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Visiting and Honorary Appointments (VaHA) 
The VaHA form is to be used to nominate or extend a including: 

 
 

 Conferred Academic Titles 

o Emeritus Professor 

o Honorary Staff Member 

o Visiting Fellow 

o Academic Visitor 

 Other Person of Interest types 

o Visitors and Campus Visitors 

o Contractors and Consultants 

o Supervisors and Examiners 

o Secondees 
 

Form Link 
VaHA/Honorary Appointments 

Relevant Policy 
ANUP_000417- Academic Titles Conferral Honorary (Clinical)* Staff member, Visiting Fellow, Visitor 

and Emeritus Professor 

Form Rules 
The following rules have been automated into the form. 

Academic Title Duration 
Duration for Academic Titles has been pre-populated to the maximum time period allowed for the 

nomination type. End dates are editable, but users will not be able to select a date that extends the 

period past the duration timeframes listed in the policy. 

Approval Delegation 
 
 

Process Description Delegation # 
Delegation 

Profile 

Honorary 
Appointments 

Approve or extend full, clinical and 
adjunct academic status 

  

Cluster 1- Levels A-D 139 Cluster 1 D3 

Cluster 2- Level E 139 Cluster 2 D1 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
https://policies.anu.edu.au/ppl/document/ANUP_000417
https://policies.anu.edu.au/ppl/document/ANUP_000417
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Process Description Delegation # 
Delegation 

Profile 

VaHA appointments Approve nominations for: 
 Visitors and Campus Visitors 

 Contractors and Consultants 

 Supervisors and Examiners 
 Secondees 

 
Delegations have been aligned to the 
new Academic Title policy and will 
require approval equivalent to a D3 

- - 

 

System Integrations 
Upon Delegate approval of the application the following actions have been automated 

 Notification sent via email to Delegate, Supervisor and nominee 

 Data sent to HRMS for 

 Creation of pre-employee 

 Creation of new VaHA 

 Extension of existing VaHA 
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New Honorary Appointments- Form Guide 

This reference guide provides an overview of the process when submitting an application for a new Honorary Appointment. 
 

Scenario 

A request for an Honorary Appointment can be initiated by a school administrator, supervisor, or Delegate. 
 

1. Login to ANU eForms using your UID and HORUS password 

2. Select the VaHA form 
 

 

 
3. If the nominee has an existing UID, please enter it here to populate the nominees details 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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4.  Select ‘New Conferred Academic Title’, and enter in the nominees details. 

 

 
 

Click on the to proceed. 
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5.  Select the nomination type, and enter the start date. End dates will automatically pre-populate to the maximum term allowed for the appointment type. End dates 
can be reduced by typing over the pre-populated information. 
 
If the nominee is a Clinical Practitioner, or will be a part of the ANU Medical School, please select the appropriate tick box. 



Reference Guide 

Version 1.0 July 2015 

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C 

 

 

6. Access requirements for Honorary appointments are outlined in the Conferral of Honorary Academic Titles policy. 
Please confirm if the nominee will be visiting the campus and will require a work space. 

 
 

Click on the to proceed. 

7. In accordance with the Conferral of Honorary Academic Titles policy, supporting documentation is required for the application. Please upload the supporting 
documentation. 

 
 

Click on the to proceed. 
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8.  Indicate if the VaHA will be eligible for an allowance or expense payments. 
 

Additional information in relation to Living Away From Home Allowance can be found on the Australian Taxation Office website. 

https://www.ato.gov.au/General/Fringe-benefits-tax-(FBT)/In-detail/Employers-guide/Living-away-from-home-allowance-fringe-benefits/
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9.  If the VaHA is to receive payments or reimbursements, you will need to complete the details of the expenses, and indicate who will be funding the expense 

 
 

Finance administrators can be notified of the intent to make payments, and can assist with taxation and Fringe Benefit Tax implications. Add details of the Local 
Finance Manager or Head of Budget Unit in order to notify them of the application. 
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10.  A nominator needs to be identified to support the application- this should be the staff member that will supervise the nominee for the duration of their visit. 
Please select if you are the nominator 

 
 

If you are the nominator, please select your current role and confirm that the position details returned are correct. 
 
 
 
 

 
u8888888 

 
 

 
Penny 

 
Smith penny.smith@anu.edu.au 

 
 
 

If you are not the nominator, please identify the nominator by searching using their first and last name. 

Select the nominator from the nominator list, and select their current role. 

Please check that the position details returned are correct before proceeding 

mailto:penny.smith@anu.edu.au
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Peter Brown 

 
Peter Brown- u7777777 

 
 
 
 
 
 

u7777777 
 
 
 

Peter 
 

Brown peter.brown@anu.edu.au 

 

 
 

Click on the to proceed. 

mailto:peter.brown@anu.edu.au
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11. You can chose to give administrative oversight to staff within your area. Where this is required, enter their name and email address in order to notify them of the 
request. 

 
 

Click on the to proceed. 

