Creating New External
Organisations and
Contact Persons

Educational Partnerships Register (EPR)
Staff Training Guide



OACU

AUSTRALIAN CATHOLIC UNIVERSITY

Contents

1. EXIErNal OrganiSatioNS ...........eiiiiiiiii ettt b et e e bt e e e e b e e e e b e e e e e s b et e e e e bae e e e e bee e e e aanreeeeaan
1.1. ChecKing fOr DUPIICALES ......cooiuieiiiiiieiee ettt e bttt e e e bt e e e s bt e e e sb b e e e e sabbe e e e sbeeeeesbreeeeaans
1.2. Creating a New Organisation RECOIM ...........coiiiiiiiiiiiiiiiee e e e e e e te e e e e e e s st ae e e e e e e e e ennrnneees
1.3. AddING @ BUSINESS UNIL.....oiiiiiiiiiiiiieiiiiiiii ettt et eeeeeeeeeeeeaaeseeetesesesessesessssesssssssssesssssssssssssssnsssssnssnssnnnnnnns
1.4. Navigating External Organisation tabs..........c..oii i
1.5. Uploading Supporting Documentation to Organisation RECOrd .............cccoiiiiiiiiiiiii e
R 0o = o =TT ] o O TSRO UUPPPPPOURRRPPR
2.1. ChecKing fOr DUPIICAES ...t e e e e e e et e e e e e e e e e e bbb e e e eeeeeessanbaraeeeaeeeeannnsesnneas
2.2. Creating @ New Contact RECOIM ........cooiiiiiiiiiiie ettt e et e e e sb e e e s s abteeeeeanreeeeeans
2.3. Merging Duplicate Contact RECOIAS ........ccoiiiiiiiiiiiiie e et e s ebee e e e ennes

2 | CREATING NEW EXTERNAL ORGANISATIONS AND CONTACT PERSONS



OACU

AUSTRALIAN CATHOLIC UNIVERSITY

External Organisations and Contact Persons

External Organisations are entities outside the University with which a formal relationship has been established, or
for which an agreement has been proposed or created. These organisations may include, but are not limited to,
granting bodies, academic or research institutions, health practitioners, and educational providers.

Contact Persons are individuals associated with an External Organisation who act as the primary point of contact for
matters relating to the partnership or agreement.

1. External Organisations

1.1. CHECKING FOR DUPLICATES

Before creating a new External Organisation record, you must first confirm that the organisation does not already exist
in the Educational Partnership Register (EPR). Performing this check helps prevent duplicate records and ensures the
accuracy and integrity of data within the system.

¢ In the left-hand navigation bar, select External Organisations.

¢ ACU ACU Educational Partnerships Register O Search

= & @ rousedview [ ShowChat + New  [i] Delete () Refresh 4 Visualize this view [ Email a Link {@ Run Report

D Recent v All External Organisations 3 Edit column
£ Pinned ;

Organisation Name 1~ External Organisation Partnersh... v External Organisation Relations... v International Organisation Indic... v Country v Partnership ..
Dashboard
¥ My Dashboard

External Organisation

]ﬂ; External Organisat
TNt PETSoTS

e Before creating a new organisation record, perform a keyword search to confirm that the organisation does
not already exist in the system.

¢ ACU ACU Educational Partnerships Register O search Newlock @D Q@ + @&
< | M Focused view [F] ShowChart + Mew () Refresh | Visuzlize this view [ Emailalink  ~ ¥ Fow *~  [d] RunReport
{ Home
® Recent hd . . e
All External Organisations 3 Editcolumns <7 Edit filters
s Pinned v
D & Organisation Name T v External Organisation Part... ~  External Organisation Rela... ~  International Organisation... ~  Country ~ Partners... ~

e When using the keyword search bar, include an asterisk (*) as a wildcard if you are unsure of the full
organisation name. For example, searching for Accredited will return all organisations that contain the word
“Accredited” in their name.

¢ ACU ACU Educational Partnerships Register 0 search

+ & 7

Newlook @D @

- ¢ MM Focusedview [ showChart -+ New () Refresh | visuslize this view [ Emailalink =~ 3 Flow *~  [d] RunReport
{21 Home
2 e All External Organisations* 7 Editcolumns 7 Edit fiters | | 2 Accredited® X
s Pinned ~
O & Organisation Name T ~ External Organisation Partn...~  External Organisation Relat... ¥ International Organisation ... ¥~ Country ~ Partnersh... ~
Dashboard
2 My Dashboard O Accredited Online Training Non-Partner nactive Domestic Australia
£ My 2
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e If the organisation does not appear in the search results and you have confirmed that no duplicate record
exists, you may proceed with creating a new External Organisation record.

