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Reviewing All Applications & Critiques for a 
Review Meeting 
 
proposalCENTRAL allows grant makers to create very custom review processes. Therefore, what you see in this tutorial 
may differ from what you see in proposalCENTRAL depending on how your grant maker has configured their process.  
The instructions below include (click the section to be directed to the instructions): 
 

HOW TO ACCESS THE REVIEW SYSTEM .............................................................................................................................................. 1 

CONFIDENTIALITY/CONFLICT OF INTEREST STATEMENT .................................................................................................................... 2 

SELECT COMMITTEE .......................................................................................................................................................................... 2 

ACCESSING APPLICATIONS ................................................................................................................................................................ 2 

APPLICATION MATERIALS ............................................................................................................................................................................. 3 
MARKING A CONFLICT ................................................................................................................................................................................. 4 
CUSTOMIZING YOUR VIEW OF THE APPLICATION TABLE ..................................................................................................................................... 4 

ACCESSING CO-REVIEWERS & OTHER CRITIQUES ............................................................................................................................... 5 

THREADED DISCUSSION ..................................................................................................................................................................... 7 

REVISING YOUR CRITIQUE ................................................................................................................................................................. 8 

EXITING THE REVIEW MODULE .......................................................................................................................................................... 8 

 

How to Access the Review System 
 
To access the Review Module, go to https://proposalcentral.altum.com/review/login.asp. Enter your username/e-mail 
and your password. If you’ve forgotten your password, click the Forgot Your Username/Password? link found on the 
right. If you click the link, you will be asked to supply your e-mail address and then an e-mail will be sent to you with link 
to reset your password. 

 

 
 

If you are a reviewer for multiple grant makers using proposalCENTRAL you’ll see a logo for each. Click the logo of the 
grant maker you want to proceed with. 
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Confidentiality/Conflict of Interest Statement 
 
Many grant makers require their reviewers to accept a confidentiality and/or conflict of interest statement either the 
first time or every time they access a committee. If you are prompted to do this, you’ll see a screen similar to what is 
shown below. It will include information from the grant maker and a file to download and review. In order to proceed, 
you will have to click the I Have Read and Accept the Confidentiality Statement button. Additionally, some grant 
makers request an electronic signature as well. If this is required, you’ll see a text box for you to type your name before 
clicking the I Have Read and Accept the Confidentiality Statement button. 
 

 
 
 

 
 

Select Committee 
 
If you have access to multiple committees for the grant maker, you’ll see a committee drop-down menu below the 
Assigned Applications, All Applications and Instructions tabs. To change committees, select another committee from the 
drop-down menu and click the Go button. 
 

 
 

Accessing Applications 
 
proposalCENTRAL allows grant makers to create very custom review processes. Therefore, what you see may be slightly 
different than what is shown below. Generally, you will see 3 tabs: 
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¶ Assigned Applications: This is the list of applications assigned to you. Depending on the current stage of the 
process, it may not be available yet. If you click on the tab and the grant maker has not turned it on, you’ll see a 
message indicating that the view has not been turned on for the committee. 
 

¶ All Applications: This is the list of all applications in the committee. Depending on the current stage of the 
process, it may not be available yet or the grant maker may never make it available. If you click on the tab and 
the grant maker has not turned it on, you’ll see a message indicating that the view has not been turned on for 
the committee. Additionally: 
 

o If you have any conflicts identified for you, they will appear in a table below the list of applications.  
o If the grant maker has triaged any applications, they will appear in a table below the list of conflicts.  

 

 
 

¶ Instructions: This will always be available. You should click on the pink tab to see if the grant maker has provided 
any documents that you should download. 

 

Application Materials 
 
Within both the Assigned Applications and All Applications tab, there are several links available to help you access the 
application materials. Depending on the type of committee that grant maker is using, some of these links may not be 
currently available, but may become available later.  
 

1. Above the table on the right there is a Download All Attachments for All Applications link. Clicking this link will 
download all Word and PDF files for all applications showing in the table. Each application will have a single PDF 
file that will include all Word and PDF files the applicant uploaded and some other application information. All of 
the files will be downloaded to a single zip file. 
 

