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New Agreements

The EPR allows users to record formal Agreements with partners.

Agreement Types

There are several agreement types you can select when creating a new agreement in the EPR,
such as:

e Articulation e Self-Placement Agreement

e Cotutelle Letter

e Course Agreement ¢ Student Exchange

e Course Agreement and Detailed e Student Placement
Schedule e Student Placement -

e Credit Arrangement International

e Internship Agreement e Student Placement -

e Memorandum of Agreement Individual
Understanding (MOU) Organisation

e Research e Study Abroad

e Scholarship Agreement

Navigation Tabs

When creating a new agreement, the navigation tabs will adjust based on the agreement type.
For instance, in the example below, if you choose Articulation as the agreement type, the
navigation tabs will display the following:

e General e External Contact
e Articulation e ACU Staff
e Agreement Schedule Details e Supporting Documents
¢ External Organisations e Related
Articulation .. o mr.u 7»9“_4 u:.n-. Rirvion (’ Micalle Wazard
©® O O
Draft (14 D) Undier Devies Semem
[Gmud ArSculation  Agreement Schedule Details  External Organisations.  External Cantacts  ACU Stsff  Supporting Docaments  Related I
l Agreemen Tyoe B atcuation X I )‘ g £ e Usiversty 6
Domessc
g [ I
2 " . [ s
L]

Ensure that you fill in the necessary fields within the individual navigation tabs for the chosen
agreement type. The fields within the navigation tabs will correspond to relevant business
process requirements.
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Creating a new Agreement

1.

Mew

top menu, click

EDUCATIONAL PARTNERSHIPS REGISTER

To create a new Agreement, using the left navigation bar, navigate to Agreements. On the

$ ACU ACU Educational Partnerships Register O Search A N D BO Q0 + @
= < | [ show Chart M Delete | ~+ () Refresh A Visualizethisview 7 Emailalink | ~ 2 Flow RunReport ~ @B Excel Templates ~ @1 Exportto Excel | v @1 Import from Excel | v
Home
e All Agreements ~ Editcolumns Y7 Editfilters | Quick find
® Recent v
2 Pinned o Agreement... | ¥ Organisation Name .. ¥ Name v Intemational ... ¥ Agreement Ty..~  Agreement St.. Action ¥ AgreementSt.. v AgreementE.. ¥  AgreementR.. ~  Created On > Modified On v
EPR-00043 123 Grow Child Care  Articulation Domestic Articulation Proposed Under Rev... 12/04/2023 1. 12/04/20231..
Dashboard
My Dashboard EPR-00042 St Patrick’s College..  Articulation Internatio Articulation Froposed Inactive (N 112/2022 1. 1/12/202211..
EPR-00041 Caritas Institute of . Memorandum of Understanding .. Internatio. Memorandu... Proposed Draft Awai..  21/04/2022 21/04/2027 22/11/2022 2. 28/11/20222..
External Organisation
Ertenal O . EPR-00040 ABC University Memorandum of Understanding .. Internatio Memorandu... Current Approved .. 25/09/2022 28/04/2023 5/12/2022 28/10/2022 1. 30/11/20224..
ernal Organisations
@ EmEniETs £PR-00039 Boston College Cotutelle Internatio. Cotutelle Proposed Draft Awai.. 28/10/20221...  25/11/20221..
EPR-00038 ABC University Memorandum of Understanding .. Internatio Memorand Proposed Under Rev... 28/10/20221..  2/11/20222...
Agreements & Activities
EPR-00037 ABC University Articulation - Overarching - Domestic Articulation Proposed UnderRev..  26/10/2022 2/11/2022 29/10/2022 27/10/2022 1., 27/10/2022 1.,
greements
& AgreementSchedules (O EPR-00036 Torrens University Cotutelle - 01/03/2022 Domestic Cotutelle Current DoNotRe..  1/09/2022 30/09/2022 7/02/2023 27/10/20221...  28/11/20221..
& Adivities EPR-00035 Brisbane Catholic .. Articulation Domestic Articulation Froposed Draft Awai... 26/10/2022 1. 28/10/20221..
New Agreement - Unsaved - Proposed Under Review Michelle Walford
Agreement No reement Status | Action Owner
O O
Agreement Workflow J
Adtive for less than one mi.. [ Draft (<1Min) Under Review Finish »
General External Organisations  External Contacts ~ ACU Staff  Supporting Documents
Agreement Type LR Primary External o &) External Source
Organisation
International o Primary Extemal B External ID -
Agreement Indicator .
Contact
& Consortium No
Timeline
Physical Copy Previous Version
N .
Required Indicator @ N Agreement
External Organisation Overarching @~
o

Agreement Scope

Agreement Can be

Agreement Indicator

Overarching

Agreement Review
Date

Published to Website @ ) MNo Agreement
Indicator

Project ‘ Laok for Project

Agreement Start Date = Agreement End Date

B & Agreement Term
(Years)

Select Save to see your timeline.

Almost there

3. Fill in the following required fields:

o Agreement Type - There is a list of agreement types for you to search on, click +~
to look up the applicable agreement type.

