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ROLE — CENTRAL HDR ADMIN

1. ACCESSING THE CI ANYWHERE PORTAL

THE Ci Anywhere portal

1.1

Go to the Ci Anywhere
portal and click on

Logln uslng the oneID ‘ q [

Log on using your details

| Ci ANYWHERE

ANY TIM

Simplify the —
way you work ’

ASSWOr

[#] 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.

MACQUARIE
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

1. Click on HDR access

2.2

On the HDR admin for
access to tasks and
forms screen click on My
Tasks

Login using your OnelD Username and Password

Ci Anywhere HDR Admin

Accessing My tasks
2

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

183
i HDR admin forms access

= enterprise search CiAnywhere HoRAdmn @) @

Sl CILINKS

(3] Student Management

183
& HDRadmin forms access

E 1. Click on the my task icon

Forms Forms Administration My Tasks

Warnings Available Filters

o 1 department review form . MQU Change in Thesis Title
| Form: HDR Admin Review
13 enter form forms
MQU Change in Thesis Title
Form: HDR Admin Review

Request to Extend EWS Date
Form: HDR Current Approval
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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

HDR Admin ® &

Profile Name

Assigned to me (160)

Search bar n Request to Extend EWS Date

Request to Extend EWS Date

~ Summary

Form: HDR Admin Finalise

Frome HOR Scholarship Task Description
Selected task
Request to withdraw from course Assigned to
Form: HDR Admin Approval HDR Admin Pool

From in Syed Gow . Taceived

With pool: HOR Adm VESTERDAY 02-5ep-2020 11:04221
Request to Extend EWS Date

Form: Submit Form v

From: HOR Admin TuEsDAY

Process View

Tasks list, Scrollable MQU Change in Thesis Title

Form: HD|
From: Divya
With pool: HDR A

Workflow Information

Process

MQ CEF Workflow
Request to withdraw from course

Form: dmi oval originator
From: Martin Koctirek
With pool: Hi

Request to withdraw from course

Accessing My tasks
3.2

My Tasks

pane lists all
e tasks currently
assigned to your role

HDR Admin @ &

Right hand pane

ﬂ Request to Extend EWS Date

Request to Extend EWS Date

Summary

Form: H
From:

Admin Finalise
olarship ‘Task Description

Right hand pane list the [E5] Reavesttowithdraw from course e
summary list and is used gty

p Received
With pool: HDR Admin Poo! VESTERDAY 02-5ep-2020 11:04:21
to administer the form [ FeswesttoExtend ws ste
Form: Submit Fo
From: HDR Admin russony
- Process View
MQU Change in Thesis Title

Form: H

nin Review ~ Workflow Information
From: Divya Arora
With pool: HDR Admin Poo MONDAY

Process

MQ CEF Workflow
Request to withdraw from course

N Originator

Form: in Approva .
From: Rafat Sumreen Martin Kocdrek
With poot: HDR Admin Poo MONDAY

Request to withdraw from course
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4. OPENING THE EWS EXTENSION REQUEST

4.1

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

From the options shown
after clicking the icon

Click on the Fill out
option

Fill Qut

e = Enterprise search

My Tasks

Opening the EWS request
=

HDR Admin @ &

Assigned to me (160)

Request to Extend EWS Date
Form: HOR Admin Finaise
1. Select task From: HOR Scholar:
With pook. HOR Adrmin Pool

Request to withdraw from course
Form: HOF Approval
From: Hus
With pool: HDR Admin Po

Request to Extend EWS Date
Form: Submit Form
From: HOR Admin

El

El

Request to withdraw from course

n Request to Extend EWS Date

. Summary
Task Description
vesTeRoAY

HDR Admin Finalise

Assigned to
HDR Admin Pool

Received

YN 02-Sep-2020 11:04:21

- Process View
~ Workflow Information

Process
MQ CEF Workflow

Originator
Martin Kocdrek

2. Click here

23 reassign Form

Open Form
3 Click Fill out Fill Out
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5. FINALISE THE REQUEST

51
In the new form section
that opens up, scroll
down to the bottom area,
with the section heading
as Central HDR Admin
review

Finalise the request

< = = Enterprise search My Tasks HDR Admin @ @
= Assigned to me (160)
n « Request to Extend EWS Date Cancel
Request to Extend EWS Date Head of Department Review
Form: HD; ise
From: HD: ~ Central HDR Admin Review
With poo: HDR Adrmin Pool YESTERDAY

HDR Scholarships

Request to withdraw from course

Form: HD in A Central HDR Admin Review

From: Hu;
With pool: Hi

YESTEROAY Comment (Visible to Staff only) *
Request to Extend EWS Date
Form: orm
From:

MQU Change in Thesis Title

Form: Outcome Notes *

Request to withdraw from course
Form: HD A
From: Rafar
With pool: H

Request to withdraw from course

Check Co end date, and issue a new one upon finalisation of form.*

5.2

Click on the dropdown on
the Central HDR Admin
review section

Finalise the Request

= Enterprise search My Tasks

HDR Admin @ &

Assigned to me (160)

n « Request to Extend EWS Date

Request to Extend EWS Date Head of Department Review

Form: i
From: Hi

With poo:

- Central HDR Admin Review
VESTERDAY.
HDR Scholarships

Request to withdraw from course

Form:
From: Hu
With pool

Form: Su

MQU Change in Thesis Title

a Central HDR Admin Review

0 VESTERDAY

Comment (Visible to Staff only) *

RequesnozxtendEws 1 Add comments

Form: Outcome Notes *
From: Divya

With poo:

3. Mark as Check Check CoE end date, and issue a new one upon finalisation of form.*

With pool: HDR Admin Pool . Add comments
Request to withdraw fromP o8

equest to withdraw from'eot

4. Click Save E3
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Finalise the Request

5.3
Click Finalise

=,  Enterprise search My Tasks m HDR Admin @ &

Assigned to me (160)

Finalise

ﬂ Request to Extend EWS Date Click Finalise

Request to Extend EWS Date ~ Summary

Fr rshi Task Description

om: HDR ip
With pool: HDR Admin Pool ESTERDAY HDR Admin Finalise

Request to withdraw from course Assigned to
HDR Admin Pool

From
YESIEROAY, HDR Scholarship
Request to Extend EWS Date Received

Form: submit Form 02-5ep-2020 11:04:21
From: HOR Adrmin

MQU Change in Thesis Title
Form: HDR Admin Review
From: Divya Arora
With pool: HDR Admin Pool

Process View

« Workflow Information
Request to withdraw from course
Form: HD
From: Rafar
With pool: HDR Admin Pool

Process
MQ CEF Workflow

Admin Approval

Originator
Martin Kocdrek

Request to withdraw from course




