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Conduct a Review Event Using Grants Online

Overview

The Review Event may be conducted using Grants Online or outside of Grants Online.
This document guides the Review Event Manager through the steps of conducting a
Review Event using Grants Online.

Process Diagram — Conduct a Review Event Using Grants Online

Conduct a Review Event Using Grants Online December 21, 2015
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* Applications are automatically assigned to the first Review Event when they meet the
Minimum Requirements. Applications must be manually assigned to subsequent Review
Events.

** Some reviews may be declined, others may be removed, and new reviews might need to be
assigned. Prior to closing the review event, accept all outstanding submitted reviews and
remove all outstanding un-submitted reviews.
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Conduct a Review Event Using Grants Online

Review Event Tasks — Summary

There is a one-to-one correlation between the items in the Review Event Task —
Summary section and the steps in the Conduct a Review Using Grants Online process
diagram.

1. Publication of the Federal Funding Opportunity (FFO) is a precondition for the
Review Event. The Application Review Information (section V.) of the FFO is the
source of information for the Review Event.

Sub Documents

fype  [ID  flitke  [Status |
Applications Report 2 B33 Applications Report
Competition Toch 22 Spnt 201S

Test #2 Sept 2015 Publish - Complete I

I Federal Funding Opportunity
EXpOrt options: cxcel

% NOTE: If the Review Event will be conducted using Grants Online, make
certain the Reviews assigned and completed using Grants
Online radio button has been selected.

REV?E‘W Done = Reviews assigned and completed using Grants Online.
By: Feviews assigned and completed outside of Grants Online.

2. Develop a set of Reviewer Instructions for each Review Event. For a secondary
Review Event, (e.g., a Non-consensus Panel Review conducted after an
Independent Individual Merit Review), ensure that all reviews (from the first
Review Event) that should be viewed by the secondary Reviewers are included
with the Reviewer Instructions.

3. For a Competitive Review Event, the Reviewer Instructions must be sent to
Federal Assistance Law Division (FALD) for review and approval. After FALD
approval, the Reviewer Instructions are a legal document and should not be
modified.

4. Each application will be evaluated to determine if it meets the standards specified
in the Minimum Requirements checklist. The Minimum Requirements checklist
may be a default set of standards to which a Department of Commerce (DOC)
agency must comply or a customized list developed by the Program Officer.

% NOTE: Prior to evaluating an application against the Minimum
Requirements checklist, all attachments should be included with
the application.
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Conduct a Review Event Using Grants Online

10.

11.

After verifying that all required “signatures” have been obtained and all documents
and components associated with the Review Event are in place, the Competition
Manager starts the Review Event.

Applications are automatically assigned to the first Review Event after they have
been evaluated and are found to meet the Minimum Requirements. Any additional
Review Events, (whether conducted concurrently or subsequent to the first Review
Event), must be manually assigned.

Assign Reviewers to applications. These assignments may be based upon
expertise or other appropriately-identified criteria as determined by the Review
Event Manager.

Notify Reviewers of their assignments. The task to assign Reviewers to
applications and notify Reviewers of their assignments is iterative; the process may
be repeated as Reviewers are added to, deleted from, or decline participation in a
Review Event.

Use the reports available on the Review Event Summary page to monitor the
progress of the Review Event. When tracking the progress of the Review Event, it
is expected that some Reviews will be declined, others will be removed, and new
Reviewers will need to be assigned.

Accept Reviews. If Reviews need to be redacted, the redaction is completed during
the acceptance phase. A precursor to closing the Review Event is to accept all
outstanding submitted Reviews and remove all outstanding un-submitted Reviews.

The final step is to close the Review Event.
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Conduct a Review Event Using Grants Online

Review Event Requirements / Guidelines — Summary

Requirements

The FFO must be published before workflow can be started on the Reviewer Instructions.
If the Review Event is for a Competitive Award, the Reviewer Instructions must be
reviewed by FALD prior to starting the Review Event.

