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HOW TO RESUBMIT A RETURNED PROPOSAL IN RES 

Overview 
Once a proposal is submitted into the approval routing, the only way certain changes can be made is if the 
proposal is returned to the PI.  
 
Step 1 – When a proposal is returned by one of the approvers, the PI will receive an email that states the 
proposal has been returned.  

 
 
The proposal automatically moves to the Proposals not Routing section.  

 
 
Step 2 – Select the proposal and update as needed based on feedback from approver.  

Step 2a  - The feedback can be found in the Route Log. Navigate to the Summary/Submit section and 
click “View Route Log.” 
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Step 2b – When Route Log opens, navigate to where it states, “Returned to Previous Route Level” and 
find the comments next to that line. 

 
 

 
Step 3 – Once the proposal is updated, navigate to the Questionnaire section and select the Proposal Revision 
Questionnaire tab.  
 

 
 
Step 4 – Answer the required questions. The answers to these questions affect the number of approvals the 
proposal must route through again.   

1). Does the Proposal Include Major Revisions? (Y/N) 
• If the changes you made to your proposal fall into one of the categories of Major Revisions 

listed, select “yes.” Otherwise, select “no.” 
2). Have the Chair, Center Director (if applicable), and Dean all approved the proposal? (Y/N) 

• If these personnel have not already approved the proposal, they still must approve so you would 
choose "No.” 
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• If these personnel have already approved, please click “Yes.” 
 
Step 5 – Navigate to Summary and Submit Tab and click Submit.  
*Screenshot on nex tpage.  
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