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ence Guide — HDR Admissions Workflows — UON GR Staff

This guide covers the following topics relating to the use of the

TRIM Workflow Module: ol HDR ELECTRONIC ADMISSIONS & SCHOLARSHIP SUB-FOLDER - .| = [ @ | 28|
1. Create a new application 9. Rollback Workflow Activities General | Record Actions | Contacts | Related records | Attached thesaurus terms|
2. Assign a new workflow 10. Access Saved Searches Title (Fres TextPar) é
3_ ACCE’EE Cun-ent AC“-UITIEB 11_ Expurl Sa-ved S’E‘EICH REBU“:E #  Application furMmEon—FRAPFLESBUb 123456?8 16 October 2017 = |
4. Mavigation 12. Restrict Access to Sub-Folders NE'“"‘EW‘"“(“‘:A[l;i;“';ﬂ::mr_f‘[if:ﬁ;:zﬂ—ﬂ[ﬁ;ﬁgﬂn\nﬁ}[erstName]—
5. Show Records/Applications 13. Cross-Faculty Authorisation
6. Acquire Activities 14. Combine multiple PDF docs uomaticaty || consiner (e Ao
vk inherited from 12345678/16 EEI # 16/10/2017
7. Complete Activities 15. Add Nntesl S /VF 5 e
. a c o, o cabine acul chool This can be
8' REIIanISI-I an Acqu're'd ﬂmw 1E' Md a Smhjﬁm‘mme e ‘ /aculty of Health and MedrcmeEE* School of Health Sciences found on the
i i Domestic or Intemational? Round application
1. Create a New Application e [ Lo B s .
HDR Applications are received via ODA and will initially be stored within the ‘HDR EPRicaica LONGE: Year Type of Cohor
% 2018 [a] ‘pac (]

Admission Applications Awaiting Processing’ cabinet in TRIM. A new application folder
will need to be created within the cabinet. See below for example:

[]UONGR Special Application Fast Track Application

E Application for Admission Only

£ Records - 6955767 - 1 Record found

+ £ Record Mumber 8% Creator Title “(Eme* an update comment for the audit log>
Mlciae B cenomge, sy W oR smision sgay
g Tag All Ctrl=A I OK I I Cancel I [ Help ]
2 untagall Ctri+U
B Invertall tags
Copy Ctrl+C

5. Save the application documents into the Working Documents subfolder. This can be done via
a ‘drag and drop’. NB: personal documents should be stored in the Applicant Personal
Documents (sub)sub-folder.

| New L4 | New Record

Search 3
|_—|a Copy Record

& Checkin N5 New Version |

Once the student has been registered in Nustar, a student cabinet will automatically be

1. Locate the HDR Admission Applications Awaiting Processing cabinet (record - —— =
generated in TRIM, and the Application for Admission folder can be transferred across.

number C18/10)
2. Right click on the HDR Admission Applications Awaiting Processing cabinet then 6. Locate the student cabinet and the HDR — Admissions and Enrolment folder
-> Click New - Click New Record (This will open the ‘Create New Record’ window). Sl £ Recora numper Tise
Student Cabinet - B = B 1T 0 FRAPRLES Bob 11345678
3. Select the HDR ADMISSIONS & SCHOLARSHIP SUB-FOLDER from the list = Click HOR Czbinat & S @ s [&] HoR - FRAPPLES Bob 13345675
[ ] ol 123455731610 Wl HOR - Adwice - FRAPPLES Bob 12345678
OK [ ] ol 12345578649 il HOR - Acsdemic Support - FRAPPLES Bob 12345572 B)
§ X . [ | ol 15TE 1808 ol HOR - Prizes - FRAPPLES Bob 11345678
4. Populate the mandatory metadata fields = Click OK. NB: the naming = o 123456782607 B HOR - Case Management - FRAPPLES Bob 12345678
convention for the folder Title will include the Round or Non-Round cohort : ::g:m:j: ::z:':":'::""::'*""“’:"L:::::;:‘:::Mm
type at the start, i.e. RTWO 2018 D/I depending on domestic or international) B o ireraets DR bt APAES Bon s
- Application for Admission. (The ‘UONGR Year' is the Round year or, in the W o ssTEas Bl HDR - rientation, Actwiies and Woek Health and Safety - FRAPPLES Bob 12345678
[ ] ol 123455781602 mll HOR - Scholarships - FRAPPLES Bob 12345675

case of Non-Round applications, the year of submission.) HOR admissions and

enrclment Eolder - ] [ izsasersnsar ] HOR - Admissions and Enroiment - FRAFPLES Bob 12843678