Attachments typically should be added to an application prior to the start of the Minimum
Requirements check. The image shown below displays the Application Attachments that
will be and those that will not be included for review with the Application.

[+]1 Application Header

Application Attachments for Review

M Internal Use Only

Test Document #5.docx Attachment #5 12/[)7/2[)15 Yes
(CONVERT TO PDF)

v

W Test Document #3.docx Attachment #3. 12/07/2015 No
Remove (CONVERT TO PDF)

VS. Up Down Test Document #4.docx Attachment #4. 12/07/2015 No
Remove (CONVERT TO PDF)

Export options: Excel

File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment for Application Review: [+
PDF Application Review Report Guidance

Application Attachments NOT Included in the Application Review

Action ______[Filename ________[Description ___[Created Date_[Internal Use Only
Include for Review  Test Document #3.docx  Test document #3  12/07/2015 No
Export options: Excel

v

File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment NOT to be included in the Application Review: [+

Return to Application Details

An application must successfully pass a Minimum Requirements check prior to being
assigned to a Review Event.

The Review Event cannot be started until at least one application is assigned to it.

An application cannot be removed from a Review Event if it has assigned Reviewers;
assigned Reviewers must be removed and notified prior to excluding an application from a
Review Event.

A Reviewer can only be assigned to an application associated with an open Review Event.
An application is visible to the Reviewer only after s/he has been notified.

After a review is accepted it cannot be removed.

The Review Event cannot be closed until all reviews are completed (accepted, declined, or
removed).

Guidelines

Review Events can be modified before the Review Event has started (i.e., before the
Competition Manager selects Start Review Event from the Action dropdown menu).
Applications can be added to (or removed from) a Review Event after it has started.
However, there are rules regarding notification of a Reviewer when taking such action.

A Review that is assigned and removed before the Reviewer was notified is not retained
by the system (i.e., it is as though the assignment never occurred).

A closed Review Event can be reopened — if the list of selected applications has not been
sent to the Selection Official (Competitive Review Event).

The Review Event Manager can enter reviews on behalf of a Reviewer.

Version 4.18
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Conduct a Review Event Using Grants Online

Create Reviewer Instructions

By default, the system will generate Reviewer Instructions for the first Review Event.

If there are multiple Review Events for a Competition, the Competition Manager

should add a corresponding set of Reviewer Instructions for each new Review Event.
When there are multiple Review Events for a competition, the Review Events should
be placed in the order in which the reviews will be conducted (e.g., Individual Merit

Review Event followed by a Non-Consensus Panel Review Event).
1.

2.

Click the RFA tab.

Click the Search RFAs link.

Inbox RFA Application | Awards | Account Management | Reports | Help

Wieluwm bn Crants Guline Ma. Cranks A Sludenl 25, You are bgped in bn TRAINIF.

RFA

- Create REA -

The Create RFA feature allows you to create a new competitive or noncompetitive RFA, This may be done from scratch or by copying an existing REA. Wi
‘Copy of ...' Please change the name to something that makes sense to you and your applicants.

Search REAs

The Search RFAs feature allows you to search for existing RFAs, From the search results, you can access the RFA's Document Launch Page.

Aidvsaris ¥ Search kPt T3 KPS ¥ Competition ¥ Savewer lnsnetons

Enter data for one of the four (4) parameters on the Search for RFA screen. (e.g.,
RFA Name, Funding Opportunity Number, CFDA Number, or Fiscal Year (YYYY)).

Click the Search button.

Search for RFA

RFA Name : [ J

Funding Opportunity Number ; 3887

CFDA Number -

o ot I
{use farmat ¥YYY)

Choose Type:

< Al Noncompetitive

Competitive Broad Agency Annourncenmsent
Congressionally Directed © Congressionally Mandated
Tnstitutional Formula/allotment

Click the RFA ID link beside the RFA on which you would like to work.

