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1. Creating a New Agreement
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AUSTRALIAN CATHOLIC UNIVERSITY

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):

e Articulation Agreement

e Cotutelle

e Credit Agreement

e Memorandum of Understanding (MOU)

e Placement Agreement

e Research Collaboration

e 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:

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

Draft (< 1Min)

Finish

ACU Educational Partnerships Register P search e + & 2
= & | BH Focusedview [ Show Cha CJ Refresh | Visualize this view  [] Emailalink | ~ 32 Flow RunReport ~ @ Excel Templates @1 Export to Excel @ share
@ Home
@ Recent v All Agreements - T Editcolumns 7 Edit filters
= pinned M [J Agreem.. L~ OrganisationN.. ~ Name™ Internatio... ~  Agreemen..~  Agreemen..~  Action~ Agreemen... ©  Agreemen...~  Agreemen..~ CreatedOn~  Modified... ~
Dashboard §

[0  epr-15166 Catholic Health A..  Student Placement - Internatie...  Intematio..  StudentPlac..  Proposed Draft Awa..  5/03/2026 5/03/2031 5/1072031 6/03/2026 1. 6/03/2026 1..
#% My Dashboard

0 epr-15165 shopfront Youth .. Faculty-Sourced Placement Ag..  Domestic Faculty-Sour..  Curent Active 3/03/2026 3/03/2029 3/02/2029 5/03/2026 1. 5/03/2026 1..
1 BU Ownerships

[0 epr-15164 Intemational Insti...  Articulation Agreement - BBUS intematio..  Articulation .. Proposed Draft Awa..  3/03/2026 3/03/2031 34102031 3/03/2026 4., 3/03/2026 4..
External O t

ernal Organisatien O  epr-15163 National Kapodis...  Inter-institutional Agreement (.. Intematio..  Inter-institut..  Cument Active 26/01/2026 31/07/2027 31/07/2027 25/02/2026...  25/02/2026 ...

& external Organisations
O eer-1s162 XLRI Articulation Agreement - Emeri Internatio...  Articulation Current Active 12/01/2026 12/01/2030 12/09/2030 25/02/2026...  25/02/2026
A Contact Persons
O eer-15161 The Justiceand P..  Faculty-Sourced Placement Ag. Domestic Faculty-Sour. Current Renewal . 10/02/2026 10/02/2029 11/01/2029 17/02/2026 ... 19/02/2026
Sedctiiti
0 EeerR-15160 Centro Nacional .. Student Placement - Intemnatio... Internatio..  Student Plac. Proposed Under Re.. 10/02/2026...  10/02/2026
| B Agreements
[ Eepr-15159 Societa Dante Ali International Third Party Provid. Internatio... Internationa Proposed Under Re.. 7/01/2026 28/02/2026 28/02/2026 30/01/2026 .. 3/02/2026 1
[l  Eer-15158 Example Organis... Name: Memorandum of Under... Domestic Memorandu. Proposed Draft Awa... 18/12/2035 .. 12/02/2026
e The New Agreement window opens.
New Agreement - Ursaes poposed underrevien NN
AgreementNo | AgreementStatus | Action Cuer
Agreement Workflow O
Acive oress than one minute [N Under Review >

Agreement Type
Name

International Agreement
Indicator

Published to Website
Indicator

Project

Physical Copy Required @ )
Indicator

External Organisation

Agreement Scope

Agreement Can be (OB

General  External Organisations  External Contacts  ACU Staff

O Primary External

Organisation

primary Extemnal Contact

Consortium

Previous Version Agreement ___

Overarching Agreement @ ) No

Indicator

Overarching Agreement

Lok for Overarching Agreement

BU Ownerships

External Source

Extemal ID

Timeline

Almost there

£+ Form assist
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Complete the following required fields:
e 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.
e Primary External Organisation — start typing or use the lookup icon to search for the organisation.

e C(Click Save.

< [ Save | @' Save & Close New [ Deactivate () Refresh € Check Access B3 Process ~ &, Assign X2 Flow ~ OB Word Templates |

EPR-14959
Agreement N

Articulation - unsaved

Agreement

Agreement Workflow ¢ @ O
Active for less than one minute Draft (< 1Min) Under Review

General External Organisations  External Contacts ~ ACU Staff  Related

Agreament Type " Articulation X £ Primary External " A Example Organisation X £
Organisation

International Agreement  *  pgmestic v

Indicator Primary External Contact Look for Primary External Contact e

Consortium A No

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.