Agresment Type

International
Agresment Indicator

& Consortium

‘Lcok for Agreement Type

D

Articulation
& 1/09/2022 12:19 PM

Cotutelle
1/09/2022 12:19 PM

Course Agreement
14/10/2022 10:32 AM
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International Agreement Indicator - this is a drop-down field:

Agreement Type * @ Articulation

International *

Agreement Indicator [omestic

N

B Consortium

International

o Primary External Organisation — Click R to search for the Organisation:

test

Lol

Primary External *

o Organisations
Organisation

Test number 2

= Domestic
Primary External
Contact 5 Test University

International

-+ New Organisation

Advanced lookup

4. Once you have filled in the required fields, click Save .

5 o [Es]

Articulation - ssvza
Agreement

International

Indicater

Project

Agreement Schedule Details

* [ Aviculetion

& swedCiose  + New [3 Desctivate [0 Delete () Refresh @ Check Access I Process B pssign B Flow

@

%5 Word Templates ) Run Report 1 Share

EPRO004Z  Propesed
grecment b et St

nder Rt | g Mchate et

U
Draft (23 Min) Under Raview

External Organisations  Extemal Contacts  ACU Staff  Supperting Doruments  Related

" [ Test University

" Extornal
Agreement Indicator  DOmestc ot
& Consertium Yes
Physical Copy J— Previous Version
Required Indicator @ )re Agreament
Overarching P
Agreement dcater @) M
® o Agreement

O

Finish

& Baeinal Source

A External ID

Assoclated External Organisations

Orgarisation Name 1~ Intematianal ..

(o]

5. Once you have saved your Agreement you will see a unique identifying number:

Articulation - saved
Agreement

General  Articulation

Agreement Type

International
Agreement Indicator

A Consortium

Agreement Workflow @
Active for 23 minutes Draft (23 Min)

Proposed
Agreement Status

Under Review

Action

Michelle Walford

Owner

@

)

Agreement Schedule Details  External Organisations  External Contacts ~ ACU Staff

= [ Atticulation Primary External

Organisation (8 Test Uriversity
Domestic Primary External
Contact

Yes

Supporting Documents

Under Review Finish

Related

& External Source

A External ID

Associated External Organisations
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The unique identifying number has been created to make it easier for you to search on
agreements when you are adding them within a searchable field. In this example, you can use
the unique identifying number to search in an External Organisation Activity, in the
Regarding Agreement field:

General Related

Activity Type

Name

Primary External
Organisation

Country

Activity Workflow ¢
Completed in 1 hour

Meeting or Visit (in person) - saved
External Organisation Activity

ACT-00012
Activity No

Expired
Activity Status

Inactive (no action required)
Action

Catherine Thompson

)

Draft Under Review

* 3 Meeting or Visit (in person)

* Meeting or Visit (in person)

Primary External

3 New University Contact

Location

Regarding Agreement

Start Date

Eod Date

EPR-00043 jel

Agreements Recent records

EPR-00043
Test University ~

+ New Agreement Advanced lockup

@ -

ACU Approval

Associated External Organisations

O

Organisation Name [

External Party Approval - Initiation

External Party Approval Finish

Bl Add Existing Organisa...

External Organisation Partn... ¥ External Organisation Relati.. ¥ International Orga

Manual Test Non-Partner Inactive Domestic
New University Partner Inactive Domestic
1-20f2 € Pagel

External Organisation Contacts

(@]

Full Name v

¥ Add Existing Contact

External Contact Pers... ¥ Company Name ¥ Status v

Continue completing the agreement details in the different navigation tabs.

Agreement Examples

Articulation Agreements

Articulation is the process by which the external organisation matches its course credit points
or requirements to coursework completed at ACU.

1.

To create a new Articulation Agreement, click

MNew

Articulation. Fill in the required fields, click Save .

, in Agreement Type, search for

S B o

Articulation - saved
Agreement

General Articulation

Save

Agreement Workflow ¢ @
Active for 14 days Draft (14 D)

' save&close -+ New [ Deactivate [ Delete () Refresh @ Check Access B Process ~ &, Assign 2 Flow ~ @B Word Templates Run Report & Share
EPR-00043  Proposed Under Review e Michelle Walford
AgreementNo | AgreementStatus | Action @ Ovwner
)

Agreement Schedule Details ~ External Organisations

|Agreemem Type

N ‘ [ Articulation X

2]

Intemational
Agreement Indicator

& Consortium

Physical Copy
Required Indicator

External Organisation
Agreement Scope

Agreement Can be
Published to Website
\ngicat

Domestic

Yes

@

External Contacts

Primary External
Organisation

Primary External
Contact

Under Review

ACU Staff  Supporting Documents  Related v

& Test University

Previous Version

Agreement

Overarching

Agreement Indicator

Overarching
Agreement

Gar®

O

Finish

& External Source

& External ID

Associated External Organisations

1-20f2

Test number 2
Domestic

Test University
International

€ Pagel
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Once you have saved the record,

EDUCATIONAL PARTNERSHIPS REGISTER

the navigation tabs will update to the following

e General e External Contacts

e Articulation e ACU Staff

e Agreement Schedule Details e Supporting Documents
e External Organisations e Related