12. Once you have completed the required form details, you will be able to submit the request to the nominee for their action. 
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Honorary Appointment- Nominee Entry 
 

1. The Nominee will receive an email notification that form action is required. 

2. The Nominee should login to ANU eForms using the login ID and password issued via email. 

3. The form will appear in the Forms Assigned to Me section 
 
 
 
 

Peter Brown 
 

Click on the form to enter 

4. The first page is an introduction page that will provide details of the application process and instructions for processing the form. 
 
 

Peter Brown 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click on the to proceed. 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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5. The nominee will be asked to provide their details. If the nominee knows their previous ANU UID they will be able to enter it in this page. 

 
 
 

Click on the to proceed. 

6. The nominee will see a summary of the nomination type and start/end dates 
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Peter Brown. 
 
 
 
 
 
 
 
 
 

Click on the to proceed. 

7. The nominee will be required to provide details of their home institution and education history. 
 

 
 

Click on the to proceed. 
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8. The nominee will be required to provide a statement of their contribution. 
 

 

 
Click on the to proceed. 

9. The nominee will need to complete their citizenship and visa details 
 

If the nominee is an Australian Citizen or Permanent Resident- they will not be required to complete visa details. 
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Peter Brown (u7777777@anu.edu.au) 

 

 
 
 

If the application is not an Australian citizen or permanent resident, they will be guided on the visa information they will need to provide. 
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Peter Brown 

 

 

Click on the to proceed. 
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10. The nominee will be required to upload supporting documentation and a copy of their current curriculum vitae. 

 
 

Click on the to proceed. 

11. Upon completion of required form fields, the nominee will be able to submit the request 
 
 
 

Peter Brown 

 
Peter Brown u7777777@anu.edu.au 

mailto:u7777777@anu.edu.au
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Honorary Appointment- Nominator Review 
 

1. The Nominator will receive an email notification that form action is required. 

2. The Nominator should login to ANU eForms using their UID and HORUS password 

3. The form will appear in the Forms Assigned to Me section 
 

 
 

Click on the form to enter 

4. The nominator should review the details in all of the form pages 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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5. The nominator can provide general comments and information for the Delegate’s consideration 

6. The form will provide the nominator with a list of possible matches to personnel that already have UID’s. If there is a match in drop down list, please select the 
record. If there are no matches in that list, please select the ‘None of the records match’ tick box. 



Reference Guide 

Version 1.0 July 2015 

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C 

 

 

7.  Requests must be approved in accordance with ANUP_000649- Honorary Appointments, and the ANU Delegations Framework. 
 

A list of delegates in your area has been pre-populated in the drop down list. Please select the appropriate Delegate for your area. If you hold the Delegation, and 
appear in the list, you can select yourself as the Delegate to finalise the process. 

Honorary Appointment- Delegate Review 
 

1. The Delegate will receive an email notification that form action is required. 

2. The Delegate should login to ANU eForms using their UID and password. 

3. The form will appear in the Forms Assigned to Me section 
 
 
 
 

Peter Brown 

4. The Delegate will see all of the pages that the Nominator reviewed above. 

5. The delegate can then action the request 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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Honorary Appointment- Nominee Acceptance 
 

1. The nominee will receive an email notification that form action is required. 

2. The nominee should login to ANU eForms using the login ID and password issued via email. 

3. The form will appear in the Forms Assigned to Me section 
 
 
 
 

Peter Brown 

If the Delegate requires more information or wishes to decline the application, they can leave comments that will be sent back to the nominator. 

Upon approval, the form will be sent to the nominee for their acceptance. 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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 Click on the form to enter 

4. The nominee should review the details in all of the form pages 



Reference Guide 

Version 1.0 July 2015 

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C 

 

 

 



Reference Guide 

Version 1.0 July 2015 

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C 

 

 

 
 
 
 
 

Mr Peter Brown on u7777777@anu.edu.au 

Peter Brown 
 
 
 

 
Mr Peter Brown (u7777777@anu.edu.au) 

5. After reviewing the form the nominee can confirm the appointment 

If the nominee wishes to accept the application, a notification will be sent to the Delegate and the nominator. 

 
If the nominee does not wish to accept the application, they can provide comments that will be sent to the Delegate and the nominator. 

 
Mr Peter Brown Peter Brown 

mailto:u7777777@anu.edu.au


 

 

Persons of Interest- New Honorary Appointment 

ils of 

ID 

equire 
he 

ulated 
D 

quire 
he 

tails 

etails 

ptance 

Nominator (Supervisor) Administration staff member VaHA Delegate 

 
 

Supervisor identifies 
applicant for Honorary 

Appointment 
 
 
 
 
 

 

Nominees may have 

been previously 

employed by the ANU, 

have held a previous 

VaHA record or have 

studied at the 
University. In these 

instances using their 

exisiting UID will ensure 

their record is kept up 

to date 

 

Is 
the Nominator 

starting the 
No

 

application? 
 
