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ROLE — CENTRAL HDR ADMIN

1. ACCESSING THE CIl ANYWHERE PORTAL

1.1

Go to the Ci Anywhere
portal and click on

Login using the OnelD e

GO TO THE Ci Anywhere portal

Ci ANYWHERE

ANY DEVICE. ANY WHERE. ANY TIME

Log on using your details

d

word

Our latest software release

enhancements to streamline
processes and optimise the
user experience for your
team and customers.

Keep meloggedon [ Accessibility Mode @

1.2

Enter your Username
and Password and Click
Sign in.

If you have trouble signing in,
contact the relevant department

MACQUARIE
University

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

OnelD

1. Enter your Username

2. Enter your Password

2. Click on Sign in
.

© Plesse enter a username

Password
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2. ACCESSING MY TASKS

Accessing My tasks
2.1

H ﬁ’ Enterprise search HDR Admin ® @
On the Ci Anywhere

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

CILINKS

183
& HDR admin forms access

(3 Student Management

1. Click on HDR access

Login using your OnelD Username and Password

On the HDR admin for .

access to tasks and

forms sereen click on My 1. Click on the my task icon E]
Tasks : n
-4 eements orms Forms Administration My Tasks

-
Warnings Available |l | lI Filters
M [ 1 department review form L I I MQU Change in Thesis Title
2| | Form: HDR Admin Review
' I I l [ MQu change in Thesis Title
N | Form: HDR Admin Review

I ' l I1 l [E] Request to Extend EWS Date
o Rl
L = N

[ 13 enter form forms

Form: HDR Current Approval

183
& HDRadn
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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 HDR Admin ® @

Assigned to me (141)

Search bar

n MQU Change in Thesis Title -

MQU Change in Thesis Title ~ Summary

Form: HDR Admin Review
From: Faculty HDR Admin 3011

Task Description

Selected task

With pool: HDR Admin Pool TODAY HDRABI RS
MQU Change in Thesis Title Assigned to

Form: HDR Admin Review HDR Admin Pool
From: Supervisor One

With pool: HDR Admin Pool ToDAY Received

21-Aug-2020 22:04:40
Request to Extend EWS Date

Form: HDR Current Approval o
lT ks list. Scrollabl \/ From: Divya Arora

I Cr With pool: HDR Admin Pool TODAY )
1 asks Iist, o e, + Process View

Request to Extend EWS Date
Form: HDR Current Approval
From: Divya Arora
With pool: HDR Admin Pool TODAY

~ Workflow Information

MQU Change in Thesis Title
Form: HDR Admin Review
From: Faculty HOR Admin 4011

Accessing My tasks

3.2

Enterprise search My Tasks HDR Admin ® @
i Left h i
pane lists all Right hand pane

the _taS S currently searct BB |11Qu change in Thesis Title
assigned to your role [ VU Crange n Thesiside

Form: HDR Admin Review
From: Faculty HDR Admin 3011

~ Summary

Task Description

R' h h d ‘With pool: HDR Admin Pool TODAY HDR Admin Review
ight han i
g— pane IISt the MQU Change in Thesis Title Assigned to
1 H Form: HDR Admin Revi HDR Admin Pool
summary list and is used e
With pool: HDR Admin Pool TODAY Received

to administer the form 2L A5 2020220040
Request to Extend EWS Date

Form: HOR Current Approval

From: Divya Arora

With pool: HDR Admin Pool TODAY

v

~ Process View

Request to Extend EWS Date
Form: HDR Current Approval
From: Divya Arora
With pool: HDR Admin Pool TODAY

+ Workflow Information

MQU Change in Thesis Title
Form: HDR Admin Review
From: Faculty HDR Admin 4011
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4. OPENING A REQUEST

4.1

Select the task you want
to open
Click on the [Eficon

From the options shown
after clicking the [E¥ icon

Click on the Fill out
option

Flll Out

= Enterprise search

Opening the Change in Supervisor

My Tasks HDR Admin @ &

Request change in Supervisor(s)
Form: HDR Admin Review
From: Department Approver 3011
With pool: HDR Admin Pool

Request change in Supervisor(s)
Form: HDR Admin Review
From: Department Approver 2011
With pool: HDR Admin Pool

MQU Change in Thesis Title
Form: HDR Admin Review

From: Faculty HDR Admin 2011
With pool: HDR Admin Pool

MQU Change in Thesis Title
Form: HDR Admin Review

From: Supervisor On
With pool: HDR Admin Pool

MQU Change in Thesis Title

Form: Submit Form

Assigned to me (144)

n Request change in Supervisor(s)
~ Summary

Task Description

TooaY HDR Admin Review
Assigned to
HDR Admin Pool
TODAY Received
24-Aug-2020 13:49:40
v
TooAY + Process View
« Workflow Information
TODAY Process

