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This manual lists the most common tasks that you will need to perform as an 

administrator/supervisor on the site. 
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Logging in 
 

 
 

 Enter username 

 Enter password 

 Click login 

 



Navigating in the Main Screen 

 
In the main screen you will see the following: 

 Upcoming events – Events you are required to attend 

 Outstanding tasks – These are tasks that you need to complete, or were created 

by you. 

 My Research Projects – The research projects which you own 

 Others Research Projects – Any research projects that you are assigned to 

review 

 

Click on “View Project” if you wish to view the project that you are assigned to. 

 

 

 

On most screens where information is displayed the table data is 

sortable. To sort by a column, click on the column name and the data 

will be sorted by that column ascending. Clicking on the column 

again will sort the data descending. 

 



Project view 

 

 
 

The projects view allows you to: 

 Set chapter progress 

 Create project milestones 



 Create project tasks 

 Leave comments 

 Review who is assigned to a project 

 Upload files 

 

Adding milestones 

 

 
 

To add a new milestone for your research project do the following: 

 Click “Add Project Milestone” 

 Complete the name of the Milestone 

 Select who you wish to assign the milestone to (Only people assigned to your 

research project are able to be assigned) 

 Give the milestone a due date 

 Set the status to “Open” 

 Click “Save” 

 



Adding tasks 

 
 

To add a new task for your research project do the following: 

 Click “Add Project Task” 

 Complete the name of the task 

 Select who you wish to assign the milestone to (Only people assigned to your 

research project are able to be assigned) 

 Give the task a due date 

 Set the status to “Open” 

 Click “Save” 

 



Viewing Tasks or Milestones 

 
You can view details of tasks and milestones by clicking on the “Edit” link next to a 

tasks. 

 

The following screen will be displayed: 

 
You can mark tasks as being complete/ incomplete by clicking on the action 

button “Mark incomplete” or “Mark complete”. 



Leaving comments 

You can leave comments on the project collaboration space by completing the 

Comment form and then clicking “Leave Comment”. 

 

 
 



Uploading Files 

You can upload files to share with your research supervisors. 

 Click “Upload File” 

 

 
 

 Click “Browse” to find the file you wish to upload 

 You must “Name” your file. This will help others identify what it is, irrespective 

of the filename. 

 The description is also useful to help others obtain context on what the contents of 

the file are for. 

 Clicking “Upload” will upload the file to the site. 

 

 

There is a upload limit of 3Mb per file uploaded. 

 



Updating my details 
It is possible to update your details by clicking on “Edit my details” in the main menu 

bar at the top of the page: 

 
 

You will see the following screen. 

Please provide as much information as possible and then click “Update” at the bottom 

of the page. 

 