7. With the application folder also visible in another window, transfer the Application for
Admission / Scholarship folder (and all its subfolders and documents) across via ‘drag and drop’
to the HDR — Admissions and Enrolment record
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2. Assign a New Workflow
1. Right-click on the new Student Admissions / Scholarship Folder
2. Click Workflow - Click Initiate Workflow to display the New Workflow window

| | DOMESTIC ROUND 2017 - Application for Admission - FRAPPLES Bob - 12345678 - 1

8 Tagan Ctrl=A
2 Untag all Ctrl+U
Invert all tags
Copy Ctri=C
MNew »
Search 4
Mavigation 4
ﬁ Contained Records
&% CheckIn
Details 4
Security and Audit 4
Locations 4
Reqguests 4
Workflow M| €% Initiate Workflow
Electronic 4 "'} Action/Procedure
Archiving 4 Show Adtions/Procedures
Administrative Tools 4 Show Waorkflows
Send To 4 Show Activities
Remove From 4 Show To Do Ttems
[l Properties Alt+Enter

3. Click the blue kwik select
button under ‘Based on
Template’ and choose the
required workflow
template from the list
(based on Faculty and
School the application
pertains to. Then Click OK

4. The Workflow Editor will
display the chosen
workflow process in
pictorial view. Click Save
and then close the editor to
apply thechosen workflow.

| S A

File

Save | Save Delete Properties | Add Perform Insert
As Activity Action ™ Activities

Quick Reference Guide — HDR Workflows — UON GR Staff

Baszed on Template
HDR Admissions Process - F5(I - School of Psychology v!- ’

Initiatitg recaord

| 12345678/16-01/7 [~[m]

Treat the initiating record As:

||;..-,J Determined by the selected template - |

Mame

HDR Admissions Process - FSCI - School of Psychology
Jobi13/44 For 123456758/16-01/7 (DOMESTIC ROUND 2017
- Application for Admission - FRAPPLES Eob - 12345675 -
16 October 2017)

7ol Make Same = | Align = Export Auto Reposition Lines
o S a

Align ~ Reschedule
Import

Activity Workfiow General

Click Close

Undo

3. Access Current Activities

Current activities assigned to you or your position will be in you Activities Due tray. You can
locate them via the Trays tab in the Shortcuts bar on the left hand side of your TRIM screen:

- FILE /EDIT  VIEW  SEARCH TOOLS  WINDOW TOOLEAR = RMO  ADMI

+ G B QA Q R =3 B

Create.. | View / Edit Find Refine Saved Count | Navigate

w Properties | Classifications  Records  Search | Searches™ | Locations to All Part=
Shorteuts Search For Search By Matching criteria
T | B8 Records || Racosd Numbsr EE c7/22
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4. Navigation

At times you may need to view all activities (and their current status) within an
applied workflow process:

1. Right-click on the required HDR Admissions & Scholarship Sub-Folder
2. Select Workflow > Show Workflows

3. Right-click on the displayed workflow = Select Show Activities
Hint: Ensure

v |¢% Name ~ D) Workflow activities 2re
In process
Iy 711.1 Application Received - Is the A... @ UON GR Admission and arder by left
o= 1.2 Application Received - Is the ap... @ UON GR Admission and iLZk:-'fnfz
oM 2.0 Triage - Is a valid PIC code iden... @ UON GR Admission and column

header

Note: if you don’t need to see the Workflow (l.e. you just need to see the Activities)
you can right-click on the HDR Admissions & Scholarship Sub-Folder, then select
Workflow > Show Activities

