B o HDR E FORM

SYDNEY-AUSTRALIA

ROLE - ITSST

1. ACCESSING THE CI ANYWHERE PORTAL

GO TO THE Ci Anywhere portal

1.1
Go to the Ci Anywhere
portal and click on

Login using the OnelD [ oo soc o

Log on using your details

| Ci ANYWHERE

WHERE. ANY

Simplify the mme
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.

[#] Keepmeloggedon  [] Accessibility Mode @

1.2

Enter your

- Username

- Password and
- Click Sign in.

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 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

2.1

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

71
& System Administrato...

Accessing My tasks

€ W= eprsesenn CiAnywhere miEs @ @ G

E 8 CILINKS

\ ¥ (4 Student Management

.._-,, i
| - 0 'moi‘uﬂ». ' rl\

‘Systern Administrat.

é

il 1. Click on System Administrator

2.2

On the System
Administrator forms
access screen click on
My tasks

10

M

Accessing My tasks

= n
& = = Enterprise search C| An hel’e IT SST Team member @ &
; access

& =] =
0 e a 0
Forms Administration
Tasks Filters
'ﬁ [E] Request change in Supervisor(s) i
Form: ITSST Processing N uf R

[£] Request to withdraw from your HDR co...
Form: HDR Admin Approval
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3. NAVIGATING THE MY TASKS AREA

3.1

Search can be used to
look for specific tasks,

with the use of Student
ID, Name etc.

Navigating My tasks

Enterprise search My Tasks Profile Name IT SST Team member

@ @

Assigned to me (2)

Search bar n Request change in Supervisor(s)
Request change

~ Summary
Form: ITSST
S et Sinli e Task Description
With poo: IT SST Pool

ITSST Processing

' Tasks list, Scrollable >

Request to withdraw from your HDR course Assigned to
Form: ¢ IT SST Pool
From: b Received

With pool: De LAST MONTH

20-Aug-2020 15:40:32

- Process View
Workflow Information

Process
HDR Request Change in Supervisor

Originator
Yungchul Kim

3.2

Left hand pane lists all
the tasks currently
assigned to your role

Right hand pane list the
summary list and is used
to administer the form

Navigating My task

Assigned to me (2)
[ o]

Request change in Supervisor(s)
Request change in Supervisor(s)

~ Summary
Form: IT"

Task Description
ITSST Processing

. Request to withdraw from your HDR course Assigned to
Form: H IT SST Pool
From: Be
With pool: R Received

20-Aug-2020 15:40:32

Process View
Workflow Information

Process
HDR Request Change in Supervisor

Originator
Yungchul Kim
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4. VALIDATE, UPDATE AND COMPLETE WORKFLOW

4.1
Select the task you want

to open
Click on the [Edicon

1. Select task

From the options shown
after clicking the icon

Click on the Fill out
option

Fill Qut

Enterprise search

My Tasks

IT SST Team member-

@ @

Complete workflow - Validate and Update
<

Assigned to me (2)

Request change in Supervisor(s)
Form: ITSST Pre ing.
From: HDR
With pool: IT ST Pool

Request to withdraw from your HDR course
Form: +

n Request change in Supervisor(s)
~ Summary

Task Description

e ITSST Processing

Assigned to
IT SST Pool

Received
20-Aug-2020 15:40:32

Process View
~ Workflow Information

Process
HDR Request Change in Supervisor

Originator
Yungchul Kim

238 Rreassign Form

Open Form

3 Click Fill out #ill Out

4.2

In the new form section
that opens up, scroll
down to the bottom area,
with the section heading
as Non-Macquarie
Supervisor list

e W =

Enterprise search

My Tasks

Complete workflow - Validate and Update

IT SST Team member

@ @

Assigned to me (2)

Request change in Supervisor(s)
Form: ITSST Processing
From: HDR Admin
With pool: IT SST Pool

Request to withdraw from your HDR course
Form: HOR Admin Approval
From: Bellinda-jane

With pool: Default

1. Scroll down to the section
Non-Macquarie Supervisor list

n « Request Change in Supervisor(s)

Are you a scholarship holder?

No
THURSDAY
+ Current Supervisors
~ Amend your Supervisor(s)
LASTMONTH

~ New Non-MQ Supervisor not searchable above

Was your new Supervisor searchable above?
No

2. Click Cancel or Save -
to exit the form el

Use the supervisor information on this section
of the form and follow your usual business
process for importing Adjunct Supervisor
details into AMIS. Go to next step once the
import has been completed.

>

Non-Macquarie Supervisor List

Supervisor Role

Higher Degree Research Supervisor (End-User Partne

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 Given Name

Supervisor First Name

~  Jane
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43 Complete workflow - Validate and Update
: <

Once all details are wmo =
validated and updated in

i n Request change in Supervisor(s) 1. Click here
the SyStem C“Ck o.n the REquEstchange in Supervisor(s) . summary
Send to HDR Admin Fom: 15t rocesi

From: HDI

button to complete the M o o

ITSST Processing

Request to withdraw from your HDR course Assigned to
workflow task. Form: HOR Admin Approval IT ST Pool
From: Bellinda-Jan Clair-Fenech
With poo De ]

Enterprise search My Tasks IT SST Team member ® @

Assigned to me (2)

Received
20-Aug-2020 15:40:32

LAST MONTH

- Process View
« Workflow Information

Process
HDR Request Change in Supervisor

Originator
Yungchul Kim




