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The Universitywide Policy Office



From the Policy Owner Dashboard, click on “Policy Actions”

In the Policy Dashboard, you can also see the current policies which are under review, in the 
publishing library, or those actions which are currently in process and their status. 



Click on “Items” and this will bring up the screen you see here. 



New Dropdown – Select the Action you are attempting. Each Action has different 
required fields. Updates allow you to select the current Policy that you are changing, 
speeding up the approval process. 



Modify Policy Action

Make sure you fill in all 6 
required fields marked with 
 d  h  h  a red star, otherwise the 

submit button will stay grey. 
You may save and return at 
anytime. Once all the y
required, and necessary 
fields are complete, select 
“Submit & Close” to send an 

il t  th  ROemail to the RO.

You can add comments to the RO
 f h  l  h   fto further explain the reason for

the modification request.



Policy Action Form – Guide  



 



New or Interim Policy Action Sample





Rescission or Update Policy Action Sample



Minor Update Policy Action Sample



O   l t  th  PO ill hit b it  d th  RO ill i  thi  il  Th  RO  Once  complete, the PO will hit submit, and the RO will receive this email. The RO can 
click the link which will take them directly to the Approval page (example on the next 
slide).



This is a sample RO Approval page. The RO will click on the “Edit Item,” on the top left 
corner, circled here in RED, to begin the approval. The RO can also review the item without 
needing to do any action, but to APPROVE, they must go to “Edit Item.”g y , , y g



In the edit page, the RO can review the application, and make any changes that they deem 
necessary. The RO can also add a comment at the bottom before selecting Approve/Return. 
Return will send the Action back to the PO, while the “Approve” will forward the Action to 
the UPO for processing and notify the PO of approval. 



If the Action is returned by 
the RO, the PO will receive 
the email on the left with the 
link to the Action needing 
revision. 

Clicking the link will take the 
PO to this edit page, similar to 
the RO Edit page. The PO must 
click the “Edit Item” on the top 
left to make the required 
changes. 

The PO will be able to see the 
comments from the RO at the 
bottom of the Edit page.



Once the PO has made the 
required changes, the PO can 
resubmit to Action to the RO 
for approval  and also add for approval, and also add 
comments for the RO. 



Once the Policy Action has been edited and re-submitted to the RO  the RO will receive an Once the Policy Action has been edited and re submitted to the RO, the RO will receive an 
email asking them to review the Action. The RO can follow the link in the email for the 
resubmission as with the original submission.

Below is a sample email to the RO. 



From the email link, the RO will need to click “Edit Item” as before. This will allow the RO 
to review and submit/return the Action to the PO..



Once the RO has reviewed the Policy Action and is satisfied, the RO can click “Approve” which 
will generate an email to the PO and the UPO stating that the Action has been approvedwill generate an email to the PO and the UPO stating that the Action has been approved.



Once the Action is approved by the RO, the Policy Owner, and the UPO will pp y y
receive an automatic email, telling them that the Policy Action has been approved. 
A sample notification email can be seen below.



What Happens after Policy Action 
Appro al?Approval?

 UPO forwards the Policy Action to OGC and 
Compliance to ensure regulatory and legal 
compliance.

 UPO notifies the Policy Advisory Committee UPO notifies the Policy Advisory Committee 
(PAC)
 PAC provides guidance p g
 Mention that another department is working on a similar 

policy
 Suggest that the PO collaborate with another department orSuggest that the PO collaborate with another department or 

campus.


