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Kent State University Dynamic Forms 

How to Initiate an Institutional Prior Approval Form (IPAF) 

A. Initiating form on behalf of a PI (Page 2 below) 
B. Initiating form as the PI (Page 8 below) 

 
1. Initiate an Institutional Prior Approval Form using the link provided at: 

https://www.kent.edu/research/sponsored-programs/awards-management 
 

 
 

  

https://www.kent.edu/research/sponsored-programs/awards-management
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2. Fill in the name and e-mail information for the Principal Investigator (PI) and their 
Director/Chair, then click Continue to access the form. 
 

 
 

 
 
 
 

A. Support Staff (non-PI) Filling out the IPAF: 
 

3. Indicate that the form is being initiated by someone other than the PI and complete the 
required proposal information (items with red *): 
 

 
 

4. Section 1: indicate that you will complete sections 1 and 2 on behalf of the PI. If you want the PI to 
complete these details, indicate PI and then submit the form to send it to them. They can refer to 
section B Step 4 below. 

.  
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5. Next, indicate what you are seeking approval for, and then (b) provide any relevant 

information in the text box provided.
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6. Note: A second explanation box to be completed by the PI is provided (PI Comments). The 

initiator will not be able to edit that field. 

 

 
 

7. Section 2: Indicate whether there will be a change in project scope. If you select yes, a text 
box will appear to provide an explanation. 

 
 

 

 



Last Updated on 08/03/2023  5 

8. Attach Documentation: Attach any documentation related to Parts 1 or 2. It will be labelled 
Principal Investigator or Initiator File upload depending on your prior selections. Excel files 
should be added to the excel upload to preserve that file format. 

 

 
 
 
 

9. You can now submit the form to send the document to the PI to complete and Sign. 
 
PI Steps for form Completed by support staff: 
 

10. The PI can enter the form using the link provided by the e-mail sent to them. 
 

11. The PI can elaborate on the explanation for IPAF as needed or simply enter ‘See Above’. 
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12. PI Can also attach their own files as need using: Principal Investigator File Upload. 
 

13. Section 3:  PI should indicate whether they are also the responsible Chair/Director, then (click 
to sign). 
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14. ‘Signing’ Will produce a pop-up window for you to generate your electronic signature. Enter in 
your First and Last name in their respective fields and click [Sign Electronically]: 

 
15. Once all actionable required fields are completed you may [Submit Form] at the bottom of the 

screen. Incomplete required fields will show up with the error indicated below: 
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16. Once submitted by the PI the Chair will receive the form to sign and submit, unless the PI is 
already the Chair. Then the form will pass to Sponsored Programs to finalize. 

 
 
 

B. PI Initiating IPAF. 
 

 
1. Initiate IPAF form: 

 
2. Enter your name and email along with the name and e-mail of your Department Chair and then 

submit to start the form. 
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3. Now indicate that the form is being completed by the PI and enter the header information: 

 

 
 

4. Next, indicate what you are seeking approval for, and then (b) provide any relevant information in 
the text box provided. 
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5. Section 2: Indicate whether there will be a change in project scope. If you select yes, a text box 
will appear to provide an explanation. 
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6. Attach Documentation: Attach any documentation related to Parts 1 or 2. It will be labelled 
Principal Investigator or Initiator File upload depending on your prior selections. 
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7. Section 3:  PI should indicate whether they are also the responsible Chair/Director, then (click to 
sign). 

 
8. ‘Signing’ Will produce a pop-up window for you to generate your electronic signature. Enter in 

your First and Last name in their respective fields and click [Sign Electronically]:  

 
9. Once all actionable required fields are completed you may [Submit Form] at the bottom of the 

screen. Incomplete required fields will show up with the error indicated below: 
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10. The form will then be sent to the Director/Chair for their review and signature. IF the PI is also the 
chair, the form will proceed directly to Sponsored Programs for final review. 

 
 
 
 
 
 