HDR Request Change in Supervisor

Originator
Amanda-Mei Fullerton

2. Click here

(e ]3|

23 Rreassign Form

Open Form

— Click Fill il Out
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5. FINALISING A REQUEST

Finalise the request

5.1
In the neW form SeCtlon Assigned to me (144)

that opens up, scroll = _ _
« Request Change in Supervisor(s) Cancel
down to the bottom area, T —— Universty kesearch Excellence Scholarsnip (MQKES). 1ne MQKES may be a cotounded Scholarsnip aiso (.8, Lotutele, (S, AKC etc).

Form: HDR Admin Revi

with the section heading

With pool: HDR Admin Pool ToDAY

as Central HDR Admin e —

review

With pool: HDR Admin Pool

= Enterprisesearch My Tasks HDR Admin @ @

Are you a scholarship holder?
No

~ Current Supervisors

ooy ~ Amend your Supervisor(s)

MaU ChaTgE IR TR TitE ~ New Non-MQ Supervisor not searchable above

Form: HDR Admin Review

. Reasons for Change

From: Faculty HOR Admin 2011
With poot; HOR Admin Pool TooaY
+ Declaration
MQU Chal
- « Supervisor Approval
From: Su
With poor: Tooa - Head of Department Approval
MQU Change in Thesis Title A Central HDR Admin Review

Form: Submit Form
From: HOR Admin TooAY Based on the information provided, this request should *

MQU Change in Thesis Title

Finalise the Request

5.2
Click on the dropdown on
the Central HDR Admin

i

Enterprise search My Tasks HDR Admin ® @

Assigned to me (141)

reVieW SeCtion i n € Request for Change in Thesis Title Cancel
MQU Change in Thesis Title + Student Details
Form: HDR Admin Review
From: Faculty HDR Admin 3011 + Key Dates
With pool; HDR Admin Pool TODAY
v Course Details
MQU Change in Thesis Title
Form: HDR Admin Review - Changes to Thesis Title
From: Supervisor One
With pool: HDR Admin Pool TODAY

v Declaration
Request to Extend EWS Date

Form: HDR Current Approval v Supervisor Approval

From: Divya Arora

With pool: HDR Admin Pool TODAY ~ Changes to Field of Research (FOR) Codes
Request to Extend EWS Date + Faculty HDR Admin

Form: HDR Current Approval

From: Divya Arora ~ Central HDR Admin Review

With pool: HDR Admin Pool TODAY.
Based on the information provided, this request should *
MQU Change in Thesis Title 1| @ al=11=] .
Form: HDR Admin Review
From: Faculty HDR Admin 4011
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5.3
Select Be Finalised

Select Be Terminated for
requests you wish to
reject or disagree on

Finalise the Request

= Enterprisesearch My Tasks HOR Admin ® @

1]

Assigned to me (141)

BB« requestfor Change in Thesis Title Cancel

MQU Change in Thesis Title « Student Details
Form: HDR Admin Review
From: Faculty HDR Admin 3011 + KeyDates
With pool: HDR Admin Pool TODAY

« Course Details

MQU Change in Thesis Title

Form: HDR Admin Review

+ Changes to Thesis Title
From: Supervisor One

With pook; HDR Admin Pool TooAY
+ Declaration

Request to Extend EWS Date s
+ Supervisor Approval

Form: HDR Current Approval
From: Divya Arora
With pool: HDR Admin Pool TooaY + Changes to Field of Research (FOR) Codes

Request to Extend EWS Date + Faculty HDR Admin
Forms HOR Current Approval

From; Divya Arora

With pool: HOR Admin Pool TooaY

~ Central HDR Admin Review

Based on the information provided, tis request should
QU Change in Thesis Title P k.

Be Finalised

Be Terminated

5.3.1

Based on the request go
to the section

Amend your Supervisor
Or

Non MQ Supervisor list
To validate the changes
which need to be made,
prior to making those
changes as described in
section 5.3.2 - 5.3.5

Updating the Supervisors

~ Amend your Supervisor(s)

Please click on the orange +Add button to amend your supervisory panel and select your supervisor from the list in the following screen. You can include multiple actions/changes to your supervisory
panel. If you are unable to locate your supervisor in the list, you will need to add them in the ‘New Non-Macquarie Supervisor’ section beiow.

