
1

Administer and Manage 
a Review

User Guide  |   2007

rev 2d—December 28, 2007

NSPIRES  |   INTERNAL

NASA RESEARCH AND 
EDUCATIONAL SUPPORT SERVICES



2

Revision History

Date Version Description Author
2/14/2007 2c Draft Release Glenn Paterson

12/28/2007 2d Removed draft status Glenn Paterson



3

Table of Contents

Introduction ..................................................................................................... 5
The Review Process...................................................................................................................5

Accessing a Solicitation’s Reviews ............................................................... 7
Solicitation Review Tab ...........................................................................................................8
Adding an Evaluation Form ...................................................................................................9

Evaluation Forms ............................................................................................ 9
Overall Grade Scoring Methods .................................................................12

Adding an Overall Grade Scoring Method .................................................................... 12
Viewing/Editing an Overall Grade Scoring Method................................................... 13

Solicitation Review Listing ..........................................................................14
Adding a Review ..................................................................................................................... 14

Review Module ..............................................................................................16
Review Information ............................................................................................................... 17
Review Support ....................................................................................................................... 18

Support Roles and Options ........................................................................................... 18
Adding Support Personnel ........................................................................................... 19

Individual Review Settings .................................................................................................. 20
Evaluation Sharing ........................................................................................................... 20
Editing Individual Review Settings ............................................................................ 21

Panel Review Settings ........................................................................................................... 21
Editing Panel Review Settings ..................................................................................... 22

Associated Response Structure(s) .................................................................................... 22
Adding an Associated Response Structure ............................................................. 23
Deleting an Associated Response Structure ........................................................... 23

Reviewers .......................................................................................................24
Roles of the Reviewer ............................................................................................................ 25

Review Role ........................................................................................................................ 25
Reviewer Role (Proposal Assignment Role) ............................................................ 25

Review Assignment Agreement ....................................................................................... 25
NDA Status ................................................................................................................................ 26
Adding Reviewer .................................................................................................................... 26
Viewing Reviewer Details .................................................................................................... 27

Reviewer Information ..................................................................................................... 27
Reviewer Options ............................................................................................................. 27
Proposals Assigned .......................................................................................................... 28

Edit Reviewer Options .......................................................................................................... 28
Edit Reviewer Proposal Assignment  ............................................................................... 29
Remove Reviewer Proposal Assignment ....................................................................... 29
Remove Reviewer ................................................................................................................... 30
Notify Reviewers ..................................................................................................................... 30

Proposals ........................................................................................................31
Adding Proposals to a Review ........................................................................................... 32
Generate Review Copies ...................................................................................................... 33
Viewing Proposal Details ..................................................................................................... 34



4

Review Copies .................................................................................................................... 34
Compiled Evaluations ..................................................................................................... 35

Assigning Reviewers to a Proposal .................................................................................. 36
Reviewer Role (Proposal Assignment Role) ............................................................ 36

Edit Reviewer Proposal Assignment ................................................................................ 36
Remove Proposal Reviewer Assignment ....................................................................... 37

Panels ..............................................................................................................38
Adding a Panel to a Review ................................................................................................ 39

Panel Information .........................................................................................40
Panel Information ................................................................................................................... 41
Panel Support Personnel ..................................................................................................... 42

Support Roles and Options ........................................................................................... 42
Adding Support Personnel ........................................................................................... 43

External Panel Controls ........................................................................................................ 44
Panel Publication Release.................................................................................................... 44
Delete Panel ............................................................................................................................. 44

Panel Proposals .............................................................................................45
Adding Proposals to Panel .................................................................................................. 46
Removing Proposal from Panel ......................................................................................... 47
Viewing Panel Proposal Details ......................................................................................... 47

Review Copies .................................................................................................................... 48
Compiled Evaluations ..................................................................................................... 49
Conflicts of Interest .......................................................................................................... 49

Attendees .......................................................................................................50
Panel Roles ................................................................................................................................ 51
Adding Attendees to a Panel ............................................................................................. 51
Remove Attendee from Panel ............................................................................................ 52
Viewing Attendee Details .................................................................................................... 53

Conflicts of Interest .......................................................................................................... 54
Individual Evaluations .................................................................................55

Viewing an Individual Evaluation ..................................................................................... 56
Editting an Individual Evaluation ..................................................................................... 57
Creating an Individual Evaluation .................................................................................... 57
Downloading an Individual Evaluation .......................................................................... 57
Uploading an Individual Evaluation ................................................................................ 58
Deleting an Individual Evaluation .................................................................................... 59
Printing an Individual Evaluation ..................................................................................... 59

Panel Evaluations ..........................................................................................60
Viewing a Panel Evaluation ................................................................................................. 61
Editting a Panel Evaluation ................................................................................................. 62
Creating a Panel Evaluation ................................................................................................ 62
Downloading a Panel Evaluation ...................................................................................... 62
Uploading a Panel Evaluation ............................................................................................ 63
Deleting a Panel Evaluation ................................................................................................ 64
Printing a Panel Evaluation ................................................................................................. 64

Table of Contents (cont.)



5

NASA maintains a complex set of  standards for evaluating the numerous proposals it receives in response to a 
solicitation announcement.  NSPIRES supports this complex process with the Review feature.  This feature allows 
you to set up a review so that external members may evaluate these proposals and then gather all the information 
received so that the selection process may begin.

In this guide, you will learn how to set up a review to include:

Adding a review to a solicitation•	

Creating, editing, and selecting evaluation forms•	

Creating, editing, and selecting scoring methods•	

Selecting support staff  •	

Assigning of  proposals to a review•	

Adding reviewers to a review•	

Assigning proposals to reviewers •	

Generating proposal review copies•	

Assigning a panel to a review•	

Viewing and compiling proposal evaluations•	

The Review Process
Members	of 	the	scientific	community	respond	to	NASA	solicitations	for	research	by	submitting	proposals	through	
their	affiliated	organizations.		When	NASA	receives	a	given	set	of 	proposals,	NASA	begins	evaluating	each	proposal	
based on the criteria prescribed in the solicitation.  The goal of  these evaluations is to recommend which of  these 
proposals NASA should select for funding.

The process that manages proposals from their receipt to their recommendation for selection is called a Review.  
Reviews	are	initiated	by	the	NASA	Program	Officer	in	charge	of 	the	program	that	is	soliciting.		Reviews	are	organized	
and supported by NRESS personnel with Administer Review permission.

A Review will consist of  a group of  proposals linked to a associated solicitations, with the addition of  support staff, 
reviewers, individual evaluations, and one or more panels.  

Typically, you will set up a Review to evaluate proposals within only one solicitation.  You may, however, set up a 
Review	to	evaluate	proposals	in	more	than	one	solicitation.		In	this	instance,	the	first	solicitation	will	be	the	Primary 
Solicitation, and all other solicitations will be Associated Solicitations.

Introduction
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One of  the most important parts of  setting up a Review is designation of  the Review Start Date and Review End 
Date.  These dates, which you may change at any time, will govern all external activity for a Review as well as all 
internal dates associated with the Review.  

Your next step in the Review process will be to assign submitted proposals from a solicitation to the Review.  A 
Review evaluates proposals, which you may add or delete at any time within the Review timeframe.  NSPIRES also 
gives you the option of  setting up a Review even before there are any submitted proposals tied to a solicitation.

When	using	the	Review	feature,	you	will	add	internal	members	as	support	staff 	in	a	variety	of 	roles	as	well	as	external	
NSPIRES members as Reviewers, Review Chair, Review Co-Chair.  You may add or remove individuals  from a 
Review at any time.

