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New External Organisations and Contact Persons

External Organisations are an entity other than the University with which a relationship has been
established and/or with which an agreement has been proposed or created. External
Organisations include but are not limited to granting bodies, other academic or research
institutions, health practitioners and educational providers.

Contact Persons are personnel in an external organisation who can be contacted regarding a
partnership relationship or agreement.

Creating an External Organisation record

1. Using the left navigation bar, click on External Organisations:

= ST oo SANDBOX ¢ + @ -
= 4 B show Chart New ) Refresh I Visuslize this view [ Email a Link 2 Flow ] Run Report @ Excel Templates @ Import from Excel &) Open Dashboards
@ Home _— — —
All External Organisations 07 Editcolumns 7 Edit filters
@© Recent v
P . £ Organisation N External Organisation Partnership Status External Organisation Relationship Status ~ Intemational Organisation Indicator ~ Country ~ Partership First Est...
Dashboard Mon-Partner inactive Domestic
# My Dashboard NE TRAINING Non-Partner nactive Domestic
Non-Partner nactive Domestic
External Organisation
Non-Partner inactive Domestic
a nal Organisations
[t p Non-Partner nactive Domestic Austialia
Non-Partner nactive Domestic
Agreements & Activities
- AIM BUSINESS SCHOOL Mon-Partner Inactive Domestic

e Ensure you do a global search for the External Organisation or Contact Persons BEFORE
you add a new External Organisation or Contact Persons:

SANDBOX ¢ + e 2

&) Open Dashboards

@ Import from Excel
@ ACCREDITED ONLINE TRAINING
All External Organisations e =

Edit columns Edit filters
for Accredited Online
& Organ Intemational Organi Coun Par
Dashboard Non-Partner Inactive Domestic
% My Dashboard ACCREDITED ONLINE TRAINING Non-Partner Inactive Domestic

e When using the global search bar use an asterisk as a wild card if you don’t know the full
name of an External Organisation, for example Accredited*, this will select all External
Organisations with Accredited as the first word in the External Organisation title.

2. On the top menu, click New

SANDBOX ¢ + @

£ Open Dashboards

=N ¢ ACU ACU Educational Partnerships Register O Search
E: B Show Chart O Refresh 1 Visualize this view (% Email a Link 2 Flow [ Run Report

68 Excel Templates @ Iimport from Excel |

|

Home - .
All External Organisations 3 Editcolumns 7 Edit filters
© Recent ~
2 Pinned o & Organisation Name | ~ External Organisation Partnership Status ~ External Organization Relationship Status ~ International Organisation Indicator Country > Partnership First Est
Dashboard Maon-Partner inactve Domestic
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A new External Organisation record opens:

9 New Organisation - Unsaved Non-Partner Inactive (, Michelle Walford s
.

External Organisation Partnership Status | External Organisation Relationship Status Owner

External Organisation Agreements  Activities (with ACU)  Courses  Supporting Documents  Roles

Name LI Parent External £ External Source
Organisation

International N £ External ID
Organisation Industry 1
Indicator
Industry 2
Organisation Legal Contact Persons
Name
Sector Type
Non-English Name . .
Catholic Organisation  No Child Organisations

Organisation Alias
External Organisation

No
Issues
Affiliation / Network & Modified By
Partnership First =]
. Established Date
Main Phone & Modified On =
Generate New
Fax Partnership @ O ne Timeline
Notification
Website URL
Due Diligence and
Risk Assessment Not Completed
Completed
Almost there

3. Under the External Organisation tab fill in the required fields Name and Organisation
Indicator. Once the required fields are filled in, click 53V Fill in any other additional

information on this tab, for example Address details:

N | - ET [ T Hew o OpenOrgChert [ Demsvase R oAuign o Ban Ca an A B Check doce i = ¥ Falkow B Flow L g

Test Extemal Organsation - e Pdier Baatrs [T m e e AL
Crpurisiion 2 5 1
Dxterral Qrgasiéion  Ageesmentn  Acisdiesfach ACU]  Counes  Suppoting Documenic  Solar  Ralsied
Tear Funeend Dagqunauicn.
Fami Deommix
Conmticn Persaai
. L el Lot
He

Note: fields indicated with a red asterisk * are a required field.

