Da Vinci Student Portal User Manual
v. 2010.07.22

This manual lists the most common tasks that you will need to perform as an
administrator/supervisor on the site.

The functions covered in this manual are:
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Logging in
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Welcome to the Da Vinci Institute's Student Portal
Please login below to gain access to student services
Pasgward: I:l
€] pone & Internet

e Enter username
e Enter password

e Click login




Navigating in the Main Screen
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Welcome Mr Gregory2 Kingsley

Upcoming events
Eelow are the upcoming events that you are currently expected ta attend

Qutstanding tasks

Eelow is alist of all the tasks that you have either created by, or assigned to you
Project Task Status Due Date  Created by Assigned to
Mew Research Proposal 2 Test milestone Open 07 May 2010 Gregory2 Kingsley Gregory2 Kigfsley Edit View Project
Mew Research Proposal 2 Test email task Open 02 July 2010 Gregory2 Kingsley Gregory? Kingsley Edit “Wiew Project

My Research Projects

Belaw is a list of all the Research Projects
that you have started

Title Version Date Eirst name Surname Organisation Employer Status
Mew Research Proposal 20 03 May 2010 Gregory2  Kingsley Private Private  Workshop 1 [Edit

QOthers Research Projects
Below is a list of all the Research Projects
that you have access to

No projects have been assigned to you.

&] Done © Internet

In the main screen you will see the following:

e Upcoming events — Events you are required to attend

e Outstanding tasks — These are tasks that you need to complete, or were created
by you.

e My Research Projects — The research projects which you own

e 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
w sortable. To sort by a column, click on the column name and the data
Note & . will be sorted by that column ascending. Clicking on the column
again will sort the data descending.



Project view
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Research Project Collaboration Space

View Research Project Details Current stage: Created

Chapter Progress 1:

Update Cancel
Mark Attended Workshop 1 | Attended Workshop 1| Mark Attended Workshop 1
Project milestones | JProject tasks ]

Mo project milestones hawve heen set Mo project tasks have been set

Add Project Milestane Add Project Task
Persons assigned ]
here are no comments

m
[RLEE Student View Details
Marnmanyuha Academic Supervisor Wiewr Details
Leave comment
There are no files uploaded to this project
Upload File
&] Done “J Local intranet
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Chapter 5 Progress: | 1UU% (V) ~
Chapter 6 Progre:
Chapter 7 Progre:
Update Cancel
Attended Workshop 2 | Mark Attended Workshop 2 | Mark Artended Warkshop 2
Project milestones [ 1Project tasks |

A

Mile stone Created by: | to: Status DueDate Task Created by: Assi | to: Status DueDate
Test milestane  Gregory? Kingsley Gregory? Kingsley Open 07 May 2010 Edit Test email task  Gregory? Kingsley Gregory? Kingsley Open 02 July 2010 Edit

Add Project Milestone Add Project Task

Persons assigned ]
Gregory2 Kingsle: 21 May 2010 (07:32) This is a comment.

Test Academic Supenisor Academic Supenisor iew Details

Gregory2 Kingsley Student iew Details

Leave comment

Eile Name Uploaded by: UploadedDate

[B7302]RMTYWebApp3.zip wirffe Gregory2 Kingsley wife 02 Jul 2010 Download

(52944 |RMTYVebApp2. zip W Gregory2 Kingsley W 02 Jul 2010 Download

[1E3B]RMTYebApp. zip Marne Gregory2 Kingsley Description 02 Jul 2010 Download

Upload File
-
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The projects view allows you to:
e Set chapter progress
e Create project milestones



Create project tasks

Leave comments

Review who is assigned to a project
Upload files

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

e Click “Add Project Task”

e Complete the name of the task

e Select who you wish to assign the milestone to (Only people assigned to your
research project are able to be assigned)

e Give the task a due date

e Set the status to “Open”

e Click “Save”



Viewing Tasks or Milestones
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Research Project Collaboration Space

View Research Project Details Current stage: Workshop 1

Chapter Progress 1: | 2

Update Cancel
Attended Workshop 2 | Mark Attended Workshop 2 | Mark Attended Workshop 2

Project milestones | ]Project tasks |

Mile stone Created by: Assigned to: Status DueDate Task Created by: Assigned to: Status DueDate

Test stane Gregory Kingsley Gregory Kingsley Closed 07 May 2010 Edit  Test email task Gregary Kingsley Gregory Kingsley Cpen 02 July 2010,
Add Project Milestane Send me the wigh list Gregory Kingsley Charlene Downing Open 14 .July 201
Send me the wigh list Gregory Kingsley Gregory Kingzley Open 14 July 201
Add Project Task
Persons assigned ]
Gragory Kingsley 21 May 2010 107:32) This is a comment
Test Academic Supenisor Academic Supervisor View Details
Charlene Dovning Academic Supenvisor View Details
Gragory Kingsley Student “Wigw Details
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You can view details of tasks and milestones by clicking on the “Edit” link next to a
tasks.

The following screen will be displayed:
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Milestoneltask details ]

The following milestoneftask has been set for the project

Marne Send me the wish list
Date Created 13 July 2010

Due Date T4 July 2010

Status Cpen

Created by Gregory Kingsley

Azsigned to

Mark complete

Charlene Downing

@1 Done ' Internet

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”.
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Uploading Files
You can upload files to share with your research supervisors.
e Click “Upload File”
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e Click “Browse” to find the file you wish to upload

e You must “Name” your file. This will help others identify what it is, irrespective
of the filename.

e The description is also useful to help others obtain context on what the contents of
the file are for.

e Clicking “Upload” will upload the file to the site.
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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:
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Welcome Mr Gregory Kingsley

Upcoming events
Below are the upcoming events that you are currently expected to attend

Outstanding tasks

Below is alist of all the tasks that you have either created by, or assigned to you:

Project Task Status Due Date  Created by Assigned to
New Research Proposal 2 Test milestong Closed 07 May 2010 Gregory Kingsley Gregory Kingsley Edit View Project

New Research Proposal 2 Test email task  Open 02 .July 2010 Gregory Kingsley Gregory Kingsley Edit Wiew Project
New Research Proposal_New Greg MileStone Open 14.July 2010 Gregory Kingsley Gregory Kingsley Edit View Project
New Research Proposal 2 Send me the wish list Open 14 .July 2010 Gregory Kingsley Charlene Downing Edit Wiew Project
New Research Proposal 2 Send me the wish list Open 14.July 2010 Gregory Kingsley Gregory Kingsley Edit View Project

L

My Research Projects
Below is a list of all the Research Projects
that you have started!

Title Version Date 15t name Surname Organisation Employer Status
New Research Proposal 0 08.ul2010 Gregory  Kingsley Private Private  Created  [Edil
New Research Proposal 20 03 May 2010 Gregory  Kingsley Private Private  VWarkshop 1 [Edit

Others Research Projects
Below is a list of all the Research Projects
that you have access to:

No projects have been assigned to you.
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You will see the following screen.
Please provide as much information as possible and then click “Update” at the bottom
of the page.
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Please provide the required information below;

Details

Surname Stephenson

condar

Race

e

p—

Telephone (h)

Fax

Cell Number 07951000

Email Address aregory. m kingsley@000( com

Password 35351

Frseenane

(Company name)

Personal Position

e na —_— ]

< s
Sooe ® treoret



