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New External Organisation Activity

An External Organisation Activity allows users to record specific activities undertaken by
partners during the course of their relationship, including delivering outcomes specified in an
agreement. There are several types of External Organisation Activity types in EPR:

e Conference/Seminar/Symposium/Wor e Event (includes competition)
kshop (in person) e Meeting (virtual)

e Conference/Seminar/Symposium/Wor e Meeting or Visit (in person)
kshop (virtual) e Membership/Network/Alliance

e Correspondence ¢ Online Learning Experience

e Data Sharing

Creating a new external organisation activity

1. To create a new external Organisation activity, using the left navigation bar, navigate to
Mew

Activities. On the top menu, click
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3. Fill in the following required fields:

e Activity Type - There is a list of activity types for you to search on, click H 1o
look up the applicable activity type.

Activity Type * Lock for Activity Type D

¢ Name - This will auto populate when you select an Activity Type. If appropriate,
you can amend the name by clicking and typing in the field:

Activity Type * [ Meeting [virtual) *

Mame Meeting (virtual)

Primary Extemal
Organisation

Activity Type * EH Meeting (virfual)

Mame * Examp e| Meeting (virtual)

Country

Regarding Agreement L ”

e Primary External Organisation - Click -~ to search for the Organisation:

test IL

Organisations

Primary External *
Organisation

Test number 2
Domestic

[

Primary External
Contact Test University
International

[

Mew Organisation Advanced lookup
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4. Once you have filled in the required fields, click ‘& >ave .

Example Meeting (virtual) - ssee
Exter

nal Orgarisation Activity

General  Related

aow

Draft (= 1 Mie)

ACT00018  Proposed Unader Bewview e pan
Aty s Memhony S Assen
Urger Review
Agsociated External Onganisations
Organisation Name 1 « Extesral Dighnisation P, External Degarisation B,

5. Once you have saved your External Organisation Activity you will see the following

additional grids appear:

e ACU Staff

e Associated External Organisations
e External Organisation Contacts

e Supporting Documents

Example Meeting (virtual) - savec
External Organisation Activity

Activity Workflow @
e e el Draft (< 1 Min)

General Related -

Activity Type * [ Meeting fvirtual) x

Mame * Example Meeting (virtual)

Primary Extemal * @ TestUniversity x @  Primary Extenal
Qrganisation Contact
Country o Location
Regarding Agreement - s

Start Date - =] All Day Event
End Date

Supporting Documents

Document Title T~ Document Type ¥

We didn't find anything to show here

Created On v

Activity No

Activity St=tus | Action Owner

ACT-00018 Proposed Under Review a Catherine Thompson
s

Under Review

Associated External Organisations
Organisation Name 1 ~

[0  Test University

External Organisation Contacts

Full Name T~

ACU 5taff

O

Finish

External Organisation P... ~ External Organisation R... ~

Partner nactive

Bl Add Existing Contact

External Contac... Company Name ~ Status v

We didn't find anything to show here

Bl Add Existing Contact

Ir

~

March 2024 |5




EDUCATIONAL PARTNERSHIPS REGISTER

6. For activities that include multiple organisations, there can only be one Primary External
Organisation, however additional organisations can be added.

e Under Associated External Organisations, click Add Existing Organisation

Associated External Organisations [ Add Existing Organisa...
Organisation Name T v External Organisation P... ~  External Organisation R... ¥  International Or

No data available

0-0ofQ Page 1

e Lookup Organisation and click Add. Any new organisations will need to be added
prior to being added to the Associated External Organisation.

Lookup Records X
Select record

1
Look for records P ‘I
|

Recent records All records

Bosten College

[a

123 Grow Child Care

[a

ALFRED HEALTH (HOSPITAL)

[a

ABC University

(&

4+ New Record

BN

¢ The external organisation will now be added to the activity under the Additional
External Organisations grid.