ACU Educational Partnerships Register

& [ Save @ Seve &Close | New [ Deactivate (|

Articulation Agreement - 01/04/2026 - EPR-15169
Agreement No

Unsaved

Agreement

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

Name ACU Visit to Partner - Unsaved ACT-02190  Proposed Under Review
External Organisalion Ac[iviw Activity No Activity Status Action

General Related ~

Associated External Organisations

Activity Type - ACU Visit to Partner % =
Mame Ml o S LR e D e (] Organisation Name T External Organisation P... ~ External Org]
Al 1t: Recent d

greements | Recent records (] Example QOrganisation Partner Inactive
Primary External 2
Organisation EPR-14957 v

New Organisation

Country e

b New £ sdvanced
Regarding Agreement EPR-14957 0

Rows: 1
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1.2. ADDING A BUSINESS UNIT
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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

BU Ownerships

[]

[] selectan I B Add Existing BU Ownerships I

O Refresh

=  Flow

>

Lookup Records
Select record

Look for records

[ Centre for Education and Innovation (CEI)

E Global Partnerships

Lookup Records X
Select record

Look for records
<Al BU Ownerships

=] A(Q [wgag'en"v'a’n".

Centre for Education and Innovation (CEI)
B3 3 or0r2025 115 P

& Education Pathways
20/01/2026 3:20 PM

@ Faculty of Education and Arts (FEA)
29/10/2025 1:18 PM

g Faculty of Law and Business (FLB)
29/10/2025 1:17 PM

=] Faculty of Theology and Philosophy (FTP)
29/10/2025 1:22 PM

w5 Global Partnerships

- 2971072025 1:31 PM

+ New £ Advanced

m Cancel

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

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

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

Once added, the Business Unit will appear in the BU Ownerships field.

BU Ownerships

[[] selectan

@ Centre for Education and Innovation (CEl)
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e Enter any remaining required fields and click Save.

& (S save [G° Save&Close 4 New [ Deactivate () Refresh @ Check Access 53 Process R, Assign : [ Share ~

Name: Memorandum of Understanding (MOU) - EPR-15158 Proposed Draft Awaiting ACU Approval v
AgreementNo | Agreement Status  Action

Unsaved

Agreement

e © o ® ©)
Active for 82 days Draft Under Review ACU Approval (82 D) Finish >

General Agreement Schedule Details  External Organisations  External Contacts ~ ACU Staff  Related v .
B Form assist

BU Ownerships

Agreement Type * Memorandum ... X & Primary External * Example Organisat... X O
Organisation
N. .
=me Mame: Memorandum of ... Primary External Contact A Bxample Contact X O
International A A [ setectan 1l
nternational Agresment B ~ Consortium 5
Indicator 9 i
@ Centre for Education and Inno...

Physical Copy Required @ ) No Previous Version Agreement 0

Indicator

Overarching Agresment @) Mo

External Organisation
9 Indicator

Agreement Scope

Agreement Can be @) Mo Overarching Agreement o

Published to Website
Indicator

Project - yel

1-10f1 Page 1

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.

Memorandum of Understanding (MOU) - saved EPR-14960 | Proposed Under Review v
Agreement Agreement No Agreement Status Action

Agreement Workflow < ® o O 5
Active for 14 days Draft (14 D) Under Review Finish

General Agreement Schedule Details ~ External Organisations  External Contacts ~ ACU 5taff  Supporting Documents  Related
E% Form assist

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:

e Create a new Agreement and select Articulation in the Agreement Type field.

Articulation - unsaved EPR-14960 Proposed Under Review v
Agreement No Agreement Status Action

s ® @)
Active for 4 days < Draft (4 D) Under Review Finish >

General External Organisations  External Contacts ~ ACU Staff  Supporting Documents  Related

Agreement

E' Form assist

~ BU Ownerships

Agreement Type * B Adiculation X o Primary External * A Bample Organis.. X O
Organisation

International Agreement  *  pomestic ~ i aess Cochnreaal £ et "

6 | CREATING NEW AGREEMENTS



OACU

AUSTRALIAN CATHOLIC UNIVERSITY

e Complete the required fields marked with a red asterisk, then click Save.