5. Show Records/Applications

To navigate to the application and associated documents from the current activity:

1. Right-click on theactivity

v -'. Name «

571 1.1 Application Received - Is thepy

2. Click Show Records ) Warkflow

g Tagal Ctrl+A
B untagal Ctrl+U

Invert all tags
Copy Ctrl+C
Search »

Open With Workflow Editor

. MNotes
Security and Audit 4
Uncomplete
Send To »
Show Records Ctrl+R

Alt+Enter

Properties

uick Reference Guide — HDR Workflows — UON GR Staff

6. Acquire Activities

8 Tag Al Ctrl+A
B untagal Cirl+u The Workflow Module is based on positions (not people) and as
lnverifalliizgs such workflow activities will be assigned to a position. If an
Copy Ctrl+C activity is assigned to your default position then you will not
Search ,| need toacquire it firstin order to perform actions on these
activities (complete etc.). However, if an activity is assigned to a
— position you are a member of (but it is not your default position) then
M ot you must first Acquire the activity before you can perform an
Security and Audit »| action on it. An example of this might be if an RTO for a Faculty
I""" Aoquire needed to complete an activity on behalf of their ADRT. To
P re— acquire an Activity:
Send To » 1. Right-click on the activity
show Records cri+R 2. Click on Acquire
Properties Alt+Enter

7. Complete Activities
1. Right-click on the activity

2. Click on Complete. Once complete, the icon on the activity will change to a tick JE

(NB - some activities will require the user to select an option (such as Yes or No) in
order to complete the action. Please see below example)

Complete Activity - 1.0 Triage - Is there a Supervisor identified? = E®]
-General- ' Notes
Activity was completed on
7/11/2017 10:24:33 AM B
Kennedy, Janine | - I n
Actual Time Spent
S minutes [=]
Clear | agapsy | [ AgdHow |
Estimated Cost
50,00
Select at leas! one result When prompted,
AL = select the
No ) .
v B appropriate option
. and click OK
Lo« || <net || e |
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8. Relinquish an Acquired Activity 10. Access Saved Searches
You should relinquish an activity only after you have acquired it and A number of saved searches have been configured to enable you to run reports and statistics.
become aware that you will not be available to complete the activity (l.e on 1. Click the Search tab
leave).

2. Click on Saved Searches

Relinquishing an activity will reassign it back to the original group position
VIEW SEARCH TOoOOLS WINDOW TOOLBAR

assignee so another team member can acquire and complete the activity. : — = : -
M & @8 <« ROOGCOILmE O =3(Q

= = Classifications Find Internal Locations Saved Location | Refine Refresh Go Go GoTo Jump Select By Select Favorite Count Save Saved
S‘ECU rlt_‘f End AUdlt } Locations Directory Searches Search Search Back Forward Search.., User Label Records Search AsySearches ~
1. Right-click on the activity I Locations | Searches

s - -
2. Click on Relinquish @ Relinquish This will provide a list of all previously created and saved searches in TRIM that
.: Reassign you have appropriate access controls to see. Note: the titles of saved searches
pertaining to this workflow begin with ‘HDR Workflow’

Once you have located the saved search(es) that applies to your Faculty, School,
Department etc. add them to your favorite saved searches via the below instructions:

9. Rollback Workflow Activities e 3

=]
s Remove from Favorites -_- Print Merge
Rollback enables you to roll the Workflow back to an activity's predecessor. _
B viewsights I, save Reference Ctri+M
1. Right-click on the activity . . ’ [Z Properties Ale+Enter Favorites F4
BQ FSCI : UONGR Admissions Workflow Searches

2. Click on Rollback (The Rollback Activity window will be displayed) Q current Applications : FSCT

Q Current Applications : Maths and Physical Sciences

Print Report

Rollback Activity - 2.03 Deny Admission - Does the Faculty ... = | [=) |4l
n FILE / EDIT VIEW SEARCH TOOLS WINDOW TOO