Articulation - saved EPR-00043  Proposed Under Review ez Michelle Walford
Agraement AgreementNo | Agreement Status | Action @ Cwner
0 O O
Agreement Workflow
‘active for 4 days < Draft (14 D) Under Review Frh
General Articulation ~ Agreement Schedule Details  External Organisations  External Contacts  ACU Staff ~ Supporting Documents  Related
Agreement Type " Articulation X b ‘ Primary External " Test University B External Source -
Organisation
International " Domestic Primary External & External ID
Agreement Indicator Contact
& Consortium Yes
Associated External Organisations
Test number 2
Physical Copy Previous Version Domestic
Required Indicator @ o Agreement
External Organisation Overarchin Test University
: - : G () '
Agreement Scope Agreement Indicator International
Agreement Can be Overarching 1zeia fage 1
Published to Website @ Hne Agreement
Indicator
3. Click on the Articulation tab to fill in th iate inf ti
Articulation - saved EPR-00043  Proposed Under Review ez Michelle Walford
Agraement AgreementNo | Agreement Status | Action '8 Cvner
0 O O
Agreement Workflow
Active for 14 days < Draft (14 D) Under Review Frh
General Agreement Schedule Details ~ External Organisations  External Contacts ~ ACU Staff ~ Supporting Documents  Related
Cradit Management Articualtion
System Agreement No - Agreement Type
Indicator
Articulation Agreement Courses
I New Articulation Agre.. B} Add Existing Articulati.. () Refresh
Name T v Decision ¥ Total Credit Points .. v Unspecified Units v FACULTY_DESC (AC... ¥ Faculty Approver v Owner v Created On v
No data available
0-00f0 & Pagel

Mew Articulation Agre...

4. Click
Course window opens:

to add a new course. The New Articulation Agreement

New Articulation Agreement Course

General
Agreement Articulation
External Provider
Course
Total Credit Paints

Offered

Unspecified Units

ACU Units

Michelle Walford

ACU Course

Faculty Approver

Decision
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5. Fill in the External Provider Course field and the ACU Course field:

New Articulation Agreement Course - unsaved Michelle Walford
Guner
.

General

Agreement Articulation ACU Course Bachelor of Education (Primary - The Arts Specialisation) (Test)

External Provider )
Course 3 Advanced Diploma in Education Faculty Approver

Total Credit Points Decision
Offered -

Unspecified Units

ACU Units

6. Fill in the other appropriate fields, click 5ave  The ACU Units section becomes

available to update with the ACU unit information. Click Bl Add Bxisting ACU Uit :

Advanced Diploma in Education - Bachelor of Education (Primary — The Arts Specialisation) (Test) - saved 8 Michelle Walford
Articulation Agreement Course '8 Owner

General Related -

Agreement Articulation ACU Course Bachelor of Education (Primary - The Arts Specialisation) (Test)

th:\:\ Provider Advanced Diploma in Education Faculty Approver Michelle (EPR-TEST) Buckley X L
Total Credit Points . Decision Approved

Offered

Unspecified Units CREDxG

2 Add Existing ACU Unit ©  Refresh 2 Flow V

Name T v Code v Credit Points Granted for Unit v

No data availzble

7. The Lookup Records window opens, search for the correct ACU unit, click :

Lookup Records
Select record

education R

<Al ACU Units

EDUCATION & SOCIETY
[

EDUCATION & SOCIETY
GDFD103

8. The course unit is visible in the ACU Units grid:

ACU Units

B Add Existing ACUUnit (O Refresh o Flow ™/

O NameTv Code v Credit Points Granted for Unit v

EDUCATION & SOCIETY EDFD103 10
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9. Once you have completed the relevant information click

you back to the main Articulation screen:

EDUCATIONAL PARTNERSHIPS REGISTER

J Save & Close

, this will bring

Articulation -saved
Agreement

EPR-00043

Agreement No

Proposed
Agreement Status

Under Review
Action

d@h Michelle Walford
e Owner

e

Agreement Workflow @
< (el (E30E)

Credit Management
System Agreement No

Articulation Agreement Courses

() Name T Deci

Advanced Diploma in Education - Bachelor of Education (Primary —T. Approved

General |Articulation | Agreement Schedule Details  External Organisations  External Contacts ~ ACU Staff

Total Credit Points

Under Review Finish

Supporting Documents  Related

Articualtion
Agreement Type
Indicator

f- NewArticulation Agre.. B} Add Existing Articulati.. () Refresh

~  Unspecified Units FACULTY_DESC (AC... v Faculty Approver ¥ Owner ¥ Created On v

CREDxG Michelle (EPR-TES,

(R wichelle waitord

26/04/2023 1:34 PM

Consortium Agreements

A Consortium Agreement indicates an agreement with two or more External
Organisations. Consortium is a read only field activated when more than one External
Organisation is added to an Agreement. Users are unable to update this manually:

Articulation - Unsaved
Agreement

EPR-00043
Agreement No

Proposed
Agreement Status

Under Review ez Michelle Walford
e Owner

F "

Agreement Workflow < @
Active for 13 days Draft (13 D)

General  Articulation  Agreement Schedule Details  External Organisations  External Contacts

Agreement Type Primary External

Organisation

* [ Articulation

International

Primary External
Agreement Indicator Domestic ot
& Consortium No
Physical Copy Previous Version
® e

Required Indicator Agreement

ACU staff

{3 Test University

—0

Under Review Finish

Supperting Documents  Related

B External Source

A External ID

Associated External Organisations

(D) Organisation Name T v

Test University,

International ...

Internation...