Search Results

Version 4.18
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Conduct a Review Event Using Grants Online

6. Beneath the Sub-Documents header, click the ID link beside the Competition (Type).

Sub Documents

N I v
Applications Report 8 Applications Report

Competition est for Create Review Event

Federal Funding Opportunity 2281208 Test for Create Review Event Publish - Complete

Export options: Excel

7. Beneath the Sub-Documents header (different than the Sub-Documents header in the
previous step), click the ID link beside the words Reviewer Instructions (Title:
Reviewer Instructions for Review Event #1 — created...).

Sub Documents

fype 0 __Jlie  _____________ Jstaws |

Applications Report 2281181 Applications Report

Selected 2281181 Selected Applications

Applications

Review Event 2281183 Review Event #1 -- created December 14, 2015

Review Event 2281203 Review Event #2 -- created December 14, 2015 ManageReviewEvent - Not
Started

Reviewer 2281184Reviewer Instructions for Review Event #1 -- FALDActions - Complete

Instructions creat...

Reviewer 2281204 Reviewer Instructions for Review Event #2 -- FALDActions - Complete

Instructions creat...

Export options: Excel

8. Select View Reviewer Instructions Details from the Action dropdown menu. Click the
Submit button.

Reviewer Instructions

Il 2281221
Status:
Action: View Reviewer Instructions Details ~

Your Comments:

Spell Check

Version 4.18
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Conduct a Review Event Using Grants Online

9. At the bottom of the screen, there are two sections where Attachments can be added:
Reviewer Instructions and Logistical Reviewer Instructions. Beneath the Reviewer
Instructions header, locate the words Add New Attachment and click the [+].

Reviewer Instructions

- Attachments:

Mo attachments.
Add new Al{athnlun'.u
Any changes to inforfesesh on this page should be saved before adding or removing attachmeants.

I Logistical Reviewer Instructions I

1 Attachments:

No attachments.

Add new Attachment: |

Any changes to information on this page should be saved before adding or remaving attachments.
Note:

The Logistical Reviewer Instructions may only be used for attaching instructions related to travel and meeting dates, times and locations, as well as meeting requirements and reimbursement
instructions. DO NOT attach any instructions on how to how to conduct the review, review priorities, etc. The Logistical Reviewer Instructions do not require FALD review.

10. On the screen, Filename* and Description* are mandatory for data entry. Click the
Choose File button and navigate to the file you would like to attach. Enter a brief
description of the attached file. When finsihed specifiying details for the attachment,
click the Save Attachment button.

Reviewer Instructions
1 Attachments:
No attachments.

Add new Attachment: [-]
Filename: - Choose File | Review Event 122115 vsd

This file contains information that will be useful to the

. Reviewer Instructions.
Description: ~

142 / 1000 E:!! IE"!!!
Internal use only

Any changes to information on this page should be saved before adding or removing attachments.

% NOTE: Although it is a rare occurrence, if the attachment is for informational
purposes only and not to be displayed to the Reviewers, click the small
checkbox beside the Internal Use Only label.

Version 4.18
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Conduct a Review Event Using Grants Online

11. From the Reviewer Instructions screen, to remove an attachment click the Remove link.
To add another attachment, click the [+] and repeat step 10 for each attachment that
should be included with the Reviewer Instructions. Click the Save button when all
Reviewer Instructions have been added.

Reviewer Instructions
— Attachments;

Short Description Created Date [FALDY Remove
Reviewed

This file contains informatson that wall be useful to the Reviewers. | have opted to include this Visio file with  12/24/2015 No No _
the Reviewer Instructions. 11:52:00 AM

Add new .'\nadwenrﬂ
Any changes to inferrren on this page should be saved before adding or removing attachments.

ezl

12. Click the Start Workflow button at the bottom of the screen.

HReviewer Instructions
i AMtachments;

Short Description [Created Date Internal Use  |[FALD
Only Revicwed

This file containg infermation that will be useful to the Reviewers. T have opted to include this Visio file with  12/24/2015 No No 4 e
the Reviewer Instructions. 11:52:00 AM

Add new Attachment: [+]
Any changes to information on this page should be saved before adding or removing attachments.