Conference/Seminar/Symposium/Workshop (in person) - szveo ACT-00020  Proposed Under Review a Catheri
External Organisation Activity Activity | Actvity Status | Action -

)
Activity Workflow O S O
Active for 4 hours < Draft (4 Hrs) Under Review Finish

General Related

4

Activity Type B} Conference/Seminar/Symposium/Workshop (in person) Associated External Organisations B Add Existing Organisa.
Organisation Name 1+ External Qrganisation P... ~  External Organisation R.. ©  International Or
Name Conference/Seminar/Sympasium/Warkshop (in person)
Partner Active Domestic
Primary External
[ ABC University Contant
our
Regarding Agreement
T Voo
art Dat @ i Da @ =
External Organisation Contacts 2 Add Existing Contact

7. Once all relevant data has been entered for the remaining grids, click Save |
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Workflow Example

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

1. Inthe Activity Workflow bar, click Draft, In the field Find or create an external
contact, look up the relevant contact, select ;

Example Meeting (virtual) - ssee ATagm | fmct | Ui | gy Ctiac T
Extemal Organisation Activi dcoeyNo  AabiySams | Acion °

cHivity
E=1 0 o

General Related

Partres

2. An External Organisation Activity requires 2 levels of approval. In the section Under
Review, use the lookup to select the appropriate person in the Nominate Approver field.

i, I

,,,,, e o @ - £ ssorcesioonn

3. The ExtOrgAct WF Action - Create L1 Approval Request window opens, click
to send off a notification email to the approver:

ExtOrgAct WF - Action - Create L1 X
Approval Request
No input parameters

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

o

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

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

" wonlTAmral

| 3 R Merting W a ™ Ehules -
Se X 1 5}@@:‘. E Al [t =

e
ategsone foson
W‘-

Forwmd o
Mort = | Toamy |0 Peph & Delete  F Crometiew ™ B Actions - Pokey Unted N Seere Nepon.
Deute Reipond Team Cunck St 5 Mewe agr g toting Iy Adgin Protetion
B0+
ar 5
few tequested = Se) At

You have received & new sctivity proposal that

DRI/ a0t by Crmo,dynamiss. comyman aspx Tpagetype 48180087

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

SANDBOX ' @ o

Tier 1 Dashboard - My EPR Data +

My Activities Y e P Eme My Appe

05 @ @
Worer @orve

Rovenens @orer @0
Bcrer Rooe

3. Click on the approval request to open it. In the Approval Result field select Approved or
0 Cove &
Rejected. Click save & Close

Activity - Example Meeting (virtual) - saved Active  Active

Approval Request Status Resson

General Related

Mam, Activity - Example Meeting (virtual) Approver & Catherine Thompson (L1) *
& Owner * Catherine Thompson (Available)
), catherine Thompson (Available) x

Regarding External & [ Eample Meeting firtuall
Organisation

Activity

Request Date & 9/11/2023

Due Date ¢ 10/11/2023

Resolved Date £

Created By & ﬂ. atherine Thompson [Available)
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4. The Tier 1 Dashboard - My EPR Data will update to show the removal of the approval

request in the My Approval Request grid:

Tier 1 Dashbeard - My EPR Data v

My Activities - Task My Approval Requests b New My Team's Approval Requests t New @
| Date Created v | Due Date “ Create.. | Owner Activ V| Name v Request Da... | Due Date Created By | Name Request Da... ~ | Due Date v Created By

B

No data available.

=

No data available.

=

No data available.

Any relevant information regarding the approval or rejection should be noted on the activity
timeline.

See Creating New External Organisations and Contact Persons instruction manual for
instructions on how to record an email on the Agreement timeline.

Conference/Seminar/Symposium/Workshop (in person)
iy

ACT-00020  Propased  Under Review ) Cathwrine Thompson
O O
Oraft (25 Hrs) Under Review finn 2
General  Related
Supportin W
Bocumont Typo ~ Craated On
a ava
Acu suatt A
Full Name © Address.. + Ackdewss Address...© Addy - orgU

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:

B X 1| Q R G Bl p
k- O ki | gyl Pt o 9071 13 peoiy & Oelete 3
Drrte Beipons toam sk st Mot tating immrrine Zowm | Adgm | metetion
HSC 4
‘ Dynamics 365 5 ox
Level 1 Approval Activity decition = Ry
Not tracked
c0porsl has been reviewed. Stease follow the bk 10
peentiyrecordhetnacy 061440 3875 1171082250)
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Note: You can go directly to the EPR to access the activity. Open the EPR, navigate to
Activities, and search for your external Organisation activity:

¢ACU

@ Home
D Recent
52 Pinned
Dashboard

# My Dashboard

External Organisation
1 External Organisations

R Contact Persons

Agreements & Activities

&b Agreements

& Agreement Schedules

Approvals

& Approval Requests

ACU Educational Partnerships Register

B Show Chart New () Refresh  dl Visualize this view

All External Organisation Activities

2 Flow

2 Run Report

BE Excel Templates

SANDH

@ import from Exce!