Action to perform Supervisor Role Supervisor ID Supervisor Name Start Date of Supervision End Date of Supervision

Remove - Associate Supervisor  SupervisorOne  Supervisor One 01-5ep-2020

~ Non-Macquarie Supervisor List
+ Add
Please click on the orange +Add button to add the new non-Macquarie supervisor details in the following screen. You can add more than one.

Supervisor Role Supervisor First Name Supervisor Given Name Supervisor Last Name Start Date of Supervision External Organisation Name
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5.3.2

Go to the section
Finalise changes to
Supervisor

Updating the Supervisors

€ W = pnterprisesearch My Tasks HDR Admin @ &
=] Assigned to me (144)
« Request Change in Supervisor(s el
Request change in Supervisor(s) - Supervisor Approval
- Head of Department Approval
~ Central HDR Admin Review
Request change in Supervisor(s)
o
o qoretond
o
oo
~ Finalise Changes to Supervisor
" staffld. Position Start Date End Date

5.3.3

To amend the existing
Supervisor list,

1. Click on the dropdown
2. Select edit

3. In the new screen add
an end date for the
record

4. Press Save

Return to the form

Updating the Supervisors - Edit existing

~ Finalise Changes to Supervisor

Staff Id Position

Staff Id
Supervisor Two

2. Click edit

Add
Please update the table below to reflect the changes that have been approved by the Supervisor and HoD. Also include any non-MQ supervisor that has been requested.

Start Date End Date

Sm ~  Principal Supervisor 27-Jul-2020

Supervisor One ~  Associate Supervisor 20-Aug-2020

Position
~  Principal Supervisor

Edit

Delete

3.Add an End date Sl

New Screen

« Finalise Changes to S
~ Finalise Changes to Supervisor

SupervisorNumber

Staffid
SUPO1 (Supervisor One)

Position
Associate Supervisor

Start Date
20-Aug-2020
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5.3.4
To add a new supervisor
click on the Add button

Staff Id

Supervisor Two -

Supervisor One -

~ Finalise Changes to Supervisor

i — Al
Please update the table below to reflect the changes that have been approved by the Supervisor and HoD. Also include any non-MQ supervisor that h3 1. Click here

Position

Principal Supervisor

Associate Supervisor

Start Date End Date
27-Jul-2020

20-Aug-2020

Updating the Supervisors - Add New

5.3.5

To add new
1. Add details
2. Click save

Return to the form

<«

1. Add details

Add Supervisor number
Add Staff ID

Add Supervisor position

Add Start Date

Add End Date

Finalise Changes to Supervisor
Finalise Changes to Supervisor
SupervisorNumber

0

StaffId *

Position *

Start Date *

End Date

Updating the Supervisors - Add New

1. Click here | Save
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Finalise the Request
5.4

Mark a Check ¢ Request Change in Supervisor(s) Cancel

~ Central HDR Admin Review

Based on the information provided, this request should *
Be finalised o -~

What System will do

« Remove supervisor if required by recording the end date provided below

« Add supervisor if required and record the start date provided below

Manual Tasks for HDR Admin to complete*

Save the Form
5.5 < =

Enterprise search My Tasks HDR Admin @ &

MENL

Assigned to me (141)

Click Save, post making

a” the Changes to the eareh m « Request for Change in Thesis Title

MQU Change in Thesis Title Student Details

<

form
From: Faculty HDR Admin 3011 + Key Dates
With pool: HDR Admin Pool TODAY
MQU Ch F— + Course Details
ange in Thesis e
Proceed to Save (8.1)

<

I From: Supervisor One Changes to Thesis Title
and SmeIt (82) With pool: HDR Admin Pool TODAY

Request to Extend EWS Date
Form: HDR Current Approval
From: Divya Arora
With pool: HDR Admin Pool TODAY

v Declaration

<

Supervisor Approval

Changes to Field of Research (FOR) Codes

<

, <

Request to Extend EWS Date Faculty HDR Admin
Form: HDR Current Approval
From: Divya Arora

With pool: HDR Admin Pool TODAY

Central HDR Admin Review

>

Based on the information provided, this request should *
MQU Change in Thesis Title

Form: HDR Admin Review

From: Faculty HDR Admin 4011
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6. TERMINATING A REQUEST

6.1

In the new form section
that opens up, scroll
down to the bottom area,
with the section heading
as Central HDR Admin
review

= Enterprise search

Terminate the request

My Tasks

HDR Admin ® &

Assigned to me (144)

Request change in Supervisor(s)
Form: HDR Admin Review
From: Department Approver 3011
With pook: HDR Adrmin Pool

Request change in Supervisor(s)

Form: HDR Admin Review

From: Department Approver 2011
With pool: HDR Admin Poo

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

MQU Change in Thesis Title
Form: Submit Form
From: HDR Admin

MQU Change in Thesis Title

ToDAY
TooaY
TooaY

TopAY

ToDAY

€«

<

<

Request Change in Supervisor(s)
University Kesearcn Excellence SCnOIarsnip (MQKES). 1ne MQKES may be a cofounded scnolarsnip aiso (e.g. Lotutelle, CSC, ARC etc).