1.
click External Organisations:

To add another organisation to an Agreement, navigate to the relevant Agreement and

Articulation -Unsaved
Agreement

EPR-00043

Agreement No

Proposed
Agreement Status

Under Review

Action

@ Michelle Walford
8 Owner

Agreement Workflow ¢ @
Active for 13 days Draft (13 D)
General  Articulation  Agreement Schedule Details  |External Organisations| External Contacts  ACU Staff

() organisation Name 1~ External Organisation Partnership Status ¥ External O "

) o
Under Review Finish
Supporting Documents  Related
Bl Add Existing Organisa. O Refresh 27 Quick Campaign

ip Status

Test University Partner Inactive

Indicator Country ~ Partnership First Est... -

International Afghanistan 25/10/2022
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2. (Click #l  Add Existing Organisa...

EDUCATIONAL PARTNERSHIPS REGISTER

to add an additional organisation:

Avrticulation - Unsaved

General  Articulation ~ Agreement Schedule Details ~ External Organisations  External Contacts ~ ACU Staff

() Organisation Name 1 v Extenal Organisation Partnership Status v

Test University Partner Inactive

Supporting Documents

External Organisation Relationship Status v

EPR-00043  Proposed Under Review Michelle Walford s
Agreement AgreementNo | AgreementStatus | Action @ Owner
O O O
Agreement Workflow
Active for 13 day Draft (13 D) Under Review Finish

Related

IIZl Add Existing Organisa.. | O Refresh %9

Quick Campaign

Add Existing Organisation

International Organisation Indicator ¥
Add a Organisation that already exists to the record you are working with.

International Afghanistan 25/10/2022

The Lookup Records window opens, search on the organisation:

3. Select the organisation, click -:

Lookup Records >
Select record

“estt R

E

Organisations

Manual Test
Qid

7]
<

Test number 2

i}

Test University

[a

Testing

[a

+

New Organisation Advanced lookud

Lookup Records X
Select record

‘ Jadd more records 2

“m Organisations

= Manual Test
Qi e

A TestUniversity

Testing

+  New Organisation

Advanced lookup

4. Refresh the grid and the second organisation will be listed:

Articulation - Unsaved

EPR-00043  Proposed Under Review Michelle Walford
Agreement AgreementNo | Agreement Status | Action '8 Owner
O O
Agreement Workflow
& Draft (13 D) Under Review Finish
General  Articulation  Agreement Schedule Details  External Organisations  External Contacts  ACU Staff  Supporting Documents  Related
] Add Existing Organisa... 27 Quick Campaign ™
() Organisation Name T~ External Organisation Partnership Status External Organisati Status ¥ Organisation Indicator Country ¥ Partnership First Est... ¥
Test number 2 Partner Inactive Domestic
Test University Partner Inactive International Afghanistan 25/10/2022
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Note: If you remove an organisation the Consortium field will update to No.

Articulation - saved
Agreement

General

Agreement Type B

International B
Agreement Indicator

& Consortium

Physical Copy
Required Indicator

External Organisation

Agreement Workflow < @
Active for 13 days Draft (13 D)

Lo

@' save&Close - New [3 Deactivate [i Delete () Refresh @ Check Access H3 Process A&, Assign 2 Flow v  €E Word Templates Run Report & Share
EPR-00043  Proposed Under Review ez Michelle Walford
AgreementNo | Agreement Status | Action (ﬂ Owner
O O
Under Review Finish
Articulation ~ Agreement Schedule Details ~ External Organisations ~ External Contacts ~ ACU Staff ~ Supporting Documents ~ Related
Primary External . a
B Articulation Test U External Source
Organisation 3 Test Universty
‘ Demestic v Primary External & External ID
Contact -
Yes
Associated External Organisations
A
() organisation Name 1~ Intemational ... ¥
Previous Version
@ Do
Agreement Test number 2 Domestic
Overarching Test University Internation

Workflow Example

Once you have completed and saved all relevant information for your agreement, you can
begin the process to have the agreement approved.

1.

contact, look up the relevant contact, select :

In the Agreement workflow bar, click Draft, In the field Find or create an external

Articulation -saved

EPR-00048  Proposed Under Review (i Michelle Walford
Agreement AgresmentNo | AgreementStatus | Action Owner
O O
Agreement Workflow @
e — < Draft (43 Hrs) Under Review Eorn
y . 53 [
General Articulation  Agreement Schedule Details /= 19792 TOUT (CUstaff  Supporting Documents ~ Related
" Find or create & Testu ty
est Universi
Agreement Type N Articulation {3 Test University & External Source
Catheri pel
Agreement Indicator Intemational o SetA T . Contacts Recant records
et Agreement Type
A Consortium Yes a Catherine Thompson o
catherine thompson@acu edu.au Assodiated External Organisations
- TestTest o () Organisation Name T+ International ..
Physical Copy . B catherine thompson@acu.edu.au
@ o
Required Indicator L New Contact Suanced ook 123 Grow Child Care Domestic

An Agreement requires 2 levels of approval. In the section Under Review, use the lookup

to select the appropriate person in the Nominate Approver field. Click :

Articulation -saved

Physical Conv.

