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Adding Reviewers 
Once you have identified who will be on your review committee, you will need to add them to the 

Review tab of your solicitation before you can start assigning reviews to them. Review committee 

members do not need to be a state agency user or have an eCivis license. The only information needed 

before adding your reviewers is their first name, last name, and email address. Review Committee 

members can be added to your solicitation at any time, even after it has been published. 

To do so, navigate to the grantor program dashboard by hovering over the Grant Management tab and 

selecting Subrecipient Management. 

 

 

Scroll down to the list of Program Solicitations and locate your program. Click on the Actions column and 

Edit Solicitation. 
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Once in your Solicitation Edit page, navigate to the Review tab. Click on Add Reviewer. 

 

 

In the Add Reviewer pop-up, enter in their First name, Last name, and email address. Once entered, click 

Add Reviewer. 

 

 

You will then see that member added to the Review Committee table. Repeat this process for each 

member of your review committee. 
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Once you have added all review committee members, click Save on the Review tab of the solicitation. 
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Assigning Reviewers to Applications to Review 
Once you have added the members of your review committee to the Review tab of your solicitation, you 

can assign them to review submitted applications. The assignment of applications to review committee 

members occurs in your Zengine Application Workspace. To get there, go to the Program Detail page of 

your program, and click the Application Workspace button. 

 

When your application workspace opens up, click on the checkered flag icon for Program Mgr & 

Assignments. 

 

On the Assignments page, click on the green +Create Assignments button 
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From this page, you will make your assignments. There are 4 different methods for assigning reviewers 

to application submissions: 

1. Assign by Submission 

2. Assign by Submission Group 

3. Assign by Member 

4. Batch Assign 

You can choose the assignment method by clicking on the drop-down menu 
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Assign by Submission 
Assign by Submission allows you to view all submitted applications and assign members to each one. 

The submissions list on the left will list the submitted applications. You can also search for a specific 

submission by name or use the filter tool. 

 

Click on the title of the submission you want to assign a review committee member to, and then click 

the green Assign button. The drop-down list will show the reviewers that were added to the Review tab 

of your solicitation. Select which reviewer(s) you want to have access to review this application 

submission from the drop-down. 

 

Once you select a reviewer from the drop-down, you will see them listed in the table on the right, along 

with the status of their review (Not begun, In progress, or Submitted). To add more reviewers to this 

specific application submission, click the green Assign button again. To remove reviewers from having 

access to this application submission, click the grey X next to their name. 

 

Continue this process by clicking on the other application submissions and assigning reviewers to each. 
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Assign by Submission Group 
The Assign by Submission Group option will help you assign all submitted applications to be reviewed by 

selected review committee members. As new applications are submitted by entities, they will be 

automatically assigned to your selected review committee members. 

 

Click on the Group Name All Submissions. On the left, you will see a drop-down where you can assign 

review committee members to have access to and review all application submissions. 

 

Once selected, you will see the list of review committee members that are assigned to review all 

application submissions, and their % complete. To remove a member from this group, click the grey X 

next to their name. 
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Assign by Member 
The Assign by Member option is similar to the Assign by Submission option, but you will see the review 

committee members on the left, and assign them to specific application submissions on the right. You 

can also search for a specific submission by name or use the filter tool. 

 

Click on the review committee member you want to assign applications to, and then click the green 

Assign button. The drop-down list will show the titles of submitted applications that are ready to be 

reviewed. Select which applications you want this reviewer to have access to from the drop-down. 

 

You can then see which submissions that review committee member has access to on the right, along 

with the status of their review (Not begun, In progress, or Submitted). You can assign additional 

applications for this reviewer to review by clicking the green Assign button again. To remove this 

reviewer’s access to a certain application, click the grey X next to the submission name. 

 

Continue this process by clicking on the other review committee members and assigning submissions to 

each. 
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Batch Assign 
Batch Assignments are used to speed up the process of manually assigning reviewers to submissions. 

 

From the dropdowns, select All Submissions, choose to assign by reviewer or by entry (submission) and 

the number of entries per. 

If Assign by Reviewer is chosen, the choose the number of entries (submissions) that each reviewer 

should be assigned to. 

If Assign by Entry is chosen, then choose the number of reviewers that should be assigned to each 

submission. 

 

You can further limit the reviewers that can receive a batch assignment. This can be useful if you need to 

limit a batch assignment to a specific committee. 

Click Assign once your selections have been made. 
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Accessing the URL that needs to be sent to Review Committee Members 
All reviews of applications will be completed and submitted through an online review portal. The state 

agency program manager will need to send out the unique URL to the review portal to members of the 

review committee so they can access the portal. Through the review portal, reviewers can then access 

copies of the applications and the reviewer feedback form that needs to be completed and submitted. 

Once review assignments have been made in Zengine, navigate to the Settings & Tools icon in the upper 

right corner 

 

 

Under plugin settings, select the Review Portal tile 

 

 

Click the edit icon for your review portal 
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From this page you can copy and paste the unique URL for the review portal 

 

 

You will need to send this unique URL to your reviewers. From this URL, reviewers that were assigned to 

applications can log in and access the review portal to complete and submit their reviews. 

 

You may also want to share the links to the user guide and training video on “Completing a Review,” 

available at GMO’s Resources for State Agencies website. 

 

 

https://controller.admin.ri.gov/grants-management/grant-management-system-gms/state-agencies/resources-state-agencies-0

