HOW TO COMPLETE A
REVIEW

This user guide demonstrates how to complete a review for
individuals outside of the state agency administering the grant
program.




How to Complete a Review in eCivis Portal

Non-State Agency reviewers should follow the instructions below to complete a review. Reviewers will need

an eCivis Portal account to complete reviews. If the reviewer does not have an eCivis Portal account, see the

eCivis Portal - Access and Login guide (pages 1-2) to create an account before moving forward.
NOTE: If you are a state agency user, please refer to the State as Grantor Pre-Award User Guide

1) Once logged in to eCivis Portal (https://portal.ecivis.com), locate the My Reviews selection from the

left-hand navigation bar.

g Cynthia Salaz.

Reviews
Project Title App Status + Organization (S.. Nr of Forms Present Stage Stage Status
[|-'B Small Business Regional Support F. api-000003] City of Euna 1 Evaluation Process
TE! Small Business Regional Support [api-000006] City of Euna Il 2 -
|T'B Community Project ABC [api-000049] In Progress County of EUNA 1
ITS Community Project ABC [api-000050] Euna County 1 =
““B Building Better Communities [api-000051] Pending Deci.. City of Euna 1 -

2) Select the appropriate “Application ID” to review. The stage status will show “Not Started” if review

has not previously need started.

Reviews
Project Title App Status Organization (... Nr of Forms Present Stage Stage Status ~ Started
[ Ify Regional Business Support Project { [api-000165] Cityof EUNA 2 Eligibility Che... ) | 04/19/2024

[ Doninnsl Ducinacs Qunnar Draiant  [aninnnical TSN Pitu Af ELINA 2 Chinihility Cha AR ar00004


https://controller.admin.ri.gov/sites/g/files/xkgbur621/files/2024-03/eCivis%20Portal%20-%20Access%20and%20Login%20User%20Guide.pdf

3) Select Edit next to the appropriate Review Form.

Application [api-000165]

© g Application [api-000165]

@ ] Eligibility Check

() Instructions v
© & Eligibility Review Fon
KR Rev e Di
Project Team
Budget [ Entity Type Completion Status Actions
Goals [4 v [fiy Avpplication [api-000165] Application Instance
v [[5) Eligibility Check [esi-000334] Evaluation Stage
v I8 Enigivility Review Form [rfm-000739] Review Form(s)
(& Review by Jane Doe [rfi-000495] Review Content 0%

4) Viewing the “Application Forms to Review” on the left-hand side of the screen, Reviewers will provide

feedback using the fields on the right.

= —
© ®Eiigibility Review Fori )
§ Review by Jane D Application Forms to Review & e 0% completed
Project Team
Budget (4
Intent to Apply Form A Does the information provided present any material conflict of interest (per code 1.11)? *
Goals |4
Q Yes
Application Project Title *
3 s No
[] Regional Business Suppor ®
t Project - RO3
Project Narrative Score %
9
ORGANIZATION SUBMITTING APPLICATION
h g the hig
Organization Name *
Project Narrative Comments
City of EUNA
Y The application effectively explained the project and this seems
to be a great fit!
Does the project serve within the approved geographical area?
ORGANIZATION ADDRESS @ ves
QO No

NOTE: If the Review Form is built with scoring fields that add up to a total score, there will be a “Total

Score” value at the bottom of the form. Some Review Forms may not have a Total Score.

AUTHORIZED REPRESENTATIVE(S)

First Name ast Name Title

BUSINESS/FINANCE REPRESENTATIVE(S)

First Name Last Name Title Total Score 17




5) To export a copy of the filled Review Form to PDF format, select Export to PDF from the top-right
corner of the page.

Please fill the below form to evaluate this submission for award consideration.

EXPORT TO PDF

Application Forms to Review

<>
><

100% completed

Core Information Does the information provided present anv material conflict

6) Once all required fields of the Review Form are complete, select Save.

Application [api-000165]

© @Application [api-000165]

© ] Eligibility Check -l CANCEL
(€] F% Eligibility Review Fori

& Review by Jane D Application Forms to Review S X 0% completed
Project Team
Budget [4
Intent to Apply Form ~ Does the nformation provided present any material confiict of interest (per code 1.11)7 4
Goals [4
QO Yes
Application Project Title *

N
[] Regional Business Suppor @ No
t Project - RO3

Project Narrative Score *

9
ORGANIZATION SUBMITTING APPLICATION

Organization Name *
Project Narrative Comments
City of EUNA

The application effectively explained the project and this seems

7) If no further edits are needed and the Review Form is ready to submit, select Complete to submit the

review.

Application [api-000165]

© [@Application [a

2 EDIT REVIEW COMI

Application Forms to Review o X 100% completed
Pr
Budget [4
Intent to Apply Form A Does the information provided present any material conflizt of interest (per code 1.11)2 *
Goals [4
Application Project Title *
[ Regional Business Suppor

t Project - RO3
Project Narrative Score *

9
ORGANIZATION SUBMITTING APPLICATION

Rate this field on 2 scale of 1-10 with 10 being the highest
Organization Name *

City of EUNA

Project Narrative Comments

The application effectively explained the project and this seems

8) Return to the “My Reviews” tab from step 1 and complete all assigned reviews.



