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Introduction

Functions on Campus (FoC) is the application process for holding functions on university grounds
and within university facilities. The functions may involve staff, students, or external members
organising social, cultural, fundraising, or sporting events.

This user guide outlines the features of the Functions on Campus Model-Driven Power App
solution for the approvers to decide on the application submitted.

Audience

This guide is intended for ANU Staff Delegates to approve the Functions On Campus applications.
Glossary of Acronyms

FoC - Functions On Campus

HRMS - HR Management System

UID - University ID

The Australian National University 4
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How to access the FoC Portal

When a staff member submits an application, delegates will receive a ‘Login and Action’ email.

The email subject will show the function name, function start date, and end date, and the email
body will have details of the function and a link to view the application, as seen below.

Login and Action for 0000003059 | | Start date : 07/08/2025 - End date : 07/08/2025

Applicant Name

Function Name

Function Description

Number of Attendees

Function Start and End Date

Set-up & Take-down Comments

Function Organiser Contact Number

Function Organiser Email %

Alternate Contact Name

Alternate Contact Number

Alternate Contact Email

Location

VIP Inclusive

Liquor Supplied/Sold

Catering

External Service Providers

Please log on to ANU Power Apps to review and action the ion. Supporting nd
further information can be viewed within the record

Please use the link below to view details of the request.

View Request

If thara ara anv chanees tn tha function r any nuastions nleasa rontact the Fiinetinns nn Mamnis feam

Once you “Click” on the ‘View Request’link, you will be directed to the Main Menu Screen.

The Australian National University
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General Features

Key elements on the first page in the FOC review/decision Model-driven app:

1. Menu
o Summary of all the applications (Function request)

2. Column name with drop-down arrow

o

The column Items and their order can be personalized by navigating the edit columns
button.

3. A drop-down filtration box for each column

o Click Ediit Filteror Clear filter to manage your preferred application list
=
B show Chant New [ Delete | w ' (D Refresh [ Emailalink | v 2 Flow @ RunReport 1B Excel Tempiates ) Export to Excel | 83 Import from Excel 14 Shai
Active Applications 0 ﬁ” mns T rﬁ s
For guide - Delegates approval Mederate Under Delegate Review Pending Decision 27/03/2025 324 AM
Bollard removal request Maderate Under Delegate Review DigtaSolutionsUAT@any eduau Pending Decision 7/03/2025 12:18 A
Test Rugby email Moderate

Under Delagate Review DigitatSelutionsUAT@anu.edu.au Pending Decision 5/03/2025 11:12 PM
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Accessing the application

On the Home page, a summary of all the Active applications submitted with their workflow
status is displayed.

B3 she t Ney (i Delere | v Refresh 2 Email a Link 2 flow ~ 18] Run Repont & Excel Templates @3 BporttoExcel | @ Import from Excel L&
Active Applications g7 Editcolumns 7 Edit filters
Application Number Function Description - Detalled Description Final Risk Level Current Status Assigned To Dectsion Created 0n |~
For guide - Delegates approva Mogerate Under Delegate Review U1143849@anu.eduau Pending Decision 27/03/2025 324 AM
Test Rugby email Moderate Under Delegate Review DigitalSolutionsUAT@anu.edu.au Pending Decision 20/03/2025 3:45 AW
Test Religious mesting event Moderate Under Delegate Review DigitalSolutionsUAT@anu.eduau Pending Decision 7/03/2025 12:29 AM
Bollard removal request Moderate Under Delegate Review DigitalSolutionsUAT@anu.eduau Pending Decision /03/2025 12:18 AM
1000 Test Rughy email Maderate Under Delegate Revaw DigitalSolutionsUAT@anu.edu.au Pending Decision 5/03/2025 11:12 PM

By Clicking on the hyperlink of the Application Number, it takes you to the respective active application
details.

1 The application number column provides details of all the applications submitted
2 The current status provides details of the application status.
3 The Decision column provides details on actions to be taken.

Once you click on any application link, the application details will be displayed in various tabs.

Please Note:

To see a completed application (current Status=Completed), change the dropdown from
Active applications to Inactive Applications.

The Australian National University
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Contact Details

The purpose of this tab is for the delegates to review the contact details information submitted
by the applicant.