T Editcolumns 57 Edit filters 2 Duplicate* b

Partnershi... v

All External Organisations*

Relati... v Organisationl... ~  Country v

Organisation Name T v External Organisation Partne... v  External Or

I We didn't find anything to show here l

1.2. CREATING A NEW ORGANISATION RECORD
To create a new External Organisation record:

e Using the left-hand navigation menu, select External Organisations.

¢ ACU ACU Educational Partnerships Register

= & | B saweAs - New v  SetAs Defaul
@ Home X
Tier 1 Dashboard - My EPR Data v
© Recent ~
5 Pinned v
My Agreements O B4
Dashboard

Agreements grouped by Status

# My Dashboard ® Count:all (Agreement)

External Organisation
[ 1 Extemnal Organisations

R Contact Persons.

e In the top menu bar, click the + New icon to create a new record.

$ACU

ACU Educational Partnerships Register

I Visualize this view

@ Home

® Recent

% Pinned

All External Organisations

External Organisation Relati

Organisation Name 1+

External Organisation Partnersh... ¥

Dashboard

% My Dashboard

External Organisation

| & extemal Organisat

8 Contact Persons

A New Organisation page will open.

e Complete the following required fields:
Name: Enter the name of the Organisation
International Agreement Indicator: Select either Domestic or International from the drop-down menu.

o

o

Note: Fields marked with a red asterisk (*) are mandatory.

Once the required fields have been completed, click 53Ve  The new External Organisation record will then
be created.

ACU Educational Partnerships Register O Search Q + & ? ('
< &’ Save & Close New g Openorgchart [ Deactivate R Connect | ~ % Addte MarketingList ~ : [ Share -

to" Example Organisation - saved Partner Inactive Catherine Thompson

External Organisation Partnership Status  External Organisation Relationship Status o Owner
Organisation
External Organisation ~Agreements  Activities (with ACU)  Courses Roles Related N
EF Form assist
. BU Ownerships
Name oG Parent External Organisation 0
International Organisation *  Domestic ” Industry 1 0
Indicator
Industry 2 - [ selecta 1l

Organisation Legal Name nevsty 2
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1.3. ADDING A BUSINESS UNIT

To ensure the organisation is associated with the correct business unit and that reporting remains accurate,
the relevant business unit must be added to the BU Ownerships field.
¢ In the BU Ownerships field, click the three dots.

e Select Add Existing BU Ownerships.

BU Ownerships

|

[ setectanl I Bl Add Existing BU Ownerships I

O Refresh
o Flow

>
Run Report >
@ Bxcel Templates >

>

N¢
@ Export BU Ownerships

B See associated records

Show As >

0-00f0 Page 1

e Alist of recent business units will appear. If your business unit is not listed, select All Records to search for it.
Select or search for your business unit, then click Add.

Lookup Records X Lookup Records X

Select record Select record

. Look for records
JLoak for records £

“ Al BU Ownerships
Recent records | All records
ACU Engagement

B 0/10/2025 124 b
Faculty of Education and Arts (FEA) e

g Centre for Education and Innovation (CEI) I

Centre for Education and Innovation (CEI) ARl

Faculty of Education and Arts (FEA)
20/10/2025 118 PM
ACU Engagement
[ Faculty of Law and Business (FLE)

' 29/10/2025 117 PM

Glabal Partnerships
Faculty of Theology and Philosophy (FTP)
20/10/2025 1:22 PM

 New
@ Slobal Prinerships

F New £ advance:

(=] -

Note: If your business unit is not listed, please contact EPR Support via the General Enquiry form on Service
Central.

m Cancel

e Your business unit will now be listed under BU Ownerships

Name: Memorandum of Understanding (MOU) - unsaved EPR-15158 Proposed Draft Awaiting ACU Approval

AgreementNo  AgreementStatus A s
Agreement Workflow Q ° @ O
Active for 81 days < Draft Under Review ACU Approval (81D) Finish >

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

Agreement

_ BU Qwmerships
Agreement Type * [ Memomndum of Understanding (MOU) X p  Primary Extemal (8 Examgle Organisation X
g

Name i )
Name: Memorandum of Understanding (MOU) Primary Extemal Contact .
$ * . o
Intemational Agreement [e— ) X [ seects
Indicator Consertium 8 o
@ Centre for Education and Innevation (CEl) ’
Physical Copy Requied @ ) No Previous Version Agreement
Indicator

Overarching Agreemert @ ) No.
External Organisation aho

Indicator
Agreement Scope dicatol
4 Overarching Agresment S
Agreement Can be ® ) N 9 Look rarching Agreems
Publiched to Website
Indicator
Project
1 Pag
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o Enter any additional required or relevant information for the External Organisation, then click Save.

