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Completing a Review for a Competitive Grant Program 

All reviews of applications will be completed and submitted through a review portal. The grantor 

program manager will send you a unique URL for the review portal. Through the review portal, 

reviewers can access copies of the applications and the reviewer feedback form that needs to be 

completed and submitted. 

A step-by-step training video that covers the information in this guide can be viewed here. 

Copy and paste the URL sent to you by the program manager into your browser. When the review portal 

opens, enter in your email address and click Continue. 

 

Once you click Continue, you will receive the following confirmation message. 

 

 

 

 

 

 

 

 

https://youtu.be/lVF3ZQ9QtK0
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An example of the email confirmation that is sent is below. Click on the hyperlinked Confirm Your Email 

to Get Started to confirm your email address and set up your password. 

 

 

Set up your password and click Create Account 

 

 

Note: The above process should be completed for each new review portal you are invited to. 
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Once you have created your account and signed in, you will be brought to your Review Portal 

homepage. From here, you can access all applications that have been assigned to you to review and 

score. You can use the search bar to search and locate specific applications. The instructions panel on 

the left-hand side provides detailed instructions on how to access, save, and complete reviews. Once 

you are ready to view an application and begin your review, click on the blue Review button next to the 

respective application title. 

 

Clicking the blue Review button will open up a read-only copy of the application for you to review. To 

begin working on your review, click on the blue +Feedback button. 
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This will open a panel on the right side of the screen so you can view the application on one side, and 

work on your review on the other side simultaneously. 

 

 

To access and open the different forms within the applicant’s submission, click on the Select Form 

dropdown and make your selection. 
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To view any attachments an applicant uploaded with their application, click on the Form Attachments 

dropdown. Click on the title of the attachment to open a copy of the file. 

 

To view the applicants budget and goals submitted with their application, navigate to the Applications 

form and scroll to the bottom of the page. At the bottom, there will be a link to open and view their 

application budget and their application goals. Click on the hyperlinks, or copy the URL into another tab 

of your browser, to open the submissions. 

Note: if a grant program does not require a budget and/or goals, the links will not appear in the 

Applications form. 
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As you complete your review and fill in answers to review questions, you can see the total score at the 

bottom of the form change, unless the form was designed without scoring. At the bottom of the review 

feedback form, clicking on Save Draft allows you to save your changes and exit the review portal without 

losing your progress. 

 

 

For reviews that you have started and clicked Save Draft, you will see their status change on your review 

portal homepage from Review to Continue. You can click on the orange Continue button to re-open your 

review form and continue working on it. 

 

Once you have finished reviewing the application and completing the scorecard in the system, you can 

submit your review feedback form. Clicking the Submit button will submit your scoring and feedback to 

the grantor program manager. 

 

Once you have submitted feedback, you will see the application review status update to Done. 

 