Activity No | v Name ~ Activity Status - Action - Start Date v End Date v
O  AcCT-00018 Example Meeting Proposed Approved Prop.
(] ACT-00017 Proposed Draft Awaiting
ACT-00016 n pe Current Active 1/11/2023 1202
ACT-00015 Data Sharing Proposed Under Review
ACT-00014 Prop d Inactiv 0 acti
ACT-00013 Proposed

o
= ACT-00011
ACT-00010 onference/Seminar/Symposium/Worksho
ACT-00009 Online Learning Experience

Draft Awaiting

Inactive (no acti 5/04/2023

2. The External Organisation workflow, under the Under Review dropdown, the
Approval Result field has updated to Approved, click :

Activity Workflow
Active fior 1 hour

General Related

B Meeting (virtual) *
Example Meeting {virtual)

@ TestUniversity *

Example Meeting (virtual) - ssvea
External Organisation Activity

ACT

Location

Under Review (28 Min)

©

Active for 28 minutes &2

B Catherine
ganisations
tion Name 1

Approved | ersity

Propased
Activity Status

-00018

®)

Approved

ACU Approval

External Organisation P... ~

Partner

Proposal a

External Organisation R... v

inactive

ne Thompson

International

nternationz

Follow the above steps for the second level approval in the ACU Approval dropdown. Once
the request has been approved, click [ Nextsia0e >

3. The External Party Approval - Initiation dropdown will show, select Yes in the Sent to
External Party for Approval? field:

General Related

Activity Type *

Name *

Activity Workflow <
Active for 1 hour

Example Meeting (virtual) - saved
External Organisation Activity

ACT-00018
Activity No

Proposed
Activity Status

Action

Draft Awaiting External Party Approval

o Ouner

©

Draft Under Review

[ Meeting (virtual) X

Example Meeting (virtual)

ACU Approval

Associated External Organi

External Party Approval - Initiation (< 1 Min)
Active for less than one minute B X
Sent To External Party  No v
for Approval?
+ No
Yes 1l Organisation R... v

Organisation

Catherine Thompson

O

Finish

1 Add Existing Organisa

International

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

click :

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

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

Example Meeting (virtual) - saved

ACT-00018  Proposed Draft Awaiting External Party Approval Catherine Thompson v
External Organisation Activity ActivityNo  Activity Status  Action .Q. Ovner
Activity Woridflow e e ° ° \OJ _)
Activefor 1 hour < Draft Under Review ACU Approval External Party Approval - Initiation External Party Approval (< 1 Min) Fifish
General Related - Active for less than one minute B2 X

Changes Required? v ygg »
Activity Type * [ Meeting (virtual) x 0 Associated External Organisations

 Orglnisa...
No
Name *

Organisation N T~ Exte
Example Meeting (virtual) rganisation Name xte

o Yes rfemational

Note: If you select Yes, you won't be able to proceed, and the following window will open,

click 4.

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

When you click No, if you have not entered in Start and End dates for the Activity, you will
receive an error message prompting you to enter start and end dates.

Example Meeting (virtual) - unsave

External Organisation Activity

Activity Workflow ° ° °

Activefor | houe < Draft Under Review ACU Approval Extemal Party Appreval - Initiation External Party Approval (2 Min}

General _Related

Enter Start and End Date for the Activity.

Start Date * 9/11/2023 All Day Event @ v

End Date * November 2023

Su Mo Tu We Th Fr Sa |

29 30 31 1 2 3 4
5 6 7 8 o 0 n
Supporting Documents 12 13 14 15 16 17 18

19020 21 2 23 M B
Document . Document Type ¥ Created On ~

I New Supporting Docu...
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If the activity is not an all day event, use the toggle and enter the appropriate times.

Start Time 9/11/2023 IAH Day Event @ O no I
IE:OUAM v I

End Time * 9/11/2023
I 3:00 AM v I

5. In the External Organisation workflow click in the Finish dropdown:

Example Meeting (virtual) - saved
External Organisation Activity

ACT-00018
Activity No

Current Active Catherine Thompson v/

Activity Status | Action Jo Owner

Activity Workflow e
Active for 1 hour < Draft Under Review ACU Approval External Party Approval - Initiation External Party Approval Finish (< 1 Min) >
General  Related - Active for less than one minute B X
e sy i)
Confirm the v -
. [0 Test University Partner Action 5 R nz
Primary External {8 Test University x o Primary Exteral B Amber O'Neill x 0 ction Status
Organisation Contact
< 2y
Country o location 0
6. The Ext 1 Organisation Activity will update and
Example Meeting (virtual) - saved ACT-00018  Current Active a Catherine Thompson /'
External Organisation Activity ActwityNo | Activity Status  Action o Owner
< Draft Under Review ACU Approval External Party Approval - Initiation External Party Approval Finish
PP ¥ App ¥ App
B X
General  Related Completed
Lxaimpie meeuny Wi
Confirm the v Adive
Test University Partr onz
Primary External (3 Test University x O Primary External Bl Amber O'Neill X 0 O Testuniversity eriner Action Status [
Organisation Contact
nished
Country - O Location 0 -

-
You can| @ Save & Close

Rejected Requests

to exit the record.

