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2. The ‘Create New Record’ window will display. Select HDR CANDIDATURE

This Guide covers the following topics relating to the use of the HDR

TRIM9 Candidature Variation Workflow by UON GR staff:

VARIATION from the list then click OK:

1.Create a New Application Record 5. Rollback Activities [3 Creste New Record X
2. Initiate Workflow 6. Navigation (Show Activities) 7] Contain new record within HDR ELECTRONIC STUDENT FOLDER: 2345678/01-05:
3.Complete Activities 7. Access Saved Searches HDR - Candidature Managemert - BAYGOH Winrie 2345678
4.Show the Candidature Variation 8. Cross-Faculty Authorisation Select record type:

Application 9. Add Notes B tame "

1. Create a New Application Record

Candidature Variation applications will be received at graduate-
research@newcastle.edu.au. They are then uploaded to the student’s HDR —
Candidature Management record in TRIM9.

For this, a new application folder will need to be created within the student’s ‘HDR -

1 HDR STUDENT CABINET

wll HDR ELECTRONIC STUDENT FOLDER

B8 HOR ADMISSIONS & SCHOLARSHIP SUB-FOLDER
(") HDR CANDIDATURE VARIATION]

L} HDR INTERVEMTION STRATEGY

3 ELECTRONIC STUDENT FOLDER

3 ELICOS SYDMEY SUBFOLDER

Candidature Management’ folder in the student’s HDR Student Cabinet. See below for |'(§| STUDENT SUPPORT & WELFARE FILE NOTE . ;
example:
1. Right-click on the student’s ‘HDR - Candidature Management’ folder in their '-i" | Cancel | Wb |
TRIM9 HDR Student Cabinet = New = New Record:
=] 2345678/01-05 ' - Candidature n-n=m+ BV ""“"""“7‘3 3. Populate the mandatory fields on the HDR CANDIDATURE VARIATION sub-folder
o Wl 23456750104 Wl HOR-Eiamsand A 8 29 ! Record Entry Form, then click OK:
| ol 2343678/01-03 W HDR - Orientation,| @ Untagall Ctri=U L BAYGOH Winnie 2345678 . . . . o
- o 23456750102 ol HOR - Scholarshipd 3 Invert all tags NB: The naming convention for the sub-folder title will be HDR - Type of Variation
[~ ol 2345675/01-01 ofl HDR - Admissions - SURNAME Given Names 1234567.
Copy Ctrl=C )
= 3 234567816 2 Academic Support B
= 3 2345678-15 3 Case Management| I MNew I P| I Mew Record I I
Tl (Frew Teot Pat)

= 3 2345673-14 2 Admissions - BAYG Search 2 & | HDR Candidature Variation - Leave of Absence - EATGOH Winnis 2345678
= 3 234567813 2 Enrolment and Pro Navigation » 2

& 2M5678/01-05

& | Faculty of Health and Medicne | = [ sehool of Biomedical Scientes and Pharmacy [m]
bt i . S o N PR .
# [ Leave of Absence || 231072018 =
Domestic o intemational ? Prncipal

# [ Domestic J=] | i3
Status - LON GR Candidature Varation Date Status Feld Last Updated

[ el B
Outcome - ON GR Cancidaturs Variation Date of Candidatune Vanation Outcome

| = | =
Hctes

| |
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4. Save the Candidature Variation application form on the newly created sub-
folder; (l.e. by dragging and dropping). Any supporting documents and email
correspondence can be saved within the associated sub-folders:

Records - 2345678/01-05/2 - 1 Record found

+ @i 3 Record Number Title
f_J =] -J_: 2345678/01-05/2 1—‘ HDR Candidature Variation - Leave of Absence - BAYGOH Winnie 2345673
|| Wl 2345673/01-05/2/2 Wl Email Correspondence
[ ] ol 2345678/01-05/2/1 il Supporting Documentation

2. Initiate Workflow

1. Right-click on the new HDR Candidature Variation sub-folder - Workflow -
Initiate Workflow:

2. The ‘New Workflow’ window will appear. Click on the magnifying glass button at the
end of the ‘Based on Template’ field, then choose the required workflow template
from the list (based on the School the application pertains to). Then Click OK:

[ New Workflow X

Based on Template

| S @)

Initiating record
2345678/01-05M1

Treat the initiating record As:

Replace Default container e

Mame

Workflow Job:21/5 For 2345678/01-05/1 (HDR
Candidature Variation - Extension of Candidature - 2
BAYGOH Winnie 2345678 - Semester 1 2020 :

®|Em| e
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3. The Workflow Editor will display the chosen workflow process in pictorial view. Click

Save and then close the editor to apply the chose
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n workflow:

ii.

