HelpGuide— Introductionto the RevieweiDashboard& EndorsemenProcess

Loggingnto InfoEd

AccessnfoEdat infoed.utoledo.edu
Thiswill take youto the Towerloginpage. Login usingyour UTADusernameand password.

AccessinyourRevieweiDashboard

Whena proposalrequiresyour endorsementyouwill receivean emailnotificationfrom infoed@utoledo.edyor
urfo@utoledo.edufor URFQprograms).Theemailis sentfrom a systemaccount,but you CANreplyto it (if needed)and
the replywill be sentto a monitored mailbox.

Inthe emailyouwill seealink to your RevieweDashboardyhichallowsyouto reviewrelevantdetailsaboutthe
proposaland submityour endorsementdecisionand any comments(if applicable).If you are alreadyloggedinto InfoEd,
you canclickdirectlyon the ReviewemDashboardink in the notification emailandit will openautomaticallyin a new
window. If you are not alreadyloggedinto InfoEd ,whenyou clickthe link you will be promptedto loginwith your UTAD
credentialsfirst andthen the ReviewerDashboardvill open. Youcanalsoaccesghe RevieweDashboardy navigating
to the “Assignments’tab in the top menubar of your InfoEdportal whereyou will seea list of all proposalsrequiring
your endorsement.

*Pleasenote: Youwill needto turn off the popup blockeron your browser BEFOREccessinghe Reviewer
Dashboard! SeeAppendixA at the end of this Help Guidefor browser specificinstructionson turning off the blocker.

Orientationto the RevieweiDashboard
TheRevieweDashboardontainslinksto all the information neededfor a thoroughreview of the proposal,including
budgetand personneldetails.

DashboardHeader
Theheadercontainshasicinformation aboutthe item for review. Forproposalsthisincludesthe RecordNumber(link
to the ProposaDevelopmeni{PD)record),the PIname,the title of the project,andthe sponsor.

DashboardideTabs
TheDashboarcautomaticallyopensto the Reviewscreen However there are three screensavailablein total alongthe
left sideof the dashboard:
x Review Allowsyouto accesdinksto the proposalrecord,recordcomments(if applicabie)udedin the proposal. Youca
there will be anotherlink to the ProposaDevelopmeniRecordhere whichwill containthe full pi
package.IMPORTANTtemsin the list that have

adrop down menumustbe changedo “Reviewed or “Not
applicable’beforethe decisionbuttons becomeactive.






AppendixA—Howto turn off PopUp Blockersn your preferredweb browser

Chrome
1. OpenChrome.
At the top right, clickthe verticalellipsesto getto the mainmenu.
ClickSettings.
ClickPrivacyandsecurity.
ClickSiteSettings.
Scrolldown, clickPopupsandredirects.
Inthe “Allowedto sendpop upsanduseredirects”section,clickAdd.
Typehttps://infoed.utoledo.eduin the boxandclickAdd.
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Firefox

1. OpenFirefox.
2. Clickthe