ACU Educational Partnerships Register

O search

New Qrganisation - Unsaved

External Organisation Agreements

Name Example Organisatior|

International Organisation *
Indicator

Domestic

Organisation Legal Name

Activities (with ACU)

Courses

& 7 B save&Close - New i RunCampaign Autom.. 2 Flow

Non-Partner
External Organisation

Supperting Documents

Parent External Organisation

Industry 1

Industry 2

Partnership Stetus

newlock @D @ + & ?
Inactive Catherine Thompson
External Organisation Relationship Stat a. Owmer
Roles

o) External Source &

£

pa )

External ID &
pel

1.4. NAVIGATING EXTERNAL ORGANISATION TABS

Within the External Organisation record, multiple tabs are available for entering and viewing information related to
the organisation. Some tabs are linked to other sections of the EPR and may automatically populate based on

information entered elsewhere in the system. However, these sections can also be managed and updated directly
from the relevant tabs within the organisation record.

For example, the Agreements tab displays agreements associated with the External Organisation. A list of
agreements linked to the organisation will be displayed. Selecting an agreement from the list will open the agreement

record.

ACU Educational Partnerships Register P Search

e 2 o M

« O Save @' Save & Close New

o Example Organisation - saved
Organisation

External Organisation Activities (with ACU) ~ Courses  Supporting Documents

dh Openorgchart [ Deactivate A% Connect | ™

< Add to Marketing List &, Assign

Roles Related ~

[ Agreemen.. |~  Organisation Nam... ¥ Name Intemational ... ¥ AgreementT.. ¥  Agreements... -
] ePr-15169 Example Organisation International Affiliation Proposed
[J epr-1s158 Example Organisation  Affiliztion Domestic Affiliation Proposed
[J  epPr-15130 Example Organisation  CEl Example - Memorandum of Und... Domestic Memorandum Current
[J  epr-15075 Example Organisation  Articulation Agreement - 28/04/2025 Domestic Articulation Ag..  Proposed
Rows: 4

= Run Campaign Autom...

Action ¥

Under Review

Draft Awaiti..

Active

Draft Awaiti...

Yr Remember thisrecord () Refresh @ Check Access (2 Share

Partner
External Organisation Pertnership Status

Inactive

Catherine Thompson
External Organisation Relationship Status

6 Form assist

B Add Bxisting Agreement (O Refresh o Flow Run Report

Agreements..~  AgreementE.. ¥  AgreementR..  Created On> Modified On -

13/03/2026 1. 16/03/2026 20

18/12/202510r..  13/03/2026 11z

18/09/2025 19/09/2025 19/09/2025 18/09/2025 10r..  9/03/2026 112

28/04/2025 2/05/2025 1/05/2025 15/04/2025 42...  9/03/2026 112...

The Activities (with ACU) tab displays activities associated with the External Organisation. A list of activities linked to
the organisation will be displayed. Selecting an activity from the list will open the activity record.

ACU Educational Partnerships Register ) search

< O Save @ Save &Close New gk Openorgchart [B Deactivste & Connect

to Example Organisation - saved
Organisation

External Organisation ~ Agreements JActivities (with ACU) | Courses  Supporting Documents

O  ActivityNo L~ Name ~

[0  acT-02187 | EXAMPLE ACU Meeting or Visit to Partner (in person)

Rows: 1

= Addto Marketing List & Assign

Roles Related

Start Date ~

30/04/2024

« Run Campaign Autom...

Y¢ Remember thisrecord () Refresh € Check Access @ Share +

Partner Inactive

Catherine Thompson
External Organisation Partnership Status External Organisation Relationship Status

i Form assist

£ Add Bxisting External . @) Refresh o Flow Run Report v

End Date Created On

30/04/2024 15/04/2024 11:37 AM
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Additional records related to the External Organisation, including Supporting Documentation can be accessed through

the Related menu.

e To add or save a supporting document associated with the External Organisation, select the Related

tab, then choose Documents from the drop-down menu.