The contact details tab will consist of details such as

- Applicant details that provide information such as applicant type, position, department, and
affiliation type

- Primary contact details, including email and phone number

- Alternate Contact details.

Group e

The Australian National University 8
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Function Description

The purpose of this tab is for the delegates to review the function details provided by the
applicant.

Details include Function Name, Description, Type, date, and time of the function,
Location of the function, attendee information, and advertising details.

SANDBOX + e

If the” other location” option is chosen by the applicant (in scenarios where their function
location is not available in the Location dropdown), then the Location description field will have
the details of the Other Location.

The Australian National University 9
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Liquor and Catering

This tab contains details on the supply and service of alcohol.

if the liquor at the function will be sold by a licensed provider, then the provider details are
displayed under ‘Liquor Provider details’ as shown below.

Similarly, for Catering, if the function is catered by a 3™ party, then the caterer's details are
displayed on the right-hand side under ‘Catering Provider Details’.

D search SAN D BO){ newhook @D+
-3 edi recond,
unctions Requests € B & drew Ofeah € CheckAccess B Fow v & Word Templat & Aun Report [ 5% sore - |
Reqquiests
DOO0D0138T - sawe DigitalsoluthonsUAT@anueduau  Under Final Review  Moderate
Functions On Campus Aaignaa® T e e
Det [ 1 Liquor & Cateri.. Extemnal Senvice Providers  Additional Info  RAMP & Risk Assessment Matsix  Attachments  Summary  Appeova
4 Feupy
i [ t thie 1
it hoe
Liquor Provider Detaills
< irg Provider Detals
Created On - Provider, FoC Applicati Provider Type ~
VAR 2024 & 000001 387 Liguar Created On Provider ¥ FoC Applicatl_.. ~  Provider Type ~
The Australian National University 10
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External service providers

This tab provides details of the external service provider's request given by the applicant.
Details such as Business name, contact details, service provided, and ABN are displayed as

shown below.

'\

o

B o Mew () Refresh € Check Access B Flow 88 Word Templates [® Run Report

0000002852 . Saved DigitalSehutionUATGsm. o0  ipder Delegale Review  MOEratE
Aawgred To Firal Risk Laved

Functions On Campuas

Currenl Sais

Contact Details  Function Description  Liquor & Catering  External Service Providers  Additional Info  RAMP & Risk Assessment Matrix  Attachments  Summary  Approval

External Sevvice Providers

External Servioe Provider i
Invobeed ? [
t MewFol Providers  +  Add Bxiting Fol_Prov.. () Refresh C
Bussiness Name = Contact Name - Contact Numbar Emal - Service Provided - ABN - c]
testd w2 unnmm TN

The Australian National University
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Additional Info

This tab provides information about any additional services requested by the applicant, such as
e Additional Security Requirements
e Additional Power Requirements
e Additional Cleaning Requirements
e Gardens and Grounds Impact
e Pedestrian / Vehicle Movement Impact
e Bollard Removal.
etc

Any relevant comments provided by the applicant for these services will be displayed in the
Description section on the right-hand side as shown below.

cooozesa

The Australian National University 12
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RAMP (Risk Assessment Management Plan) & Risk
Assessment Matrix

This tab is for the reviewer to review the risk assessments, pre-filled RAMP and control measure
details provided by the applicant.

S B o @& Save Save & Close New [ Deactivate [ Delete () Refresh € Check Access 2 Flow ~ (B Word Templates Run Report B Share
0000002823 - saved u1134992@anu.eduau  Under Delegate Review  Moderate
Assigned To Current t Status Final Risk Level

Functions On Campus

Contact Details  Function Description  Liquor & Catering ~ External Service Providers  Additional Info  RAMP & Risk Assessment Matrix  Attachments ~ Summary ~ Approval

Risk Assessment Management Plan (RAMP) Risk Assessment Matrix

How Provide RAMP & t New FoC_Risks

Complete a RAMP within this application
[ Ris.. T+ CreatedOnl~  RiskLevel - Initial~ Risk Description v
Oceupancy Load @

21 0 1 23/04/2025 1:5.. Moderate test
Occupancy Counted &
Staff or security will count the number of patrons upon entry or exist of the premises
Occupancy Description Other &
Rows: 1

Emergency Evacuation Plan

How Providing Evacuation Plan &

Describe emergency evacuation plan

Attachments

All the attachments added in the application can be viewed here.