¢ Once saved, the following navigation tabs become available:
e General e External Contacts
e Articulation e ACU Staff
e Agreement Schedule Details e Related (Supporting documents tab)

e External Organisations

Articulation Agreement - BBUS - unsaved EPR-15164 Proposed Draft Awaiting ACU Approval
Agreement AgreementNo  Agreement Status  Action

Agreement Workflow ° ° @ O
Active for 6 days < Draft Under Review ACU Approval (6 D) External Party Approval - Initig}

General Articulation ~ Agreement Schedule Details  External Organisations  External Contacts ~ ACU Staff  Related

Add Articulation Details

e Select the Articulation tab and click +New Articulation Agreement

Articulation Agreement - Unsaved EPR-15169 Proposed Under Review v
Agreement AgreementNo | AgreementStatus  Action
Agreement Workfion ® O O
‘Active for 4 days < Draft (4 D) Under Review Finish >
Genera Articulation JAgreement Schedule Details ~ External Organisations  External Contacts ~ ACU Staff  Related

€2 Form assist
Credit Management System Articualtion Agreement ~
Agreement No Type Indicator
Asticulation Agreement Courses
Name T+ Decision v Total CreditPoi... ~  Unspecified Units~  FACULTY_DESC (.. v  Faculty Approver - Owner - Created On ~
e The Articulation Agreement Course form opens.
o Enter the relevant information and click Save.

« [ save @ Save & Close - New 3 Flow

New Articulation Agreement Course - unsaved v

General .

E Form assist

Agreement B AniculationAgr.. x O  ACUCourse [ BA:Bachelorof Arts X O

External Provider Course B Accelerated Path... x Faculty Approver Rl Cat Thompson X gl

Total Credit Points Offered 10 Decision Approved v

Unspecified Units CREDxx1 v

The Add ACU Units grid is populated automatically.
Add ACU Units:

e Click Add Existing ACU Unit

Acu units

2 addoisingacuinit  (f Refiesh o Flow v G Runmepont v

cade ~ Points Geantad for Unit

Mama T+

we didnt find anything to show here
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e Search for units by entering the ACU Unit code or browsing the list

Lookup Records s
Select record

EDAR L

n ' ACU Units

= DANCE AND DRAMA EDUCATION
EDAR310

MUSIC EDUCATION
= EDAR311

=] VISUAL AND MEDIA ARTS EDUCATION
EDAR312

g ARTS AS MEANING IN EARLY CHILDHOOD
EDAR460

CREATIVE ARTS EDUCATION: INTRODUCTION TO

O acnron

L ne

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

[ )
Lookup Records s
Select record
|§ DANCE AND DRAMA EDUCATION X
Add more records b
Al ACU Units
MUSIC EDUCATION
I§ EDAR3ITT
= VISUAL AND MEDIA ARTS EDUCATION
EDAR312
e To display additional results, click the search icon =
e You can select multiple units if required. After selecting the unit/s, click Add.
CREATIVE ARTS EDUCATION: INTRODUCTION TO
& CREATIVE ARTS
T New E Advanced
Add Cancel
e The selected unit(s) appear in the ACU Units grid.
ACU Units
B Add Existing ACUUnit () Refresh  o® Flow v
Name T v Code v Credit Points Granted for Unit ~
DANCE AND DRAMA EDUCATION EDAR310 10
¢ Once the articulation information is entered and the units added, click Save and Close.

S savd @’ Save&Close | |+ New [ Deactivate [0 Delete (D Refresh @ Check Access A, Assign 2 Flow ~ @8 Word Templates Run Report
Accelerated Pathways Programs - BA : Bachelor of Arts - saved ‘_
o Ovwner

Articulation Agreement Course

General Related

ACU Course [E3 BA: Bachelor of Arts %

Agreement & Articulation Agreement X 2

[ Share -

Catherine Thompson

&Y Form assist

0
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Return to the main Agreement record to complete any additional tabs or attach supporting documentation.

[ ]
Articulation Agreement - Unsaved EPR-15169 Proposed Under Review -
Agreement AgresmentMo | AgreementSeaws | Action
Agresment Workfiow O
Active for 7 days < Draft (7 D) Under Review Finish >
General  Articulation  Agreement Schedule Details  External Organisations  External Contacts  ACU Staff  Related
(& Form assist
Credit Management System Articusltion Agresment .
Agreement No Type Indicator
Articulation Agreement Courses
+  New Articulation Agre...
O Name 1~ Decision ~ Total Credi.. ¥ Unspecifie... ~ FACULTY... v  Faculty Ap.. ~  Owner v Created On
[ Accelerated Pathways Programs - BA : Bachelor of ... Approved 10 CREDx] Foculty of Ed..  Catherine Th.. (i Catherine T..  17/03/2026....
Rows: 1

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.