Rollback to Activity: i h | [ ]
Select activity to Q a [Eﬁ Q o] °Q
|1 .0 Triage - Is there a Supervisor identified? vI -— lIhack f—H -
rollback to Find 5aved Record Classifications Find Internal Locations Saved Locatio
Reason forrollback . s To access your Records  Searches Locations Directory Searches
Application resubmitted with new information| favorit ved Records | Locations
o Brovide R avorite save Shorteuts Search For Search By
¢ rovide reason searches; select _
Favarites 9 Records ~ Record Number
Saved Searches
5
from the Favorites | ) M Name
tab on your Records Q) HDR Warkflow : FSCI: Overdue ACTIVITIES Sea
. HDR Warkflow : FSCI: Saved RECORD Searche
| oK | l Cancel l l Help -~ Click OK Shortcuts bar IE Q

Classifications

g Click Here

Saved Searches
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11. Export Saved Search Results 12. Restrict Access to Sub-Folders
. . . Contained within
E::eT:SIre:;c\gzﬁz export saved search results is to copy and paste the data in to an Bl Master Application cach HDR
P ' M Working Documents Admissions &
1. Run your saved search by double clicking on the required search (results will be Scholarship Folder

M Email Correspondence are 3 subfolders:

displayed in a list)
At times you may need to lock down access and restrict the ability to see or contribute
additional documents to a sub-folder (most likely the ‘Working Documents’ sub-folder).

3. Click Tag-All 1. Right-click on the required sub-folder
v 4 Record Nu... Title =L

F8] |87654321/.. [~ JApplication for Admission - ESTER Polly

o c17/22/04/2 M Applica

ol c17/22/04/3 M Applica

o c17/22/04/4 M Applica

[+]m# c17/22/04/6 B8 RONE20181 - Appiication for Admissio

2. Right-click on any of the records returned in your search

2. Click on Security and Audit - Security/Access

Tag All Ctri+A
Untag all Ctri+U

a) If you want to lock down the ability to add documents to the ‘Working Documents’ sub-
folder; under Access Controls place a tick next to Contribute Contents = click Custom

b) If you want to lock down the ability to see the “Working Documents’ sub-folder; under
Access Controls place a tick next to View Metadata = click Custom

Right-click

Invert all tags

w

Conv Ctri+C

4. Right-click again on any of the records and select Copy. You will be ) )
prompted to confirm the copy and confirm to copy all records NSt MIeTadiats RS S Eariainer
Update Document Based on container
v Ef Record Nu... Title
W™ 7654321/, [° ] Applcato Update record Metadata Based on container
v scag - 45678 - Modify record Access Based on container
v m®ca7q Rightclick Untag all 8-29! Destroy record Based on container
v C17/2%ro=r R v 8-50 . .
i c7y e Sealin s ” Contribute Contents Based on container
v - €17/22/04/6 Ml RONE2018] Given N;
v [+/nf 2345678/0.. W scenario 2 4“2 Grie !nnie -2 [ Eveyone |[ Comamer [ Pmvate | Cusom ]

5. Open a new blank Excel Spreadsheet and paste the data 5. Click Add % The Select
A " c ¢ o from Locations window will
T = Favt Trad] = S “App W Same Ag container