E

13. In a similar manner, if appropriate, the user may click the [+] beneath the Logistical
Reviewer Instructions header (beside the words Add New Attachment). Follow the
instructions in step 10 to include attachments for the Logistical Reviewer Instructions.
When all neceesary information has been specified, click the Save Attachment
button.

14. When all relevant information has been entered for the Reviewer Instructions and/or
the Logistical Reviewer Instructions, click the Done button at the bottom of the page
to return to the previous screen.

Lagistical Reviewer Instructions
— Attachments:
Ne attachments,

Add new Artachment: [-]
Filename: Choose Filg | No file chosen

Drescription:

I socii Check ]

Internal use anly

Save Attachment

Any changes to information on this page should be saved before adding or removing attachments.

Note:
The Logistical Reviewer Instructions may only be used for attaching instructions related to travel and meeting dates, times and locations, as well as meeting requirements and reimbursement
instructions. DO NOT attach any instructions on how te how to conduct the review, review priorities, etc, The Logistical Reviewer Instructions do not reguire FALD review.
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Conduct a Review Event Using Grants Online

15. When the Review Event is associated with a Competitive RFA, the Reviewer
Instructions must be sent to FALD for review and approval. When the Review
Event is associated with a Universal RFA and there are legal concerns that need
to be reviewed, the Reviewer Instructions should be sent to FALD.

Logistical Reviewer Instructions, if completed, do not have to be sent to FALD for
review.

16. To send the application to FALD, select Forward to FALD from the Action
dropdown menu. Click the Submit button.

Reviewer Instructions

Id: 2281221
Status: ProgramOfficerActions - Not Started

Action: [Forward T FALD *]

Your Comments: |

R so-!l Check

—~Waorkflow

There is an open task to review the Reviewer Instructions.  Workflow on the Reviewer
}nsrructions workflow must be completed before applications can be selected for
unding.

17. A FALD staff member reviews the Reviewer Instructions. When satisfied the content
is complete and accurate, s/he will indicate there is No Legal Objection. The result
of the FALD review is shown in the next screen image on the Reviewer Instructions
Workflow History. After approval by FALD, the Reviewer Instructions should not
be modified.

Reviewer Instructions

Id: 2281221
Status: FALDActions - Complete

Action: [Please select an action B Submit |

Your Comments: ‘

[ S Check ]
[ Save Comment |

 Workflow

The Reviewer Instructions workflow has successfully completed. See the Competition
launch page for next steps.

Workflow History

I
I e i i N il = =

Review Reviewer 12/24/2015 12:33:08  12/24/2015 12:35:07  12/24/2015 12:35:16 FALD Complete
Instructions M PM

Review Reviewer 12/24/2015 12:26:03  12/24/2015 12:33:07  12/24/2015 12:33:07  Grants A ProgramOifficer Forward ToFALD  Complete
Instructions. PM EM PM it

Export options: Ex

Version 4.18
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18. After FALD has indicated there are No Legal Objections to the information in the
Reviewer Instructions, each application must be evaluated against the Minimum
Requirements.

% NOTE: If all Review Events are deleted, one set of Reviewer Instructions
remains associated with the Review Event. Only the Help Desk
staff has the administrative rights to remove the remaining set of
Reviewer Instructions.

Version 4.18
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Specify Application Attachments

1. While on the Application launch page, click the Go to Application Details Page link.

Application

Id: 2281257
Status:

Go to Application Details Page >> I

This document currently has no tasks assigned to you.

2. At the top of the Application Details — SF-424 page, locate and click the Attachments

link.

Application Details - SF-424

Audit Trail: _j

—d Attachments:

[-] Program Office Added Information
Propogal Mumber:

Project Type: Construction ® Non-Construction ) Bath

Principal Tnvestigatars-
Project Directors:

Keyword(s):

Program Element / NIA - Not Selected =

Funding Priarity:

Principal Place Of Performance :[ | STV RTIIOETEY G

3. Click the [+] next to the Add new Attachment for Application Review (under the
header Application Attachments for Review)

Click the [+] next to the Add new Attachment NOT to be included in the application

Review (under the header Application Attachments NOT Included in the

Application Review).