1. If an Activity is rejected, under the Under Review dropdown, the Approval Result field
will be updated to Rejected, click :

Conference/Seminar/Symposium/Workshop (in person) - saved
External Organisation Activity

ACT-00005  Proposed
ActivityNo | Activity Status | Action
® O

Inactive (no action required) g Isis Kowaliauskas
.

O

Acti
Aci

Wordow o
<

for 13 months Draft

General Related v

Activity Type " Confarance/Seminar/Symposium/Workshop (in person)

Name Conference/Seminar/Symposium/Workshop (in person)

- Primary Exteral

Primary External
(3 Torrens University Contact

Organisation

Country - Location

Under Review (1 Min) Notify External Contacts

Active for 1 minute

' Nominate Approver  * K& Catherine Tho.
Organisations

S proval Request Now?

on Name T~

B Approval Result Rejected

[ F
< Next Stage

iversity Partner

External Organisation P... ~

Finish

Bl Add Existing Organisa..
External Organisation R... ¥ Intemnational Or

Active Domestic
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2. Under Notify External Contacts, click Execute :

Name

P (in person)

Conference/Seminar/Symposium/Workshop (in person) - saved ACT-00005  Proposed Inactive (no action required) 9 Isis Kowaliauskas
External Organisation Activity Activity Ne Activity Status | Action .
{o) O
A Workflow 0
LT Emerhs < Draft Under Review Notify External Contacts (< 1 Min) Finish
General  Related Active for less than one minute B X
Notification
Activity Type [ Conference/Seminar/Symposium/Workshop (in person)

Associated External |

[l Add Existing Organisa.
O Organisati <

S temnal Organisation R... ¥ International Or

Torrens Un—___,

__ctive Domestic

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

ExtOrgAct WF - Action - Send Not Pursue Email

No input parameters
This on has no input parameters, Cli
this action.

Note: Users may wish to manually send an email via Outlook with further details.

3. Click Next Stage .

Conference/Seminar/Symposium/Workshop (in person) - saved ACT-00005  Proposed Inactive (no action required) Isis Kowaliauskas ~ ~/
External Organisation Activity ActivityNo | Acthvity Status | Action o Owner
o © O
Activity Workflow A
Adtive for 13 months < Draft Under Review Notify External Contacts (< 1 Min) Finish
General Related Active for less than one minute B X
" Send Automatic Notification
Activity Type B c Semi Workshop (in person) Associated External | Bl Add Existing Organisa...
temal Organisation R.. ~  International Or
Name c rkshop (in person)
ctive Domestic
4. Click HEEE in the Finish dropdown.
Conference/Seminar/Symposium/Workshop (in person) - saved ACT-00005  Proposed Inactive (no action required) g Isis Kowaliauskas
External Organisation Activity Activity No Activity Status | Action e Owner
Activity Workflow ° @
Active for 13 months < Draft Under Review Notify External Contacts Finish (< 1 Min)
General Related ~ Active for less than one minute B X
~ Confirm the Action
St Inactive o
Activity Type » c rkshop Gn person) Associated External Organisations Status
Name *

Conference/Seminar/Symposium/Workshop (in person)

Visz.

Organisation Name T+
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Note: The Finished bar will turn green indicating this has been saved.

Conference/Seminar/Symposium/Workshop (in person) - saved ACT-00005  Proposed Inactive (no action required) Isis Kowaliauskas
External Organisation Activity ActivityNo | Activity Status | Action o Owner
Activity Workflow < ° ° e @
Completad in 13 months Draft Under Review Notify External Contacts Finish
Completed B2 X

General Related

~ Confirm the Action

. Cstue Inactive (no
Activity Type C B Semi Workshop (in person) Associated External Organisations inisa.. i
O  Organisation Name T v External Orgz Finished rational Or
Name A Seminar/ i rkshop (in person)
I TR Dars act Do
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