When	setting	up	a	Review,	NSPIRES	gives	you	the	option	of 	selecting	an	electronic	form	to	record	results	of 	these	
individual evaluations.  NSPIRES will provide the function to compile all individual evaluations, which will become a 
good reference for panel discussion and panel evaluations.

The	final	 evaluation	 and	 recommendation	 for	 selection	of 	 proposals	 in	 a	 given	 review	 is	 often	 done	 in	 a	Panel.		
Panels	are	groups	of 	people	made	up	of 	reviewers—generally	peers	in	the	scientific	community—and	review	support	
personnel.	 	Panel	 activities	 are	overseen	by	 the	NASA	Program	Officer.	 	Rarely,	proposals	 are	 evaluated	without	
Panels.  

NRESS personnel who support reviews with panels will need to perform the following:

Add a Panel to a review•	

Edit Panel Information•	

Manage Panel support personnel•	

Manage Panel proposals•	

Manage Panel Attendees•	

Publish the Panel•	

Compile Individual Evaluations•	

Create Panel Evaluations•	

Lastly, NSPIRES will provide on-line interface at the panel meeting for better grading, voting and reporting of  the 
evaluation process. 
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As an Internal NSPIRES user, you may access the Review section for any solicitation you are associated with. The 
Review section will display a list of  all reviews the solicitation is associated with along with any evaluation forms and 
scoring methods for that solicitation’s review process.

1.  Login to Internal NSPIRES
2.  Select the Solicitations menu 
from the Site Navigatin bar.

From the Solicitation ManageMent	page,	select	the	specific	solicitation	or	program	element	for	which	you	wish	to	
access the review.

3.  Select the appropriate link from the 
Solicitation column

Accessing a Solicitation’s Reviews
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This will bring you to the View Solicitation page.  Scroll to the bottom of  the page to access the Review feature.

4.  Click the Review button 

Solicitation Review Tab
You are now at the Solicitation ReView tab. This page will display all Reviews associated with this solicitation along 
with the solicitation’s Evaluation Forms and the Overall Grade Scoring Methods to be used for the reviews.  The 
Evaluation Forms and Overall Grade Scoring Methods will be the templates used to create the Individual Evaluation 
Forms and Panel Evaluation Forms used during the review.  Depending on your user privileges, you may also be able 
to add a Review, Evaluation Form or Scoring Method to this solicitation.

To view a Review, Evaluation Form or Scoring Method, click the link in the Name column of  the respective section.

Evaluation  Forms created for 
this solicitation

Overall Grade Scoring Methods 
created for this solicitation

Reviews associated with this 
solicitation

Solicitation Review Tab
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Evaluation Forms

Evaluation forms are the criteria used to evaluate a proposal, i.e., the questionnaire used by reviewers.  All Evaluation 
Forms will be displayed in the eValuation FoRMS section of  the Solicitation ReView	tab.		If 	this	is	the	first	time	you	
are creating a form for this solicitation, this section will be blank.  

In order for individual reviewers and/or panel members to rate the strengths and weaknesses of  a particular proposal, 
you must generate the criteria in a form to record their results.  Typically, you will have one form for individual 
evaluations and one form for panel evaluations within each review.  NSPIRES allows you to either create your own 
form from a template, or edit an existing form, if  available.  After they are created, forms are assigned as part of  the 
review options later within the Review module.

Form name displays the name of the form 
and provides a link to view the form 
contents

Preview link provides a preview of 
the web-form that reviewers will see on 
external NSPIRES

PDF link provides a PDF version of the 
questionnaire.

Form DeScription displays more 
detailed information about the 
form for reference.

Add button is used to begin the process of 
creating a new form (appears depending on 
permissions)

Delete button allows those with 
permission to delete a form.

Adding an Evaluation Form
To begin the process of  creating an evaluation form, click the Add button on the eValuation FoRMS section title 
bar.

1.  Click the Add button 
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Next, NSPIRES will display the following screen so you can select whether you are creating a new form, copying an 
existing form into this review or using a form template.

2.  Make selection and click Continue

Note

Only creating a new form is 
available at this time.

Next, enter a Form Name and a description for the form. The name should be less than 20 characters and will be 
used	by	the	system	to	create	the	assignments	within	the	review.	Use	the	description	field	to	provide	more	information	
about each form if  necessary.

3.  Enter a Form name (required)
4.  Enter a DeScription (optional)
5.  Click the Continue button

You now at the View eValuation FoRM page. Since this is a new form, you will need to edit the form to add pages 
and questions to the form.  If  you selected the Form Name link to view/edit an existing form, you may follow these 
steps, as well.

6.  Click the Edit button

At the top of  the form, the option to Add a New Page appears.

7.  Click the Add New Page button to 
create a page

Once a page exists, you can add a question by clicking the Add New Question button. See Evaluation Form Questionnaire–
Add Question for more information.

8.  Click the Add New Question 
button to create a question
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Evaluation Form Questionnaire—Add Question

On the eValuation FoRM QueStionnaiRe - add QueStion page you may create a question for the evaluation 
form.  You must repeat this process for each question you wish to add.  NSPIRES allows you to select from a 
number of  answer formats, such as text input, checkbox, radio button, and also to determine if  the question is 
required or optional.  

a.  Enter QueStion text (required)
b.  Enter question inStructionS (optional)
c.  Select an anSwer Format (required)
d.  Select a radio button if the question is 
Required or Optional (required)
e.  Depending on answer format, enter 
additional fields.
f.  Click OK to add question for 
questionnaire page.  

You will continue to build the questionnaire in this manner until complete, as shown.  If  editing an existing form, you 
may revise any portion of  the form here, as well. Once you publish the review, external reviewers will use this form 
to enter their evaluations.

9.  Edit the form as necessary
10.  Click the Preview button to view 
the form as the external user will see it
11.  Click the Save button to save the 
questionnaire

Previewing an Evaluation Form

Note

NSPIRES will not allow you to 
edit a form once you assign it 
to a review.

icon key
 Edit
  Move down
 Delete

   Move up
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The oVeRall gRade ScoRing MethodS	define	the	scale	used	for	grading	proposals	in	both	individual	evaluations	and	
panel evaluations.  The scoring method can use either adjectival grades (e.g., Excellent, Very Good, Good, etc.) or a 
number scale (e.g., 1–10 or 1–100). There also may be different methods used for individual and panel evaluations or 
for different reviews as well as a single method used for all evaluations.

Overall Grade Scoring Methods

methoD name displays the name  and 
provides a link to view/edit the scoring 
method.

type displays whether method used and 
adjectival or numerical scale

DeScription displays an overview of 
the method for reference.

Add button is used to begin the process of 
creating a new scoring method

Delete button allows those with 
permission to delete a method.

Adding an Overall Grade Scoring Method
To create a new scoring method 
to be used for the review, click 
the Add button on the oVeRall 
gRade ScoRing MethodS title 
bar. 

Only users with the Administer 
Review permission will have the 
ability to add scoring methods to 
a review.

1.  Click the Add button

Adding a Scoring Method
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To create a new scoring method, you 
must name the method and select 
the type.

The Method naMe is used by 
the system to identify the scoring 
method in lists and when assigning 
methods to Individual Reviews and 
Panel Reviews.

There are two scoring types: 
adjectiVal and nuMeRical.  
Adjectival	grades	can	be	defined	by	
the user and are also assigned a point 
value that are used for statistical 
calculations by the system.  The user 
can change, add to or delete from the 
default grades provided as desired. 
The order in which the grades 
appear in the edit screen will be the 
order in which they will appear in 
the external user’s selection menus.