Articulation Agreement - saved
Agreement

Agreement Workflow
Active for 7 days <

Draft (7 D)

General  Articulation  Agreement Schedule Details  External Organisations

Agreement Type * [@ Aticulation Agreement x ©  Primary Btemal N
Organisation

Irte.met\ora\ Agreement Domestic ~ Primary Extemal Contact

Indicator

Consartium & g

External Contacts

EPR-15169
Agresment No

Under Review

[ Bemple Organisation

ACU Staff

Proposed Under Review -
Agrzement Status Action
%} >
Related E.' Form assist
BU Ownerships

[ selectal 1l

Centre for Education and Innovatio...
1

Add an Additional External Organisation:

In the Agreement select the External Organisations tab.

[ ]
Articulation Agreement - saved EPR-15169 Proposed Under Review v
Agreement Agresment Mo AgreementStts  Action
Agreement Workflow O
Active for 7 days < Draft (7 D) Under Review Finish >
General Articulation  Agreement Schedule Details| External Org; External Contacts  ACU 5taff  Related
E.' Form assist
- - - BU Ownerships
Click Add Existing External Organisation.
General  Articulation  Agreement Schedule Details ~ External Organisations  External Contacts  ACU Staff  Related
& Form assist
[# Add Existing Organi: ") Refresh
[] Organisation Name T+ External Organisation Partners... ~  External Organisation Relation... ~  International Organisation Ind... ~  Country ~ Partnership... ~
O Example Organisation Partner Inactive Domestic 15/04/2024
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e Search for and select the additional organisation, then click Add.

= 21/07/2020 138 PM

=y Testart Farmily Lawyers
T 29/04/2020 200 AM

—+ New

Lookup Records x Lookup Records X
Select record
Select record
Test 2
= T A tectia I
= testla "

jodd more recards
Organisations

1 Testart Farmily Lawyers -

2 o o e i
20042020 B:00 AW

—ul

2 Advanced

T Mew £ Agaanged

Cancel

Cancel

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

[ ]
appear immediately.
Articulation Agreement - unsaved EPR-15169 Proposed Under Review v
Agreement Agresmentlo | Agrssment Statuz  Action
Agreement Workflow
Active for 7 days < Draft (70) Under Review Firish >
General  Articulation  Agreement Schedule Details  External Organisations  External Contacts  ACU 5taff  Supporting Documents  Related
@ Form assist
[ Organisation Name T~ External Organisation Partnersh... ~  External Organisation Relations... ~  International Organisation Indic... ~  Country ~ Partnership... ~
[0 Example Organisation Partner Inactive Domestic 15/04/2024
[ testia Non-Partner Inactive Domestic
e Once a second organisation is added, the Consortium field updates to Yes.
Articulation Agreement - Unsaved EPR-15169 Proposed
Agreement Agresment Mo Agrasrnant
Under Review

Agreement Workflow
Active for 7 days <

Draft (7 D)

External Organisations  External Contacts  ACU Staff  Supporting Dod

General Articulation  Agreement Schedule Details

Agreement Type ¥ [ Ariculation Agreement x §el Primary External " A Example Organisation = 2
Organisation

Intemational Agreement  *  pomestic v .

Indicatar Primary External Contact . o

Consortium & Yes

e If the organisation is removed, the field reverts to No.

U Dwrsershipy

hgresment Tyne * RS Elcuisbor Acreprract Primary Extema A bamge rosnggbor =
Orpansation
miemationsl Agresment Domestc Prisuary Exiemal Contse
noicator
[] sewecta
oo & mo

m Crfier for Eddacation and Inncvatic...

10 | CREATING NEW AGREEMENTS



3. Agreement Workflow
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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.