 

Yes 

 
Enter the nominee’s details- 

this can be completed 
manually, or pre-pop 

using the POI’s UI 
 
 

 
Select the nomination type 
of “New Academic Title” and 
enter the personal details of 

the VaHA 
 
 

Select the appointment 
reason, nomination type 
start and end dates, and 

confirm access 
requirements 

 

Identify who will supervise 

 
 

Request administration staff 
to initiate application 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Where the nominee is a 

clinical practitioner, or is 

part of the ANU Medical 

School, selecting these 

tick boxes on the form 

will ensure that the 

appropriate titles appear 

for selection 

 

Login to E-Form and select 
the Persons of Interest/ 
Honorary Appointments 

form 
 
 

 
Enter the nominee’s details- 

this can be completed 
manually, or pre-populated 

using the nominees U 
 
 

 
Select the nomination type 

of “New Academic Title” and 
enter the personal deta 

the nominee 
 
 

Select the appointment 
reason, nomination type 
start and end dates, and 

confirm access 
requirements 

 
Identify who will supervise 

the VaHA 

Nominees may have been 

previously employed by the ANU, 

have held a previous VaHA 

record 

or have studied at the University. 

In these instances using their 

exisiting UID will ensure their 

record is kept up to date 

 
 
 

 
Where the nominee is a clinical 

practitioner, or is part of the ANU 

Medical School, selecting these tick 

boxes on the form will ensure that the 

appropriate titles appear for selection 

 
 
 
 
 
 
 
 

Identify if any expense or 
the VaHA 

for the duration of 
the visit, and identify any 
other staff that re 

notification of t 
application 

for the duration of 
the visit, and identify any 
other staff that r 

notification of t 
application 

Upload any required 
supporting documentation 

allowance payments will be 
made 

Form is sent to the VaHA 

 
 

Identify if any expense or 
allowance payments will be 

made 

 
 
 

Form is sent to the VaHA 

 
Confirm personal details, 

appointment details, 
citizenship and visa de 

( if required) 

 
 
 
 
 
 

Review VaHA 
personal details, 

appointment details, 
citizenship and visa d 

 
 
 

 

Ensure that the correct UID 
record is being used if the 
VaHA already exists in the 

ANU HRMS 

 
 
 

 

Select the appropriate 
Delegate in your area and 
submit the request for 

approval 

Provide statement of 
contribution and upload CV 

 
 
 
 
 

Review application 

 
Applications for Emeritus Professors, or 

Level E Honorary Appointments will be 

sent to the Vice Chancellor for 

approval, through the Director, Human 

resources. Your local delegate will still 

be required to review the application. 

 
 
 
 
 

Decline 
 

Provide justification for 
declining the application. 
Notification is sent to the 
Supervisor advising of 

outcome 

 
 
 
 
 

Action taken 

 
 
 
 
 
 

Approve 

 
 
 
 

Legend 
 

 
 
 

Question 

 
 
 

 
Consider 
application 

 
 

Request 

 
 
 
 

Form 
task 

 
 

Decline 

 
 
 
 

 
Approval 

 

 
Upload 
document 

 
 
 
 
 
 
 

VaHA Acceptance 

 
 
 
 
 
 

Nominator/Administrator 
and VaHA 
advised of approval. 

Sent to VaHA for acce 

Document further 
information required and 

send form back to 
supervisor 

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C 

Process 
Step 

Further information 
required 

 

 
Upload any required 

supporting documentation 
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Honorary Appointments Extension- Form Guide 

This reference guide provides an overview of the process when requesting an extension to an Honorary Appointment. 
 

Scenario 

A request for an Honorary Appointment extension can be initiated by a school administrator, supervisor, or Delegate. 
 

1. Login to ANU eForms using your UID and HORUS password 

2. Select the VaHA form 
 

 

 
3. For an extension application, you must use the nominees UID to proceed. Enter the UID below 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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4. Select ‘Extend current VaHA , and the role you wish to extend 

 
 

5. Check the personal details and email for the VaHA are correct before proceeding 
 
 
 

 
Sarah Smith 

u5555555@anu.edu.au 

 
 
 

 

Click on the to proceed. 

mailto:u5555555@anu.edu.au
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6. Select the nomination type, and enter the start date. End dates will automatically pre-populate to the maximum term allowed for the appointment type. End dates 
can be reduced by typing over the pre-populated information. 

 

If the nominee is a Clinical Practitioner, or will be a part of the ANU Medical School, please select the appropriate tick box. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click on the to proceed. 
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7. In accordance with the Conferral of Honorary Academic Titles policy, supporting documentation is required for the application. Please upload the supporting 
documentation. 

 
 

Click on the to proceed. 