Numerical grades are assigned a high 
and low value and then the number 
format is selected: integers only, 
a single decimal point (e.g., 4.5), 
or two decimal places (e.g., 9.25).  
NSPIRES will validate the reviewers 
scores	against	on	the	 limits	defined	
here.

Adding a Scoring Method (continued)

Enter a Label and Score for each 
adjectival grade. Use the Delete 
button to remove a row.

Enter a name

Use the Add button to add a row.

Click Save when finished

Select Adjectival

Enter a name

Select Numerical

Enter a High and Low Grade and 
select the Decimal places

Click Save when finished

Adjectival Grades

Numerical Grades

Viewing/Editing an Overall Grade Scoring Method
To view details on a scoring method, click the name link in the oVeRall gRade ScoRing MethodS section of  the 
Solicitation ReView tab.  NSPIRES 
will provide the complete scoring 
method settings and a preview of  
what external NSPIRES users see.

If  you have editing privileges, an 
Edit button will appear. Clicking the 
Edit button will bring up the screens 
shown in the Adding a Scoring Method 
figure	shown	above	for	editing.
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Solicitation Review Listing

All reviews associated with a solicitation are listed in the Reviews section of  the Solicitation Review tab.  Click the link 
in the Acronym column to enter the review module.

acronym displays the Review Acronym used to 
identify a review throughout NSPIRES  and provides 
a link to go to the specific review.

review name displays the full name of the 
Review

review Start and review enD 
display the period of the review

Add button is used to create a 
new review

review chair column displays any Review Chair 
designated for a review.

Adding a Review
NSPIRES allows you to add one or more reviews to a solicitation.  A review may contain the proposals of  one or 
more response structures, including response structures from other solicitations.  Only users with the Administer 
Review permission will have the 
ability to add a new review.

If  you wish to participate in an 
already existing review, please 
see the Associated Response 
Structures section under Review 
Information.

To create a new review, click 
the Add button on the ReViewS 
title bar and follow the system 
prompts.

Adding a Review

Click the Add button
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The	 first	 step	 is	 to	 select	 which	
Response Structure’s proposals 
will be included in the review.  In 
most cases, a solicitation will have 
only a single proposal response 
structure and NSPIRES will select 
it by default and the user must 
simply	 confirm	 this.	 	 If 	 there	 is	
more than one available response 
structure, the user must select which 
response structures to include and 
also select one as Primary.  The 
Primary response structure cannot 
be removed from a review and in 
the case of  a review with multiple 
programs, it is typically the program 
responsible for the review process.

The second step is to enter the 
detailed information on the review. 
Please be aware that the review 
process will be bounded by two 
dates—the ReView StaRt date and 
the ReView end date.  These dates 
will govern the external activity for 
review as external NSPIRES will 
only make the review available to 
an  external user during this period.  
Also, any evaluation due dates and 
panel dates must fall within these 
dates.  The PRoPoSal ReView coPy 
type must also be selected.  This 
selection will govern whether 
reviewers will see a Full or Redacted 
copy of  the proposals (see note in 
figure).

The	 final	 step	 of 	 adding	 a	 review	
is	 to	 confirm	 the	 data	 entered	 and	
to save the review.  This will create 
an empty review (no proposals or 
reviewers assigned) and take the 
user to the review module’s ReView 
inFoRMation page.

Adding a Review (continued)

If  there are multiple response structures:

If  there is a single response structure:

1.  Click the Continue button

1a.  Select the Response Structures to include
1b.  Designate one Response Structure as Primary
1c.  Click Continue

Step 1: 

Step 2: 

2a.  Enter review name

2b.  Enter review acronynm

2c.  Enter review Start and review enD dates
2d.  Select type of propoSal review copy to use
2e.  Click Continue

Full
A Full Proposal Review Copy is 
the complete propsal.

Redacted
A Redacted Proposal Review 
Copy is intentionally missing 
information, such as the name 
of the PI or the budget.

Step 3: 

3.  Verify the information and click the Save button



16

When	you	access	the	review	module	by	clicking	the	Review	Acronym	link	or	creating	a	new	review,	the	first	page	
that will be displayed is the ReView inFoRMation page (inFo tab).  You must access this page any time you want to 
view/edit review information, view/add support personnel to a review, view/edit Individual Review Settings, view/
edit Panel Review settings, or view/edit associated response structures to a review.  As you can see, NSPIRES also 
provides	access	to	other	areas	specific	to	this	review,	such	as	the	PRoPoSalS, ReVieweRS, and PanelS tabs.  The various 
sections of  this page you should be familiar are shown below. 

Review Module

review name and [acronym} are displayed 
here along with the primary solicitation 
for this review

Icon shows the current 
publication status for the review

These tabs allow you to access other areas 
of the review, including propoSalS, reviewerS, 
and panelS

review inFormation 
displays general 
review information

inDiviDual review SettingS 
is where you define 
the evaluation form, 
scoring method, and 
evaluation sharing 
options used for 
individual reviews.

review Support perSonnel  
shows  support 
personnel assigned to 
a review.

panel review SettingS is 
where you define the 
evaluation form and 
scoring method used 
for panel reviews.

aSSociateD reSponSe Structure(S) allows you 
to attach other response structures (i.e., 
proposals) to a review.

Publication Release button 
allows you to set the publication status of 
a review.

Delete Review button allows those 
with permission to delete a review.

Review Module—Review Information Tab
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Review Information
The ReView inFoRMation section displays general information about the review including the ReView naMe and 
acRonyM, the ReView StaRt and ReView end dates, a link to the ReView inStRuctions (optional) and the ReView 
note (optional). The ReView inStRuctionS and ReView note will appear on external NSPIRES for reviewers to 
download or read.

If  you have Manage Review permissions, you can edit this section.  The data entered while creating a review (Review 
Name, Acronym, Review Start and End dates) can be changed here along with the optional items: Review Instructions 
and Review Note.  

The ReView inStRuctionS contain a label, which will appear as the linked text used for downloading the instructions 
file	on	the	external	site,	and	the	file	itself.		If 	no	file	has	been	attached	to	this	review,	a	Browse button will appear to 
select	a	file	to	upload.		If 	a	file	already	exists,	the	filename	will	appear	with	a	Replace	button	to	select	a	new	file.

The ReView note	is	a	text	field	that	will	be	displayed	on	the	external	NSPIRES	site	for	reviewers.		Use	it	for	a	quick	
and easy reference for reviewers.

Editing Review Information

1.  Enter or edit information as necessary.
2.  Click Save when finished.

After a file is selected, the page will reflect 
the selection:

review note will be diplayed on external NSPIRES Review Information 
page:
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Review Support
The ReView SuPPoRt section lists any internal NSPIRES users assigned to a support role for the review along with 
their contact information and their option settings.  

name displays the name of the person 
assigned and is also an email link.

phone and role display the phone number 
and role for each person.

Click the Add button to add additional 
support personnel to the review

The    column indicates the 
notification settings:
 y – receives notifications
 n – do not receive notifications The    column indicates the external 

display settings:
 y – display on external NSPIRES
 n – do not display

Click the Edit button to 
change the option settings.

Click the Delete button 
to remove a person.

Support Roles and Options

Each	person	added	as	support	personnel	will	have	a	role	specified	and	their	support	options	set.		

The	support	roles	are	defined	below,	you	may	have	more	than	one	user	assigned	to	any	given	role.

Program Officer (PO)• —NASA	Officer

Peer Review Administrator (PRA)• —An internal user who administers the review. 

Assistant Peer Review Administrator (ARPA)• —An internal user who administers the review.

Logistics Support• —An internal user who supports the panel in logistics

IT Support• —An internal user who provides IT support.