Memorandum of Understanding (MOU) - saved

EPR-14960 Proposed Under Review

Agreement Agreement No Agreement Status Action

Agreement Workflow (!) U U
Active for 14 days < Draft (14 D) Under Review Finish
General Agreement Schedule Details  External Organisations  External Contacts  ACU 5taff  Supperting Documents  Related

£ Form assist

To Begin:

¢ In the Agreement Workflow bar, select Draft.
Articulation Agreement - Unsaves EPR-15169 Proposed Under Review ~
Agresment AgresmentNo | Agreement Status | Action
Agreement Workflow O
Active for 7 days < Draft (7 D) Under Review Finish 7
- ) 2%
General Articulation  Agreement Schedule [ Active for 7 days £ ACU Staff  Supporting Documents  Related ~
&% Form assist
e If no external contact is listed, search for or create one in the Find or create an external contact field.
Articulation Agreement - Unsavea EPR-15169 Proposed Under Review \,
Agreement AgresmentMo | AgrasmentStatus | Action
Agreement Workflow O
Active for 7 days < Draft (7 D) Under Review Finish 7
; ) 2%
General Articulation  Agreement Schedule [ Active for 7 days & ACU Staff  Supporting Documents  Related ~
I-E.' Form assist
Find or create “+ [ Bxample.. x 2
jsation — . BU Ownerships
Agreement Type * B Articulation Agrees — JOrganisation o
Find or create external ol
cantact -
Intemational Agreement  *  pomestic -
Indicator & Arbculati.. x 4 Leontact x o
[] selectal 1l
Consortium D yeo
Next Stage @ Centre for Education and Innovation (...
e Click Next Stage to proceed. The workflow automatically advances to Under Review.
Articulation Agreement - Unsavec EPR-15169 Proposed Under Review W
Agreement AgresmentNo  Agreement Stsus  Action
Agreement Workflow @ O
Active for 7 days < Draft (7 D) Under Review Finish 7
A a2 X
General Articulation  Agreement Schedule [ Active for 7 6ays & ACU Staff  Supperting Documents  Related
% Form assist
Find or create v [ Bemple x P
organisation BU Ownerships
Agreement Type * B Aticulation Agreem| & Organisation x o]
Find or crezte external ~ | Bxample Coix | 2
Intemational Agreement contact
T D 1
\ndicator amestie Set Agreement Type *v 3 Ariculati.. = O  pContact x e}
[ selectal i
Consortium B ves

@ Centre for Education and Innovation (...

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.

Agreement Workflow ° @ O
Active for 7 days < Draft Under Review (22 Min) Finish »

P B2 X
General Articulation  Agreement Schedule Details  External Organisations  External Ca Active for 22 minutes - ted ~
E’ Form assist
Mominate Approver « |_:3c:~'. forlevelOn 2
_— ns
Agreement Type " [E Aiculation Agreement O Primary External ¥ [ send Approval Request Now?
Ardiculation Agreement £l Send Approval Request Now? ’
Organisation e Rporves
Execute T
i * (1)
Ir'te.matloral Agreement Domestic e Primary External Contact ol = b
Indicator “| approval Result * Level 1 .
L1} !
. . L |
Consartium [E = R 1 )
= ation {...
T 1)
- = Level 1
Physical Copy Reguired @ No Previous \ersion Agreement = EPR Data Owning Team (L1)
Indicator Level 1

¢ Once selected, click Execute.

Under Review ACU Approval
B2 X

Completed

Mominate Approver v EPRData.. x 0O

Send Approval Request Mow?
| Executes |

Approval Result M|

The Agreement WF Action — Create Approval Request window opens.

¢ Click Execute again to send the approval request.

Agresment WF Action - Create L1 Approval Request

m coneel |

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

&)

Under Review (11D)

Active for 11 days B X

Nominate Approver * EPRData.. X L0

Send Approval Request Now?

Execute

Approval Result HS]

- ]
[
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4. Approval Requests
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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.

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

o Ifrequired, approval requests can be accessed via Approval Requests in the left-hand navigation pane

Approvals

3 Approval Requests

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

Dashboard.

ACU Educational Partnerships Register O Search Q —+ =] ?
= Er save As New ~ X Clear Default () Refresh All [& Shars
@ Home

Tier 1 Dashboard - My EPR Data +
(O Recent ~
¢ Pinned ~ My Team's Approval Requests My Approval Requests Feedback regarding my owning r«
Dashboard
[ selectal 1l [] selectall 11 [ setect all 1l
£ My Dashboard
Agreement - Memorandum o...
% BU Ownerships ° 18/12/2025

25/12/2028
External Organisation Agreement - Articulation Agr...
31/03/2026

7/04/2026

External Organisa...

