
Assigning a Peer Reviewer within the 
Education Grants Management System 

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

2. Find the application you would like to open and click the green eye icon to open the
record.



  

3. Click the “Staff Assignments” tab.   

 
4. Click the “New” button. 

 

 
 

5. Search for the name of the person you would like to add as a Peer Reviewer. 
 



  

 
 

6. Once you have found the person, click “Select.” 
 

 
 

7. Click the “Due Date” field to edit it. 
 



  

 
 

8. Select the due date. 
 

 
 

9. Select the answer from the “Allow Record Editing” dropdown. 
 



  

 
 

10. Click the “Save” button. 
 

 
 

11. Once a Peer Reviewer is assigned, the system automatically sends it to them for review. If 
you need to send the application to review to another person, click the square icon with 
the arrow. 
 



  

 
 

12. To find the application sent for Peer Review, start on the Home page. 
 

 
 

13. Click the hyperlinked number next to the Applications line. 
 



  

 
 
 

14. Click the “Search” field and enter in your search term if you would like, otherwise you can 
search through the table manually. 
 

 
 

15. Click the green triangle icon to begin reviewing the application. 
 



  

 
 
 

16. Click the “Forms and Files” tab. 
 

 
 

17. Click the blue pencil next to the form you would like to edit and continue with the 
application submission process. 
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