Are you a scholarship holder?
No

Current Supervisors

Amend your Supervisor(s)

New Non-MQ Supervisor not searchable above
Reasons for Change

Declaration

Supervisor Approval

Head of Department Approval

>

Central HDR Admin Review

Based on the information provided, this request should *

6.2

Click on the dropdown on
the Central HDR Admin
review section

Enterprise search

Terminate the request

My Tasks

@ e

MQU Change in Thesis Title
Form: HDR Admin Review
From: Faculty HDR Admin 3011
With pool: HDR Admin Pool

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

Request to Extend EWS Date
Form: HDR Current Approval
From: Divya Arora
With pool: HDR Admin Pool

Request to Extend EWS Date
Form: HOR Current Approval
From: Divya Arora
With pool: HDR Admin Pool

MQU Change in Thesis Title
Form: HDR Admin Review
From: Faculty HDR Admin 4011

Assigned to me (141)

Click

n « Request for Change in Thesis Title

Student Details

<

+ Key Dates
TODAY

+ Course Details

+ Changes to Thesis Title
ToDAY

~ Declaration

~ Supervisor Approval
TODAY + Changes to Field of Research (FOR) Codes

~ Faculty HDR Admin

~ Central HDR Admin Review
TODAY

Based on the information provided, this request should *

Sancel
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6.3
Select Be Terminated

Select Be Terminated for
requests you wish to
reject or disagree on

2= gncerprisesearch My Tasks

Terminate the request
z

HDR Admin

@ @

= Assigned to me (141)

n « Request for Change in Thesis Title

MQU Change in Thesis Title  Student Details
Form: HDR Admin Review
From: Faculty HDR Adrmin 3011  Key Dates
With pool: HDR Admin Pool Tooar

+ Course Details
MQU Change in Thesis Title
g + Changes to Thesis Title
With pool: HOR Admin Pool Tooay
+ Declaration
Request to Extend EWS Date .
Form: HOR Current Approval ~ Supervisor Approval
Froms Divya Arora

‘With pool: HDR Admin Pool TODAY. + Changes to Field of Research (FOR) Codes
Request to Extend EWS Date « Faculty HDR Admin

Form: HDR Current Approval

From: Divys Arora ~ Central HDR Admin Review

With pool: HDR Admin Pool TooAY

MQU Change in Thesis Title
Form: HOR Admin Review
From: Faculty HDR Admin 4011

Be Finalised

Click here Be Terminated

Based on the information provided, this request should *

6.4
Add Comments

Proceed to Save (8.1)
and Submit (8.2)

Terminate the request

~ Central HDR Admin Review

Based on the information provided, this request should *
Be rejected

Provide details as to why the request was not approved

Add Comments
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7. SEND TO ITSST

71

In the new form section
that opens up, scroll
down to the bottom area,
with the section heading

S5 = Enterprise search

Send to ITSST

My Tasks

HDR Admin ® &

= Assigned to me (144)

Request change in Supervisor(s)
Form: HDR Admin Review
From: Department Approver 3011

[ > [

Request Change in Supervisor(s)
University Kesearcn Excellence SCOIarsnip (MQKES). 1ne MQRES may be a cofounded Scnolarsnip aiso (e.g. Lotutelle, CSC, ARC etc)

Are you a scholarship holder?
No

Cancel | NS

With pook: HOR Admin Poo ToDAY
as Central H D R Ad min Request change in Supervisor(s) - Current Supervisors
. Form: HOR Admin Review
review From: Department Approver 2011 N
il oo o o Amend your Superviors)
MQU Change in Thesis Title - New Non-MQ Supervisor not searchable above
Form: HDR Admin Review
e  Reasons for Change
With pook: HDR Admin Poo ToDAY
+ Declaration
MQU Change in Thesis Title i
Form: HDR Admin Review ~ Supervisor Approval
From: Supervisor One
With poot: HDR Admin Pool TODAY ~ Head of Department Approval
MQU Change in Thesis Title ~ Central HDR Admin Review
Form: Submit Form
From: HDR Admin TODAY Based on the information provided, this request should *
MQU Change in Thesis Title
Send to ITSST
7.2
. , Enterprise search My Tasks HDR Admin ® @
e
Click on the dropdown on
= Assigned to me (141)

the Central HDR Admin
review section

MQU Change in Thesis Title
Form: HDR Admin Review
From: Faculty HDR Admin 3011
With pool: HDR Admin Pool