£ Contact Persons

Note: Approval Requests are visible only to users with the appropriate permissions.
To action an approval request:

e The My Open Approval Requests window opens.

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

My Open Approval Requests - @ Y | A Filterbykeyword
[] MName ~ Request Date ~ Due Date ~ Created By ~
D Agreement - Memorandum of U... 18/12/2025 2541272025 Cat Thomps...
r| Agreement - Articulation Agree... 31/03/2026 7/04/2026 Cat Thomps...
e To view Agreement details, click the link in the Regarding Agreement field.
Agreement - Articulation Agreement - Unsaved Qc:ive gc:iveR v

Approval Request

General Related v &

=+ Form assist
Name Agreement - Articulation Agreeme... Approver [Zl EPR Data Owning Team (L1) X 0O
Regarding Agreement & Articulation Agreement Owner * A& EPR Data Owning Team X pe
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e Inthe Approval Result field, select Approve or Reject.

Approval Request

Agreement - Articulation Agreement - Unsaved

General Related
Name Agreement - Articula... Appraver
Regarding Agreement & Articulation Agree... Qwner

Active
Status

E? EPR Data Ow.. x 0O

Active g
Status Reason

4 EPR Data Ow.. x 0O

EY Form assist

Regarding External 5] Approval Result --Selact- ~
Organisation Activity
v --Select--
Request Date B 317032026
Approved
Due Date @ 7/04/2026 Rejected
Resolved Date 5]
e Click Save and Close.
€ (S save| & Save & Close New [3 Deactivate & Share -
Agreement - Articulation Agreement - Unsaved Active  Active ~
Status  Status Resson

Approval Request

General Related

Name

Regarding Agreement

Regarding External &
Organisation Activity

Agreement - Articula...

5] Articulation Agree...

Approver

Owner

Approval Result

£ EPR Data Ow.. x 2

%% EPR Data Ow.. X R

Approved

&% Form assist

5. Approved Requests

Once approval is granted:

e Return to the Agreement Workflow.

e The Under Review approval result updates to Approved.

Articulation Agreement - Unsaved EPR-15169 Proposed Approved Proposal
AgreementNo  AgreementStatus  Action
Agreement
Agreement Workflow < ° O
Active for 41 days Draft Under Review ACU Approval Finish
o . T B X
General Articulation  Agreement Schedule Details  External O sorting Documents ~ Related =
(= Form|
5U Ownersnips

Agreement Type . Articulation Agree.. X O  PrimaryE Nominate Approver  *v [ EpRData.. X O

Organisa

Send Approval Request Now?

International Agreement Domestic o PP !

Primary £
Indicator Secute

[ setectall 1
Consortium & ves Approval Result o [
@ Centre for Education and Innovati...
1
0

Physical Copy Required @ ) No Pravious

e Click Next Stage.

B2 X

1o Active for 33 days 3]
v b Nominate Approver *v [ EPRData.. x 0O
pisa

Send Approval Request Now? «/
vi Execute

Approval Result "B Approved

{ Next Stage

pus
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e ACU Approval is the second level of approval required

OACU

AUSTRALIAN CATHOLIC UNIVERSITY

.

Agreement Type

Agreement Workflow ¢
Active for 42 days

General Articulation  Agreement Schedule Details

Draft

B Articulati.. x © Primary External

External Organisations  Exte

Under Review

Active for 8 minutes

Nominate Approver o

) Examj Send Approval Request Mow?

O

ACU Approval
B2 X

EPR Data.. x O

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

e Once approved, the approval result updates to Approved.

©

r Review

Active for 8 minutes
kte

Nominate Approver o

[N Send Approval Request Now? "

Execute

EPRData.. x @

@_

ACU Approval
B X

[% | Approval Result *@  Approved

< -I [

e 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.

Agreement Workflow ¢ ° ° @
Active for 42 days Draft Under Review ACU Approval External Party App...
Active for 35 minutes B2 X
General Articulation  Agreement Schedule Details  External Organisations ~ External Contacts £
Sent To External Party for v yaq “
N Approval? —
Agreement Type * Articulation A.. x O Primary External | Example Organisa... FP N
Organisation ° I
International Agreement  * F " Yes
Indicator Dopestic ~ Primary External Contact [l Example Contact X
e Click Next Stage.
Sent To External Party for +  vyag ~

Approval?

=

Note: Selecting No prevents progression. A pop-up message displays; click OK to close it.

