InfoReady Training - Reviewer Experience

0:02
Welcome.

0:03
In this video we will go through the InfoReady reviewer experience, specifically talking about how to log in, navigate the reviews tab, view applications that you have been assigned, and finally saving and submitting reviews.

0:20
Let's begin.

0:27
Your InfoReady reviewer experience will begin by receiving an e-mail from InfoReady.

0:34
In that e-mail you will have a link to an InfoReady site similar to the one I'm showing on screen.

0:42
So the first thing you'll want to do is log in.

0:45
If you click log in in the upper right corner, you are then sent to a login page.

0:51
Now if you are an internal reviewer, meaning that you have institutional credentials for the site that you are accessing, you'll most likely use this blue button like I'm showing here.

1:05
This one says a Grants Resource Center login.

1:08
Obviously yours will be specific to your institution.

1:11
If you're an external reviewer you will use the bottom login for other user section and if it's your first time being on a specific InfoReady site you may have received a separate activation e-mail.

1:26
So you would want to make sure that you set your password before you log in.

1:30
In my case, I've accessed this site before, so I'm entering my e-mail address and password and then clicking Login.

1:39
Now, once you're logged into the site, you'll want to navigate to the Reviews tab in your global navigation bar, and this Reviews tab will then show all of the pending reviews that are in your queue.

1:58
So by default, we show everything that you need to review sorted by the most upcoming due dates, so the things that are due the soonest.

2:10
Now if you only have a few applications listed in the table below, you may want to start by downloading all of them at once.

2:18
So this Download Pending Applications button PDF in the upper right corner would compile a single PDF packet of all of the applications that are listed in the table below.

2:31
I have quite a few so I'm going to decide to go into these one by one, but it's up to you.

2:39
So in this table the application title is primarily how you will access the application.

2:45
The applicant column lists the applicant's name if it is shown by administrators.

2:51
So if you see with help by administrator in the applicant column, that just means that the administrators have chosen to keep the applicant's identity private for the opportunity you're reviewing for competition title, list the name of the overall process that you're reviewing for, and then the status column will show all of your pending reviews by default.

3:17
So if you see draft, that means that your review is in a draft state that you haven't completed yet.

3:22
But you can also go back and look at any review you are done by sorting to submitted or just looking at all at once.

3:32
But generally you want to keep it on pending to show the items that you need to take action on.

3:40
So like I mentioned, I want to review these individually.

3:43
So I'm going to click the application title here just as an example.

3:48
Summer Days application #1184.

3:51
That number is just auto assigned by the InfoReady platform, so it's a unique identifier per application.

3:59
So if I click on this application, I'm now on the back end of it.

4:05
There are two ways to download or review an application.

4:11
The 1st and probably easiest is clicking this PDF button in the upper right corner.

4:16
When I click on that, my application is going to download to Adobe PDF.

4:22
So depending on how your computer is set up to access downloads, it will either kind of open separately in Adobe or like I'm showing here, I actually have mine set to open in a new tab right on my browser, but again that may vary for you.

4:41
So looking at this application packet, it starts with a table of contents.

4:46
So I can see that Fred 5 stirs my applicant application ID #1184 and the title is listed as well.

4:55
So summer days I've got a proposed budget file on page 2 and a review form on Page 3.

5:01
So that initial table of contents page lists all of the files in the review packet.

5:08
If I Scroll down the first page or pages, just depending on how long the application is, we'll list high level information like the competition details, application information, potentially some personal details.

5:24
So any of the short answer questions from the application will be listed first.

5:30
So you can read through all of the different data.

5:34
And then if there are file uploads as part of the application packet, those will come next.

5:39
So in this case, I just have kind of a sample file here that has InfoReady support information.

5:47
And then the last thing in your packet will be a paper version of the review form that you're being asked to fill out.

5:55
So you don't have to do anything with this form initially.

6:00
However, after you submit your review, it will include all of your comments.

6:04
If you'd like having kind of a print out or document of your reviews, you'll always be able to go back and extract that.

6:13
If I go back to my review screen then.

6:16
So the other way that you can look at the application if you choose, if you don't want to look at it as the PDF is by clicking this Show application details accordion.

6:27
So if I click this, I can then see the application right on the screen.

6:32
And in this case, I can navigate through the applicant information, project information, and final steps pages.

6:40
So I can see the questions right on the screen this way and if I want to, I can download the files separately in the Application files section.

6:49
I can always click Show Application details again to collapse.

6:55
You may see instructions at the top of your review form.

6:59
So in this case, my sample says due to the limit number of funds available, please provide comments as to the student involvement in the project within the circumference and the overall impact this experience would have with the student.

7:11
So those were all customized by the administrator of this program.

7:15
But if you see instructions, make sure to read through those.

7:20
And then my sample review form here is just asking me to please indicate whether you approve or do not approve this application moving forward.

7:28
So I am going to select I approve.

7:31
That's actually the default.

7:33
If I select I do not approve, then the different radio button would be selected, but I will select I approve and then it says enter comments below.

7:43
So I'm going to type yes, this is an excellent submission.

7:51
Now if I weren't ready to submit this review, I could save it as a draft.

7:56
So the save as draft button in the lower right corner will save my content.

8:02
There will be a green alert message at the top that says your review has been saved.

8:06
And this is a nice option, especially if you've been assigned many applications to look at.

8:12
You might want to initially save them and then kind of navigate through the rest using your next and previous buttons on the right hand side and then wait to fully submit.

8:24
The reason for that is as soon as I hit submit review like I'll do now.

8:29
So when I click that submit review button in the lower right corner now my review has been submitted.

8:35
The message says thank you for taking the time to review and provide feedback on this application.

8:40
So this review is complete and I cannot edit it right.

8:44
So I'm clicking here.

8:45
I can't click on do not approve.

8:47
I can't change any of my comments at this point.

8:50
So this review is essentially locked then for editing.

8:54
So make sure to not submit until your review is finalized.

9:01
Again, depending on what reviews you've been assigned, your review forms may look very different.

9:06
So for example, if I click the previous button here, this application by Mary Smith, I'm going to Scroll down just to show a little different view.

9:16
This one has some criteria with comment boxes and ratings that I'm being asked to fill out.

9:24
So there's a feasibility criterion.

9:28
Enter in some comments in the comment box and I'm going to give it a 4.

9:31
And then for the budget, I'm going to type other comments and I'm going to give it a 5 by, selecting the number 5.

9:41
So again, this middle part of the page that you're actually submitting your review in may look quite different.

9:50
If at any point during your review process you have questions, the best recommendation is to always go to the details page first.

9:59
So this details page will list the administrators of the opportunity, and often they list contact information in the description at the bottom of the page as well.

10:13
So if you have a question about what a criterion means or what types of comments you should be writing, anything like that, it's best to click over to the details page.

10:24
And then when you're ready to do your review, you simply select the application an input button.

10:30
Again, you may see other buttons on the right side of the screen as well.

10:39
So for example on this screen I have a View other reviews button, so if there were other reviews they would show up in the middle of my screen when I click that few other reviews.

10:51
In this Case, No reviews are available, but you may have other options that show and.

10:57
Those are all configured by administrators.

11:06
We hope that information was helpful as you navigate your assigned reviews in InfoReady.

11:11
If you still have questions, you can hover over Help in the InfoReady site and click the reviewer link, or you can submit a ticket directly from that help menu as well.

11:23
Our office hours are Monday through Friday, 8:30 AM to 7:30 PM.

11:27
Eastern and our phone number is 734-929-0010, ext 256.

11:35
Thanks for watching.
