
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

Grants Management 

Office 



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. 

 

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

has not previously need started. 

 

 

 

 

 

 

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. 

 

 

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. 

 

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.  

 



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. 

 

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

 

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

review. 

 

 

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

 