il WW| Title |M|  Focuky |: x i | ocelved | appear
2 76343200910/3  repication for Admisskon - ESTER Fully - 87654321 - & fon o Faculty of Scence Schowl of Siomeital Sciences and Pharmacy 11/2017 4. Click here —" l:d to the following Locations fand any of ther membens)
3 Qs for Admission - Lawa - 12343673 No Faculty of Science School of Psychology oifz2007 402 - Application 1
A4 C1H2E04E Appication for Admission - SAMSON lohn - 12345678 - 29 ta Faculty of science Schood of Mathematicel and Physical Sciences a3/t 5.0- Agplcast has Name = I Add I
5 CaIAL #ppication for Admission - BARKER Emily - 12345678 - 5€ No Facuity of Sience School of Mathematical and Physical Sciences S10/2017 .08 - Applicant ha 6. Search for UON Graduate
6 C17/2/046 FONE2IEI - Application kor Admistion - SURNAME Grven N Faculty of Science Sehool of Environmental and Life Sciences 5/10/2007 L34 - English relax m Rheinberges, Bryte  i——
7 012 Scenaria 2- Appication for Admission - BAYGOH Winsie - o Facuity of Science Schoal of Environmental and Life Sciences B13/2007 Femave Research = Click OK
8 C17/22/04/5 #ppication for Admission - LEMERSON Roges - 12345678 - Ha Facuity of Science Sehool of Environmental and Life Sciences S/10/2047 208 - Apphcant s ’
9 Mot FONE2018! - Application for Admission - SLUIRNAME Given No Facuity of Science School of Envirenmentad and Life Sciences sf10/2007 4.01 - Application 1
10 87654321/09-10/2 Application lor Admission - ESTER Polly - 37654321 - 6 Nen ¥es Faculty of Scsence Schood of Mathematicsl and Physical Sciences &11/2017
11 2345678/01-01/1 Sconario 1+ Agpication for Admission - BAYGOH Winsie - [ Facuity of Science School of Mathematical and #hysical Sciences  8/11/2017

l 7. Highlight your name and

NB - this will copy and paste the same columns displayed in your TRIM screen into the click Remove

Excel columns. If you require different data ensure you add/remove the appropriate

&. Click OK when UON

columns in TRIM prior to copying =) o changes. keep current setting "_’_’”/ Graduate Research has been

( - [ rmr— r—r— added and your own name is

remaoved
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13. Cross-Faculty Authorisation (Activity 4.15 and 4.16) i avorite - Action/Activity Assignee - 1 Location foun:
For some applications cross-faculty authorisation is required when processing. If so, Locations

activities 4.15 and 4.16 will be activated and will require you to reassign to the
appropriate Head of School (HOS) and Assistant Dean of Research Training (ADRT)
respectively for whichever second School/Faculty is required to authorise the application.

Q'- Mame

HDR Admissions Process - UON Graduate Research Admission Process - Group Accounts

NB: This task is a lot easier if the ‘HDR Admissions Process — UON Graduate Research , , . . o _

Admission Process — Group Accounts’ Location has been added to your TRIM 4. Once the ‘Group Accounts’ Location displays, clicking on the + will show you every
Favourite Locations. For instructions on how to do this please refer to TRIM position in TRIM which pertains to the HDR TRIM Workflow:

Document D18/65010 : ‘Quick Reference Guide - HDR TRIM Workflow - Adding the B giene

GrOUp ACCOUntS Location to your FaVOUriteSl. = HDR Admissions Process - UON Graduate Research Admission Process - Group Accounts
@ HOR Admissions Process - Assistant Dean Research Training - FEBE

To reassign Activities for Cross-FacuIty Authorisation: [El HDR Admissions Process - Research Training Officer - FEBE
@ HODR Admissions Process - HoS (or Admin Officer) - School of Architecture & Built Environment
1. Navigate to the WOfkﬂOW activities @ HDR Admissions Process - HoS [or Admin Officer] - School of Electrical Engineering and Computing
@ HOR Admissions Process - HoS (or Admin Officer] - School of Engineering
2. Right-click on Activity 4.15 (Cross Faculty AdmissionsAssessment 1/2) Gl HOR Admissions Process - HoS {or Admin Officer] - School of Computing
@ HDR Admissions Process - Research Training Officer - FBUSL
3. Click Reassign t:‘ Reassign [B1 HDR Admissions Process - Assistant Dean Research Training - FBUSL

@ HDR Admissions Process - HoS [or Admin Officer) - Mewcastle Business School
@ HDR Admissions Process - HoS (or Admin Officer} - Mewcastle Law Schoaol