[+] Application Header
Application Attachments for Review

Nothing found to display.

File name should be 50 characters or less if are more than 10 attachments.
+

Add new Attachment for Application Review: u
PDF Application Review Report Guidance
Application Attachments NOT Included in the Application Review

Nothing found to display.

File name should be 50 characters or less if there are more than 10 attachments.

Add new Attachment NOT to be included in the Application Review: [+]

Return to Application Details

Version 4.18
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4. On the resulting screen, there are two mandatory data entry fields: Filename*
and Description*. Click the Choose File button and specify the file that will be
included as an attachment. Provide a brief description of the file. If the
attachment is for internal viewing, click the checkbox next to the Internal Use
Only header.

[+] Application Header
Application Attachments for Review

Nothing found to display.
File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment for Application Review: [-]

Filename: Choose File | No file chosen

Description: ~

Optlo n al et Initernal use onl
PDF Application Review Report Guidance

Application Attachments NOT Included in the Application Review

Nothing found to display.
File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment NOT to be included in the Application Review: [+]

Return to Application Details

5. When finished specifying the document that should be included with the
application, click the Save Attachment button.

[+]1 Application Header
Application Attachments for Review

Nothing found to display.

File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment for Application Review: [-]

Filename: Choose File | screen shot 122915 docx

This attachment will be included in the Application document.

Description: =

Internal use onl,
PDF Application Review Report Guidance

Application Attachments NOT Included in the Application Review

Nothing found to display.
File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment NOT to be included in the Application Review: [+]

Return to Application Details

6. Repeat steps 3-5 as many times as is necessary to add documents that should
—or — should not be included in the Application Review.

7. The order specified under the Application Attachments for Review heading is
the sequence in which the files will be assembled in the PDF file. Use the Up,
Down, Remove, and Include for Review links in the Action column to move and
reorder the files that are Application Attachments for Review — or —
Application Attachments NOT in the Application Review.

Version 4.18
Page |16



Conduct a Review Event Using Grants Online

When files are appropriately included / excluded and ordered, click the PDF

Application Review Report button to generate a PDF file of relevant attachments.
The set-up process includes converting any non-PDF files (e.g., Word, Excel, etc.) to

PDF files.

[+] Application Header

Application Attachments for Review

Export options: Ex

File name should be 50 characters or less if
Y chonant for Review

B PDF Application Review Report

Export options: Ex

Return to Application Details

Attachment #5

Action __JFilename ___________Description ___[Created Date __Intemal Use Only __|

Attachment #3.

Attachment #4.

h are more than 10 attachments.

Application Attachments NOT Included in the Application Review

File name should be 50 characters or less if there are more than 10 attachments.
Add new Attachment NOT to be included in the Application Review: [+]

12/07/2015 Yes

12/07/2015 No

12/07/2015 No

<4 Guidance Document

Test document £3  12/07/2015 No

% NOTE:

For detailed information on the process of assembling the application

and its associated attachments, follow the instructions accessible from

the Guidance link.

9.

Below is an example of the resulting PDF file.

ID:

Applicant Name:

Project Title:

Project Period:

Federal Funding Requested:
Non-Federal Funding Requested:
Fiscal Year of Funding Requested:
Federal Application Receipt Date:
Submitted for:

Federal Funding Opportunity Number:
CFDA Number: 11.999

File Name
screen shots -- 122915.docx

This Application Report was produced by DoC
01:56 PM EST

Application for Federal Assistance

Application Documents for Review

Description Page
This attachment will be included in the Application document.

This Application Report has non-PDF or "PDF Catalog" embedded attachments. To print the entire
application, each embedded attachment must be opened and printed separately.

