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Customise the HPRM desktop for Action Tracking

You can make use the Favorites feature and your list pane in HPRM to make action tracking and managing exams easier. Do this by:

e adding the file records for each Subject Area to the Favourite Records category in the Favourites tray of the Shortcuts bar;
e adding a Current Action column; and
o moving the All Actions, Notes, Edit Status and Revision Number fields to the top of the Properties tab in the View pane.

By adding columns to the List pane and adding fields in the Properties tab in the View pane, records that require action can be easily sorted
and identified. Using Favourite Records allows ready access to commonly used records.

Add a Favorite record

1. Locate a Subject Area file record for your school. The format of the file name is:

STUDENT ADMINISTRATION — Examination management — [School Name] — [SUBJECT AREA] — [Semester] — [Year]
e.g.

=] Records - number:2016/4 - 1 Record found E=RER ="

L 3 Record Number Title - Date Registernsd Date Modidied

= il 20164 B STUDENT ADMIHISTRATION - Examinstion mansgement - School of Chemical Enginesring - Chemical Engineering - Semester 1 - 2046 1904/2016 ak 523 AW

2. Select the file records for each subject area and add to the Favorites — Records shortcut using any of the methods below:

e use the Favourites button on the Home tab, or HOME = SEARCH  ACTIONS AND WORKFLOW
e right click and from the menu choose Send to> Favourites, or @'ﬁ O®, . n =
[} use the keyboard Shortcut F4 Go Go  Properties Refresh Reload = Notes Reference Mgl | Favorites Assignee Retrieve - Edit Chdg
Back Forward Search - - I
The records will then appear in your Shortcuts> Favorites section Ouick Navigarion RecoMeagy £dd To Favoriies 69)
Shartoutt Search For Search By el bching viteria
[ ——— 3 Reconds w | Record Mumbes w ol 2016
Eﬁ = Iihwmphﬁwdhmumm”
o o
Recasds i} Records - favorite - 1 Record found B EoR =
-':‘* o E2 Record Humber Tithe Ciafe Registensd Cafe Moddied
_\h'—:" £ wll 20164 ol STUDENT ADMINISTRATION - Examination management - School of Chemical Engineenng - Chemical Engineening - Semester 1 - 2016 19/04/2016 at :23 AM
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Customise the list pane

1. Select a file and click the + icon to display the document records contained within it. You'll see the list of documents, with information about
each displayed in columns.
(=] Records - containerEx2016/4 - 40 Records found [= ][5
B3 Record Numbes Tithe - Dake Begistered Date Madified -
E D201&310 E Srhizol of Chemscal Engineering - Semester 1 - 20016 - 102750 - Transport Frocesses in the Environment - PG - OHEM ENG TOZT - Exsm Faper - 5e5500n 10 15082016 of =24 AM
& o201 B oohool of Chemicsl Enginesring - Semetter 1« 2006 - 102750 - Transport Processes o the Environment « PG « CHEM ENG TOXT - Lodgement Farm « Setsion 10 TS0 2076 a8 Sdd &M
=R F LA P B cehaol of Chemical Engimeering - Semeiler 1 - 2016 - 103304 - Water and Wadlewsler Engineering - PG - CHEM EMG T035 - Exam Pager - Setsion 17 10206 a8 =75 AM
E D201&7313 = Schaol of Chiemecal Engineering - Semeter 1 - 2016 - 103304 - Wister and Wastewater Engingering - PG - CHEM EMNG 7035 - Lodgement Foam - Seszion 17 159042016 af 525 AM
Pl |
2. Right-click on one of the column headings and Sort Ascending
. Available Columns Displayed Columns
click Format Columns. I Sort Descending "?ii“:zi"';:""’ E
- - A il
3. Add Current action to the Displayed Columns @ sccession Humber 2] Date Regstered
: i 3 % Addressee (] Date Madified
list. DISplE}" € Admit Term Code H;Curenl action
- B9 Alternative Container
4. Use the Up and Down buttons under the Alignment g 82 gpicaton Cohort
. . . £ appication Fee
Displayed Columns section to move the order of Best Fit
your column in the list pane. Up moves the Best Fit All Columns
column further to the left of your list pane; © s Castaton ot
Down moves it to the right. Remove This Column '
Note: Having the Current action column to the :
. . L Format Columns... [ x|
left works best when working with examination [ |
records, as these tend to have very long titles.
5. Click OK. You'll see the list pane now shows the Current Action column. The column will be blank if no actions are currently assigned to the
record.
ﬂ Records + Title Word EE] examl E
v 'i'.i Current action £ Container 4 Record Number Title Date Registered
E - 2016/1 E D2016/201 E School of Biological Sciences - Semester 1 - 2016 - 2599 - Molecular and Structural Biology III - BIOCHEM 3000 - Exam Paper - Session 02 31/03/2016 at 1:09 PM
E - 2016/1 E D2016/203 E School of Biclogical Sciences - Semester 1 - 2016 - 106133 - Molecular and Structural Biclogy I - Biomed Sci - BIOCHEM 3230 - Exam Paper - Session 02 31/03/2016 at 1:11 PM
E [~ ] 2016/1 = D2016/205 t School of Biological Sciences - Semester 1 - 2016 - 107402 - Chemistry IB S - CHEM 1311 - Exam Paper - Session 01 1/04/2016 at 9:32 AM
E FOR REVIEW (Respon... - 2016/1 - D2016/207 " School of Biological Sciences - Semester 1 - 2016 - 107400 - Chemistry IA S - CHEM 1310 - Exam Paper - Session 01 1/04/2016 at 9:35 AM
E =] 2016/1 E D2016/209 E School of Biological Sciences - Semester 1 - 2016 - 106920 - Foundations of Chemistry IS - CHEM 1312 - Exam Paper - Session 02 1/04/2016 at 9:36 AM
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Customise the Properties pane

1. Select a document record in the list pane, then select the Properties tab at the bottom of the screen.

2. Inthe Properties tab, arrange the four properties shown below in the displayed order. Do this by clicking the property name in the grey
panel on the left, then simply dragging and dropping it into the desired position, so the order is as follows:

> All actions

> Notes

> Edit Status

> Revision Number

[ Records - containerEx:2016/4 - 40 Records found = ch ="
+ 2 Record Humber Tiihe - Duate Begistersd Date Maodified Current action -
E E School of Chemical Engineering - Semester 1 - 2006 - 102750 - Transport Progesses in the Environment - PG - CHEM ENG T027 - Exam Paper - Sessbon 10 15042016 af 524 AM
£ pzotesn & Sthool of Chemical Enginetring - Semester 1 - 2016 - 102750 - Transport Frocesses in the Environment - PG - CHEM ENG 7027 - Lodgement Form - Session 10 15/04/2016 af 9:24 AW v
£ ¥
AN actions -
FMaotes
Edfit Status [} mecord has mo Socumsert attached,
Revition Mumber [fho
Record Type & DOCUMENT
Record Humiber & peonesn
Trtle & Lrhool of Chemical Enpineering - Semester 1 - 2018 - 102750 - Transport Processes in the Environment - PG - CHEM ENG 7027 - Exam Paper - Session 10
File Humb-er B 2006 STUDENT ADMINISTRATION - Examinatson managesent - $chool of Chemscsl Engineering - Chemical Enginesring - Semester 1. 2076 -
W o4 b W Properties A Notei i Prview J Praveo A Renaiion

Contact Us
For further support or questions, please contact Records Services on 8313 5334 or records.services@adelaide.edu.au
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