
 



 

Hello Applicants! 
Epicenter is here to streamline your application process. Your Epicenter System Administrator has scheduled the 
upload of your application as requirements (or “tasks”) in Epicenter.  This handbook provides you with the three areas 
that you need to know to be successful with submitting your application via Epicenter: 

ǒ Submitting Your Application Submissions 
ǒ Finding Application Submissions 
ǒ Editing Your Submissions 

Should you have any specific questions about the application requirements themselves or need additional users, 
please follow up with the organization to which you are submitting the application.   

Submitting Your Application Submissions 

The most common ways you will access requirements in Epicenter is either through your email or through the Task 
Queue accessible from the home page of Epicenter. 

Accessing Application Requirements via Email Notification 
When any application requirements are assigned to you, you will receive a “New Task” email, listing those 
requirements. Just click on the requirements title to be taken directly to its Submission Upload page upon sign in 
where you can satisfy the task. 

 

You will also start to receive a weekly reminder email 14 days before your application is due that lists any unsatisfied 
application tasks that remain in your queue.   
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Accessing Application Requirements via the Task Queue 
The Task Queue in Epicenter is found in the upper-left corner of the Home page. Select any area within the Tasks 
section to access your application requirements.  
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Your Tasks queue gives you a list of your to-do items. You can sort the queue using the arrows ( ) in the header. You 
can also use the Search Filters to limit which items will be displayed in the queue.

 

Click the row of the task you want to complete. This will bring you to that task's Submission Upload page. 

Completing an Application Task 
1. Make sure you have opened the correct task. (The Organization for which you are submitting the 

application and other details will be listed at the top.) 

2. Review any Description, Resources, and Instructions that have been provided. 

3. Fill in any Submission Tags that are required (*). 

4. Complete your task: 

a. For File Requirements: attach your file(s) using the  button. 
b. For File Requirements with a Narrative Box: you can either type in a narrative, upload a file, or both. 
c. For Certification of Completion Requirements: select the appropriate checkbox. 

5. Include any needed message to the reviewers/approvers. 

6. Click . 

Your submission can now be viewed in Epicenter.  

Epicenter Applicant Handbook  |  4 



 Finding Application Submissions 
As soon as a submission is uploaded, even if it still needs to go through Review and/or Approval, it can be found in 
Epicenter using any of the following ways: 

ǒ In the Task Queue, you can find your submissions (if they were submitted using a Compliance Requirement and 
were uploaded in the last 2 weeks) by doing the following: 

1. Click the filter. 

2. Select the “  Only display completed tasks” checkbox. 

3. Click . 

4. (Filter more, if needed). Then find your submission and click on its row. 

ǒ In  Compliance Center, you can find your submissions (if they had a Compliance Requirement) by doing the 
following: 

1. On the  tab, set the  filter to include your submission’s Due Date. 

2. (Filter more, if needed). Then find your submission and click on its row. 

ǒ In  Document Center, you can search for any submission, even ones uploaded by the organization for which 
you are applying, in two ways: 

ǒ Simple Search 

ǒ Advanced Search 

 

To Perform a Simple Search: 
1. Type at least one full word of the submission type name (generally the same as the requirement title). 

2. Select your submission type from the autocomplete list. 

3. Click . 

You will be brought to the Search Results page. You can use the First, Previous, Next, and Last links to move from 
one page to another. If you select a submission's row, you will be brought to its Submission Detail page. 
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