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

1. Login and begin on the Home tab. Click the “Applications” tab.
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Create Application: Click the Opportunities module in the top menu
View Current/Past Applications: Glick the Applications modula in the top menu

View Current/Past Grants: Click the Grants module in the top menu

View Current/Past Amendments: Click the Grants module in the top menu

View Current/Past Payments: Click the Monitoring module in the top menu

View Current/Past Progress Reports: Click the Monitoring module in the top menu
EGMS ID- To access a specific record in the sysiem, Search the EGMS ID in the left menu
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2. Find the application you would like to open and click the green eye icon to open the
record.
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m 1. Search: To find applications, search for the Grant name or EGMS ID
2. School Applications: For School Applications, the School Name column shows the school which the application is created for
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3. Click the “Staff Assignments” tab.
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5. Search for the name of the person you would like to add as a Peer Reviewer.



Add New Peer Reviewer

Save
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*Reviewer Name Description (2

*Due Date *Allow Record Editing
8/30/2024 Yes

Status
Created

6. Once you have found the person, click “Select.”
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7. Click the "Due Date" field to edit it.
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Save

* Required to Save Required to Submit

Peer Reviewer

*Reviewer Name Description (i)

*Due Date “Allow Record Editing
8/30/2024 Yes

Status
Created

8. Select the due date.
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9. Select the answer from the “Allow Record Editing” dropdown.
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Description (

*Allow Record Editing

‘ Yes v

10. Click the “Save” button.

*Allow Record Editing

Yes

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.
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12. To find the application sent for Peer Review, start on the Home page.
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View CurrentfPast Applications: Click the Applications module in the top menu
m View CurrentPast Grants: Click the Grants mocuie i the top menu
View Current/Past Amendments: Click the Grants module in the top manu
e View Current/Past Payments: Click the Monitoring modulz in the top menu
il View Current/Past Progress Reports: Click the Monitoring module in the top menu
EGMS ID- To access & spacific record n the systerm, Search the EGMS ID in the lft menu
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13. Click the hyperlinked number next to the Applications line.



Grants Por

Create Application: Ciick the Opportunities module in the top menu
View CurrentPast Applications: Glick the Applications mdul in the top menu
View CurrentPast Grants: Click the Grants module in the top menu

View Current/Past Amendments: Ciick the Grants module in the top menu
View CurrenuPast Payments: Ciick the Monitoring module in the top menu

Al ~| View Current/Past Progress Reports: Click the Monltoring module in the fop menu
EGMS ID: To access a specific record in the system, Search the EGMS ID in the left menu
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14. Click the "Search” field and enter in your search term if you would like, otherwise you can
search through the table manually.
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15. Click the green triangle icon to begin reviewing the application.
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2. Program of Interest: To receive tasks and notcations for a specifc grant program, associate the Program of Interest in the Organization Profile
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16. Click the “Forms and Files” tab.
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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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