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1. Creating a New Agreement 

The Educational Partnership Register (EPR) enables users to record and manage formal agreements with partner 
institutions. The system supports a range of agreement types that facilitate partnership activity across the University. 

When creating a new Agreement, select the appropriate Agreement Type. Common types include (but are not limited 
to): 

• Articulation Agreement 

• Cotutelle 

• Credit Agreement 

• Memorandum of Understanding (MOU) 

• Placement Agreement 

• Research Collaboration 

• Student Exchange 

Each Agreement Type captures information specific to the nature of the partnership and supports the University’s 
partnership management processes. 

1.1. CREATE A NEW AGREEMENT RECORD 

To create a New Agreement: 

• From the left-hand navigation bar, select Agreements, then click + New from the top menu bar. 

• The New Agreement window opens.  
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Complete the following required fields:  

• Agreement Type – start typing or use the lookup icon to select from the list. 

• International Agreement Indicator – select International or Domestic from the drop-down list. 

• Primary External Organisation – start typing or use the lookup icon to search for the organisation. 

• Click Save. 

Once the Agreement is saved, additional tabs and grids automatically become available so you can enter further 
information relevant to the Agreement Type. 

Note: Each Agreement is automatically assigned a unique Agreement Identification number.  

Use this number to locate the Agreement later or when linking related External Organisation Activity records within 
EPR. 

  



 

5 | CREATING NEW AGREEMENTS 

1.2. ADDING A BUSINESS UNIT 

To ensure accurate reporting and clear ownership, each Agreement must be linked to the appropriate Business Unit. 

• In the BU Ownerships field, click the three dots (…). 

• Select Add Existing BU Ownerships 

• A list of recent Business Units is displayed. Select All Records to view additional Business Units if required. 

• Search for or select the relevant Business Unit, then click Add 

Note: If the Business Unit is not listed, please contact CEI via the General Enquiry form in Service Central.  

• Once added, the Business Unit will appear in the BU Ownerships field. 
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• Enter any remaining required fields and click Save. 

Important: The Agreement Workflow must be completed for every Agreement to ensure accurate Agreement Status 
and Action are applied. Workflow instructions are provided later in this guide. 

 

2. Agreement Type Examples 

While the Agreement creation process is consistent across the EPR, the available fields and navigation tabs vary 
depending on the Agreement Type selected. The examples below demonstrate how additional information can be 
recorded. 

2.1. ARTICULATION AGREEMENTS 

Articulation Agreements record mapped coursework or credit points allocated between an external organisation and 
ACU units. 

Create an Articulation Agreement: 

• Create a new Agreement and select Articulation in the Agreement Type field.  
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• Complete the required fields marked with a red asterisk, then click Save. 

• Once saved, the following navigation tabs become available: 

• General • External Contacts 

• Articulation • ACU Staff 

• Agreement Schedule Details • Related (Supporting documents tab) 

• External Organisations  

Add Articulation Details 

• Select the Articulation tab and click +New Articulation Agreement 

• The Articulation Agreement Course form opens.  

• Enter the relevant information and click Save. 

 
The Add ACU Units grid is populated automatically. 

Add ACU Units: 

• Click Add Existing ACU Unit 
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• Search for units by entering the ACU Unit code or browsing the list 

• Click the unit’s name to select it. The selected unit appears at the top of the search bar.  

• To display additional results, click the search icon 

• You can select multiple units if required. After selecting the unit/s, click Add. 

• The selected unit(s) appear in the ACU Units grid.  

• Once the articulation information is entered and the units added, click Save and Close. 
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• Return to the main Agreement record to complete any additional tabs or attach supporting documentation. 

 

2.2. CONSORTIUM AGREEMENTS 

A Consortium Agreement involves two or more External Organisations. 

The Consortium field is read-only. It automatically updates when multiple External Organisations are linked with an 
Agreement.  

Add an Additional External Organisation: 

• In the Agreement select the External Organisations tab. 

Click Add Existing External Organisation. 
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• Search for and select the additional organisation, then click Add. 

• The organisation is added in the External Organisations tab. Click Refresh if the organisation does not 
appear immediately. 

• Once a second organisation is added, the Consortium field updates to Yes.  

• If the organisation is removed, the field reverts to No.  
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3. Agreement Workflow 

The Agreement Workflow must be completed for every Agreement to ensure the correct Agreement Status and 
Action are applied. As each stage is completed, the workflow automatically updates the status and action. 