2281257

Application submitted 122315

This application was submitted on 122315
10/01/2015 - 09/30/2016

$1,200.00

$300.00

2016

09/30/2015

Test for Create Review Event
NOAA-GOT-OCPO0-2016-2003887

Grants Online (https://grantsonline.rdc.noaa.gov) on 12/30/2015

Page 1 of 2
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Page |17



Conduct a Review Event Using Grants Online

Embedded Non-PDF File

Filename: screen shots -- 122915.docx
Description: This attachment will be included in the Application document.
Double-click the Paperclip link above to view the file.

PDF Catalog files cannot be concatenated like regular PDF files because they can contain multiple attachments
within them.

To print the entire application, embedded attachments must be printed separately.

Page 2 of 2
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Review Applications for Minimum Requirements

1. From the Application launch page, select Review Application for Minimum
Requirements. Click the Submit button.

Application

Id: 2281274
Status: ReviewMimmumReguirementsChecklist - In Progress

Action: Review Application for Minimum Requirements X

Your Comments:

spell Check

i Attachments:

2. Evaluate the application against each Minimum Requirement. As the instructions
indicate, for each question where ‘N0’ is the response, a comment must be provided
in the corresponding box to the right of the Minimum Requirement — or — a general
comment must be entered for the Overall Comments section at the bottom left-hand
portion of the screen. All questions must be answered before the content can be
saved and the user can navigate to the next section.

Minimum Requirements Checklist

If you choose No” for 2 Minimum Requirement, please provide a comment in the cormesponding baox to the nght or provide general comments in the ‘Overall Comments” section below.

Hligibde Applicant: Yes This is where the user would provide an
Is the applicant aligible to apply for this REA based on the applicant typa? = No ion as to why the ication did not meet
Mot Applicable the minimum requirement.

N =< ctoc: EEN

A 4

Application Received by Deadline: ® Yes
‘Was the application submitted by the deadline date and time? No
Mot Applicable
Complete Application: Yes i
Does the application contain all of the required forms? —— N
Mot Applicable

Querall Comments: [

Thas is anather place to provede an explanation as to why the application was
incomplete. This is where the user might indicate which compaonent(s) of the
application isfare missing.

TR spell Check

I All requirements questions must be answered before the application can be approved or rejected for minimum requirements. I

Version 4.18
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3. Click the Save button to capture the responses; click the Save and Return to Main
button to navigate to the previous screen.

T

Application Meets Maximum Match: ® Yeg
Does the non-Federal funding provide at no more than the maximum match No
percentage of the total funding? Not Applicable
Complete Application: Yes
Does the application contain all of the required forms? = No

Not Applicable

pell Check

Overall Comments:

Thiz is another place to provide an explanation as to why the application was
incomplete. This is where the user might indicate which component(s) of the
application is/are missing.

EENETC sp=l check |

All requirerments questions must be answered before the application can be approved or rejected for minimum requirements.

Save | Save and Return to Main | Cancel

4. From the Action dropdown menu, when appropriate, select Approve Application for
Meeting Minimum Requirements and click the Submit button.

Application

Id: 2281274
Status: ReviewMinimumRequirementsChecklist - In Progress

Action: Approve Application for Meeting Minimum Requirements v Iml
Your Comments: [LlCECReE Cea I a0
Approve Application for Meeting Minimum Requirements
Reassign Application
Reject Application
Review Application for Minimum Requirements
View Application Details
| Withdraw

% NOTE: From the Action dropdown menu, there are several other options:
Reassign Application, Reject Application, Review Application for
Minimum Requirements, View Applications Details or Withdraw.

Version 4.18
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Identify Potential Reviewers

Although it can be done at any time, it is advantageous to identify Reviewers prior
to starting the Review Event and attempting to assign Reviewers to applications.

1. Click the Application Tab.

2. Click the Manage Application Reviewers link.

Frargy of

o 5 o N
Inbox | RFA  Application | Awards | Account Managem l[Rl:pcull Help

bt ks G . e &, Wsmke s 33, Tes s bgend i Vo TRASHER.

