ADVANCE \d 49 Steps to Reviewing Applications with e-Reader
Step 1 – Find out your eligibility to use e-Reader. Some grant competitions are reviewed electronically using e-Reader, while others use a paper process (decided by Program Office). As a peer reviewer for the Department of Education, the Program Office will contact you if you are chosen to review applications electronically using e-Reader. You may then register.

While scoring and answering questions, you will want to refer back to the application text. You should have received a copy of the application from the Program Office or information on how to access the application online.

Step 2 – Register/Login. If you are a new user to e-Grants, you will need to register to use e-Reader. From the e-Grants Portal Page <http://e-grants.ed.gov/>, click on the continue button and click the register button on the right side of the next page. Select the e-Reader module and click the next button. Please provide the requested information. (Note: when prompted for your last name, first name and e-mail address make sure these are entered exactly as you provided to the Program Office). Your e-Grants password will be sent to the e-mail address you provide. Once you receive the e-mail, enter your username and password and click the login button.

If you already have a username and password for e-Grants, use them to login. If you have access to more than one e-Grants module, you will be directed to select which module you wish to enter. Keep in mind that this username and password will be used for all e-Grants modules. In order to update your registration for additional e-Grants modules, click the the appropriate tab on the top of the screen and provide the requested information.

Note the following browser compatibility problems. The site is viewed best in Internet Explorer 5. We currently support IE 5 and Netscape 6.2 (along with later versions of both IE and Netscape). Please make sure that you have Cookies and JavaScript enabled in your browser.

Step 3 – Open your panel. A panel is a group of people responsible for reviewing applications for a specific competition. You may belong to one or more panels. After logging in, open a panel by clicking on it.

Step 4 – Report conflict of interest. You will be asked to report any potential conflicts of interest for each panel you enter. You may or may not have a conflict of interest with the applications you are reviewing. If you do, you must report it to the Program Official for each grant application you review. Indicate whether you are receiving compensation for reading. Remember to click the "Submit" button at the bottom of the page when finished. Print, sign, and fax the form to the Program Office using the fax number provided on the print window for the conflict of interest form.

Step 5 – View list of applications. After opening a panel (Step 3), you will see a list of applications to review and score (i.e. Technical Reviews). Notice each Technical Review shows a status next to it, either, Not Created, Initiated, Draft, Completed, or Submitted. Click on a Technical Review to open the Technical Review Form.

Step 6 – Score each application. The Technical Review Form shows a list of questions used to score each application. Enter your scores and comments by clicking on each question. Please remember to click the "Save" button after you complete each question.

NOTE: Depending on whether the application was submitted electronically, the application text may also be viewable electronically as a link found on the Technical Review Form page under Reference Material.

Step 7 – Participate in panel discussion. Before submitting your review, you will participate in a panel discussion, either in person or over the phone. The method of discussion will depend on the Program Office. The panel monitor will contact you with more details. After discussion, make any necessary changes to your reviews.

Step 8 – Submit your review. Before submitting, make sure that 1) you have participated in a formal panel discussion; 2) you double check that your scores and comments are correct; and 3) all your questions are in "Completed" status, shown on the Technical Review Form.

Submit your Technical Review Form for the application by clicking "Ready to Submit" found at the bottom of the Technical Review Form.

Step 9 – Review all applications. Repeat the process for each application review. You may click the "Return to Panel Page" button found on the Technical Review Form after each review is complete. Or you may submit multiple forms at one time by selecting the appropriate check boxes on the panel page and clicking the “submit selected” button.

NOTE: For more detailed help on using e-Reader, please see the User Guide, or the e-Reader "How-to" presentation. 