4. There are several navigation tabs on the External Organisation record:

e External Organisation e Supporting Documents
e Agreements e Roles
e Activities (with ACU) e Relatedv

e Courses
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5. Click on the appropriate tab to fill in the relevant information:

IS H = Bsae & sae&close - New &% OpenOrgChart [ Deactivate &, Assign  *F RunCampaign Autom... () Refresh € Check Access  Ba Process v ¥ Follow 2 Flow : 18 Sharg
Townsville Catholic Education Office - saved Partner Active EPR Data Owning Team
Organisation External Orgarnisation Partnership Status | External Organisation Relationship Status |~ Owner

[External Organisation  Agreements  Activities (with ACU)  Courses  Supporting Documents _ Roles Related |

B Add Existing Agreement () Refresh o Flow

(O Agreemen.. L~ OrganisationNam... ~  Name Intemational.. ¥ AgreementT.. ¥ AgreementS.. v  Action v AgreementS.. ¥ AgreementE.. v AgreementR..v  Created On Modified On ~
EPR-01006 Townsville Catholi... Course Agreeement - 01/01/20... Domestic Course Agre... Proposed Approved... 1/01/2024 31/12/2024 1/07/2024 24/11/2022 ... 24/11/2022 ...
EPR-01005 Townsville Catholi..  Course Agresement - 01/01/20... Domestic Course Agre... Proposed Draft Awa... 1/01/2023 31/12/2023 1/07/2023 24112022 .. 24/11/2022 ...

1-26f2 19 & pagel >

Creating a Contact Persons record

Duplicates: It is important not to create duplicate contact records. To avoid creating a duplicate
contact record make sure you search using student id, full name, mobile or email. By checking all
these options in a search will ensure you do not create duplicates.

1. Using the left navigation bar, click on Contact Persons:

= & B showChart 4+ New () Refresh i Visualize thisview [ Emailalink | ~ [0 Run Report M8 Excel Templates @] Import from Excel | ~ ) Open Dashboards
@ Home " PRy 7 Fi
Active External Organisation Contact Persons - [2 Editcolumns 7 Edit filters. Filter by keyword

@© Recent v
& Poed o O & FullName~ External Contact Person Type ¥ Company Name ~ Status ¥
Dashboard Catherine Roddsn Contract Administration Brishane Catholic Education Active
% My Dashboard Feqgy Rutter Contract Administration Brishane Catholic Education Active

Jenny Harris Contract Administration Catholic Dicezse of Maitiand - Newcastle Active
External Organisation

Rose McAllister Contract Administration Cathalic Diccese of Maitiand - Newcastle Active

(3 External Organisstions

| B Contact Persons | Amanda Bentley Contract A ation CATHOLIC EDUCATION OFFICE DIOCESE OF PARRAMATTA Active

Py Mark Craig Contract Administration Brisbane Catholic Education Active
eements & Activities

&% Agresments Clare Locke Cantract Administration Brisbane Catholic Education Active

& Agreement Schedules Fevn Lawio Contract Administration DIOCESE OF SANDHURST CATHOLIC EDUCATION OFFICE Active

& Activities Sharon O'Keeffe Contract Administration Cathalic Education Diocese of Caims Active

2. Ensure you do a global search for the Contact Person BEFORE you add a new Contact
Person. The global search will look through the whole of the database:

O michelie walf*

Contacts
G showChant 4+ New (O Refresh Al Visualize this view 2 Em. ort from Excel ) Open Dashboards
Michelle Waiford a
Home " gy E-mail: Michelle Walford@acu.edu.au i s
- Active External Organisation Contact Persons {3 Editcolumns 7 Editfitters  Filter by keyword
© Racent v Michelle W
~ £-mail: Michelle bormas
5 Pinned v | O & rlNemer me Status v
Michelle Test1 )
Dashboard Catherine Rodden E-mail: michelle” watford @acu eduau " Jatholic Education Active
 J My Dashboard Peggy Rutter Shonr rions yuilts SOC rechelis Wil stholic Education Active
Jenny Harris Contract Administration Catholic Diccese of Maitiand - Newcastle Active
External Organisation
B et . Rose McAllster Contract Administration Catholic Active
ernal Organisatians
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¢ You can also use the quick find in the view Active External Organisation Contact
Persons, the quick search will look for any contacts in this view:

= ¢ | B showChat + New (D Refresh il Visuslize thisview OF Emailalink | ~ [ Run Report 8 Excel Templates @ importfrom Excel | ~ & Open Dashboards
G Home - —

|Acl|ve External Organisation Contact Persons vl 08 Editcolumns 7 Editfiters |  Michelle Walf* » %
(© Recent v

@] Full Name ~ External Cantact Persan Type Company Name ~ Status Apply begins with fiter on these eolum]
% Pinned v O & - e e e ;5 -
e — Catherine Radden Contract Administration Brisbane Catholic Education
# My Dashboard Peggy Rutter Contract Administration Brisbane Catholic Education
ool Ot Jenny Harris Contract Administration Catholic Diocese of Maitiand - Newcastie
«cternal Organisation
B Extemsl Orgarisations Rose MeAllister Contract Administration Catholic Diocese of Maitland - Neweastle At o e

Mobsile Phane

£ Contact Persans Amanda Bentley Contract Administration (CATHOLIC EDUCATION OFFICE DIOCESE OF PARRAMATTA. Acti StudentiD

e Use an asterisk as a wildcard if you are unsure of spelling. You can search in the global
and quick search using full name, email address and mobile number.

3. On the top menu, click | M& .

B Show Chart O Refresh Al Visualize this view 0% Emaila Uink | [ Run Report & Excel Templates @ import from Excal | ) Open Dashboards

i

Home

- Active External Organisation Contact Persons 03 Editcolumns 7 Editfilters  Filter by keyword
® Recent v
2

Pinned v £ FullName External Contact Person Type v PIE—— .

Dashboard Catherine Rodden e Catholic Education Active

% My Dashboard Peggy Rutter Brisbane Catholic Education Active

External Organisation

1 External Organisations

A New Contact record opens:

New Contact - Michelle Walford /]
External Contact Person Status '@ Owner

External Organisation Contact Pers...  Roles

First Name L External Organisation - G External Source

Middle Name — External Contact o & External ID
Person Type

Last Name
Email
Timeline
Salutation
Work Phone

Job Title
Mobile Phone

Department
Fax

Ongoing Critical Almost there

Negotiations No

Select Save to see your timeline.

4. Enter the appropriate information under the External Organisation Contact Person tab,

ensuring you add a unique email address, click B Save 15 activate the record:

¢ (=1 | B Save| & Save&Close -+ New [ Deactivate &, Assign ¥ Remember thisrecord () Refresh @ Check Access B Process % RunCampaign Autom...  ¥¢ Follow 2 Flow | Share
Michelle Test1 - saved - Michelle Walford v
Contact External Contact Person Status e Cwner
External Organisation Contact Pers... Roles Related
First Name * Michelle £ External Organisation — B External Source
External Contact L.
Middle Name — B3 Activity Contact £ External ID
Person Type Gl
Last Name * Test!
st Email michelle test1@gmail.com.au
Timeline. + =

Note: fields indicated with a red asterisk * are required fields.
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5. Ifyou add a Contact who does not have a unique personal email address, then the EPR will
run a duplicate detection, if this occurs you will need to update the existing Contact record:

Duplicate Records Detected

Viewing: | Contact (1)
v| Full Name Email

Michelle Borman

This record might be a duplicate of one of the records below. Would you like to save it anyway?

michelle.borma...