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

Request to Extend EWS Date
Form: HDR Current Approval
From: Divya Arora
With pool: HDR Admin Pool

Request to Extend EWS Date
Form: HDR Current Approval
From: Divya Arora
With pool: HDR Admin Pool

MQU Change in Thesis Title
Form: HDR Admin Review
From: Faculty HDR Admin 4011

Click he

u <« Request for Change in Thesis Title

Student Details

<

+ Key Dates
TODAY

+ Course Details

+ Changes to Thesis Title
ToDAY

v Declaration

~ Supervisor Approval
TODAY + Changes to Field of Research (FOR) Codes

~ Faculty HDR Admin

~ Central HDR Admin Review
TODAY

Based on the information provided, this request should *

Sancel
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Send to ITSST
7.3

Select Send to ITSST ‘

= Assigned to me (144)

Enterprise search My Tasks HDR Admin @ @

n € Request Change in Supervisor(s) Cancel

Are you a scholarship holder?
No

Proceed to Save (8.1)
and Submit (8.2) e

With pook: HOR Admin Pool TooAY

Request change in Supervisor(s)

+ Current Supervisors

Request change in Supervisor(s)

& Amend your Supervisor(s)

Form: HOR Admin Review

From: Department Approver 2011 .
. New Non-MQ Supervisor not searchable above

With poot: HOR Adrmin Poo TooaY
MQU Change in Thesis Title Was your new Supervisor searchable above?
Form: HOR Admin Review s
From: Faculty HOR Admin 2011
With paok: HOR Admin Tooay
i Reasons for Change
MQU Change in Thesis Title &
QU Chang , Declaration
Form: HOR Admin Review
From: Sup )
1 ok Dk A P toon v Supervisor Approval

Be finalised
MQU Change in Thesis Title
Form: Submit Form Be rejected
From: HDR Admin
i Send to ITSST
MQU Change in Thesis Ti Click here

Form: HOR AdminReview [ g
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8. COMPLETING THE WORKFLOW

8.1

Click Save, post making
all the changes to the
form

Save the Form

55 = gterprisesearch My Tasks

HDR Admin ® &

Request change in Supervisor(s)

Form: HDR Admin Review
From: Department Approver 301
With pool: HDR Admin Poal

Assigned to me (144)

n <« Request Change in Supervisor(s)

Are youa scholarship holder?

ToDAY
Current Supervisors

Request change in Supervisor(s)

Form: HOR Admin Re
From: Department A
With pool: HDR Adm

MQU Change in Thesis Title
Form: HOR Adrin Review
From: Faculty HDR A
With pool: HDR Adm

MQU Change in Thesis Title
Form: HDR Admin Review
From: Supervisor On
With pool: HDR Adm

MQU Change in Thesis Title

Form: Submit Form
From: HOR Admin

MQU Change in Thesis Title

Form: HDR Admin Review
From:

+ Amend your Supervisor(s)

TopaY .
New Non-MQ Supervisor not searchable above
Was your new Supervisor searchable above?
Yes

TopaY

+ Reasons for Change

 Declaration

ToDaY )
Supervisor Approval

<

Head of Department Approval

ToDAY
~ Central HDR Admin Review

Based on the information provided, this request should *

Be finalised =

Save § - |

8.2

Click Submit , post
making all the changes to
the form and when the
form has been saved
(8.1)

Enterprise search

Completing the workflow

My Tasks

HDR Admin @

(]

Assigned to me (144)

n Request change in Supervisor(s)

Request change in Supervisor(s) .
Form: HDR Admin Review
From: Department Approver 3011
With pool: HDR Admin Poo ToDAY

Request change in Supervisor(s)

Form: HDR Admin Review

From: Department Approver 2011

With poot: HDR Admin Pool TODAY

MQU Change in Thesis Title
Form: HDR Admin Review v
From: Faculty HDR Admin 2011
With pool; HDR Admin Pool TODAY y

MQU Change in Thesis Title

Form: HDR Admin Review

From: Supervisor One

With pool: HDR Admin Poo! ToDAY

MQU Change in Thesis Title

Form: Submit Form

Summary
Task Description
HDR Admin Review

Assigned to
HDR Admin Pool

Received
24-Aug-2020 13:49:40

Process View
Workflow Information

Process
HDR Request Change in Supervisor

Originator
Amanda-Mei Fullerton

Click Submit