2. Key Person/Contacts link will open a page with all institution officials and key personnel listed in the application. 
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3. Abstract link will open a page showing all of the information collected in the application on the abstract page. 
What was collected varies from grant maker to grant maker, but typically includes lay and technical abstracts 
along with keywords. 

 
4. App Details link will open up the entire application the applicant submitted. You can review all of the sections of 

the application. 
 

5. All Attachments link will provide the PDF described in #1 above, but for the individual application 
 

 
 

Marking a Conflict 
 
Within both the Assigned Applications and All Applications tab, you can mark an application as a conflict, if necessary. To 
do this, check the box in the Conflict column for the application and click the Remove Conflicts button. 
 

 
 

 

REMINDER: Refer to the instructions from the grant maker regarding what constitutes a conflict.  

 
 

Customizing Your View of the Application Table 
 
To learn more about how you can customize how the table of applications looks, click here to see the “Customize the 
proposalCENTRAL Review System” tutorial.  
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Accessing Co-Reviewers & Other Critiques 
 
Grant makers will determine whether or not you have access to other critiques in your committee. Some grant makers 
allow their reviewers to see co-reviewer critiques. While other grant makers may allow you to see all critiques in your 
committee. If you are allowed to see a co-reviewer’s critique, you will not be able to see it until you submit your own 
critique. 
 
If you have access to co-reviewers’ critiques, there are two places where you’ll be able to see this: 
 

1. If you click the Your Critique link for the application, you’ll be directed to the page with your critique at the top 
and your co-reviewers’ critiques at the bottom. The grant maker may opt to reveal the names of the other 
reviewers to you or to merely identify them by roles and ID numbers. 

 

 
 

2. If you click the Other Critiques link for the application, you’ll be directed to a page with all critiques at the top, 
including yours, threaded discussion in the middle (if used by the grant maker), and application information at 
the bottom. The grant maker may opt to reveal the names of the other reviewers to you or to merely identify 
them by roles and ID numbers. 
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If you have access to the All Applications tab and the grant maker has allowed you to access critiques for applications 
not assigned to you, when you click the Other Critiques link for an unassigned application you will be directed to the 
same page referenced in #2 above. As mentioned above, on that page you’ll be able to see all critiques at the top 
threaded discussion in the middle (if used by the grant maker), and application information at the bottom. The grant 
maker may opt to reveal the names of the other reviewers to you or to merely identify them by roles and ID numbers. 
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Threaded Discussion 
 
If a grant maker has allowed threaded discussion, there are two ways that you can access it: 
 

1. Click the link showing in the Discuss column. The link will appear as X/Y where X is the number of reviewers 
participating in the discussion and Y is the number of comments posted. 
 

2. Click the Other Critiques link. 
 
Both links will direct you to a page with all critiques at the top, threaded discussion in the middle, and application 
information at the bottom. The comments are sorted by date with the most recent comment at the top. The grant 
maker may elect to reveal the reviewers’ names or only identify them by an ID number and role.  
 
To post a comment, enter text in the box (1) and click the Add New Message button (2). When you’re done, click the 
Return to - Committee Roster link (3) in the top right. This will return you to the list of applications that you came from. 
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Revising Your Critique 
 
Most of the time if a grant maker has allowed you to see other reviewers’ critiques and participate in threaded 
discussion, they’ll also allow you to revise your critique. However, not every grant maker allows this. If the grant maker 
does allow you to make revisions, you can revise your critique in the same manner that you entered it originally, i.e. click 
the Your Critique link for the application, edit your critique, and click the Save button. You won’t need to click a Submit 
button again. The Submit button is only for the original submission. After that, every time you click a Save button to 
retain changes, the system will note that it’s a revised critique. Critiques that have been revised will show “Submitted 
Rev” as the status. 
 

 

Exiting the Review Module 
 
When you’re ready to leave the Review Module, you can click either the Logout tab or the Logout link, both found in the 
upper right. 
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