The notiFication	option	determines	 if 	 the	selected	person	will	 receive	NSPIRES	system	generated	notifications	
concerning	 the	 review	 (e.g.,	 a	 reviewer	 declines	 the	 review	 assignment	 or	 declares	 a	 conflict	 of 	 interest).	 	 	 The	
exteRnal diSPlay option sets whether the support person’s name and contact information will be shown on the 
external NSPIRES Review Information Page.
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Adding Support Personnel

Click the Add button in the section’s title bar to begin the process of  adding a support personnel.  Only users with 
Manage Review permission are able to add personnel. 

To	add	a	support	person,	you	must	first	search	for	the	user.		NSPIRES	will	only	search	the	internal	NSPIRES	database	
of  registered users. Then select a user and assign their role and set their options.

Adding Support Personnel

Step 1: 

1.  Enter search criteria and click Search

Step 2: 

2.  Select user from list and click Select button

Step 3: 

3a.  Verify correct user is selected
3b.  Select role, notiFicatinS, and external DiSplay

3c.  Click Save

You may only add individuals affiliated 
with one of the associated solicitations 
in the review.  Ineligible individuals 
will be marked as ineligible and cannot 
be selected.

Note

You can only add personnel 
one at a time because the op-
tions must be set individually.

NSPIRES will only search the internal 
NSPIRES database for registered users.

You may use one or any combination of 
the search criteria to locate an internal 
user.

Controls if person will be listed on external NSPIRES:
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Individual Review Settings
If 	the	review	is	going	to	have	an	Individual	Review	component,	you	must	define	the	settings	here.		For	each	response	
structure’s proposals that will have an Individual Evaluation, you must select the eValuation FoRM and oVeRall 
gRade ScoRing Method that will make up the indiVidual eValuation FoRM	filled	out	by	the	external	reviewers.		
Additionally, the default eValuationS due date is set here (proposals that are part of  a panel can have a different 
evaluation due date set in the Panel section).  Finally, the settings for individual eValuation ShaRing are set here.

If  a response structure does not have a form or scoring method linked to it, there will not be an individual review for 
that response structure’s proposals.

Evaluation Sharing

eValuation ShaRing will permit individual reviewers to see the reviews submitted by fellow reviewers after they have 
submitted their own evaluation (if  applicable).  The eValuation ShaRing settings are effective prior to the Panel 
StaRt date (if  there is no Panel, then until the ReView end date).  

There are two components to evaluation sharing:  the role and the anonymity.   Only the roles selected will be able 
to view other submitted evaluations.  In the event of  a single reviewer having multiple roles, the ReVieweR Role (aka 
PRoPoSal aSSignMent Role) settings will take precedence over a ReView Role.  E.g., if  a reviewer is both the ReView 
chaiR and a PRiMaRy ReVieweR for a particular proposal in a review, the eValuation ShaRing settings for a primary 
reviewer will be followed in this case.  If  the same reviewer wants to view the shared evaluations of  a proposal for 
which he is neither a primary or secondary reviewer, then the eValuation ShaRing settings for the Chair/Co-Chair 
will be followed. 

In addition to controlling who is able to view submitted evaluations, you can also control whether the names of  the  
other	reviewers	are	displayed.		When	set	to	Anonymous,	NSPIRES	will	hide	the	identity	of 	reviewers	when	viewing	
shared evaluations prior to the Panel.

overall graDe Scoring will diplay the scoring 
method selected for each Associated 
Response Structure along with a link to 
preview the scoring method.

evaluation Form(S) will diplay the Evaluation 
Form questionnaire selected for each 
Associated Response Structure and links 
to preview the questionnaire or download 
a PDF of the questinonaire.

Click the Edit button to change the 
Individual Review Settings

evaluation Sharing will diplay the 
roles selected for viewing submitted 
evaluations and the anonymity setting for 
each role.

evaluationS Due is the default 
due date for individual 
evalautions.
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Editing Individual Review Settings

To add an individual review to the review or modify any of  the settings, click the Edit button in the indiVidual 
ReView SettingS title bar.  Only users with Manage Review permission can edit these settings.

The primary area will be the eValuation FoRM oPtionS.  In this section you can select which of  the two evaluation 
form components (the Evaluation Form Questionnaire and the Overall Grade Scoring Method) will make up an 
indiVidual  eValuation FoRM.  To have a Individual Review, you must specify an Evaluation Form questionnaire and/
or Overall Grade Scoring Method for an Associated Response Structure.  For each Associated Response Structure, 
NSPIRES	will	display	all	forms	and	scoring	methods	defined	in	structure’s	Solicitation	Review	tab.		You	can	select	
only one of  each component per structure.  The links in this section will provide you with a preview of  each for 
reference.

1.  Select options as approriate
2.  Click Save when finished

Note

Once an evaluation for a proposal 
has been created, the Evalaution 
Form options for that response 
structure cannot be changed.

Panel Review Settings
If 	 the	review	 is	going	 to	have	a	Panel	Review	component,	you	must	define	the	settings	here.	 	For	each	response	
structure’s proposals that will have a Panel eValuation FoRM, you must select the eValuation FoRM and oVeRall 
gRade ScoRing Method	that	will	make	up	the	Panel	Evaluation	Form	filled	out	by	the	external	reviewers.		

If  a response structure does not have a form or scoring method linked to it, there will not be a panel review for that 
response structure’s proposals.

overall graDe Scoring will diplay the scoring 
method selected for each Associated 
Response Structure along with a link to 
preview the scoring method.

evaluation Form(S) will diplay the Evaluation 
Form questionnaire  selected for each 
Associated Response Structure and links 
to preview the questionnaire or download 
a PDF of the questinonaire.

Click the Edit button to change the panel 
review SettingS

Links will show previews 
of each for reference 
when selecting.
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Editing Panel Review Settings

To add a panel review to the review or modify any of  the settings, click the Edit button in the Panel ReView SettingS 
title bar.  Only users with Manage Review permission can edit these settings.

The primary area will be the eValuation FoRM oPtionS.  In this section you can select which of  the two evaluation 
form components (the Evaluation Form Questionnaire and the Overall Grade Scoring Method) will make up an 
Panel eValuation FoRM.  To have a Panel Review, you must specify an Evaluation Form questionnaire and/or Overall 
Grade Scoring Method for an Associated Response Structure.  For each Associated Response Structure, NSPIRES 
will	display	all	forms	and	scoring	methods	defined	in	structure’s	Solicitation	Review	tab.		You	can	select	only	one	of 	
each component per structure.  The links in this section will provide you with a preview of  each for reference.

1.  Select options as approriate
2.  Click Save when finished

Note

Once an evaluation for a proposal 
has been created, the Evalaution 
Form options for that response 
structure cannot be changed.

Links will show previews 
of each for reference 
when selecting.

Associated Response Structure(s)
The aSSociated ReSPonSe StRuctuRe section lists all response structures and their solicitations that are linked to the 
review.  In order for a Proposal to be in the review, its response structure must be listed here.  Any response structure 
selected when the review was created will be shown here.  You also have the ability to add additional response 
structures from any solicitation to this review by clicking the Add button or removing a structure with the Delete 
button.  Only users with Manage Review permission can add or delete additional response structures.

If 	the	solicitations	associated	with	the	review	are	through	different	NASA	organizations,	the	review	will	belong,	and	
be	accessible,	to	one	or	more	NASA	organizations.

Click the Add button to change the 
Individual Review Settings

Solicitation shows the solicitation number 
of the response structure.

acronym is the Response Structure acronym

title is the solicitation title releaSe and Due are the release date and 
due date, respectively.