+ Tnpat Paper
Application
+ Manage
Application " .
Reviewers Application
* Reassign
Competition for
ations This feature allows you to input new paper applications to an existing RFA or competition. The actual application must be scanned and attached
database m order to properly process the application.

- Ingsut Paper Application =

+ Reassign
Program Officer
on Awards or
Applications This feature allows you to creste or maodify Application Reviewer users.

* Search

Applications

- Manage Application Reviewers -

Reassion Competition for Applications
This feature allows you ta reassign an Application to a different Competition within an RFA,

Reassign Program Olficer on Awards or Applications

3. To search for an Application Reviewer, specify information for the minimum
number of fields necessary to conduct the search. In this example, we specify
data for the Last Name. Click the Search button. When an Application Reviewer
has a common Last Name, it is recommended that the user also specify the First
Name — that will decrease the number of responses returned from the search.

Reports | Help

Welnme ta Grants Online M Grants A Student 25, Yoo are bgged in ta TRAINZE, Log OFf

Advisories > > Manags Applcation Reviewsrs

Manage Application Reviewers

Foter search terms Lo find a person.

Competition for

Aopscations Frst e —
+Reassion Midde Name —
Ercasen i I

on Awards or

Applications Expurtise
—— —
* Search B
Applications E-Mail Address I__i
State [Please select a state i
Exclude Unavailable Reviewers
| Search |

MNothing found to display.
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4. As an alternative, the user can specify Expertise or a valid email address to
search for a Reviewer.

% NOTE: Use the checkbox on the screen (see image below step 5) to
exclude Reviewers who are not available to evaluate applications.

5. When the value for the column Available is “N”, the Reviewer is currently not
available to conduct reviews. When the value for the column Valid User is “N” the
Reviewer does not have a unigue email address associated with his/her
username.

In the image below, several Grants Online users have the same email address
(testemail@msg?2.rdc.noaa.gov). Therefore only the user Grants Student00 has a
“Y” displayed in the Valid Users column; all other users shown on the screen
have “N” displayed in the Valid Users column.

Manage Application Reviewers

Enter search terms to find a person.

First Name
Middla Name

Last Hame Etuden

Please sebect 3 state x

10 Student0D, ¥ GOT Ora Commarea Pragram Office (OCPO) testamail @msg.rde.neas.gov (20020 Cantury Bivd, This parsen would
Grants 1212 M0 20874-  Chemistry,  make a stellar
Sratistics reiewer.
Studentdl, ¥ M GOT One Commerce Program Cffice (00RO) 301-554 testemail Gmsg.ric.noaa.ooda entury Blvd,
Granits 1212 , MO 20874
12 Student0z, ¥ L] GOT One Commerce Program Office (0CPO) 301-55% testemail @msg2.rde.noas. oo 20020 Century Bhvd,
Grants 1212 , MO 20874-
1143 usa
Studentod, ¥ M 50T Cne Commarce Program Céfice (OCPO) 301-55¢ testemall @meg ric.roaa. god 20020 Century Blvd,
Grants 1212 Germantown, MO 20874
13105
L1

6. Click the ID link next to the name of the Reviewer you would like to select.

Manage Application Reviewers
Enter search terms to find a person.
First Name
Middle Name | |
Last Name W‘
Organization I:|
E-Manl Address
State |F’|uas«_' select a state L |
Exclude Unavailable Reviewers
%arrh
.Wm_
User
Student0d, Y GOT One Commerce Program Office (QCPO) 301-555-  testemail@msg2.rdc.noaa.gov 20020 Century Blvd,
Grants 1212 Germantown, MD 20874-1143
usA
10891 Student01, ¥ N GOT One Commerce Program Office (OCPO) 301-555-  testemal@msg2.rde.noaa.gov 20020 Century Blvd,
Grants 1212 U&;:ﬁmanrown MD 20874-1143
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Conduct a Review Event Using Grants Online

7. On the resulting screen, each data field with a red asterisk (*) represents
mandatory data entry. The Person Id is pre-populated with a unique number. The
Review Event Manager must prov