ACU Educational Partnerships Register P search

< 0 Bsae @ save&close

Organisation

Organisation Legal Name

Non-English Name

Organisation Alias

to Example Organisation - saved

Name " example Organisation
International Organisation *  pomestic
Indicator

New gk Openorgchart [ Deactivate " Connect =

Parent External Organit

v Industry1

= Add to Marketing List &, Assign

External Organisation  Agreements  Activities (with ACU) ~ Courses  Supporting Documents  Role§  Related

Related - Common

B Activities

[ Social profiles

% Run Campaign Autom... ¥t Rememberthisrecord () Refresh @ Check Access  * (& Share
Partner Inactive Catherine Thompson |

Exteme] Orgarisation Partnership Status | Extemal Orgarisation Relationship Status Owmer
2 Form as

2, Contacts
Industry 2 ['d—l
B3 Documents

Sector Type

Catholic Organisation

8 Connections
D Audit History

B Feedback

BU Ownerships

O Refresh
[J BUName 1~ Organisations C... ~  Contac

[ centre for Education and Inno... 1

e This will open the Documents Associated Grid. From here, you can create or upload documents
associated with the External Organisation.

Organisation - =

Document Associated Grid

a

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

Location B Opentocation ~ [ A

Modified ~ Modified by ~

24/11/2025 240 PM

Catherine Thompson

Partner

ctemal Grganisatian Partnesship Status

B Expon Documents

Location

Example Document

Inactive

Example Organisation 8£11228050FSEET1ATFFE04.,  SharePoint

anisatian Reistionsnip Status

[ Form assist

Source

2. Contact Persons

2.1. CHECKING FOR DUPLICATES

Before creating a new Contact Person record, you must first confirm that the contact does not already exist in the
EPR. Performing this check helps prevent duplicate records and ensures the accuracy and integrity of the data.

¢ In the left-hand navigation bar, select Contact Persons.

*ACU

ACU Educational Partnerships Register

o}

Search

# My Dashboard

External Organisation

Al Edanal

R Contact Persons

— B Focused view  [3] Show Chart New [ Delete
® Home
© Recent Active External Organisation Contact Persons
<> Pinned

Full Name ¥
Dashboard

() Refresh

External Contact Person Type -

| Visualize this view

Company Name ~

52 Email a Link

@l Run Report

I3 Edit column: Edit filters

Status v
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Before creating a new contact record, perform a keyword search to confirm that the contact does not already
exist in the system.

ACU Educational Partnerships Register £ Search

& BH Focusedview [ Show Chart -+ New  [i] Delete ~ () Refresh | Visualize thisview  [2] Emaila Link =~ Run Report

Active External Organisation Contact Persons T Editcolumns Y Ed\tﬂlteral A Filter by keyword I
] Full Name v External Contact Person Type > Company Name Status v

When using the keyword search bar, include an asterisk (*) as a wildcard if you are unsure of the spelling of
the name.

ACU Educational Partnerships Register £ search

& B Focusedview [ Show Chart | New  [i] Delete =~ () Refresh | Visualize this view  [3] Email a Link = Run Report v

Active External Organisation Contact Persons* - @ Edit columns 57 Edit filters | | 2 Examp* X

If the person has a common name, they may already exist in the EPR. To confirm whether it is the same
individual, check the associated Company Name.

Active External Organisation Contact Persons* - {3 Edit columns 7 Edit filters | £ Example* X

[J Full Name ¥ External Contact Person Type ¥ Company Name ¥ Status ¥
[0 Example Contact Administration Example Organisation Active
[J  Example Contact Administration 123 Grow Active

Alternatively, select the contact’s name to open the record and view more detailed information.

Active External Organisation Contact Persons* - [ Edit coumns 7 Edit filters | £ Examp* X

[] Full Name v External Contact Person Type ~ Company Name ¥ Status ¥
D Example Contact Administration Active
[J  Example Contact Administration Active

Note: When using the search function, you can enter a contact’s full name, email address, or mobile number to
locate existing records. Searching by email address or mobile number will often return more accurate and specific
results.