NB: Should you want to complete Activity 1 ‘Initial Assessment of Candidature
Variation Application” here in this pictorial view, right-click on Activity 1 - Complete

4. The new Workflow will display on screen. If you didn’t yet complete Activity 1, but
would like to now, right-click on the Workflow = Show Activities:

@ Mame

F;) HDR Candidature Variation Process - f
Tag All Ctri=A
Untag all Ctri=l

Invert all tags
Copy Ctrl=C

MNew Workflow

Copy Workflow
Search 3
Open With Workflow Editor

Reschedule

ﬂ MNotes
Lock
Security and Audit 3
X Delete
Reindex
Send To 3
Remove From 3
Show Records Ctrl=R

f
¥  Show Activities

5. The seven Activities will display. Right-click on Activity 1 > Complete
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3. Complete Activities To acquire an Activity:
1. Go to the relevant Candidature Variation Saved Search. Run the Saved Search, 1. Right-click on the Activity

then locate the application for which you want to complete an Activity. 2. Click on Acquire:

2. Right-click on the application > Workflow = Show Activities

B Tag Al Ctri+A
3. Right-click on the Activity you want to complete L cry
bk Invert all tags
4. Click on Complete. Once complete, the icon on the Activity will change to a tick .'g Copy ——
NB: Activity 4 (Review Candidature Variation) requires the user to select an option Search 4
(Yes or No) in order to complete the Activity. Please see below example: Open With Workflow Editor
S D D e . Mates
[ Complete Acaitty - 12 Wb -1 thirs & Sapervnor Kemifed? o IO E ]
| Security and Audit »
I Camatal | histay
AT % Acquire
Aoiely Wl Compleied on -
WAL TETETT [m] "o Reassign
Send To »
Wrrennely Liming [=lm Show Records Ctrl+R
Actosl Time Spaet D:i Properties Alt+Enter
¥ mraane =
i 4. Show the Candidature Variation Application
Entsehatad Coal
$aea | To navigate to the application and associated documents from the Current
T When prompted, Activity:
K - select the ) ) o
- appropriate option 1. Right-click on the Activity
i 2. Click Show Records
L= o= we || Complete
I Rollback
NB: You may need to acquire an Activity before completing it. This is because the Reassign
Workflow Module is based on Positions (not People). If an Activity is assigned to your s ;
Default Position then you will not need to acquire it first in order to perform actions on Hapen
these Activities (complete etc.). 5end To »
However, if an Activity is assigned to a Position you are a member of (but it is not your show Records ttrl=R
Default Position) then you must first acquire the Activity before you can complete it. h Properties Alt=Enter
An example of this might be if an RTO for a College needed to complete an Activity on
behalf of their ADRT.

NB: Do not double-click on the Activity to attempt to show/open the records, as this may
complete the Activity.
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5. Rollback Activities 6. Navigation (Show Activities)
Rollback enables you to roll the Workflow back to an Activity preceding the Current To view all Activities (and their current status) for an application:
Activity. 1. Right-click on the appropriate Candidature Variation application form
1. Right-click on the Current Activity 2. Select Workflow > Show Activities
. “ MName -~ S QOriginal Assignee
2. Click Rollback: il — - - i .
L1 1. Initial Assessment of Candidature Variation Application HDR Workflow Processes - Graduate Res
Co et :LE 2. School Candidature Variation Assessment HDR Workflow Processes - HOS [or Admir
L2 a' 3. Faculty Candidature Variation Assessment HDR Workflow Processes - Assistant Dear
a' 4. Review Candidature Variation - Does the Application need to go to a second School/Faculty? HDR Workflow Processes - Graduate Rest
. -' 5. Cross-School Candidature Variation Assessment HDR Workflow Processes - Graduate Rest
eassign -' 6. Cross-Faculty Candidature Variation Assessment HDR Workflow Processes - Graduate Rest
-' 7. Complete Candidature Variation Assessment HDR Workflow Processes - Graduate Rest
Suspend
Send To ’ NB:: If the Activities aren’t in process order, you can put them in process order by left
Show Records Ctri<R clicking on the Name column header.
@1 Praoperties Alt=Enter