(The Select from Locations window will appear)
@ HDR Admissions Process - HoS [or Admin Officer)/Coordinator - School of Biomedical Sciences and Pharmacy

|f you have added the lHDR AdmiSSionS Process - UON Graduate Research @ HDR Admissions Process - HoS [or Admin Officer)/Coordinator - School of Health Sciences
.. . . . HOR Admissi Py - Ho5 [or Admin Offi Coaordinator - School of Medici d Public Health
Admission Process - Group Accounts’ Location to your Favourites as per the advice = missions Process - Hos (or Admin Officer)/Coordinator - School of Medicine and Public Hes
. . , . . @ HDR Admissions Process - HoS [or Admin Officer)/Coordinator - School of Mursing and Midwifery
above then it should appear on screen. If your Favourites don’t appear; right-click &1 HDR Admissions Process - Research Training Officer - FHEAM
in the tOp half of the window = Search = Favourites: [B] HDR Admissions Process - Assistant Dean Research Training - FHEAM

@ HOR Admissions Process - Assistant Dean Research Training - F53CI
@ HDR Admissions Process - Research Training Officer - FSCI

m‘ @ HDR Admissions Process - Dean of Graduate Research - UON GR
AN @ HDR Admissions Process - HoS (or Admin Officer} - School of Environmental and Life Sciences
g.' Name \ i @ HDR Admissions Process - HoS (or Admin Officer} - School of Mathematical and Physical Sciences
@ Executive Assistant - Um\rehﬁg Secretary (Chief Governance Officer] @ HDR Admissions Process - HoS [or Admin Officer) - Schoaol of Psychology
@ Information Officer - RGS @ HODR Admissions Process - HoS (or Admin Officer] - Global Centre for Environmental Remediation
[El information Support Officer @ HDR Admissions Process - Graduate Research Officers - UON GR
6] Manager Records Governance Services [B] HDR Admissions Process - Research Training Officer - FEDUA
Gl senior TRIM Advisor - RGS [B] HDR Admissions Process - Assistant Dean Research Training - FEDUA
(@ university Secretary - Chief Governance Officer [B] HDR Admissions Process - HoS (or Admin Officer) - School of Creative Industries
Mew location  » @ HDR Admissions Process - HoS [or Admin Officer) - School of Education
Search >| % e —— = @ HOR Admissions Process - HoS (or Admin Officer] - School of Humanities and Social Science
Open Saved Search
—— — NB: If you would prefer to see the positions which pertain to the HDR TRIM Workflow in
[# Favorites ctri=1 alphabetical order you can right-click on the top ‘Group Accounts’ location - Search >

Member Locations:
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& Name 14. Combine Multiple PDF Documents from TRIM
@ HDR Admissions Process - Assistant Dean Research Training
@ HDR Admissions Process - Assistant Dean Research Training - FEBE

@ HDR Admissions Process - Assistant Dean Research Training - FEDUA
[E] HDR Admissions Process - Assistant Dean Research Training - FHEAM 1. Locate the required PDFs in the Working Documents subfolder
@ HDR Admissions Process - Assistant Dean Research Training - FSCT
@ HDR Admissions Process - Dean of Graduate Research - UOMN GR

This task may be performed when the working documents in TRIM are combined to create
the master copy of the application.

2. Place a tick to select all PDF records you want to combine

[@l HDR Admissions Process - Graduate Research Officers - UON GR = mfl 2345678/01-.. Ml Master Application
[E@] HDR Admissions Process - HoS (or Admin Officer] - Global Centre for Environmental Remediation ) E- 2345678/01-.. Ml Working Documents
s - wa . e
@ HDR Admissions Process - HoS [or Admin Officer) - Newcastle Business School vV E 2 DI7A447 X 24, Assessment - Admission
L . i v B - D17/1446 “* Conditions Acceptance Notes
@ HDR Admissions Process - HoS [or Admin Officer] - Mewcastle Law School - -
@ v B 2. D17/1445 ~ la. Application Assessment Summary
[ HDR Admissions Process - HoS [or Admin Officer] - School of Architecture & Built Environment = ol 2345678/01-... Wl Email Correspondence

@ HDR Admissions Process - HoS [or Admin Officer] - School of Computing
[@l HDR Admissions Pracess - HoS [or Admin Officer] - School of Creative Industries 3. Right-click on any of the PDF images - Click Supercopy