X

First Name Last Name Modified On

Michelle Borman 24/04/2020 &:1...

Ignore And Save Cancel

6. There are several navigation tabs on the Contact Persons record, click on the appropriate tab
to fill in the relevant information:

« o Save @ Save & Close
Michelle Test1 -saved

Contact

- New [ Deactivate R, Assign ¥t Rememberthisrecord () Refresh € Check Access

External Organisation Contact Pers...

Roles Related

First Name

* Michelle

Middle Name

Last Name T Testl

Salutation

Job Title

Department

Ongoing Critical

Negotiations No

£ External Organisation

External Contact
Person Type

Email michelle.test1@gmail.com.au
‘Work Phone
Mobile Phone

Fax

B2 Process

37 Follow 2 Flow & Share

- o Michelle Walford
External Contact Person Status o Owner

* Run Campaign Autom...

& External Source

© External ID

49

Timeline + v =

P Search timeline

& Enteranote 1]

& Auto-pest on Contact Michelle Testt: 11:32 AM
Contact created by Michelle Walford

Adding Notes to External Organisations and Contact Persons

To record relevant information about an external organisation or contact person that is not
already documented in the EPR, you have the option to create a note.

1. To create a note, on the Timeline grid, click Enter a note

et e it
[ )

3 st e
S Acovin

s

[ Y P— N—

B P

e stwead
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2. Provide a subect, enter text in the body (if applicable) , and attach any relevant

documentation. Click

Timeline + ¥

/O Search timeline

Create a note

Creating a note

Body text

< SegoelUl - 8 - B I U - A- =

Cancel

3. Recorded note will appear on the timeline.

Vatarrd B=garesban

18 A svsm

L=}
I
B sy
o . Fion.
i
.
& .

Adding Activities to External Organisations and Contact Persons

1. Open your External Organisation record. Scroll to Timeline grid, click } , select the
activity you want to add, in this instance, Phone call:

0-00f0 “ pagel
Address 1: City Address 2
Suburb/City
Address 1: Adirose 2
ress 2:
State/P
ate/Province CtateProvince & Modified By ' 3
Address 1: ZIP/Postal )
o Address 2: Postal 18/11/2022 i)
Code & Modified On
Count 1147 AM
cunty Address 2 Country
i va
Domestic £ Search timeline B Activity
& Enteranote & Phone Call ]
Organisation ABN ATSl Controlled No Task
Organisation Indicator & Auto-post on Organisati Gt
18/11/2022, 11:17 AM = Email
CRICOS Provider Code - External Organisation No Account created by Fanil
RTO Indicator B Appointment
VET Student Loan
Provider Status @O S Note
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2. The Quick Create: Phone Call window opens, fill in the appropriate information, click
Save and Close

Quick Create: Phone Call x

Owner = (@A Michelle Walford (Available)
Subject * Test Phone call activity
Call From " [ ACCREDITED ONLINE TRAINING
Call To * (@A Michelle Watford (Available)
Direction Incoming

DESCRIPTION

Phone Number ——

Description This is a test activity for a phone call
Duration 30 minutes ~
Due . =
Priority Normal
Regarding {3 ACCREDITED ONLINE TRAINING
Campaign
. . . .
3. Your Phone Call will be saved on the Timeline grid:
¢ B o BEswe @ Save&Cose | New &% OpenOrgChart [ Deactivate A Assign =% RunCampaign Autom.. (D Refresh @ Check Access Hd Process ¢ Follow 2 Flow ~ 1# Share
ACCREDITED ONLINE TRAINING - saved Non-Partner Inactive EPR Data Owning Team /|
Organisation External Organisation Partnership Status | External Organisation Relationship Status |~ Owner
External Organisation Agreements  Activities (with ACU)  Courses  Supporting Documents ~ Roles  Related ~
o - o am
ountry il Australia Address 2: Country —
Timeline + v
Domestic R Search timeline
& Enterancte.. [
Organisation ABN ATS| Controlled No
Organisation Indicator @Momﬁsd on: 11:45 AM
CRICOS Provider Code - External Organisation 2 Phone Call from: A v BB
RTO Indicator No 3 ACCREDITED ONLINE TRAINING