Click the Delete button to remove a 
response structure from the list.
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Adding an Associated Response Structure

Adding other response structures to 
the review gives you the ability to add 
additional proposals to the review.  
To add a response structure, click 
the Add button in the aSSociated 
ReSPonSe StRuctuRe(S) section title 
bar.  Only users with Manage Review 
permission can add a response 
structure.

The	 first	 step	 is	 to	 locate	 the	
solicitation or program element.  
Enter your search criteria in the 
search box provided.  From the 
results list, select the solicitation or 
program element you wish to add.  

After the solicitation is chosen, you 
must then select which response 
structures from the solicitation to 
add.  Using the checkboxes, you may 
choose more than one if  desired.

After the response structures 
have been chosen, the aSSociated 
ReSPonSe StRuctuRe(S) section 
should be updated with the new 
information.

Repeat the process as necessary to 
add response structures from other 
solicitations.

Adding an Associated Response Structure

Step 1: 

1.  Enter search criteria and click Search

Step 2: 

2.  Make selection and click Continue

Step 3: 

3.  Select response structures and click Add

Deleting an Associated Response Structure

Deleting an aSSociated ReSPonSe StRuctuRe will remove that structure’s proposals from the list of  potential proposals.    
To remove a structure, click the Delete button in the aSSociated ReSPonSe StRuctuRe	 section	 and	 confirm	 the	
removal.    Only users with Manage Review permission can remove a response structure.

Click Delete button then confirm the action.

Note

You cannot remove an associatEd 
rEsponsE structurE while a 
proposal from it is assigned to 
the Review.
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Reviewers

The ReVieweRS tab provides an overview of  all reviewers assigned to a review, collectively referred to as the reviewer 
pool.  At a glance, you can check a reviewer’s aFFiliationS and aSSociationS, all assigned proposals with current 
evaluation status and role, review assignment status, and email address.  For more information, click any of  the 
available	links	for	a	more	detailed	view	of 	a	specific	area.

review name and [acronym} are displayed 
here along with the primary solicitation 
for this review

Icon shows the 
current publication 
status for the review

These tabs allow you to access other areas of 
the review, including inFo, propoSalS, reviewerS, 
and panelS

Review Module—Reviewer Tab

name shows the 
name of the 
reviwer and a link 
to the Reviewer 
Details page. 

aFFileiationS/(aSSociationS) lists the 
organizations the reviewer is 
affiliated with (in bold) or associated 
with (in italics). 

email provides 
a link to the 
reviewer’s primary 
email address.

panelS provides 
information on the 
panel you assigned the 
reviewer.

Click Add button 
to add a reviewer to 
the review, Delete 
button to remove.

Notify Reviewer 
allows you to notify 
reviewer of review 
assignment.

review aSSignment shows 
whether or not the 
reviewer has accepted 
the assignment.

propoSalS lists any 
proposals assigned to 
a reviewer along with 
the current evaluation 
status and role.

Number in title bar 
shows the number 
of reviewers in the 
reviewer pool.
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Roles of the Reviewer
There are two types of  roles a reviewer will have, a ReView Role and a ReVieweR Role.

Review Role

The ReView Role is general role assigned when a reviewer is added to the reviewer pool.  The roles are shown 
below:

RevieweR• —External member added to the review pool that can be assigned to a review a proposal and/or 
attend a panel.

Review ChaiR • —External member who oversees review.  Has same capabilities as a reviewer plus expanded 
permissions to view proposals and panels not directly assigned to.  The Review Chair is shown in the reviewer 
pool with two bullets next to their name (e.g., ).

Review Co-ChaiR• —External member who assists in overseeing review.  Has same capabilities as a reviewer 
plus expanded permissions to view proposals and panels not directly assigned to.  Review Co-Chairs are shown 
in the reviewer pool with a single bullet next to their name (e.g., ).

Reviewer Role (Proposal Assignment Role)

The ReVieweR Role (aka PRoPoSal aSSignMent Role) designates the reviewers role for the individual review of  a 
particular proposal they are assigned to.  The reviewer will have a role for each proposal assigned.

PRimaRy RevieweR• —External member assigned to evaluate a proposal  and will be a Panelist in charge of  
consilidating	evaluations	for	a	specific	proposal.

SeCondaRy RevieweR• —External member assigned to evaluate a proposal and will is a panelist.

non-PaneliSt RevieweR• —External member assigned to only evaluate a proposal and not join in a panel.

Review Assignment Agreement
In order to participate in the NASA review process all reviewers must accept a ReView aSSignMent agReeMent.  For 
reviewers that are not U.S. civil-servants, the agreement also includes a Non-Disclosure Agreement.  The ReView 
aSSignMent StatuS tracks whether the reviewer has Accepted, Declined or has not responded to the assignment.  
NSPIRES will highlight any declined assignments in the listings as an alert to the internal user.

Review Assignment Status Description
Pending Default status when external member is added to a review.  Reviewer 

has	not	been	notified	of 	pending	review	assignment	and	cannot	
access review on external NSPIRES

No NDA Reviewer	has	been	notified	of 	review	assignment	and	can	access	
review on external NSPIRES but has not responded.

Declined NDA Reviewer has declined review assignment/Non-Disclosure 
Agreement on external NSPIRES.

Accepted Reviewer has accepted the review assignment and, if  applicable, 
the Non-Disclosure Agreement.

Declined Reviewer has had review assignment declined by an internal user 
after accepting the Non-Disclosure Agreement, if  applicable.
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Adding Reviewer
In order for an external user to 
participate in a review as either a 
reviewer, panelist, or both, they must 
be added to the reviewer pool.

To add a reviewer to the review 
pool, you must have Manage 
Review permissions.  To begin the 
process, click the Add button in the 
ReVieweRS section title bar.

You must now perform a search for 
the External NSPIRES member you 
wish to add to the review.  Select 
the member you wish to add to the 
review from the list and change the 
ReView Role as necessary.  Then 
click Add to add the member to the 
review pool.  Repeat as necessary to 
add multiple reviewers.  

After the new reviewer is added, 
they will be displayed in the list 
of  reviewers and be available for 
proposal or panel assignment.

NDA Status
The nda StatuS indicates the current status of  the Non-Disclosure Agreement that is part of  the ReView aSSignMent 
agReeMent all non-civil-servant reviewers must accept.  U.S. civil servants are exempt from the non-disclosure 
agreement	but	are	bound	by	similar	terms	as	part	their	employment,	so	that	condition	is	reflected	here	as	well.		

Once	 the	 review	 agreement	 is	 accepted,	 the	NDA	 terms	 or	 civil-servant	 confidentiality	 requirements	 cannot	 be	
revoked and nda StatuS will permantly be either Accepted or Exempt to indicate that the reviewer has seen and is 
bound by them.  

NDA Status Description
No NDA Reviewer has not responded to the review assigment yet.  Has 

neither accepted or declined.
Declined Reviewer has declined review assignment/Non-Disclosure 

Agreement on external NSPIRES and will not participate.
Accepted Reviewer has declared themself  a non-civil-servant and accepted 

the review assignment and the Non-Disclosure Agreement.
Exempt Reviewer has declared themself  a civil-servant and accepted the 

review assignement.

Adding a Reviewer
Step 1: 

1.  Enter search criteria and click Search

Step 2: 

2a.  Select the appropriate radio button to choose a member
2b.  Select a role from the drop-down list
2c.  Click the Add button
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Reviewer Detail Page

review name and [acronym} are displayed 
here along with the primary solicitation 
for this review

Icon shows the 
current publication 
status for the review

These tabs allow you to access other areas 
of the review, including propoSalS, reviewerS, 
and panelS

Reviewer name

reviewer inFormation shows 
contact information and 
afiliations/associations

Click Edit button 
to edit reviewer 
optionS

reviewer optionS 
section shows roles 
and status

propoSalS section 
shows the proposals 
assigned to this 
reviewer.