EPR-00048 Proposed

Under Review

Michelle Walford

L

Previous Version

Agreement AgreementNo | Agreement Status | Action Owner
o 0
Agreement Workflow
Nenear B s < Draft Under Review (< 1 Min) Finish
. . . P 7 B2 X
General Articulation  Agreement Schedule Details  External Organisations  External Contacts  ACU taff 5 Active forless than one minute
| Nominate Approver | | Michelle £
. Primary External .
Agreement Type [ Articulation r
=] Organisation B TestUnil  Song Approval Request Ne acu Approvers
Execute
International Michelle Walford (L1
International Primary Extemal Catheril 7 ichelle Walford (L1)
Agreement Indicator Contact therin & approval Resuit Level 1
£ Consortium ves + New ACU Approver Advanced lockup
A
() Organisation Name T v Intemational ..
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3. The Agreement WF Action - Create L1 Approval Request window opens, click
to send off a notification email to the approver:

Agreement WF Action - Create L1 Approval Request %

No input parameters
This action has no input parameters. Click Execute to run
this action.

Cancel

Note: You can save and close the request, once approved you can continue with the record.

Requests for approval

1. The relevant approver will receive a notification email with a link to the approval request
in the EPR:

Level 1 Approval Activity proposal review requested

I

W Gary,

You have received & new activity proposal TNat requires your attention. Pease click on the bk 1o review the relevast information.

Dt/ ot ey 1 LM, dynamis. com/man apx Tpagety Yoo 260009 Questiids 1 100M8E 643 o1 1-bbad- 0022481 80987

2. The approval request will show on the Tier 1 Dashboard - My EPR Data, under My
Approval Requests:

= < B Save As T New v + SetAsDefault () Refresh All
@ Home .
Tier 1 Dashboard - My EPR Data + |
© Recent v
% Pinned o My Activitiss - O Tak My Approval Requests New My Team's Approval Requests b oMew
# My Dachboard +| Date Created /| Due Date Create.. | Owner ctiv V| Name iequest D | v Request Da... | Due Date v | Crestes
Agreement - Articulation 8/05/2023  19/05/2023  Michelle ¥
External Organisation

£ External Organisations.

R Contact Persons

Agreements & Activities

A B B

&4 Agreement Schedules No data available No data available.

b Actwities

Approvals

{3 ACU Approvers

{3 Approval Requests

ABC  0-00f0 ABC B ABC  0-00f0
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3. Click on the approval request to open it. In the Approval Result field select Approved or

]
Rejected. Click bave & Close :

£ Regarding External
Organisation Activity

) Created By

() Michelle Walford (Available)

Approval Result

< o Save Save &Close | + New [ Deactivate [il Delete () Refresh @ Check Access R Assign 2 Flow ~  UE Word Templates Run Report & Share
Agreement - Articulation - saved Active  Active
Approval Request Status | Status Reason
General Related
Name Agreement - Articulation Approver Michelle Walford (L1)
) Regarding Agreement Articulation Owner () Michelle Walford (Available)

Select—-

Approved

£ Request Date 18/05/2023 = pprov
Rejected

) Due Date 19/05/2023 =

) Resolved Date - =

=1

No data available.

=]

No data available.

=]

No data available.

Approved Requests

1.

Once the request has been approved, the owner of the record will receive an email
notification. Click on the link to open the agreement:

L
Repon
Message -
Detete Repond Team Quack stept. " Masr ge. a tsting Immerine Towm Adgn Protemion -~
B0
b Dynamics 365 B ox
G X =
Level 1 Approval Activity decision F +
Not tracked
WGary,
Set Regarding
lhm\l?.dwmywllunuA('Mf,ytowul' Please outcome.
DU/ A B 1 CEMG, YN AT, COm/ mavm 1gn TpagetyD Y 2"y 41000 4400 3075100 70062250)

Note: You can go directly to the EPR to access the agreement. Open the EPR, navigate to
Agreements and Activities, click Agreements and search for your agreement:

= 4 B Show Chart Mew (il Delet= O Refresh Al Visualize thisview  [%] Email a Link 2 Flow @ Run Repart GE Excel Templates @) Expert to Excel @Y import from Excal

@ Home

- All Agreements Edit columns Edit filters nd

© Recent v

P, N Agreement... L Organisation Name .. Hame > Internationsl .~ Agreement Ty..~  Agreement S Aetion AgreementSt.. v AgreementE.. v AgreementfL. v Crested On > Modiied On

Dashboard EPR-00045 Test University Anticulatior internatio. Anticulatior Proposed Approved .. 16/05/2023 2. 18/05/2023 9..

# My Dashboard EPR-00047 Test number 2 Student Placement Domestic Student Plac Proposed Draft Awai B/08/2023 7- /05/2023 &
EPR-00046 New Organisation Articulation Domestic Articulation Current Active 4/05/2023 18/05/2023 11/05/2023 4/05/202310... 4/05/2023 12..

External Organisation

e EPR-00045 Test University Student P t I Domestic Student Plac Current Active 4/05/2023 11/05/2023 5/05/2023 27/04/2023 1., 5/05/2023 12.,

A Contact Persons EPR-D0044 Placements R’ Us Domestic Student Plas Current Active 24/04/2023 270472023 26/04/2023 27/04/20239..  27/04/2023 1...
EPR-00043 Test University Domestic Articulation Proposed Under Rev... 12/04/2023 1. 26/04/20231.
EPR-00042 St Patrick's College... Internatio.. Articulation Proposed Inactive (N... 122022 M 1122022 1.

€ Agresment Schedules EPR-00041 Caritas Institute of .. Internatio. Memorandu. Froposed Oraft Awai 21/042022 2170412027 220222, 281172022 2.