VET Student Loan Active

Provider Status @ Test Phone call activity
This is a test activity for a phone call

VET Student L

uoen toen View more v
Provider Status Expiry =

Date
¢& Auto-post on Organisation ACCREDITED ONLINE TRAINING

18/11/2022, 11:17 AM

Account created by Fanika JanevTrajk..
Suggested Changes

Note: Follow the above steps to create Activities on a Contact Persons record.

March 2024 | 9



EDUCATIONAL PARTNERSHIPS REGISTER

Assigning Tasks to another User or Team

1. To assign a Task to another user or team, navigate to your saved Contact Persons or

. . . . . £ N
External Organisation record. Hover over the Task or Activity you wish to assign, click " :

< B = B sae @ Save&Close - New & OpenOrgChart [ Deactivate A&, Assign  *E Run Campaign Autom... () Refresh @ Check Access 84 Process 3% Follow 2 Flow v : L& Shai
ACCREDITED ONLINE TRAINING - saved Non-Partner Inactive EPR Data Owning Team
Organisation External Organisation Partnership Status | External Qrganisation Relationship Status ~ Owner

External Organisation Agreements  Activities (with ACU)  Courses  Supporting Documents  Roles  Related

s o=
Domestic P Search timeline
Z Enteranote.. 0
Organisation ABN . ATSI Controlled No
Organisaticn Indicator Modified on: 1153 AM
CRICOS Provider Code  —-- External Organisation Task modified by: 2 Michelle Walford v B B
RTO Indicator Ne Active
VET Student Loan Test task
Provider Status @ Test task to assign to a team member
View more ~

VET Student Loan

Note: If you are on a laptop, click the ellipsis |I|

Timeline + ¥

£ Search timeline

il
i

& Enteranote.. 1]

Modified on: 17/04/2023 12:50 PM

% Phone ¢
A Cathe

R, Assign

Enrolment ./ Close Activity
View more B Add to Queue

E] Open Record

2. The Assign to Team or User window opens, in the Assign to field, select User or Team and
in the User or team field search on the user you wish to assign the task to:

Assign to Team or User

You have selected 1 item. To whom would you like to
assign it?

Assign To User or team

User or team ‘ manu

Results from: Users

Manuela Bogdan (Busy)
@ Manuela.Bogdan@acu.edu.au

Advanced lookup
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3. Click ¥ , select Look up more Records. to look up the team or user:

Assign to Team Or | & winele warors

+61736237189 ACU Comman

You have selected 1 item. To whom we

User or team

Lock Up Maore Records

1 result

Assign

Cancel

. Assign
4. Once you have selected the user or team, click :

Assign to Team or User X

You have selected 1 item. To whom would you like to

assign it?

Assign To

User or team

User or team

@ x o

Cancel

Assign

5. Open the record to view the change, click =

Organisation ABN

CRICOS Provider Code

VET Student Loan
Provider Status

VET Student Loan

ATSI Controlled .
Organisation Indicator ©
External Organisation

RTO Indicator No

Cor®

Count TS AM
e Address 2: Country
Timeline + v =
Domestic P search timeline
& Enteranote 0

m Modified on: 11:59 AM

] Task modified by: 2 Michelle Walford A v BB
Active
Tst sk

Test task to assign to a team member

View more N

6. The Owner field has updated with the new user:

(S = Save

Test task - saved
Task

TASK  Related

Subject

Description

/ Mark Complete

@ save&Close (O Refrash @ Check Access X Close Task B Process v

" Testtask

Test task to assign to a team member

A, nssign

B\ AddtoQueue I ConvertTo v [ Queusltem Details 2 Flow & Share

Normal
Priorty  Due

26/03/2023 8:00 AM  Open

Bogdan
Activity Status
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