8. Indicate if the VaHA will be eligible for an allowance or expense payments. 
 

Additional information in relation to Living Away From Home Allowance can be found on the Australian Taxation Office website. 

https://www.ato.gov.au/General/Fringe-benefits-tax-(FBT)/In-detail/Employers-guide/Living-away-from-home-allowance-fringe-benefits/
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9.  If the VaHA is to receive payments or reimbursements, you will need to complete the details of the expenses, and indicate who will be funding the expense 

 
 

Finance administrators can be notified of the intent to make payments, and can assist with taxation and Fringe Benefit Tax implications. Add details of the Local 
Finance Manager or Head of Budget Unit in order to notify them of the application. 



Reference Guide 

Version 1.0 July 2015 

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C 

 

 

10.  A nominator needs to be identified to support the application- this should be the staff member that will supervise the nominee for the duration of their visit. 
Please select if you are the nominator 

 
 

If you are the nominator, please select your current role and confirm that the position details returned are correct. 
 
 
 
 

 
u8888888 

 
 

 
Penny 

 
Smith penny.smith@anu.edu.au 

 
 
 

If you are not the nominator, please identify the nominator by searching using their first and last name. 

Select the nominator from the nominator list, and select their current role. 

Please check that the position details returned are correct before proceeding 

mailto:penny.smith@anu.edu.au


Reference Guide 

Version 1.0 July 2015 

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C 

 

 

   

Peter Brown 

 
Peter Brown- u7777777 

 
 
 
 
 
 

u7777777 
 
 
 

Peter 
 

Brown peter.brown@anu.edu.au 

 

 
 

Click on the to proceed. 

mailto:peter.brown@anu.edu.au
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11. You can chose to give administrative oversight to staff within your area. Where this is required, enter their name and email address in order to notify them of the 
request. 

 
 

Click on the to proceed. 

12. Once you have completed the required form details, you will be able to submit the request to the Nominator for their review. 

 
 

Honorary Appointment Extension- Nominator Review 
 

1. The Nominator will receive an email notification that form action is required. 

2. The Nominator should login to ANU eForms using their UID and HORUS password 

3. The form will appear in the Forms Assigned to Me section 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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Click on the form to enter 

4. The nominator should review the details in all of the form pages 
 
 
 

 
Sarah Smith 

u5555555@anu.edu.au 

mailto:u5555555@anu.edu.au
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5. The nominator can provide general comments and information for the Delegate’s consideration 

6. Requests must be approved in accordance with ANUP_000649- Honorary Appointments, and the ANU Delegations Framework. 
 

A list of delegates in your area has been pre-populated in the drop down list. Please select the appropriate Delegate for your area. If you hold the Delegation, and 
appear in the list, you can select yourself as the Delegate to finalise the process. 



Reference Guide 

Version 1.0 July 2015 

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C 

 

 

 
Honorary Appointment Extension- Delegate Review 

 

1. The Delegate will receive an email notification that form action is required. 

2. The Delegate should login to ANU eForms using their UID and password. 

3. The form will appear in the Forms Assigned to Me section 
 
 
 
 

Peter Brown 

4. The Delegate will see all of the pages that the Nominator reviewed above. 

5. The delegate can then action the request 
 
 
 

Peter Brown 
 
 
 
 
 

 

If the Delegate requires more information or wishes to decline the application, they can leave comments that will be sent back to the nominator. 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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Honorary Appointment- Nominee Acceptance 
 

1. The nominee will receive an email notification that form action is required. 

2. The nominee should login to ANU eForms using the login ID and password issued via email. 

3. The form will appear in the Forms Assigned to Me section 
 
 
 
 

Peter Brown 

 
Click on the form to enter 

4. The nominee should review the details in all of the form pages 
 
 

 
Dr Sarah Smith 

u5555555@anu.edu.au 

 
 
 
 
 
 
 
 

 
Upon approval, the form will be sent to the nominee for their acceptance. 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
mailto:u5555555@anu.edu.au
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5.  After reviewing the form the nominee can confirm the appointment 
 
 

 
Mr Peter Brown on u7777777@anu.edu.au 

 
 
 
 
 
 
 

 

If the nominee wishes to accept the application, a notification will be sent to the Delegate and the nominator. 
 

Mr Peter Brown Peter Brown 
 
 
 

 

If the nominee does not wish to accept the application, they can provide comments that will be sent to the Delegate and the nominator. 

Peter Brown 
 
 
 

 
Mr Peter Brown (u7777777@anu.edu.au) 

mailto:u7777777@anu.edu.au


 

 

Persons of Interest- Honorary Appointment Extension 

the 

equire 
he 

es 

quire 
he 

ails 

ptance 

Nominator (Supervisor) Administration staff member VaHA Delegate 

 
 

Supervisor identifies 
applicant for Honorary 

Appointment 

Is 
the Nominator 

starting the 
application? 

