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Revising and Resubmitting a Report 
This job aide guides you through the process of revising and resubmitting a report. As a CEDRI Certifier 
or Preparer, you may revise reports for resubmission to EPA. The revision process may be initiated by 
the facility’s Preparer or Certifier, or by a State Reviewer or EPA Regional Reviewer. 

Facility Initiated Revision 
From the ‘CEDRI History’ page, locate the report you wish to revise and resubmit.  Select the report to 
view the Report Details.  From the ‘Report Details’ page, the facility Preparers and Certifiers initiate 
report revisions by clicking the ‘Revise & Re-submit Report’ button (Exhibit 1).  

Exhibit 1 

Once you click the button, a ‘Resubmission Warning’ message displays, informing you that your original 
report will be replaced in CEDRI and in WebFIRE by the revised report (Exhibit 2).  

If you are resubmitting a spreadsheet report, you may download the report being revised so that you 
may make revisions to the original submission (Exhibit 2). Click the ‘Download Prior Submission’ button 
to download the prior submission spreadsheet template. Once you have downloaded your prior 
spreadsheet template submission, select the green ‘Continue’ button to move forward with the process 
(Exhibit 3). 

If you are resubmitting a web form or PDF file report, you simply need to select the green ‘Continue’ 
button to move forward with the process (Exhibit 4).  
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Exhibit 2 

Exhibit 3 

Exhibit 4 
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Upon clicking the ‘Continue’ button, you are navigated to the ‘Upload Documents’ step (Exhibit 5)  of 
the reporting workflow where you may add the replacement report. 

State or EPA requested Resubmission 
State or EPA Regional Reviewers may push back a report in order for the facility to address reviewer 
comments. As the report Certifier you are notified by email that the report has been pushed back 
(Exhibit 5).   

Exhibit 5 

The email contains a link (Exhibit 5) to the report. When you click the link and log in to CDX, you are 
navigated to the ‘Upload Documents’ step (Exhibit 6) of the reporting workflow. 
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Resubmitting the Revised Report 
You have the option to change the regulatory requirement for which the report was previously 
submitted (‘Parts’, ‘Subparts’ and ‘Report Type’), or you may simply replace the report that was 
previously submitted.  

To change the regulatory requirement for which you are submitting the report, click the ‘Return to 
Select Your Report’ button (Exhibit 6) to change the Report Type, Parts, Subparts, or Report Name. 

Exhibit 6 

Once the facility Certifier is ready to resubmit the report, click the ‘Next: Sign and Submit’ button to 
begin the signing process (Exhibit 6). A ‘Resubmission Warning’ message displays, reminding the 
Certifier that this report is a resubmission and prompting for comments describing the reason for the 
resubmission (Exhibit 7).  

Note: If you are not ready to submit the revised report you may save your work and complete the 
resubmission later. Click the ‘Save and Return to My Reports’. Your resubmission is given a status of 
‘Resubmission Under Development…’ in the ‘Reports Under Development’ table. 
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Exhibit 7 

Next, the eReporting confirmation message displays. Click the ‘I Confirm’ button (Exhibit 8) and continue 
to the eSignature widget to complete the revision process (Exhibit 9). After the sign and submit process 
is complete and the State Reviewer approves, the report transfers to WebFIRE. 

Exhibit 8 

Note: Once the revised report is submitted, the previously submitted reports are marked with a 
‘Resubmitted’ status and are replaced by the updated submission. 
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Exhibit 9 

Unable to Revise a Report? 
Industry users may not be able to revise a report if the version template for that report has undergone a 
“major” change. This would mean that the report template is no longer active. 

For example- If the EPA has updated the .xlsx version from v2.01 to v3.00, the “Revise and Resubmit” 
button will not be available in the Report Details section.  

In the event that a report version has undergone a major update, and the user must update the report, 
the report status would have to be updated to “Withdrawn” by the facility Certifier. (See the 
Withdrawing a Report Job Aide) The most recent report template would then need to be downloaded 
then populated with the appropriate data before resubmission. (See the Preparing and Submitting 
Periodic Reports Job Aide)  
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https://www.epa.gov/sites/production/files/2020-11/documents/withdrawing_a_report_job_aide.pdf
https://www.epa.gov/sites/production/files/2020-11/documents/preparing_and_submitting_periodic_reports_job_aide.pdf
https://www.epa.gov/sites/production/files/2020-11/documents/preparing_and_submitting_periodic_reports_job_aide.pdf