3. The ‘Rollback Activity’ window will be displayed. Refer instructions in example
below:

Rollback to Activity f o h
T r——" | Select activity to
| nage - ere a supernvisor identned - ‘_
2 2 rollback to
Reason for rollback “ /

Application resubmitted with new information|

fa -— Provide Reason

| oK | I Cancel ] I Help -«— Click OK
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7. Access Saved Searches 8. Cross-Faculty Authorisation (Activities 5 and 6) - Reassign Activities
A number of saved searches have been configured to enable you to run reports and For Change of Supervision applications Cross-Faculty authorisation may be required. If
statistics. so, Activities 5 and 6 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
1. Click the ‘Search’ tab . . . . s
whichever second School/Faculty is required to authorise the application.

2. Click on the Saved Searches magnifying glass: Hint: This task is a lot easier if the ‘HDR Workflow Process — UON Graduate Research

XN o = Workflows — Group Accounts’ Location has been added to your TRIM Favourite
Q & El [Eﬂ Locations. If you haven’t already done this, please do so by following instructions in the
ofind | find | Sswed | Browse TRIMO - Quick Reference Guide - D18/65010 - HDR TRIM9 Workflows - Adding the
Find ‘Group Accounts’ Location to your Favourites and Reassigning an Activity.

This will provide a list of all previously created and saved searches in TRIM9 that you
have appropriate access controls to see. NB: The titles of saved searches and/or saved
search groups pertaining to these workflows begin with ‘HDR Workflow’

To reassign Activities for Cross-Faculty Authorisation:
1. Navigate to the workflow Activities for the application

You may need to scroll to locate the saved search(es) that you would like to run/save. 2. Right-click on Activity 5
When you have located them, add them to your favorite saved searches via right-click 3. Click Reassign, and the ‘Select from Action/Activity/Assignee - Locations’ window
> Send To - Favorites: will appear. Click on the Favorites button on the left of the window:
Right click i Mail @ Select from Action/Activity Assignee - Locations - name:* - 8364 Lo... O x
1 QO HDR Workflow : FS8| /Saved RECORD Searches Send To L4 % Print Report b tchi o
BN DR Workflow : GR: Overdue ACTIVITIES Per Facutty Remaove From Pl =2 Print Merge Sear ¥ Matching criteria
+ ©, HDR Warkflow : GR.: Overdue Admissions ACTIVITIES 5 Propert AtoEnter | A Sove Reference CirieM + ‘ Last Name |v |q‘ ‘ 20/1825 |v ‘ @
| Favorites Fa Mew g-' Mame ~ A
Add To User Label
@ [ Administrative Assistant - Architecture & Built Environment
“ HOME SELRCH VIEW Eavarites [ Administrative Assistant - Biomedical Sciences & Pharmacy
Q | 1 . Administrativeﬁssistant-Business COperations - International
Q k [Eﬁ T23 i k él C . [ Administrati\reﬁssistant-Campus Coordination
Then to access Ang A S COTTEE Cpmi [EiE e TR &1 Administrative Assistant - Chief Operating Officer v
) Records Locations ~ Searches = Classifications Search Search As Seart Me Py > H
your favorite Find Current Searck
saved searches in Shorteuts Search far Search by @ Mame Administrative Assistant - Architecture & Built
. Environment
fUture' select IFavor'rtes I |d Recards v| | Record Number |v|q| My i
Saved Searches memberships | Business Phone
from the I_—Lj* Records - Empty list - Mo Rec.., [k Saved Searches - favorite - Mabile Phone
‘Favorites’ tab on Recoras ||V Name % Email Address
your Shortcuts bar &= C, HDR Workflow : GR: Overdue ACTIVITIES Per Faculty All
J:’* [ CL HOR Workflow : CV RECORD Saved Searches
l . F' saved HDR Waorkflow : GR : Overdue Admissions ACTIVITIES
CIle Here cearches [= 0\ Oreriow erdue missions
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4. You will be presented with your Favourite Locations, which will include the HDR
Workflow Group Accounts Location as shown below:

5. Clicking on the triangle to the left of the Group Location will show you every
Position in TRIM9 which pertains to the HDR TRIM9 Workflows:

2| HDR Workflow Process - UOM Graduate Research Workflows - Group Accounts

# Select from Action/Activity Assignee - Locations - favorite - 1 Location O
Search by Matching criteria
+ ‘I}isplayﬂame |v|q||4m54 |v|
New E Name ~

Favarites

i[> spo

o
-

memberships

<

Mame HOR Warkflow Process - UON Graduate Research Warkflows -
Group Accounts

Business Phaone

P

Mobile Phone
Searches Email Address
User Labels
Properties £ Notes /
Refine ¥/ I Ok || Cancel || Search || Help

NB: If the HDR Workflow Group Accounts Location isn’t showing in your Favourite
Locations, please ensure you have added this Location to your Favourites by following

the instructions in the linked Quick Reference Guide on the previous page of this guide.

If you have followed these instructions but are still unable to see this in your Favourite
Locations, please contact Records Governance Services for assistance.

'E'.‘u Mame .~

HDR Workflow Process - UON Graduate Research Workflows - Group Accounts

6. Scroll through to locate the appropriate HOS Location you want to reassign the
Activity to, click on it once to select it, then click OK to finish reassigning the Activity.

& Select from Action/Activity Assignee - Locations - favorite - 1 Location O d
Search by Matching criteria
(ot o] [0 FE Q
A

—
2'- Mame ~

P i+

4 D_: HDR Waorkflow Process - UON Graduate Research Workflows - Group Accounts

[ [IEI| HDR Waorkflow Process - Assistant Dean Research Training - FEUSL

Favarites -
. [ HDR Workflow Process - Assistant Dean Research Training - FEBE
- [ HDR Workflow Process - Assistant Dean Research Training - FEDUA
Me [= HDR Waorkflow Process - Assistant Dean Research Training - FHEAM

[= [IEI| HDR Workflow Process - Assistant Dean Research Training - FSCI
[ HDR Workflow Process - Dean of Graduate Research - UON GR

My [= HDR Workflow Process - Graduate Research Officers - UON GR
memberships [ [IEI| HDR Workflow Process - HoS or 340 [Admissions) - Schoaol of Engineering
[ HDR Workflow Process - Ho5 or SAQ (Candidature Variation) - School of Engineering
[ HDR Workflow Process - HoS or SAQ - Global Centre for Environmental Remediation
[= HDR Waorkflow Process - Ho5 or SAQ - Mewcastle Business Schoaol

Ll
Pl
R o IS

(=18

[ [IEI| HDR Workflow Process - HoS or SAQ - Mewcastle Law School W
< >
Searches MName HDR Workflow Process - UOMN Graduate Research Workflows - Group Accounts
@ Business Phone
Mobile Phone

User Labels Email Address

0

Refine
Search

Properties £ Notes

) | Cancel || Search || Help |

7. Repeat the above steps for Activity 6, this time selecting the appropriate ADRT
Location.
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9. Add Notes

Adding a Note allows you to share key information on an applicant’s file with other
TRIMO users. It is recommended that Notes are placed on the blue HDR
Candidature Variation record which has the PDF of the Candidature Variation on it.

1. Locate the blue HDR Candidature Variation record (see Section 4. Show the
Candidature Variation Application or use the relevant saved search)

2. Right-click on the record - Details - Notes:

| [ petais | Ml itle
Security and Audit 4 I‘ﬂ Motes I
Locations v [1] Dates
Requests 4 Classification
Workflow + Record Class
Electronic | [ Relationships
Archiving 4 Other Record Fields
Administrative Tools 4 Additional Fields
Send To +
Remove From 4

3. Click Add Notes

| Add Notes |

[ oK J\| Cancel | | Hep |
™~

4. Type your Note in the box then click OK

NB: If you add Notes via the Properties instead of the above method, it will not
record the date stamp.
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