How do I make revisions in my ACRES proposal when it is sent
back to me?

The first thing you need to do is logon to ACRES and query the form. For detailed
information regarding querying, please see page 117.

View the document and read the comments submitted by the reviewers. Remember
you may need to look in two places:

1. In the routing chain area
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2. Or in View Comments:
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Once you have determined what revisions need to be made, click on the “Edit” link
on the right hand side of the proposal.
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This will open the proposal form up so you can make the appropriate changes.
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After correcting typos or modifying the text, be sure to click on “Save Changes.”
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However, if you made tlie changes and are ready for the proposal to start the
review process again, click on “Submit Form.” This is a relatively new feature in
ACRES. Historically, you had to log on make the appropriate changes and when
you clicked “Save,” the proposal automatically started routing again. Now, you
have a choice. You may work on the changes as you have time. You may make a
few changes, save, and return to your work at another time. However, you must
remember to submit the proposal when you’ve made all the necessary changes.

To reiterate, you may work on the proposal that has been sent back to you for
revisions and save it to work on later. When you finish making the changes, you
must remember to submit the proposal. ACRES will NOT automatically submit
the proposal for you. You must submit it!
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So, I don’t have to clone the form to make the changes?

NO! Please DO NOT CLONE the form and resubmit it.

This will cause more work for everyone and a huge amount of confusion.
Everyone will be confused as to which proposal to actually review.

If you “accidently” cloned the proposal that was sent back, please delete it. To
delete it, simply click on “Delete Form™ at the top of the page or call the
Curriculum Office.
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Of course, once you submit the form in ACRES, it will follow the pre-set routing
chain for review and approval.
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If you are confused or have questions, please call or email:

Jennie Lee Voyce at 1-520-494-5591 or jennie.voyce@centralaz.edu

Linda Day at 1-520-494-5206 or linda.day(@centralaz.edu

Mary Menzel at 1-520-494-5215 or mary.menzel@centralaz.edu
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