’ GrantsPost

Committee Chair Guide

Use this guide if you assign reviewers, compare reviews, and finalize the committee
recommendation.

BEFORE YOU BEGIN
Confirmthat you are assigned as the Committee Chair for the current Grant Cycle.
HOW TO USE THIS GUIDE

Complete the tasks in order. Each task tells you where to begin, what to select, how to know you are
finished, and what happens next.

Understand the two timelines

A Grant Cycle can close while its awarded projects and reports continue.

Grant Cycle One application opportunity, including its application dates, review, and award
decisions.
Project Period The dates when an awarded project is expected to begin and end. It may continue after

the Grant Cycle closes.

Reporting The progress and final reports required for an awarded project, with their due dates.
Schedule
Project closeout The final checks that formally complete an awarded project afterits required reports
are accepted.
Tasks ataglance
1. Signin 4. Compare completed reviews
2.Use the committee review queue 5. Finalize the recommendation

3. Assign committee reviewers

Screenshots use fictional training records. Names, dates, amounts, and district numbers will differ.



Signin
WHERETO BEGIN Start onthe GrantsPost sign-in page.

1 Enter the email address fromyourinvitation.
2 Enteryour password.

3 Select Signin. If you cannot remember your password, select Forgot password?

Signin
Use the email and password from your workspace invitation.

Email

Password

Forgot password?

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN WHAT HAPPENS NEXT

You arrive at the home page foryour assignedrole. GrantsPost opens the home page foryour assigned
role.

IF SOMETHING IS Check that you used the email address from the invitation. Use Forgot password?

NOT WORKING

before asking an administratortoresend access.
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Use the committee review queue

WHERE TO BEGIN Open Committee, then Review Queue.

1 Read the Available, In progress, and Complete counts.

2 Openthe application assigned to you. If no assignment appears, you do not have review work right now.

3 Check the conflict status before opening the briefing or scoring pages.

District 5150~ Review Queue a
" GrantsPost ﬂ
COMMITTEE REVIEW

Review Queue

Review committee applications, manage assignments, check conflicts, and track scoring
progress

InProgress Complete

3 2 1
i walig gt
& Reviewers can begin only after they accept an assignment and answer the conflict question. Program administrators can still view every application
in this workspace.
Community Garden Expansion  su Review
) eFeb14-2026 District
Community Garden Expansion With Regional Youth , and Long-Term
Stewardship
Example screen. Training names, dates, amounts, and district numbers will differ.
YOU ARE FINISHED WHEN WHAT HAPPENS NEXT
You know whether to assign reviewers, complete a Returntoyourrole's home page and follow the next
review, or wait. action shown by GrantsPost.
IF SOMETHING IS If the queue is empty, you do not have committee work right now. Do not use another

NOT WORKING .
person's account.
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TASK3 OF 5

Assign committee reviewers

WHERE TO BEGIN

Openthe committee review cycle, then Reviewer assignments.

1 Choose the required number of reviewers from the reviewer list.

2 Select the assignment action shown for each reviewer and confirm the assignment status.

3 Do not start scoring until the required reviewers have accepted and cleared conflicts.

‘J GrantsPost

trict 5030 QA © Review Queue

¢ Committee dashboard

Lakeview Community Cooling and Resilience Project

eview Rotary Club QA - Ap

Application
67e22fd-edf

Current Committee Reviewers

No active Committee reviewers are assigned to this cycle yet

O Assignment History

Sam Primary Reviewer
wcompleted: assig 617

Lee Committee Reviewer

Opened

Formal Committee Review - Cycle 2

2, Assignment Status

active Committee reviewer assignments

0 awaiting response
Oaccepted

0 confiict declared

Assign Reviewer
ment

Reviewer

Choose reviewer

Reviewer Roster

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN

The requiredreviewers have accepted and cleared

conflicts.

IFSOMETHING IS
NOT WORKING

Committee Chair Guide

Use Help or Ask for help. Include the page name and what you were trying to do. Never

send your password.

WHAT HAPPENS NEXT

Returntoyourrole's home page and follow the next

action shown by GrantsPost.

Page 4



Compare completedreviews

WHERE TO BEGIN Openthe application, then Review summary.

1 Confirm the page says Ready for discussion.
2 Compare criterion scores, comments, and the combined result for the current review cycle.

3 Resolve missing reviews orincompatible scorecards before moving on.

District 5150  Review Summa a
" GrantsPost e 5 a

. Committee Review Summary - District 5150
Community Garden Expansio

Community Garden Expansion Ready for Discussion

0%
submitted

©  Ssubmitted reviews are comparable 2 Role Context

2 submitted reviews use the same applicationversion and scoring guide.

Reviewer assignments Ototal

@ Nextstep

Comi

Example screen. Training names, dates, amounts, and district numbers will differ.

YOU ARE FINISHED WHEN WHAT HAPPENS NEXT

The summary says Ready for discussion. Returntoyourrole's home page and follow the next
action shown by GrantsPost.

IF SOMETHING IS Use Help or Ask for help. Include the page name and what you were trying to do. Never
NOT WORKING
send your password.
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Finalize the recommendation

WHERETO BEGIN From the review summary, open Recommendation.

1 Choose the committee recommendation allowed by the Grant Cycle.
2 Enteraclearrationale. Forarevision, choose only the sections the applicant may edit.

3 Finalize the recommendation. This does not notify the applicant or create an award.

District 5150 + Recommendation a
" GrantsPost a
. Committee Recommendation Finalized - District 5150

Community Garden Exp: INCLUDED ~ REQUIRED  VERSION

Commi ding: no Applicant notification, award, revision

dispa r handoff

© Committee recommendation complete i Overallreviewresuits
The recommendation cannolonger be edited. The district must make the application decision before funding oran award can be

Saved draftbasis
approved

31.25
Mean

ghted total

@ Recommendationlocked

OUTCOM FINALIZE VERSION 4 19.50
trictd ding

Recomi Jul 1

ws. This does not With 20, N
Conditi 2026
Finalized by
ttedreviewer  MorganRecommendation
Cha
Based on application versior
Recommendation outcome Chairrationale
- ot
:
Review package
Review summary
Project briefing
d cannotbe edited Review application details
Score application
Reviewer summaries lomitted review

View submitted review

Example screen. Training names, dates, amounts, and district numbers will differ.
YOU ARE FINISHED WHEN WHAT HAPPENS NEXT

The recommendationis finalized against the current An application decision approver can now make the

application version. district's formal decision.
IF SOMETHING IS Use Help or Ask for help. Include the page name and what you were trying to do. Never
NOT WORKING

send your password.
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