 
 

Yes 

 
Request administration staff 

No 
to initiate application 

Login to E-Form and select 
the Persons of Interest/ 
Honorary Appointments 

form 

 

 
It is a requirement to use the 

POI’s existing UID to initiate this 

form 

 
 
 
 
 

 
It is a requirement to 

use the POI’s existing 

UID to initiate this form 

 
 
 
 
 
 
 

 
Honorary Appointments 

with old Academic Title 

 
 

Enter the POI’s UID to 
populate their personal 

details 
 
 
 
 

Select the nomination type 
of “Extension” and review 
the personal details of the 

VaHA 
 
 
 
 

Select the appointment 
reason, nomination type 

start and end dat 
 
 
 

Identify who will supervise 

 
 
 
 
 
 
 
 
 

Where the nominee is a 

clinical practitioner, or is 

part of the ANU Medical 

School, selecting these 

tick boxes on the form 

will ensure that the 

appropriate titles appear 

for selection 

 

Enter the POI’s UID to 
populate their personal 

details 
 
 
 
 

Select the nomination type 
of “Extension” and review 
the personal details of 

VaHA 
 
 
 

Select the appointment 
reason, nomination type 

start and end dates 
 

 
Identify who will supervise 

the VaHA 

Honorary Appointments 

with old Academic Title 

categories will be 

required to move to the 

new Academic Title   

categories upon 

extension 

 

 
Where the nominee is a clinical 

practitioner, or is part of the ANU 

Medical School, selecting these tick 

boxes on the form will ensure that the 

appropriate titles appear for selection 

categories will be 
required to move to the 

new Academic Title 

categories upon 

extension 

the VaHA 
for the duration of 

the visit, and identify any 
other staff that re 

notification of t 
application 

for the duration of 
the visit, and identify any 
other staff that r 

notification of t 
application 

Upload any required 
supporting documentation 

Identify if any expense or 
allowance payments will be 

made 

 

Identify if any expense or 
allowance payments will be 

made 

 
 

 
 
 

Review VaHA 
personal details, 

appointment det 

Select the appropriate 
Delegate in your area and 
submit the request for 

approval 

 
Applications for extensions of Level E 

Honorary Appointments will be sent to 

the Vice Chancellor for approval, 

through the Director, Human 

resources. Your local delegate will still 

be required to review the application. 

 
 
 

 
Decline 

 

Provide justification for 
declining the application. 
Notification is sent to the 
Supervisor advising of 

outcome 

 
 
 

 
Action taken 

 
 
 
 
 

 

Approve 

 
 
 
 

Legend 
 

 
 
 

Question 

 
 
 

 
Consider 
application 

 
 

Request 

 
 
 
 

Form 
task 

 
 

Decline 

 
 
 
 

 
Approval 

 

 
Upload 
document 

 
 
 
 
 
 
 

VaHA Acceptance 

 
 
 
 
 
 

Nominator/Administrator 
and VaHA 
advised of approval. 

Sent to VaHA for acce 

Document further 
information required and 

send form back to 
supervisor 
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Process 

Step 

Further information 
required 

 
 
 

Review application 

 

 
Upload any required 

supporting documentation 
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New VaHA - Form Guide 

This reference guide provides an overview of the process when submitting an application for a new Person of Interest. 
 

Scenario 
 

A request for a new Person of Interest can be initiated by a school administrator, supervisor, or Delegate. 
 

1. Login to ANU eForms using your UID and HORUS password 

2. Select the VaHA form 
 

 

3. If the nominee has an existing UID, please enter it here to populate the nominees details 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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4.  Select ‘New Person of Interest’, and enter in the nominees details. 

 
 

Click on the to proceed. 
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5.  Select the appointment reason tick boxes that relate to the appointment reason. This will populate the nomination type drop down box. Please enter start and end 
dates for the appointment. 

 
 

If the application is for an Occupational Trainee, the proposed training program needs to be uploaded. 
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6.  Access to systems can be applied for using this form and selecting the appropriate tick boxes 

 

 
 

Click on the to proceed. 
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7.  Indicate if the VaHA will be eligible for an allowance or expense payments. 
 

Additional information in relation to Living Away From Home Allowance can be found on the Australian Taxation Office website. 

https://www.ato.gov.au/General/Fringe-benefits-tax-(FBT)/In-detail/Employers-guide/Living-away-from-home-allowance-fringe-benefits/
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8.  If the VaHA is to receive payments or reimbursements, you will need to complete the details of the expenses, and indicate who will be funding the expense 

 
 

Finance administrators can be notified of the intent to make payments, and can assist with taxation and Fringe Benefit Tax implications. Add details of the Local 
Finance Manager or Head of Budget Unit in order to notify them of the application. 
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9.  A nominator needs to be identified to support the application- this should be the staff member that will supervise the nominee for the duration of their visit. 
Please select if you are the nominator 

 
 

If you are the nominator, please select your current role and confirm that the position details returned are correct. 
 
 
 
 

 
u8888888 

 
 

 
Penny 

 
Smith penny.smith@anu.edu.au 

 
 
 

If you are not the nominator, please identify the nominator by searching using their first and last name. 

Select the nominator from the nominator list, and select their current role. 