2.2. CREATING A NEW CONTACT RECORD

To create a new Contact Person record:

Using the left-hand navigation menu, select Contact Persons

8 Focused view  [E) Show Chart New [§ Delete ) Refresh 4l Visualize this view ) Email a Link @ Run Report

Recent Active External Organisation Contact Persons

Full Name ¥ External Contact Person Type * Company Name Status

Dashboard

External Organisation

1 External Organisat
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¢ Inthe top menu, click the +New icon.

¢ ACU ACU Educational Partnerships Register
= <« | B Saveas ~ Set As Defauli

2y Home .
Tier 1 Dashboard - My EPR Data v

® Recent 4
5 Pinned e

My Agreements O B o
Dashboard

Agreements grouped by Status
‘ # My Dashboard ® CountiAll (Agreement)

]

External Organisation
Al Extemal Organisations

R contact Persons 6

A new Contact Person page will open.

e Complete the following required fields:
o First Name: Enter the first name of the contact
o Last Name: Enter the last name of the contact

o External Contact Person type: Select from the available list. Use the lookup icon to search for the
appropriate type.

Note: Fields marked with a red asterisk (*) are mandatory.

P Search
€ © B Wsawve & SawefCose | New ™ SendEmail (& ClickDimensions Quic..  *% RunCampaign Autom.. 2> Flow ~ & Create Invitation Code
1<) New Contact Catherine Thompson
External Contact Person Status s Owner
External Organisation Contact Pers... Roles
Iﬁvsﬁ\alre . l External Organisation External Source &
Middle Name: External Contact Person External ID &
Type
Last Name -
Email
Timeline
salutation - Wark Phone
JobTie Mobile Phone
Department
partmer Fax
Ongoing Critical No Almost there
Negotiations
Select Save to see your timeline.

While not mandatory, it is recommended that you add the External Organisation and at least one contact method
(e.g. email or phone) to ensure the record is complete and to improve data accuracy.

Once all required and relevant fields have been completed, click Save to create the contact record.

Save&Closs | New sfk Openorgchart [ Deactivate

g Example Contact - soved
Contact

External Organisation Contact Pers... Roles  Related

Middie Name xter = minisirati
iob Title
Mobile Phone

Fax
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2.3. MERGING DUPLICATE CONTACT RECORDS

The EPR includes built-in duplication rules, including a rule that checks for unique email addresses. If you attempt to
create a contact using an email address that already exists in the system, a duplicate record warning will be triggered.

e If you are adding a new contact for an organisation that uses a shared inbox (e.g. multiple contacts at a
hospital or school using a generic email address), select Ignore and Save when the duplicate warning
appears.

Duplicate records found X
Merge to an existing record by choosing a record from matched list and clicking merge. To proceed without merging,
click Ignore and save. Learn more
Current record
| Full Name Employ E-m: First Na Busines:

Ancther... exampl.. Ancther.. Contact
Duplicates found: LDnla(l(]).

Example Contact example.contac... Example Contact 11/04/2025 &:1...

e If you are adding a new contact who may be replacing an existing one and a duplicate warning appears,
select both records to enable the Merge button, then click Merge to combine the records and prevent
outdated or duplicate entries.

Duplicate records found x
Merge to an existing record by choosing a record from matched list and clicking merge. To proceed without merging,
click Ignore and save, Learn more
Current record
| Full N... ~| Emplo. ~ | Stude.. | Duplic... | E-mail v First N... * | Last N... *~ | Modifi v | Busing..
p... inplac.. Example Example
+ | Full Name E-mail v First Name Last Name Modified On
pIE Contact  inplace.cei@ac... Example Contact 22/08/2025 5:2...
e You will then be prompted to select the correct record from the merged contacts for the Contact Person you

are adding.

Merge Contacts X
Choose data from the fields to combine the records into 3 single primary record. Selecting a section header value )
will also select any fields in that section, Please review before merging.
(] Merge records by choosing fields with data © View fields with conflicting data
Enable parent check O
—
Matched record Current record
(O selectall fields in this section (O selectall fields in this section
First Name (®) Bxample (O Another Example
External Contact Person Type () Main Contact (®) Administrative Officer
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e Once you have selected the appropriate options, click OK to merge the contacts into a single record and
create the updated contact entry.

Merge Contacts

Enable parent check @

First Name

External Contact Person Type

Choose data from the fields to combine the records into a single primary record. Selecting a section header value
will also select any fields in that section. Pleaze review before merging.

Matched record

O Select all fields in this section

© Example

(O Main Contact

©

[ Merge records by choosing fields with data @ View fields with conflicting data

Current record

O Select all fields in this section
O Another Example

(®) Administrative Officer
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