Click proposal 
number link  to go to 
review propoSal Detail 
page

Click evaluation 
StatuS link  to go to 
view the inDiviDual 
evaluation Form.

Click Edit icon to 
change reviewer’s 
proposal assignment 
role/status

Click Delete icon 
to remove proposal 
assignment.

Viewing Reviewer Details
Clicking the Reviewer’s name link will take you to the ReVieweR detailS page.  On this page you will get overview of  
the	reviewer	including	contact	information,	associations	and	affiliations,	the	ReVieweR RoleS, ReView aSSigneMent 
StatuS, nda StatuS, detailed information about the assigned proposals and the ability to edit the reviewer’s roles.  
The information is divided into three sections:  ReVieweR inFoRMation, ReVieweR oPtionS, and PRoPoSalS.

Reviewer Information

The information displayed in this section will be the primary mailing address, primary shipping address, primary 
email,	and	primary	phone	designated	in	the	reviewer’s	NSPIRES	account	address	book.		Additionally,	any	affiliated	or	
associated	organizations	will	be	shown	to	aid	in	assignment	selection	and	conflict	of 	interest	determination.		

Reviewer Options

This section shows the reviewer’s ReView Role, ReView aSSignMent StatuS, nda (non-diScloSuRe agReeMent) 
StatuS, and an exPlanation (comments) entered for any declined status, if  applicable.  The internal user can edit the 
options by clicking on the Edit button.  Only users with Manage Review permissions may edit this information.
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Proposals Assigned

This section lists any proposals assigned to the reviewer for an Individual Evaluation.  Each line will give a brief  
summary of  the assignment.  The internal user may edit the PRoPoSal aSSignMent by clicking the Edit button at the 
right.  To remove a proposal assignment, the user should click the Delete button.

Edit Reviewer Options (Change Review Role/Review Assignment/NDA Status)
To change the assigned ReView Role, toggle the ReView aSSignMent, and switch the nda StatuS, click the Edit 
button in the ReVieweR oPtionS title bar.  You must have Manage Reviews permission to edit this section.

On the edit screen that appears, you can change reviewer’s ReView Role (i.e., Reviewer, Review Chair or Review Co-
Chair).  There can be many Reviewers and/or Review Co-Chairs in a review, but only one Review Chair.  If  there is 
already a Review Chair selected, you must change that user’s role before assigning a new Review Chair.

The ReView aSSigneMent StatuS cannot be freely changed between all status options (e.g., you cannot change a 
reviewer’s status from “No NDA” to “Accepted”).  See the table below for the available options.

The nda StatuS may only be changed after a reviewer accepts the review.  And then only between “Accepted” and 
“Exempt” (see table below). 

The exPlanation	 field	 is	 required	
for comments relating to a Declined 
or Declined NDA status of  the 
ReView aSSignMent.  If  the reviewer 
declines the review assignment from 
external NSPIRES, their reason 
is displayed here.  If  an internal 
user is switching a reviewer’s status 
to declined, the reason should be 
entered here.

Edit Reviewer Options

Review Assignment Status Editting Options
No NDA (n/a) You cannot change the Review Status of “No NDA” 

by editting.  Use the Notify Reviewers action to 
change status to Pending.

Pending (n/a) You cannot change the Review Status of “No NDA” 
by editting.  External user needs to take Accept/
Decline action to change status.

Declined NDA Pending If external user has mistakenly declined the Review 
Agreement/NDA, internal user may reset the status 
to Pending and allow external user to take Accept/
Decline action again.

Accepted Declined Internal users may toggle Review status between 
Accepted and Declined after external user 
accepts assignment.  Changing status to between 
accepted/declined does not effect NDA status or 
Proposal Assignment Status.

NDA Status Editting Options
No NDA (n/a) You cannot change the NDA Status of “No NDA” by 

editting.  Only external user can change status via 
the Accept/Decline Review action.

Accepted Exempt Internal user can toggle reviewer status to indicate 
employee declaration between Accepted (non 
civil-servant) and Exempt (civil servant).

Declined (n/a) You cannot directly change the NDA status once 
declined by the external user.  Reset the Review 
Assignment from Declined NDA to Pending to 
change back to No NDA.

1.  Change options as necessary
2.  Click Save when finished
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Edit Reviewer Proposal Assignment (Change Reviewer Role/Proposal Assignment Op-
tions/Conflict of Interest)
To change the ReVieweR PRoPoSal aSSignMent options for a reviewer, click the Edit icon in the right column of  the 
PRoPoSalS section of  the ReVieweR detail page.  You must have Manage Reviews permission to edit this section.

On the ReVieweR PRoPoSal 
aSSignMent Page that appears, 
you can change the ReVieweR Role 
(i.e. Primary Reviewer, Secondary 
Reviewer or Non-panelist 
Reviewer) for a particular proposal 
assignment.  

Additionally, if  the reviewer is 
unable to complete an individual 
assignment, you can toggle the 
PRoPoSal aSSignMent status to 
Declined.  Note that if  the status 
is declined, an exPlanation is 
required.

Finally, if  a reviewer has a conFlict 
oF inteReSt with a particular 
proposal, it should be recorded 
here.  Again, the exPlanation	field	
is	required	if 	there	is	a	conflict.		

A	declined	proposal	assignment	or	conflict	of 	interest	will	be	marked	in	proposal	listings

Edit Reviewer Proposal Assignment

1.  Change options as necessary
2.  Click Save when finished

Remove Reviewer Proposal Assignment
A proposal assignment can be removed from a reviewer by clicking the Delete icon in the right column of  the PRoPoSalS 
section of  the ReVieweR detail page.  You must have Manage Reviews permission to remove an assignment.

You may only remove an assignment if  there is no individual evaluation for the proposal by the reviewer.  Please refer 
to delete indiVidual eValuation if  additional action is necessary.  

After removal, the reviewer is no 
longer linked to that proposal within 
the review.  However, if  the reviewer 
was assigned to a panel because of  
the proposal, the reviewer’s panel 
assignment will remain.  Please refer 
to ReMoVe PaneliSt if  the reviewer 
is no longer needed for the panel 
either.

Click Delete icon and then confirm the action on the next screen to 
remove a proposal assignment from a reviewer.
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Remove Reviewer
To remove a reviewer from the reviewer pool, clcik the Delete icon in the reviewer listing that appears on the 
ReVieweRS tab.  In order to remove a reviewer, they must have never responded to the Review Agreement or have 
declined it (i.e., ReView aSSignMent StatuS of  Pending, No NDA or Declined NDA), and any panel or proposal 
assignments	must	be	cleared	first.		See	ReMoVe ReVieweR PRoPoSal aSSignMent and ReMoVe PaneliSt if  necessary.  
Only users with Manage Reviews permission can remove a reviewer from the pool.

Click Delete icon and then confirm the 
action on the next screen to remove a a 
reviewer from the review.

Notify Reviewers
The notiFiy ReVieweRS function 
provides the mechanism to notify 
selected reviewers of  their review 
assignment.	 	 When	 triggered,	 this	
action	will	send	email	notifications	to	
the reviewer and also provide a system 
notification	for	 the	reviewer	on	their	
external NSPIRES homepage the 
next time they login to the system.  