Please check that the position details returned are correct before proceeding 

mailto:penny.smith@anu.edu.au
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Peter Brown 

 
Peter Brown- u7777777 

 
 
 
 
 
 

u7777777 
 
 
 

Peter 
 

Brown peter.brown@anu.edu.au 

 

 
 

Click on the to proceed. 

mailto:peter.brown@anu.edu.au
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10. You can chose to give administrative oversight to staff within your area. Where this is required, enter their name and email address in order to notify them of the 
request. 

 
 

Click on the to proceed. 

11. Once you have completed the required form details, you will be able to submit the request to the nominee for their action. 
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Person of Interest Appointment- Nominee Entry 
 

1. The Nominee will receive an email notification that form action is required. 

2. The Nominee should login to ANU eForms using the login ID and password issued via email. 

3. The form will appear in the Forms Assigned to Me section 
 
 
 
 

Peter Brown 
 

Click on the form to enter 

4. The first page is an introduction page that will provide details of the application process and instructions for processing the form. 
 

 
Peter Brown 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click on the to proceed. 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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5. The nominee will be asked to provide their details. If the nominee knows their previous ANU UID they will be able to enter it in this page. 
 

 
 
 

Click on the to proceed. 

6. The nominee will see a summary of the nomination type and start/end dates 
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Click on the to proceed. 

7. The nominee will need to complete their citizenship and visa details 
 

If the nominee is an Australian Citizen or Permanent Resident- they will not be required to complete visa details. 
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Peter Brown (u7777777@anu.edu.au) 

 

 

If the application is not an Australian citizen or permanent resident, they will be guided on the visa information they will need to provide. 
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Peter Brown 

 

 

Click on the to proceed. 
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hh 

 
Person of Interest Appointment- Nominator Review 

 

1. The Nominator will receive an email notification that form action is required. 

2. The Nominator should login to ANU eForms using their UID and HORUS password 

3. The form will appear in the Forms Assigned to Me section 
 
 
 

 
Anne Gray 

Click on the form to enter 

4. The nominator should review the details in all of the form pages 

Peter Brown 

Peter Brown u7777777@anu.edu.au 

Upon completion of required form fields, the nominee will be able to submit the request 8. 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
mailto:u7777777@anu.edu.au
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5. The nominator can provide general comments and information for the Delegate’s consideration 

6. The form will provide the nominator with a list of possible matches to personnel that already have UID’s. If there is a match in drop down list, please select the 
record. If there are no matches in that list, please select the ‘None of the records match’ tick box. 
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Person of Interest Appointment- Delegate Review 

 

1. The Delegate will receive an email notification that form action is required. 

2. The Delegate should login to ANU eForms using their UID and password. 

3. The form will appear in the Forms Assigned to Me section 
 
 
 
 

Peter Brown 

4. The Delegate will see all of the pages that the Nominator reviewed above. 

5. The delegate can then action the request 

Requests must be approved in accordance with the relevant policy. 
 

A list of delegates in your area has been pre-populated in the drop down list. Please select the appropriate Delegate for your area. If you hold the Delegation, and 
appear in the list, you can select yourself as the Delegate to finalise the process. 

7. 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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Person of Interest Appointment- Nominee Acceptance 

 

1. The nominee will receive an email notification that form action is required. 

2. The nominee should login to ANU eForms using the login ID and password issued via email. 

3. The form will appear in the Forms Assigned to Me section 
 
 
 
 

Peter Brown 

 
Click on the form to enter 

4. The nominee should review the details in all of the form pages 

If the Delegate requires more information or wishes to decline the application, they can leave comments that will be sent back to the nominator. 

Upon approval, the form will be sent to the nominee for their acceptance. 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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5.  After reviewing the form the nominee can confirm the appointment 
 
 

 
Mr Peter Brown on u7777777@anu.edu.au 

 
 
 
 
 
 
 

 

If the nominee wishes to accept the application, a notification will be sent to the Delegate and the nominator. 
 

Mr Peter Brown Peter Brown 
 
 
 

 

If the nominee does not wish to accept the application, they can provide comments that will be sent to the Delegate and the nominator. 

Peter Brown 
 
 
 
 

Mr Peter Brown (u7777777@anu.edu.au) 

mailto:u7777777@anu.edu.au
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Persons of Interest- Non Academic Appointments- New Application 
 

Nominator (Supervisor) Administration staff member VaHA Delegate 

 
 

Supervisor determines the 
need for the VaHA to visit/ 

attend the campus 

Is 
the Nominator 

starting the 
application? 

