Assigning a Peer Reviewer within the
Education Grants Management System
(EGMS)

1. Login and begin on the Home tab. Click the “Applications” tab.

Create Application: Chick the Opportunities module in the top menu
View CurrentPast Applications: Gick the Applications moduls in the top menu

View CurrentPast Grants: Click the Grants module in the top menu

View CurrentiPast Amendments: Click the Grants module in the top meny

ew CurrenuPast Payments: Click the Monitoring module in the top menu

View CurrentiPast Progress Reports: Ciick the Monitoring module in the top menu
EGMS ID: To access a specific record inthe system, Search the EGMS ID in the left menu
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1. Search: To find appiications, search for the Grant name ar EGMS ID
2. Schoal Applications: For School Applications, the School Name column shows the school which the application is created for
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3.

5.

Click the green eye icon to open the pre-application.
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1. Search: To find Pre-Applications, search for the Grant name or EGMS ID
2. School P i For School the School shows the school which the application is created for
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Click the "Staff Assignments” tab.
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Click the blue "New" button.
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Paer Reviewers: To give other users adit accass, click in the New button in the New Name section.
Pre-ppications Change Pre.Application Owner. Click the Edit action in the Owner section and search the name of the user you want to liansfer ownership to. Note: The New Owner will have edit access and recaive tasks and
notifications related to this Pre-Application
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6. Click the “Reviewer Name” field and begin to enter their name. Once you have found the
person, click it to select.
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Pear Reviewers: To give other users edit access, click in the New button in the New Name saction.
Change Pre-Application Owner Click the Edit action in the Quner section and search the name of the user you want fo transfer ownership to. Note: The New Owner will have edit access and receive tasks and

Appications notifications related to this Pre-Application
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7. Click the "Due Date" field to edit it.
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Peer Reviewers: To give other users edit access, dlick in the New button in the New Name saction.
Fre-Appicatons. Change Pre-Application Owner: Click the Edit action in the Owner section and search the name of the user you want 1o transfer ownership to. Note: The New Owner will have edit aceess and receive tasks and
notifications related to this Pre-Application
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8. Select the due date.
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Peer Reviewers: To give other users edit access, click in the New button in the New Name section.
Change Pre-Application Owner. Click the Edit action in the Owner section and search the name of the user you want to transfer ownership to. Note: The New Owner will have edit access and receive tasks and

notifications related ta this Pre-Application
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9. Select "Yes” from the "Allow Record Editing” dropdown.
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Peer Reviewars: To give other users edit access, elick in the New button in the New Name saction
Fre-Appiicatons Change Pre-Application Owner. Click the Edit action in the Owner section and search the name of the user you want to transfer ownership to. Note: The New Owner will have edit access and receive tasks and
notifications refated to this Pre-Application
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10. Click the “save” button.
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Pre-Appiications Change Pre-Application Owner: Click the Edit action in the Ovmer section and search the name of the user you want to transfer ownership 1o. Nole: The New Ovmer will have edit access and receive tasks and
notifications related to this Pre-Application
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11. The status will update to “Sent for Review” and you will receive a success message. The
system will automatically send the new Peer Reviewer an email notification.
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Peer Reviewers: To give other users edit access, dlick in the New button in the New Name section
Pre-Appicatons Change Pre.Application Owner: Click the Edit action in the Owner section and search the name of the user you want 1o transfer ownership to. Note: The New Ovwner will have edit access and receive tasks and
natifications related to this Pre-Apy
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