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Reviewing Applications

�‡ Once you clicked on one of the quick links you’ll see a list of the application(s) 
awaiting your review. To review an application, click “View”.
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Committee Reviews

�‡ The “Committee Reviews” tab allows all reviewers assigned to an application to read 
each others’ comments.



Reviewing Applications

�‡ Although you can review an application by going through its different tabs and sub-
tabs, the simplest and most efficient way to review an application is to export it to 
Word.



Reviewing Application in Word

�‡ Exporting the application and saving it as a Word document, will allow you to type 
and save your comments on your own computer. Once you’ve completed your review, 
you can copy and paste your comments from the Word document into the 
“Reviewer’s Comments” textbox.







Entering & Saving Review Comments

�‡ When you save your comments, a message in red font will appear on the “Review 
Comments” screen informing you that your comments have been saved but not 
submitted.



Entering, Saving & Submitting Review Comments

Once you are done 
reviewing the application 
and are ready to submit 
your comments, hit 
“Save” then “Submit”. If 
you are a Secondary 
Reviewer, the application 
will move to “Application 
Requiring your Review 



Entering, Saving & Submitting Review Comments

�‡ The Chair – or, Primary Reviewer – is the only person who has the “Review Decision” 
field and drop down menu on their “Review Comments” screen.

As the Primary Reviewer, you are responsible for 
submitting the review committee’s final decision. 
Once you are done reviewing the application, 
please select your decision from the drop down 
menu before hitting “Save” then “Submit”. Once 
you have submitted your comments and the 
committee’s final decision to the Office of 
Research Services, the application will drop from 
quick links for all members of the reviewing 
committee.