You	 may	 only	 send	 notification	 to	
reviewers with a ReView aSSignMent 
StatuS	of 	“Pending”.		After	notification	
is sent, ReView aSSignMent StatuS 
will change to “No NDA” to indicate 
that	notification	has	been	sent.

Notify Reviewers

2a.  Select reviewers to nofity
2b.  Click Notify Reviewers to send notifications and change status.

Step 1: 

1.  Click Notify Reviewers

Step 2: 

Preview button provides a 
preview of the notification email that 
is sent to the reviewers.

Clicking the  checkbox in the table 
header will select or deselect all rows.
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Proposals

The PRoPoSalS tab provides an overview of  all proposals added to a review.  At a glance, you can see the reviewers 
assigned to proposals, individual evaluation status, panel evaluation status and the overall grade.  For more information, 
click	any	of 	the	available	links	for	a	more	detailed	view	of 	a	specific	area.

review name and [acronym} are displayed 
here along with the primary solicitation 
for this review

Icon shows the 
current publication 
status for the review

These tabs allow you to access other areas of 
the review, including inFo, propoSalS, reviewerS, 
and panelS

Review Module—Proposal Tab

Icons shows if proposal 
review copies have 
been generated.

propoSal # links to the 
propoSal Detail page 
which allows you to 
assign a reviewer to a 
proposal.

pi lists the Principal 
Investigator for the 
proposal

panelS shows the panel the 
proposal is part of with a link 
to the Panel Information page.

Click Add button 
to add a proposal to 
the review, Delete 
button to remove.

Declined assignments 
and Conflicts of Interest 
are highlighted for 
attention.

panel eval shows the panel 
evaluation status and overall 
grade.  Click link to veiw the 
panel evaluation.

Number in title bar 
shows the number of 
proposals in the review.

Use filters to display only 
specific groups of proposals.

primary, SeconDary 1, SeconDary 2, and non-paneliSt 
columns display the reviewers assigned to a 
proposal (see Proposal Tab Detail sidebar)

Click Generate Review 
Copies to generate review copies



32

Adding Proposals to a Review
Click the Add  button in the PRoPoSalS aSSigned to ReView title bar on the review’s PRoPoSal tab to add proposals 
to the review.  

The add PRoPoSalS to ReView page that appears has an aVailable PRoPoSalS section and a PRoPoSalS to add 
section. Move the proposal you wish to add to the review from the left column to the right column.  The aValiable 
PRoPoSalS secction will list all submitted proposals from the aSSociated ReSPonSe StRuctuReS that are not currently 
part	of 	this	review.		Use	the	lists	and	buttons	provided	to	move	the	proposals	between	the	columns.		When	you	are	
finished,	click	the	Save button to add the proposals in the PRoPoSalS to add section to the review.  You may repeat 
the procedure as often as necessary.

Add Proposals to Review

1.  Select proposals from available propoSalS 
column.  For multiple selections, use 
shift-click to select contiguous groups and 
use control-click (PCs) or command-click 
(Macs) to make non-contiguous selections.

2.  Use buttons to move selections 
between the columns.  Note:  the  Add 
All and Remove All buttons will 
move all contents from one column to the 
other regardless of selections.

3.  Click Save when finished to add 
proposals from propoSalS to aDD column into 
the review.

Proposal Tab Detail – Reviewers

Icon represents the evaluation status.  
Clcik the icon to view the evaluation.

 Draft Evalaution

 Submitted Evaluation

 No Evaluation created

The  Primary, Secondary 1, Secondary 2, and 
Non-Panelist reviewer columns show several 
pieces of information in a single line.  Refer to 
the graphic at the right for details.

Reviewer’s name is linked to the 
Reviewer Informaiton page.  Click 
link to view contact information 
for the reviewer along with all 
assignments and statuses for the 
review.
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Generate Review Copies
In order for external reviewers to access the proposal for reviewing, you must generate a PRoPoSal ReView coPy (Full 
and Redacted).  NSPIRES will display either the Full or Redacted Proposal Review Copy on the external systems as 
specified	in	the	ReView inFoRMation.  You may regenerate copies at any time.  

To begin, click the Generate Reivew Copies button near the bottom of  the PRoPoSal tab of  the ReView module.  
On the geneRate ReView coPieS Page, NSPIRES displays a list of  all proposals added to the review.  Proposals 
with ungenerated review copies will be preselected.  Make any changes to selection by clicking the appropriate check 
boxes.		If 	you	select	a	proposal	that	already	has	a	review	copy	generated,	it	will	be	regnerated.		When	the	selections	
are complete, click the Generate button.

Generating review copies may take up to a couple minutes for each proposal.  The icon showing the PRoPoSal ReView 
coPy StatuS will change ( ) while they are processing.

Generate Review Copies

1.  Click the appropriate check boxes for proposals you wish to generate review copies
2.  Click the Generate button

Use the filter to control which proposals 
appear on the page.  You can choose 
from all proposals, proposals by 
panel, or only unassigned proposals.

Use the checkbox in the table header to 
select all or uncheck all proposals.

ICON KEY
For propoSal review copy StatuS

 Review Copies Generated

 Review Copies Not Generated

 No Evaluation created

If  you select proposals with a previously generated review copy, you will see a 
confirmation screen.:

3a.  Verify the selected proposals and click the Generate button to confirm  —OR—
3b.  Click the Back button to change selections.

Note

You cannot generate review copies 
for proposals that are in process.  You 
must wait until processing is finished 
to take further actions.
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Proposal Detail Page

review name and [acronym} are displayed 
here along with the primary solicitation 
for this review

Icon shows the 
current publication 
status for the review

These tabs allow you to access other areas 
of the review, including propoSalS, reviewerS, 
and panelS

Proposal Number 
and Title

propoSal inFormation 
shows PI, Organization, 
solicitation, Review 
Copies, and Compiled 
Evaluations.

reviewer inFormation 
section shows 
review and panel

propoSalS 
section shows 
the reviewers 
assigned  to 
this proposal.

Click reviewer 
name link  to 
go to Reviewer 
Detail page

role and aSSignment 
columns shows reviewer 
role and proposal 
assignment status.

Click Edit 
icon to change 
reviewer’s proposal 
assignment role/
status

Click Delete icon 
to remove proposal 
assignment.

evaluation column 
displays current 
individual 
evaluation status. 
Click link to view.

Click Add button 
to assign reviewer 
to proposal.

Viewing Proposal Details
Clicking the PRoPoSal # link will take you to the PRoPoSal detailS Page.  On this page you will get overview of  the 
propsal	including	submitting	PI	and	organization,	review	copies,	compiled	evaluations,	panel	information,	reviewers	
assigned for individual evaluation, and individual evaluations.  The information is divided into three sections:  PRoPoSal 
inFoRMation, ReView inFoRMation, and ReVieweRS.

Review Copies

The ReView coPieS item in the PRoPoSal inFoRMation section provides links to view the Full and Redacted Proposal 
Review Copies, the time that they were last generated and also the ability to manually upload the Proposal Review 
Copies if  system generation is not preferred.  

Initially, both the Full and Redacted must be generated or uploaded at the same time.  System generation (Generate 
Review Copies) always generates both review copies.  If  review copies already exist, you may upload either the Full 
or Redacted copy, or both.  

While	the	Proposal	Review	Copies	are	being	generated	or	uploaded	(while	the	  icon is displayed), you may not view 
or upload a review copy.

conFlict displays 
Conflict of 
Interest status
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Upload Review Copies

If  there are no Review Copies:

1.  Click the Upload button.

Step 1: 

Step 2: 

If  Review Copies already exist:

Step 1: 

1.  Click the Upload button.

2a.  Use the Browse buttons to select a file for each review copy.
2b.  Click Upload to upload the files.

