
Instructions for Reviewers  
 
Quick Start instructions:  
  
1. Login  
2. Click on Grant Administration  
3. Navigate to your folder for your assigned reviews  
4. Click on the title of the grant application, download the proposal, C.V. and  
budget, print out the application form if needed  
5. Supply the chair with your review information by using the form at  
Reviewer 1 or Reviewer 2 tab respectively. Do not forget to save your  
 Information.  
  
  
Detail instructions:  
  
1. Login using your provided username.  You should have received the  
username via e-mail. When you first log in you should be prompted to provide a 
new password Ð it should be at least 8 characters.  
2. Once you have logged in with your new password, click on the tab ÒGrant 
AdministrationÓ.  This will take you to the section of the web site reserved for 
administrating the grants. (Note: If you do not see Grant Administration in the top 
tab bar, check to make sure your name is visible top right hand side.   
  

 
  
 
(In the example above, my log in user name is visible as Shan D. Duncan, and 
the log out link is visible)  
 
3. In the Grant Administration Section you can access your assigned list of grants 
by either using the shorthand link to your folder on the right hand side or click on 
the folder that says: Folder for Reviewers,   
 
4. In your folder you will see two scripts.  For example, if the reviewer were Doug 
Mock, when they went to their folder  (Grant Administration !  Reviewers !  
Doug Mock) , they would see the script  ÒList of grants assigned to Doug Mock as 
Reviewer 1Ó. Click on this script and it will pull up a list of the grants available for 



you to review.  
 
5. Click on the title of the grant.  This will take you directly to the grant  
application itself in view mode (note the View Grant tab is highlighted).  
  

 
  
  
6. This view contains all the information supplied by the applicant as well as links 
to the Proposal, CV and Budget documents they uploaded.  You can create a 
hard copy of this form by using your browser print commands.  
 
7. To download the Proposal itself, as well as the CV and budget, scroll down the 
form till you see the upload section of the form (this example is from a test 
proposal that Steve Ramey kindly provided.  
  
  

 
 
 
8. Click on each link (if it is a PDF as above it will have the appropriate icon, 
some people upload their documents as word files.  If you have trouble 
downloading these files send an email to sdduncan@abs.animalbehavior.org  
and we!ll try and provide you with an alternative format or in some cases; we 
have to e-mail the applicant to send another copy in a different format.  
 
9. When you are ready to finalize your review, you may now use the tab at  the 
top of each application called: Reviewer 1 (or Reviewer 2, respectively).   
  
 



 
  
10.  This will provide you with a form to enter information about your assessment 
of the grant application. Especially important is the reviewer comments section. 
In the past only those that were awarded grants were also sent the reviewers 
comments.  The new policy is to make the comments from the reviews available 
to ALL applicants. By providing this information in the on-line form, instead of 
having to e-mail each applicant with a notice about their award and comments 
from the reviewers, once the reviews are finalized, all applicants will be able to 
log in and immediately view that section of the form that contains the reviewers! 
comments for that grant application via the reviewers! comment tab. Note:  They 
will not be able to view the information under reviewer 1 or reviewer  2, just the 
comments.  
  
As you complete the information in the Reviewer section:  
  
 Grant Category Awarded  
 Short Listed  
 Reviewer: Review Ranking  
 Reviewer: Funding Decision  
 Reviewer: Amount Awarded  



  
Finally Save the form, do not forget to save the form!  
  
The chair will be able to pull a list of the grant applications according to the Grant 
Category, if they should request a letter from the advisor, where you think the 
grant ranks according to your list and if you think the grants should be funded 
and for how much.  
  
11. Once you are finished, send an e-mail to the chair( ) with any private 
comments, suggestions etc.  This  could also include bring in secondary 
reviewers.  If you have any questions about the web site do not hesitate to e-mail 
Shan Duncan at sdduncan@abs.animalbehavior.org.  To help improve the 
process next year feel free to send any suggestions on how we might improve 
the process.  
  
We would like the option of requesting your help with a second (smaller) wave of 
reviews as needed to narrow down the selection of awardees.  Please inform 
Chris Evan!s whether you are available for this second wave when you send in 
your reviews.  
  
To give you an idea of our overall numbers, we have around 130 grant 
applications, covering the grants in all categories.  Full funding is a maximum of 
$1,000.  
 
Steve Ramey wrote a short e- mail l ist ing a methodology he thought 
might be useful to consider for reviewing the combined grant 
applicat ions. 
 
[e- m ai l  f rom  ABS Cent ral  Of f ice (Steve Ram ey) ] 
 
Funds available for 2006/ 2007 
 
* Student Grants $26,000 ($1,500 from silent  auct ion):: $1,000 and 
$500 awards, try for 50:50 mix  
 
* EO Wilson Conservation $1,000 :: 1 award of $1000 
 
* Cetacean Behavior up to $2,000 :: $1,000 and/ or $500 awards 
 
* Developing Nat ion $1400 :: 2 awards of $700 
Suggested Funding Levels 
 
Awards should be at two levels: 



 
*  $1000 for top ranked awards 
* $500 for lower ranked awards 
 
If  a student does not request the full amount, you may award less at 
your discret ion. 
 
Suggested Methodology 
 
Basically, I (Steve Ramey) would approach this as follows: 
 
1. Rank all proposals 
2. Determine a level at which a proposal should NOT be funded. 
Regardless of the circumstances, we will not fund these. 
3. Determine an appropriate cutoff  for the $1000 awards (based 
hopefully on a drop- off  in quality or balancing the funds available -  
try to balance the number of $1000 and $500 awards, in other 
words; 15 $1000 and 15 $500 would be a good mix , so you 
probably want to f ind a break- off  at around 15 top awards. 
4. Select  the highest ranked, funded EO Wilson proposal for the EO 
Wilson award. If  this falls below the $1000 threshold let  me know 
and I'll contact the conservation group to see whether they wish to 
award the full amount or $500. If  no award qualif ies for funding, no 
award is made. 
5. Select  the highest 1 or 2 funded cetacean behavior proposals for 
the CBC Awards. These will be made at the level ranked. That is, if  
the highest CBC proposal is ranked in the $500 range, that is what 
it  will receive. If  no proposal is fundable, no award is given. 
 
Basic premise is that judging is independent of the award funding 
source. We rank them all as object ively as possible, then divvy up 
the funds af terward as they fall out . 
 
Hope that helps. 
 
Best , 
Steve  
 