Cannot proceed to the next stage until the agreement
has been sent to external party for approval.

-1
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e At the External Party Approval stage, in the Changes Required field, select No to confirm the external party

has no changes to the Agreement.

External Party App... OGC Review
d Active for 1 minute B X i
Changes Required? No v
I + No |
bt Yes '
k|

e Click Next Stage.
© O

External Party App... OGC Review
Active for less than one minute B X
o
Changes Required? No v

:

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

Cannot proceed the workflow. Before sending the draft
to external contact for a review, please amend the draft
with any changes required and follow up with L2

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

OGC Review Signing Off - Initiatio|

. A s
Active for less than one minute B2 X

OGC Approval Required?

e If Yes is selected, click Next Stage

o Enter all required details. The OGC Reference Number is mandatory.

OGC Approval 5|
o Active for less than one minute B X
Submitted to OGC? Y Yes v
Date Submitted to OGC v 1/04/2026 Gl
Provide OGC Reference *+ | gn39
Number
OGC made No ~

. recommendations?

:
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o 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.

Timeline + 0 Y EO

£ Search timeline

/ Enter a note... [ﬂJ
T Highlights v
N Recent

@ Modified on: 11:45 AM

= Note modified by A Cat Thompson

OGC Approval
Sent to OGC. Seeking approvalApproved ..

View more

e If Nois selected, click Next Stage to proceed directly.

o ©
ternal Party Approval OGC Review
Active for less than one minute B X
OGC Approval Required? Mo v

:

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

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

delegates.

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

e Click Next Stage.

(o)
%
Signing Off - Initia...
Active for less than one minute &2 X i
Submitted to Delegates? v yag v
Date Submitted to v 1/04/2026

Delegates

:

Note: Selecting No prevents progression. A pop-up message displays; click OK to close it.

Cannot proceed to the next stage until the agreement

has been sent to delegates for signatures.
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At the Final Signing Off stage, confirm that both ACU and the external party have signed the Agreement.

e Select Yes to progress the workflow.

& ©

Eigning Off - Initiation Signing Off
Active for less than one minute B X
Have ACU Signed? “ v e
Have External Party “ Yeg "
Signed?

:

e If Nois selected in any field, the workflow cannot progress.

© ©

bigning OFf - Initiation Signing Off
Active for less than ane minute BB X
Have ACU Signed? Mo o
Hawe External Party Signed? Mo o

< MNext Stage

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

X

Canneot proceed to the next stage until ACU have signed

the agreement.

X

Cannot proceed to the next stage until External Party has

signed the agreement.

o After selecting yes, click Next Stage.

Have ACU Signed? “ Yes v
Have External Party “ Wag v
Signed?

a1
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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.

0 You have 3 notifications. Select to view. P
o Agreement Start Date : Required fields must be filled in. '
o Agreement End Date : Required fields must be filled in.
o Agreement Review Date : Required fields must be filled in.
To complete the workflow:
¢ Inthe Confirm the Action Status field, select Active, then click Finish.
The Agreement is now recorded as completed and is Current and Active.
Fm,\
O
Finish
Active for less than one minute B2 X
Confirm the Action v Active s
Status
<
I i -y IT
Alternative action statuses are also available, depending on the Agreement:
e Select Renewal Approved if the Agreement has been renewed.
Finish
Completed B2 X
i
Confirm the Action v Renewal
Status Approved e
v/ Renewal Approved
Renewed
Articulation Agreement - 01/04/2026 - EPR-15169 Current Renewal Approved
Agreement No Agreement Status Action
Unsaved
Agreement
N A
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o Select Do Not Renew if the Agreement will not be renewed. This status can be updated at any time during

the agreement lifecycle.

F
U,
Finish
Active for less than one minute BB X
i
Confirm the Action v Active v
} Status
Active
Renewal Approved
|_| Selecrall — + Do Not Renew T

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.

Finish

Completed B X

Confirm the Action

v Active v
B Status

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

ACU Educational Partnerships Register £ Search Q
&« (] Save [ Save & Close I New [ Deactivate () Refresh €4 Check Access
Articulation Agreement - 01/04/2026 - saved EPR-15169 Current Active

Agreement No Agreement Status Action
Agreement

Agreement Workflow ¢ ° °
Active for 46 days Signing Off - Initiation Signing Off

General Articulation  Agreement Schedule Details  External Organisations  External Contacts
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