 

 

Yes 

 
Request administration staff 

No 
to initiate application 

POI’s may have been 

previously employed 

by the ANU, have held 

a previous VaHA record 

or have studied at the 

University. In these 

instances the VaHA 

should have an 

existing UID 

 
 
 

  
 

 
Select the appointment 
reason, nomination type 
start and end dates, and 

confirm access 

requireme 

 
 
 
 
 
 

 
application 

 
Select the appointment 
reason, nomination type 
start and end dates, and 

confirm access 

requirem 

Identify who will supervise 
the VaHA 

for the duration of 
the visit, and identify any 
other staff tha 

notification 
applica 

 

 
Identify if any expense or 
allowance payments will be 

made 

 
 

 
Form is sent to the VaHA 

 

 
Identify if any expense or 
allowance payments will be 

made 

 

 
Form is sent to the VaHA 

Confirm personal details, 
appointment details, 

citizenship and visa details 
( if required 

 

 
 

Review VaHA 
personal details, 

appointment de 
citizenship and visa 

Ensure that the correct UID 
record is being used if the 
VaHA already exists in the 

ANU HR 

Select the appropriate 
Delegate in your area and 
submit the request for 

approval 

 

 
Review application 

 

 
Decline Action taken  

Approve 
 

Provide justification for 
declining the application. 
Notification is sent to the 
Supervisor advising of 

outcome 

 
 

 
Further information 

required 

 

 
Document further 

information required and 
send form back to 

supervisor 

 

Legend 
 

 
 
 

Question 

 

 
Consider 
application 

 
 

Request 

 

 
Form 
task 

 
 

Decline 

 
 
 

Approval 
 

 
Upload 

 
 
 

VaHA Acceptance 

 
 

Nominator/Administrator 
and VaHA 
advised of approval. 

Sent to VaHA for acceptanc 

TEQSA Provider ID: PRV12002 (Australian Universityd)o|cuCmRenItCOS Provider: 00120C 

 
Select the nomination type 
of “New Person of Interest” 

and enter the personal 
details of the Va 

 
Select the nomination type 
of “New Person of Interest” 

and enter the per 
details of the Va 

Process 
Step 

Identify who will supervise 
the VaHA 

for the duration of 
the visit, and identify any 
other staff that r 

notification of t 

 
Enter the POI’s details- this 
can be completed manually, 
or pre-populated usi 

POI’s UID 

 
Enter the POI’s details- this 
can be completed manually, 
or pre-populated usin 

POI’s UID 

 
Login to E-Form and select 
the Persons of Interest/ 
Honorary Appointments 

form 
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VaHA - Form Guide 

This reference guide provides an overview of the process when submitting an extension of a Person of Interest appointment. 
 

Scenario 
 

A request for an extension of a Person of Interest can be initiated by a school administrator, supervisor, or Delegate. 
 

1. Login to ANU eForms using your UID and HORUS password 

2. Select the VaHA/Honorary Appointments form 
 

 

3. For an extension application, you must use the nominees UID to proceed. Enter the UID below 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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4. Select ‘Extend current VaHA , and the role you wish to extend 

5. Check the personal details and email for the VaHA are correct before proceeding 
 
 
 

 
Jack Green 

u1234567@anu.edu.au 

 
 
 

Click on the to proceed. 

mailto:u1234567@anu.edu.au
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6. Select the extension start and end date. 

 
 

Click on the to proceed. 

7. Indicate if the VaHA will be eligible for an allowance or expense payments. 
 

Additional information in relation to Living Away From Home Allowance can be found on the Australian Taxation Office website. 

https://www.ato.gov.au/General/Fringe-benefits-tax-(FBT)/In-detail/Employers-guide/Living-away-from-home-allowance-fringe-benefits/
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8.  If the VaHA is to receive payments or reimbursements, you will need to complete the details of the expenses, and indicate who will be funding the expense 

 
 

Finance administrators can be notified of the intent to make payments, and can assist with taxation and Fringe Benefit Tax implications. Add details of the Local 
Finance Manager or Head of Budget Unit in order to notify them of the application. 
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9.  A nominator needs to be identified to support the application- this should be the staff member that will supervise the nominee for the duration of their visit. 
Please select if you are the nominator 

 
 

If you are the nominator, please select your current role and confirm that the position details returned are correct. 
 
 
 
 

 
u8888888 

 
 

 
Penny 

 
Smith penny.smith@anu.edu.au 

 
 
 

If you are not the nominator, please identify the nominator by searching using their first and last name. 

Select the nominator from the nominator list, and select their current role. 

Please check that the position details returned are correct before proceeding 

mailto:penny.smith@anu.edu.au


Reference Guide 

Version 1.0 July 2015 

TEQSA Provider ID: PRV12002 (Australian University) | CRICOS Provider: 00120C 

 

 

   

Peter Brown 

 
Peter Brown- u7777777 

 
 
 
 
 
 

u7777777 
 
 
 

Peter 
 

Brown peter.brown@anu.edu.au 

 

 
 

Click on the to proceed. 

mailto:peter.brown@anu.edu.au
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10. You can chose to give administrative oversight to staff within your area. Where this is required, enter their name and email address in order to notify them of the 
request. 

 
 

Click on the to proceed. 

11. Once you have completed the required form details, you will be able to submit the request to the nominee for their action. 