M Fead-onlye Vou don't have access 1o edil this record
() Refresh  ©) Check Access  Z* Flow & Word Templates ~ {# Run Report
0000002852 ISolutionUAT @anuwedu gy Under
Functions Gn Campus o Cu
Contact Details  Function Description  Liquor & Catering  External Service Providers  Additional Info  RAMP & Risk Assessment Matrix  Attachments  Summary  Approval
t Ak Refresh
Atschemant File ~ Attachmant FileName 1 Attachment Type
] ] Tast priet.pad Booking Confimation C
(] Test ooetad Cernificate Of Currency - Liquor
" Fa e
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Summary

The Summary tab provides the summary of the application for a quick review by the approver.

¢« B o @& Save ' Save & Close Mew [ Deactivate [ Delete O Refresh Y Check Access 2 Flow ™

0000002823 - saved

Functions On Campus

Will Catering beinluded &  Ng
in this application?

& Word Templates

Contact Details ~ Function Description  Liquor & Catering  External Service Providers ~ Additional Info  RAMP & Risk Assessment Matrix  Attachments
Summary of the application
Application Number & 0000002823 Attendee(s) Involved @ ANU Staff
Applicant Name a Function Type ®  Religious mesting
Applicant Phone & 1234567890 Function Location & Law School
Applicant Position @ nstitutional Research Cadet Function Start Date B 20/05/2025
Function Name & Tennis Tournament Function End Date & 2000572025
Will liquor be sold, ®  No - Liquor will not be sold, supplied or consumed Function Start Time 8 0030
supplied/consumed?

Function End Time & o415

Run Report

uT134992@anu.edu.au
Assigned To

Under Delegate Review
Current Status.

Summary  Approval

I

[ Share -

Moderate
Final Risk Level

The Australian National University
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Approval

As per the decision for the application, please select the option in the dropdown list.

The Approval tab will have various options for the Delegates.

1

Approve-| authorise this function- choose this option to Approve an application, .

Conditional Approval - Choose this option to provide conditional approval to the
applicant. Please note that when this option is chosen, the applicant can be
contacted via email to provide necessary information to the FOC approver and seek
approval. A Login and Action email will be triggered to the FOC approver to make a
final decision.

Decline- | decline this request - Choose this option to decline or not endorse an
application.

Function Cancelled - If the applicant cancels the event the Functions on Campus
team can then choose the cancel option and save it for their records purpose.

More information Request/Minor Changes- Choose this option for requesting more
information from the applicant. Once the applicant resubmits the form after adding
the necessary information, provide an approval decision.

2 Approval History- provides details of various approvals, status, and date of
approvals.
3 Once the decision is made click the Save or Save & Close option. Once done the
corresponding emails will be triggered as per the risk identified for the event.
The Australian National University 15
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Please note that if the decision is ‘Declined’, a reason has to be selected, and an optional
comment can be added(which goes to the applicant in the outcome email)

s s s

g}-‘-}}” )

If the function is cancelled

1 Click on the reviewer's decision to choose the decision for the application.

2 | If the decision is “Decline - | decline this request” or “Function Cancelled”, the reason
must be selected from the dropdown list

The Australian National University
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Medium risk workflow

DelegmeApproval|D25]
1
=)
o

.

B BECIST o

The Australian National University
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Email details

Below are the emails received by the delegate for a Medium-risk event where the applicant was

a staff member.

Email Details Recipient
Notification email when the application is submitted Applicant
Login and Action Delegates
Login and Action (if more information is required) Applicant
Notification email when the application is resubmitted | Applicant
Login and Action (after the application is resubmitted) | Delegates

Outcome notification

Applicant and
functionsoncampus@anu.edu.au

When the delegate chooses Conditional Approval,
then,

Login and Action (The FOC approver can make a final
decision when the applicant provides necessary
information requested by the delegate via email)

functionsoncampus@anu.edu.au

The Australian National University
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