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Recalling a Step

if you advance a submission to the next step, you can recall the submission from that step to:
Correct factual or typographical errors
Add a critical piece of information that was missed
Further review a submission that was prematurely advanced

NOTE: Once the next step has begun, the recall option is no longer available

Frominside the form: From History:

~ History (1)

Submitted August 15, 2024
by John Doe
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Monitoring Your Submission

After your have advanced the submission to the next step, you will see it move from the Inbox to
the History section in RPT. There, you can see where in the process the submission stands as it
advances through each future step, and, depending on the form visibility settings, review the
content of the submission and the fields completed by reviewers.

The historical record will remain available to the faculty member for future reference.
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Dear John Doe,
It’s time to submit your review materials for the following:

Process: 2023-2024 Faculty Annual Evaluation
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