@ HDR Admissions Process - HoS {or Admin Officer] - School of Education = wfl 2345675/01-... Wl Master Application @ =
@ HDR Admissions Process - HoS [or Admin Officer) - School of Electrical Engineering and Computing o E- 2345678/01-... Ml Working Documents I

o - - v B Ed017/1447 Detais »
@ HDR Admissions Process - HoS [or Admin Officer] - School of Engineering - - . ; _

v & T D17/1446 T Cond Security and Audit »

@ HDR Admissions Process - HoS (or Admin Officer) - School of Environmental and Life Sciences v B = p1771445 2 1a.a]  Right Click loatios »
@ HDR Admissions Process - HoS [or Admin Officer] - School of Humanities and Social Science -_ . _- 2345678/01-.. -_ Email Requests y frger. Bryce
@ HDR Admissions Praocess - HoS [or Admin Officer] - School of Mathematical and Physical Sciences
@ HDR Admissions Process - HoS [or Admin Officer] - School of Psychology %m" E
@ HDR Admissions Process - Ho5 (or Admin Officer)/Coardinator - School of Biomedical Sciences and Pt Roplyiac
@ HDR Admissions Process - HoS [or Admin Officer)/Coordinator - School of Health Sciences 4. You will be prompted to confirm the ITagged -
@ HDR Admissions Process - HoS [or Admin Officer)/Coordinator - School of Medicine and Public Healtt supercopy - Ensure All Tagged ROW.S Is ) Cumently Highlighted Row Only
@ HDR Admissions Process - HoS [or Admin Officer)/Coardinator - School of Mursing and Midwifery SeIeCted' and that Always Show This -
@ HDR Admissions Process - Research Training Officer - FBUSL DIaIOg is ticked, then Click OK 3)'9 Show This Dialog
@ HDR Admissions Process - Research Training Officer - FEBE [ o | [ el ] [ Help ]
@ HDR Admissions Process - Research Training Officer - FEDUA

@ HDR Admissions Process - Research Training Officer - FHEAM
@ HDR Admissions Pracess - Research Training Officer - FSCT

5. Choose a location to copy the PDF images to (Desktop is fine)

5. Select the appropriate HOS location > Click OK 6. Use Adobe Acrobat to combine the PDF images into one

document
6. Repeat for Activity 4.16 (Cross Faculty AdmissionsAssessment 2/2), this time

as a new document.
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15. Add Notes

Adding a Note allows you to share key information on an applicant’s file with
other TRIM users. It is recommended that Notes are placed on the Application
for Admission folder.

1. Locate the application record (see 3. Show Records/Applications)
2. Right-click on the folder

3. Click on Details = select Notes

Title

[~ | Domestic Application for Admissio E Tag Al CileA
2 Untagall Ctri=U
E Invert all tags
Copy Ctri+C
New 3
Search 3

Mavigation 3

Contained Records

&

Check In

Details Motes I

Dates

CHE

Security and Audit
Locations Classification
Reguests Other Record Fields
Workflow Additional Fields

Electronic
i Relate

r v v v v vl

Send To

4. Click Add Notes

I Add Notes |

[ ok | cancer | Hep |

5. Add a note in the box and click OK

16. Add a Status/Outcome

There a range of statuses and outcomes that may be applied to a record throughout the
application process. These are indicated in the Flightplan document.

1. Locate the application record (see 3. Show Records/Applications)
2. Right-click on the folder

3. Click on Details = select Properties

Gl “MIELK N

Details

Security and Audit
Locations
Requests
Workflow

Electronic

Te—

Send To

r ¥ ¥ v v v v r

s Remove From

|éi Properties Alt=Enter I

4. Maximize the window and ensure the Status — UON GR Admission Process or Outcome —
UON GR Admission Process field is clear (if it is not clear the full range of
statuses/outcomes may not appear in the next step)

| = |

{Status - UON GR Admission Process |

[v]m] |

[

Qutcome - UON GR Admission Process

Notes

|
5. Click the blue kwik select button to the right of the field.

6. Select the relevant status/outcome, Click OK
7. If a Status has been added: Add today’s date to the Date Status Field Last Updated field

NB: a similar process applies to the adding of other metadata information within the
Properties screen.
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