& Activities EPR-00040 ABC University Internatio. Memorandu. Current Approved .. 25/09/2022 28/04/2023 5/12/2022 28/10/20221..  30/11/2022 4.
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2. The Agreement workflow, under the Under Review dropdown, the Approval Result

field has updated to Approved, click Next Stage
3
Articulation -Unsaved EPR-00048  Proposed Approved Proposal gy Michelle Walford
Agreement AgreementNo | AgreementStatus | Action m Owner
— e
Agreement Workflow ° 4 J o
Active for 43 hours < Draft Under Review (9 Min) ACU Approval Finish
2 %
General Articulation  Agreement Schedule Details  External Organisations  External (A7 for 9 minutes

 Nominate Approver  * Michelle Walfor...
Agreement Type

N Articulation Primary E

Organisat " Send Approval Request Now?

International

Related ~

& External Source

| & External ID
Agreement Indicator International primary @
g Contact & Approval Result “ Approved |
& Consortium Yes
< Next Stage > Associated External Organisations

) .
() Organisation Name T v Intemational ... ¥

Physical Com: Dravioy rsion

Once the request has been approved, click ks

Follow the above steps for the second level approval in the ACU Approval dropdown.
4. The External Party Approval —

Initiation dropdown will show, select Yes in the Sent to External Party for Approval?

field:

Articulation -saved
Agreement

Agreement Workflow <
Active for 43 hours.

EPR-00048

Agreement No

Proposed

Draft Awaiting External Party Approval
Agreement Status

Action

@ Michelle Walford
m Owner

Draft

o I )
7 J
Under Reviewr ACU Approval External Party Approval - Initiation (< 1 Min) External Party Approval OGC Review

General Articulation  Agreement Schedule Details

& External Source

& External ID

i Active for less th it B X
External Organisations  External Contacts ~ ACU Staff 5 #tveToriess than one minute
Sent To External Party
Agreement Type * [ Ariculation Primary External ey T
Organisation
o, Yes

International Prmary Extemat < Next Stage

Agreement Indicator International Contact Catherin
& Consortium Yes

Associated External Organisations

Note: If you select No, the agreement will no longer progress and the below window will open,

click :

Cannot proceed to the next stage until the agreement has
been sent to external party for approval.

4. The External Party Approval option asks if there are any changes required, click No:

Articulation - saved EPR-00046 Proposed Draft Awaiting External Party Approval
Agreement AgresmentNo | Agreement Status | Action
f.\ ) ) )\
Agreement Workflow A\ \ \
Active for 1 hour < External Party Approval (< 1 Min) OGC Review Signing Off - Initiation Signing Off
General Articulation  Agreeme Active for less than one minute External Contacts ~ ACU Staff ~ Supporting Documents  Related
Changes Required? a
* External Source
Agreement Type B Art No E New Organisation
< Next sta
International * b
. omes
Agreement Indicator . R Test Test £ External ID
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Note: If you select Yes, you won't be able to proceed, and the following window will open,

click :

Cannot proceed the workflow. Before sending the draft to
external contact for a review, please amend the draft with
any changes required and follow up with L2 approver.

5. Inthe OGC Review dropdown select Yes in the field OGC Approval is required?:

Articulation - unsaved EPR-00046 Proposed Under Review OGC
Agreement Agreement No Agreement Status Action

9 9 © O O
Agreement Workflow o/ \ A\
Active for 2 hours < External Party Approval OGC Review OGC Approval (< 1Min) Signing Off - Initiation Signing Off

Completed B X

General Articulation  Agreement Schedule Details  Exte aff  Supporting Documents ~ Related

OGC Approval
Agreement Type * Articulation Pri Required? & External Source
or
International * . pri Set Activ
Agreement Indicator Domestic o £ External ID

Note: If you select No, you won'’t be able to proceed, and the following window will open,

click :

Cannot proceed to the next stage until the agreement has

been submitted to OGC.

6. Complete the relevant fields in the OGC Approval dropdown, click :

Articulation - saved EPR-00043 Proposed Under Review OGC (’ Michelle Walford
g

Agreement AgreementNo | Agresment Status | Action Owiner

Agraament Viorkow o © © O © © ©
Active for 35 days < Draft Under Review ACU Approval External Party Approval - Initiation External Party Approval OGC Review OGC Approval (< 1 Min)

) ; . ) B X
General Articulation  Agreement Schedule Details  External Organisations  External Contacts ~ ACU Staff  Supporting Documents  Related Active for less than ene minte
 Submitted to 0GC? Yes
. : Primary External a
Agreement Type Articulation External Source
=] Organisation 3 Test University -/ Date Submitted to 150520 &
R o6e
International N External ID
Primary External i *
Agreement Indicator Domestic cont g Tast Test ~/ Provide OGC 123456
onta Reference Number
& Consortium Yes OGC made N
Associated External  recommendations? ©

O organisatic | ¢ NextStage >
Physical Copy Previous Version

Required Indicator @

Agreement Test numt

Note: OGC approval is managed outside of the EPR. Any correspondence with the OGC will
need to be recorded on the Agreement timeline. To do this, you can either track OGC email
correcpondence via outlook (see tracking emails using outlook manual), or making a manual
note on the timeline grid.
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prgrt Terr

ntemational Domestic External ID &)
Agreement Indicator
Consortium & Mo
Assoclated External Organisations
o sion o Academia International
i sior
(] Mo Domestic
External Organisation Overarching ® ) o 1 of Page 1
Agreement Scope Agreement Indicator S
Agreement Can be ) Mo Overarching
Published to Website Agreement T =
ndicator B
Project
4 "
& Enteran
Agreement Start Date =  Agreement End Date ®
Aareement Revigw

e Provide subect text, body text (if applicable) and attach document. Click add note

Timeline + Y

P Search timeline
Create a note

OGC Correspondence

e OGC correspondence will then appear on agreement timeline

/O Search timeline

& Entera note...