Person of Interest Extension- Nominator Review 
 

1. The Nominator will receive an email notification that form action is required. 

2. The Nominator should login to ANU eForms using their UID and HORUS password 

3. The form will appear in the Forms Assigned to Me section 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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hh 

 
 
 

Mr Jack Green 

u1234567@anu.edu.au 

Jack Green 

 
 
 

 
Anne Gray 

Click on the form to enter 

4. The nominator should review the details in all of the form pages 

 
 
 
 
 

 

mailto:u1234567@anu.edu.au
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5. The nominator can provide general comments and information for the Delegate’s consideration 

6. Requests must be approved in accordance with the relevant policy. 
 

A list of delegates in your area has been pre-populated in the drop down list. Please select the appropriate Delegate for your area. If you hold the Delegation, and 
appear in the list, you can select yourself as the Delegate to finalise the process. 
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Person of Interest Extension- Delegate Review 

 

1. The Delegate will receive an email notification that form action is required. 

2. The Delegate should login to ANU eForms using their UID and password. 

3. The form will appear in the Forms Assigned to Me section 
 
 
 
 

Peter Brown 

4. The Delegate will see all of the pages that the Nominator reviewed above. 

5. The delegate can then action the request 
 
 
 

Peter Brown 
 
 
 
 
 

 

If the Delegate requires more information or wishes to decline the application, they can leave comments that will be sent back to the nominator. 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
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Person of Interest Extension- Nominee Acceptance 

 

1. The nominee will receive an email notification that form action is required. 

2. The nominee should login to ANU eForms using the login ID and password issued via email. 

3. The form will appear in the Forms Assigned to Me section 
 
 
 
 

Peter Brown 

 
Click on the form to enter 

4. The nominee should review the details in all of the form pages 
 
 

 
Mr Jack Green 

u1234567@anu.edu.au 

 
 
 
 
 
 
 
 

 
Upon approval, the form will be sent to the nominee for their acceptance. 

https://eforms.anu.edu.au/Infiniti_Prod/Produce/WebLogin.aspx?ReturnUrl=%2fInfiniti_Prod%2fProduce%2f
mailto:u1234567@anu.edu.au
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5.  After reviewing the form the nominee can confirm the appointment 
 
 
 
 

Peter Brown on u7777777@anu.edu.au 
 
 
 
 
 
 
 
 
 
 
 
 
 

If the nominee wishes to accept the application, a notification will be sent to the Delegate and the nominator. 
 

Mr Peter Brown Peter Brown 
 
 
 

 

If the nominee does not wish to accept the application, they can provide comments that will be sent to the Delegate and the nominator. 

Peter Brown 
 
 
 
 

Mr Peter Brown (u7777777@anu.edu.au) 

mailto:u7777777@anu.edu.au
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Select the nomination type 
of “Extension” and review 
the personal details of the 

VaHA 

 
Select the nomination type 
of “Extension” and review 
the personal details 

VaHA 

 

 

Persons of Interest- Non Academic Appointments- Extension 
 

Nominator (Supervisor) Administration staff member VaHA Delegate 

 
 

Supervisor determines the 
need for the VaHA to visit/ 

attend the campus 

Is 
the Nominator 

starting the 
application? 

 

 

Yes 

 
Request administration staff 

No 
to initiate application 

 
 

 
It is a requirement to 

use the POI’s existing 

UID to initiate this 

form 

  
 

 

 
Select the appointment 
reason, nomination type 
start and end dates, and 

confirm access 

requireme 

 
 
 
 
 
 

 
application 

 
Select the appointment 
reason, nomination type 
start and end dates, and 

confirm access 

requirem 

Identify who will supervise 
the VaHA 

for the duration of 
the visit, and identify any 
other staff tha 

notification 
applica 

 

 
Identify if any expense or 
allowance payments will be 

made 

 

 
Identify if any expense or 
allowance payments will be 

made 

 
Submit to Nominator for review 

 
 
 
 

 
Review VaHA 

personal details, 
appointment de 

citizenship and visa 

 
 

Select the appropriate 
Delegate in your area and 
submit the request for 

approval 

 
 

Review application 

 
Decline Action taken  

Approve 
 

Provide justification for 
declining the application. 
Notification is sent to the 
Supervisor advising of 

outcome 

 
 

 
Further information 

required 

 

 
Document further 

information required and 
send form back to 

supervisor 

 

Legend 
 

 
 
 

Question 

 

 
Consider 
application 

 
 

Request 

 

 
Form 
task 

 
 

Decline 

 
 

 

Approval 
 

 
Upload 

 
 
 

VaHA Acceptance 

 
 

Nominator/Administrator 
and VaHA 
advised of approval. 

Sent to VaHA for acceptanc 
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Enter the POI’s UID to 
populate their personal 

details 

 

Enter the POI’s UID to 
populate their per 

details 

Process 
Step 

Identify who will supervise 
the VaHA 

for the duration of 
the visit, and identify any 
other staff that r 

notification of t 

 
Login to E-Form and select 
the Persons of Interest/ 
Honorary Appointments 

form 