To Begin: 

• In the Agreement Workflow bar, select Draft. 

• If no external contact is listed, search for or create one in the Find or create an external contact field. 

• Click Next Stage to proceed. The workflow automatically advances to Under Review. 

The next two workflow stages require the appropriate approvals before you can continue progressing. 

3.1. SENDING AN AGREEMENT FOR APPROVAL 

The approval process is the same for both Level 1 and Level 2 approvals. 
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• In the Nominate Approver field, use the lookup to select the appropriate approver. 

• Once selected, click Execute.  

The Agreement WF Action – Create Approval Request window opens. 

• Click Execute again to send the approval request. 

• Once sent, a tick appears next to Send Approval Request Now. The Agreement can be Saved and Closed 
while approval is in progress. 
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4. Approval Requests 

Approval requests must be completed before the Agreement Workflow can continue. Two levels of approval are 
required, with approvers determined by the relevant Business Unit. 

• Approvers receive a scheduled email notification containing a link to the approval request (sent daily at 
approximately 9:30 am). 

• If required, approval requests can be accessed via Approval Requests in the left-hand navigation pane  

 

 
 

• Alternatively, approval requests can also be accessed from My Approval Requests on the Tier 1 
Dashboard. 

Note: Approval Requests are visible only to users with the appropriate permissions. 

To action an approval request: 

• The My Open Approval Requests window opens. 

• Select the relevant Agreement name to open the approval request. 

• To view Agreement details, click the link in the Regarding Agreement field. 
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• In the Approval Result field, select Approve or Reject.  

• Click Save and Close. 

5. Approved Requests 

Once approval is granted: 

• Return to the Agreement Workflow. 

• The Under Review approval result updates to Approved. 

• Click Next Stage. 
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• ACU Approval is the second level of approval required 

• Complete the approval process again with the Level 2 approver designated by the Business Unit. 

• Once approved, the approval result updates to Approved. 

• Click Next Stage. 

6. External Party, OGC and Signing-Off Steps 

• In External Party Approval – Initiation, select Yes in the Sent to External Party for Approval field. 

• Click Next Stage. 

Note: Selecting No prevents progression. A pop-up message displays; click OK to close it. 
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• At the External Party Approval stage, in the Changes Required field, select No to confirm the external party 
has no changes to the Agreement. 

• Click Next Stage. 

Note: Selecting Yes prevents progression and triggers a pop-up message. 

• At the OGC Review stage, select Yes or No to indicate whether OGC approval is required. 

• If Yes is selected, click Next Stage  

• Enter all required details. The OGC Reference Number is mandatory. 
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• Click Next Stage once complete. 

Note: OGC approval is managed outside the EPR. All correspondence must be recorded on the Agreement 
Timeline by attaching emails or entering notes. 

• If No is selected, click Next Stage to proceed directly.  

Signing Off – Initiation confirms that the Agreement has been approved by all relevant parties and submitted to 
the required delegates for approval.  

• Select Yes to confirm the Agreement has been approved by all relevant parties and submitted to the required 
delegates. 

• Enter the Date Submitted to Delegates (this date may be backdated if required). 

• Click Next Stage. 

Note: Selecting No prevents progression. A pop-up message displays; click OK to close it. 
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At the Final Signing Off stage, confirm that both ACU and the external party have signed the Agreement. 

• Select Yes to progress the workflow.  

• If No is selected in any field, the workflow cannot progress.  

•  Pop-up messages display advising you of this; click OK to close the pop-ups.  

• After selecting yes, click Next Stage. 
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Note: If the workflow does not automatically progress, the Agreement Start Date, Expiry Date, and Renewal Date 
may be required before finalisation.  

Check for notifications at the top of the screen and enter any missing dates. Once all required dates are entered, you 
can continue. 

To complete the workflow: 

• In the Confirm the Action Status field, select Active, then click Finish. 

The Agreement is now recorded as completed and is Current and Active. 

Alternative action statuses are also available, depending on the Agreement: 

• Select Renewal Approved if the Agreement has been renewed. 
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• Select Do Not Renew if the Agreement will not be renewed. This status can be updated at any time during 
the agreement lifecycle.  

The selected status determines how the Agreement is recorded in the EPR. This should align with your 
Business Unit’s requirements. 

Once you’ve selected the correct status and clicked Finish, the workflow will update to Finished and display 
in green.  

 
This confirms the process is complete, and the selected status is now recorded on the agreement. 
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