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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:

0 Submitting Your Application Submissions
0 Finding Application Submissions
0 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.

EPICENTER - New Tasks

The following tasks have been added to your queue...

Entity Description Type Due Date
[Your Licensing Organization] Letter of Intent *NEW* Compliance Requirement  01/15/2018
[Your Entity] Date: 01/15/2018
School Year: 2017-2018

Click here to view all your tasks.

This email was generated automatically by the Epicenter system. - Please do not reply to this email.

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.



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.

Home > My Tasks and Alerts

T cussiications () v Entities (1) Other Options 3
Description Entity Type Notification Due 2
School Overview MLK Academy (School) Compliance Requirement Today Apr 30
School Overview: 1 Mission and Vision MLK Academy (School) Compliance Requirement Today Apr 30
School Overview: 2 Ed Need and Student Population MLK Academy (School) Compliance Requirement Today Apr 30
School Overview: 3 Education Plan/School Design MLK Academy (School) Compliance Requirement Today Apr 30
School Overview: 4 Community Engagement MLK Academy (School) Compliance Requirement Today Apr 30
School Overview: 5 Leadership and Guidance MLK Academy (School) Compliance Requirement Today Apr 30
School Overview: 6 Enrollment Summary MLK Academy (School) Compliance Requirement Today Apr 30
Sec 1: Ed Prog Design and Capacity MLK Academy (School) Compliance Requirement Today Apr 30
Sec 1: Ed Prog Design and Capacity - H.S. Grad. MLK Academy (School) Compliance Requirement Today Apr 30
Sec 1: Ed Prog Design and Capacity - Involvement MLK Academy (School) Compliance Requirement Today Apr 30
Sec 1: Ed Prog Design and Capacity - Takeover MLK Academy (School) Compliance Requirement Today Apr 30
Sec 2: Operations and Capacity-Facilites - Part A. Existing Public Fac. MLK Academy (School) Compliance Requirement Today Apr 30
Sec 2: Operations and Capacity-Facilites - Part B. Indep. Fac. MLK Academy (School) Compliance Requirement Today Apr 30
Sec 2: Operations and Capacity-Facilites - Startup & Ongoing Ops MLK Academy (School) Compliance Requirement Today Apr 30
Sec 2: Operations and Capacity-Governance - Adv. Bodies MLK Academy (School) Compliance Requirement Today Apr 30
Sec 2: Operations and Capacity-Governance - Governing Board MLK Academy (School) Compliance Requirement Today Apr 30
Sec 2: Operations and Capacity-Governance - Legal Status and Docs PHR MLK Academy (School) Compliance Requirement Today Apr 30
Sec 3: Financial Plan and Capacity - Fin. Mgmt Capacity MLK Academy (School) Compliance Requirement Today Apr 30
Sec 3: Financial Plan and Capacity - Financial Plan MLK Academy (School) Compliance Requirement Today Apr 30
Letter of Intent MLK Academy (School) Compliance - Review Today

Close

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. Fillin any Submission Tags that are required (*).

4. Complete your task:

a. For File Requirements: attach your file(s) using the ' Upload New File... | bytton.
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 Submit

Your submission can now be viewed in Epicenter.



Finding Application Submissions

o

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:

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 OtherOptions v fijtar,

2. Selectthe “ Only display completed tasks” checkbox.

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

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

1. Onthe Detl tab, setthe TmePerod v filter to include your submission’s Due Date.
2. (Filter more, if needed). Then find your submission and click on its row.

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

O«

Simple Search

0 Advanced Search

Home > Document Center B | Reports

Document Center Search

Entity:
entity name (optional)

Submission Type:*
submission type name (required) Simple Search

Current and Complete Submissions Only

Search

Advanced Search... 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 Search

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.







