto
HDR Admin Poo!
01
VESTERDAY Received
08-5ep-2020 10:31:25
MQU Change in Thesis Title
Form: HOR Admin Review
From: Supe Process View
With pool: HOR Admin Pool
Workflow Information
Request change in Supervisor(s)
Foem: Supenvisor Approw Process

MQ Reg om HDR Course

Vith pool:

Originator

MQU Change in Thesis Title Tanya Appleby
Form: HOR Admin Review

With pool: HOR

Request to withdraw from course

With pool: HOR Admin Pool

Documents submitted by students can
be reviewed through attachments.

Request to withdraw from your (oursew x  «

‘After due consideration of the requested changes, my decision Is to: ~
Request further information -

Further information request

Please briefly describe to the student what further information is required in order to assess their request. Students will
be sent a request for further information and will be able to respond by adding attachments in the section below.

1. Add comments Further information requested *

As per the HDR Admin's request above, please click the Add” button to attach further notes or documents to support
your request.

Further information

Attachments
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10. COMPLETE THE WORKFLOW

10.1

After making all the
changes and Saving the
form, click on Submit

= Enterprise search

My Tasks

Complete the Workflow
=

[ savea [EETVORNS ® o

Assigned to me (168)

Request to withdraw from course
Form:

min Approval

With pool: HD:

Request to Extend EWS Date
Form: HOR Curr

From: Dep.
With paol: HO

MQU Change in Thesis Title
Form: HOR "
From: Sup
With pool: HO!

Request change in Supervisor(s)
Form pprov

From: HO!
With pool: HOR

MQU Change in Thesis Title

From: O
With pool

Request to withdraw from course
Form: oval
From: O
With pool

BB coues: tovithdraw from course

Summary
TookY Task Description

HDR Admin Approval

Assigned to
HDR Admin Pool

VESTERDAY From

Received

08-Sep-20

Process View

Workflow Information

Process
MQ Request to withdraw from HDR Course
orginator

anya Appleby

1. Click Submit

‘