Timeline + ¥

OGC Correspondence

B OGC Emailpng

View more

~  Recent
@ Modified an: 4:47 PM
= Note modified by ~ Catherine Thompson S D W

7. Complete the relevant fields in the Signing Off - Initiation dropdown, click Mot siage >

Articulation - unsaved

v Submitted to

v
Delegates? Yes I

Agreement Type * K3 Articulation
+ Date Submitted to

Delegates

< T

18/05/2023
International

Agreement Indicator Domestic

& Consortium

EPR-00043 Proposed Awaiting Signature - either ACU or external Michelle Walford v
Agreement AgreementNo | AgreementStatus | Action
I 7oy | O
Agreement Workflow N4 e
Active for 35 days < Signing OFf - Initiation (< 1 Min) Signing Off Finish
} T Aci S
General Articulation  Agreement Schedule Detail Active for less than one minute ACU Staff  Supporting Documents  Related +

£ Test University

Test Test

& External Source

& external ID

Associated External Organisations
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8. In the Signing Off dropdown select Yes for the fields Have ACU Signed? and Have
External Party Signed?, click Bt

Michelle Walford

Owner

@
O

Finish

Articulation - Unsaved EPR-00043  Proposed Awaiting Signature - either ACU or external
Agreement AgresmentNo | AgreementStatus | Action
o
Agreement Workdlow o
Active for 35 days < Signing Off - Initiation Off (< 1 Min)
. . . i\ B2 X
General Articulation  Agreement Schedule Details  External Organisations  External Contacts  ACU Staff  Supporting ACtVé for les than ena minute
 Have ACU Signed? Yes
Primary External
Agreement Type Articulat ; I Source
g ¥p [ Articulation Organisation (3 Test University + Have External Party N
Signed? ©
International D -—
Primary External
Agreement Indicator Domestic v Tast Test
Contact < Next Stage D
B Consortium Yes
‘Associated External Organisations

Note: If you select No, you will not be able to proceed and will receive the below pop-ups,

click :

agreement.

X

Cannot proceed to the next stage until ACU have signed the

Cannot proceed to the next stage until External Party has

signed the agreement.

9. Once you select Yes, click . You will be notified that the fields Agreement Start
Date, Agreement End Date and Agreement Review Date become required, fill the fields

in and click Bk

« A = Sove G Save & Close New , che 80 pre 8 Assign 2 Flaw ] Run Report 12 Share
S Vo e P ———
Articulation - Un:s.d EPR-00043  Current Active (’ Michella Walford /|
Agreement Agrecment Mo | Agreement S | Action o Oun
P
Signing OFf - Initiation Active for less than one minute B X Finish
General Articulation  Agreement Schedule Details  Extemal Grganisations  Bxtemal Contacts ACU Stafl  Supporting
Have ACU Signed
—Testor & 9
Have External Party Pl
Project Signed h
+ ¥ E
[a] e
Agreement Start Agreement End Date *
Date ® Agreement Start Date: Required fields must be (® Agreement End Date: Required fields must be flled in. i
filled in.
£ Agreement Term
] tears)
]
Agreement Raview
(® Agreement Review Date: Required fields must be
filled in
Get started

Captun

nd manage all reconds in your timeline.

10. Click I

in the Finish dropdown:

Agresment Start
Date

18/05/2023

Agreement Review
Date

18/05/2023

i

Agreement End Date

& Agreement Term

(Years)

- 40172024
& Enteranote
06

O Search timeline

Articulation - 18/05/2023 - saved EPR-00043  Current Active | g Michelle Walford
Agreement AgreementNo = Agreement Status | Action @ Owner
Agreement Workflow o
Active for 35 days < Signing OFf - Initiation Signing Off (< 1 Miny
=

General Articulation  Agreement Schedule Details  External Organisations  External Contacts ~ ACU Staff  Supporting Documents  Related v Active for less than one minute =
——RAgreement Lan e Lverarening

Published to Website @ ) Ne Agreement +/ Confirm the Action

Indicator Status Active

Page 1
Timeline + v =

]
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11. The Agreement will update and save:

Indicator Status

Timeline + v =

Agreement Start

18/05/2023 ) Agreement End Date  *  4/01/2024 = P Search timeline
Date

B Agreement Term & Enteranote..
Agreement Review 06
Date 18/05/2023 = (Years) I

< pagel
Project m|

< B o Save @ Save&Close + New [2 Deactivate [0 Delete () Refresh @ Check Access Hd Process v &, Assign 2 Flow ~ B Word Templates Run Report & Share
|Articu|ation - 18/05/2023 - saved | EPR-00043  Current Active 8 Michelle Walford /|
AgreementNo | Agreement Status | Action @ Owner
e © © ©
G EenE Signing Off - Initiation Signing OFf Finish
. . . Completed B X
General Articulation  Agreement Schedule Details  External Organisations  External Contacts ~ ACU Staff ~ Supporting Documents  Related ~
—Agreement can oe Uverarening
Published to Website @) No Agreement + Confirm the Action

Rejected Requests

1. Once the request has been rejected, the owner of the record will receive an email
notification. Click on the link to open the agreement:

T & 5 Level2 Approval Activity decision - Message (HTML)
File  Message Help Q  Tell me what you want to do
s 3 O = W@ Bawowes 9 MO ) 52 QG | B O &
& ~
Q. Deete Archive © Reply Al B . Shaeto Al ZToManeger [ Move  Tags | Ediing  Immersive | Tandlate  Zoom Replywith ~ Dynamics  Report Viva
© S Forward 2 Teams  Apps | D Team Email = > v ~ v - Scheduling Poll 365 Message > Insights
Delete Respond Teams Apps Quick Steps [ language  Zoom Find Time Add-in Protection | Add-in ~
- . & X
Level 2 Approval Activity decision Dynamics 365
SVC_Powerhpps © | €3 Reply | € Replynll | —> Forward | | Wi | | =t = 2+
To Catherine Thompson Thu 15/02/2024 3:32 PM a
N Not tracked
Hi Catherine,
This is to inform you that the activity has been reviewed. Please follow the link to review the outcome Set Regarding
htty test1 .crm6.dynamics.com/ma i d& isationactivity8id=65fb0397-2dab-a6bd-bfd7- -
27dbagbec674
Recipients

Note: You can go directly to the EPR to access the agreement. Open the EPR, navigate to
Agreements and Activities, click Agreements and search for your agreement:

2. The Agreement workflow, under the Under Review dropdown, the Approval Result
field has updated to Rejected, click :

Articulation - Uncied EPR-00080 Proposed Inactive {No action required) ‘s‘ Catherine Thompson
Agreement Agreement N ant Bk g p =
0 O
\J
Draft Under Review (< 1 Min) Notify External Contacts Fnish
3 A Actvve for less than one mirute B2 X
General Articulation  Agreement Schedule Details  External Organisations  Exten : ts  Related

Agreement Type Y Articulation

Associated Extornal Organisations
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3. Under Notify External Contacts, click Execute :

Articulation -saee

EDUCATIONAL PARTNERSHIPS REGISTER

Agreement

EPR-000B0

Proposed

Inactive (No action required) atherine Thompson

" L)

Draft Under Review

O, O

General

Avticulation

Agreement Schedule Details

External Organisations

External Contacts  ACU Staff  Supporting Documents

Finish

Agreement Type

Articulation

International

y Ext
Organisat

(3 Test University

Primary External

Contact

Al Amber O'Neill

Notification

pursued:

The Agreement WF Action - Send Not Pursue window opens, click
send off a notification email to the external contact that the agreement will not be

Agreement WF Action - Send Not Pursue
Notification

No input parameters

this action.

This action has no input parameters. Click Execute to run

ecute

to

Note: Users may need to manually send an email via Outlook.

Contact

Articulation - saved EPR-00080 Proposed Inactive (No action required) Catherine Thompson
Agreement AeementNo | AgeermentSous | Acton ]
o © O
Agreement Workflow: N4
Active for 9 minutas < Draft Under Review Notify External Contacts (7 Min) Finish >
. ] . ive for 7 @ X
General Articulation  Agreement Schedule Details  External Organisations  External Contacts  ACU Staff  Supporting Documents A<HVe for 7 minutes
 Send Automatic Notification
hgwement pe* 8 Aticton prmay et —
Organisation
Intemational = , Primary Extemal
Agreement Indicator  IMtemationa Amber O'Neill

5. Click MRS

in the Finish dropdown.

Contact

Articulation -saved EPR-00080 Proposed Inactive (No action required) Catherine Thompson
Qo
Agreement Workflow 9
Active for 10 min < Draft U Rra Notify External Contacts Finish (< 1 Min) >
. . . ! B2 X
General Articulation  Agreement Schedule Details  External Organisations  External Contacts ~ ACU Staff  Supporting Documents  Related Active for less than one minute
+ Confirm the Action
Inactive (No
N Primary External a Status
Agreement Type & Articulation
Organisation S Test University
International N International Primary External
Agreement Indicator

Amber O'Neill
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Note: A reason for the rejection, or correspondence regarding the rejection will need to be
added to the Agreement timeline as a note. To enter the note manually, in the Timeline grid,
click Enter a note:

TITTaTy ETaTaT
Agreement Indicator

- Contact
Consortium & No

Associated External Organisations

- . Academia International

Physical Copy ® ) Ne Previous Version emest

Required Indicator Agreemaent et

External Organisation B Ovacarching Y No 1-18f1 Page 1
Agreement Scope Agreement Indicator :

Agreement Can be Mo Overarching

[ W e h A e 2 }
ublished to Website Agreement + ¥
indicator

5 Search timaline

Project

5
& Enter a note.

Agreement Start Date Agreement End Date

@

agresment Beview =1 aement Tarm &

Provide subect text, body text (if applicable) and attach any relevant documentation. Click add
note. Rejection note will then appear on agreement timeline.

Timeling +

Timeline + ¥

2O Search timeline

Search umeling

Create 2 nate

= i

Dioes not meed requiremants

~  Recent
@ Modified on: 2:52 PM
S Note modified by 2 Catherine Thompson < I W

Rejection Reason
Does not meet requirements

& Seeul - 9 - B [ U & A- . Ed Rejected Email.png

W Rejected Emailpng X

i

View more ~
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