Step 2: 

2a. Use the checkbox to select which version(s) you wish to upload.
2b. Use the Browse button to select a file for each selected 

review copy.
2c.  Click Upload to upload the selected file(s).

Filenames of selected 
files will appear next 
to browse button.

Note

During file upload (and file generation), 
you will not be able to view the review 
copies or upload review copies.  Once 
file upload (generation) is complete, 
both options will be available.

Compiled Evaluations

The coMPlied eValationS item 
provides links to two versions of  
all submitted Individual Evaluations 
in a single compiled format.  The 
Anonymous	version	will	anonymize	
all reviewer information while 
the Non-Anoymous version will 
include the reviewer’s name.

Click the Options button to 
customize	 the	 content	 of 	 the	
compiled	 evaluations	 and	 the	 file	
generated.

Compiled Evaluations

1.  Click the Options 
button to customize compiled 
evaluations.

2.  Select options
3.  Click Create to generate 
compiled evaluation.
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Assigning Reviewers to a Proposal
To assign a reviewer to a proposal, click the Add button in the title bar of  ReVieweRS section of  the PRoPoSal detail 
Page.  Once you assign a reviewer to a proposal, the reviewer will have a new role (ReVieweR Role)	specific	to	that	
proposal.  

After clicking the Add button, the aSSign RevieweR to PRoPoSal Page will be displayed.  It will list all reviewers 
in the reviewer pool not currently assigned to the current proposal.  Using the checkboxes, select the reviewers you 
would like to assign to this proposal and their roles. 

After selection, the reviewers will be displayed in the ReVieweRS section of  the PRoPoSal detailS Page.  

1.  Select from available reviewers using 
checkbox(es).
2.  Select role from dropdown menu for 
selected reviewer(s).
3.  Click Select button to assign reviewer(s).

Use the checkbox in the table header to 
select all or uncheck all proposals.

Reviewer Role (Proposal Assignment Role)

The ReVieweR Role (aka PRoPoSal aSSignMent Role) designates the reviewers role for the individual review of  a 
particular proposal they are assigned to.  The reviewer will have a role for each proposal assigned.  There can only be 
one Primary Reviewer for a proposal.  You may have as many Secondary Reviewers and Non-panelist Reviewers as 
needed.

PRimaRy RevieweR• —External member assigned to evaluate a proposal  and will be a Panelist in charge of  
consilidating	evaluations	for	a	specific	proposal.	

SeCondaRy RevieweR• —External member assigned to evaluate a proposal and will is a panelist.

non-PaneliSt RevieweR• —External member assigned to only evaluate a proposal and not join in a panel.

Edit Reviewer Proposal Assignment (Change Reviewer Role/Proposal Assignment Op-
tions/Conflict of Interest)
To change the ReVieweR PRoPoSal aSSignMent options for a reviewer, click the Edit icon in the right column of  the 
ReVieweRS section of  the PRoPoSal detail Page.  You must have Manage Reviews permission to edit this section.

On the ReVieweR PRoPoSal aSSignMent Page that appears, you can change the ReVieweR Role (i.e. Primary Reviewer, 
Secondary Reviewer or Non-panelist Reviewer) for a particular proposal assignment.  

Additionally, if  the reviewer is unable to complete an individual assignment, you can toggle the PRoPoSal aSSignMent 
StatuS to Declined.  Note that if  the status is declined, an exPlanation is required.

Finally, if  a reviewer has a conFlict oF inteReSt with a particular proposal, it should be recorded here.  Again, the 
exPlanation	field	is	required	if 	there	is	a	conflict.		

A	declined	proposal	assignment	or	conflict	of 	interest	will	be	marked	in	proposal	listings
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Edit Reviewer Proposal Assignment

1.  Click Edit icon

2.  Change options as necessary

3.  Click Save when finished

Remove Proposal Reviewer Assignment
A ReVieweR PRoPoSal aSSignMent can be removed from a proposal by clicking the Delete icon in the right column 
of  the ReVieweRS section of  the PRoPoSal detail Page.  You must have Manage Reviews permission to remove an 
assignment.

You may only remove an assignment 
if  there is no individual evaluation 
for the proposal by the reviewer.  
Please refer to delete indiVidual 
eValuation if  additional action is 
necessary.  

After removal, the Reviewer is no 
longer linked to that proposal within 
the review.  However, if  the reviewer 
was assigned to a panel because of  
the proposal, the reviewer’s panel 
assignment will remain.  Please refer 
to ReMoVe PaneliSt if  the reviewer 
is no longer needed for the panel 
either.

Click Delete icon and then confirm the action on the next 
screen to remove a proposal assignment from a reviewer.

Remove Reviewer Proposal Assignment
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Panels

review name and [acronym} are displayed 
here along with the primary solicitation 
for this review

Icon shows the 
current publication 
status for the review

These tabs allow you to access other areas of 
the review, including inFo, propoSalS, reviewerS, 
and panelS

Review Module—Panel Tab

Click Add button 
to add a panel to the 
review.

Icon indicated panel 
publication status:

 Published

 Not Published

panel name links to the panel inFormation 
section to view/modify panel attributes 
and assignments.

acronym shows the 
Panel Acronym

Start and enD  list the 
start and end dates for 
the panel.

location displays where 
the panel takes place.

A Panel is a meeting of  Panel attendeeS (comprised of  PaneliStS, Panel chaiR, Panel co-chaiR, and/or executiVe 
SecRetaRy) to discuss and collectively evaluate a set of  proposals, and which results in a panel evaluation for each 
proposal discussed by the panel.  The panel can be physical (in one place) or virtual (teleconference, web conference, 
etc.),	and	which	has	a	definite	location	(for	physical	only)	and	date.

The PanelS tab of  the review module will list all panels part of  a review and give you the option of  adding a panel.



39

Adding a Panel to a Review
NSPIRES also offers you the option of  assigning one or more panels to a review at any time before a ReView end 
date.  Click the Add button in the Panel title bar to create a new panel.  You must have Manage Review permissions 
to add a panel.

On the add Panel to ReView Page, you will need to enter the basic panel information, including the Panel naMe, 
Panel acRonyM, Panel StaRt and Panel end dates.  Additionally, you can select a new indiVidual eValuationS 
due date for proposals assigned to this panel and enter the location of  where the panel will be held.  You will be able 
to add additional information such 
as support personnel, proposals and 
attendees after the panel is created.

The Panel naMe is the full name 
of  the panel. The Panel acRonyM 
is the short abbreviation used to 
identify the panel on many screens 
throughout the NSPIRES system 
(e.g., the PanelS column in the 
PRoPoSalS tab). 

By default, NSPIRES will pre-
populate the panel’s indiVidual 
eValuationS due date with the date 
entered in the ReView inFoRMation.  
However, each Panel may have its 
own indiVidual eValuationS due 
date for proposals assigned to it.  If, 
due to timing issues, you wish to use 
a different date for these individual 
evaluations, enter a new date.  
However, the date must be before 
the Panel StaRt date.

After creating a new Panel, you will 
be taken to the Panel inFoRMation 
tab to view the panel and enter 
additional information as desired.

Adding a Panel

2a.  Enter the panel information
2b.  Click Save to create panel.

Step 1: 

Step 2: 

1.  Click the Add button.

Individual Evaluations Due 
date will be pre-populated with 
date from Review Information.  
However, each panel can have 
its own Individual Evaluations 
Due date.
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Panel Information

When	you	access	 the	panel	by	 clicking	 a	Panel	Acronym	 link	or	 creating	 a	new	panel,	 the	first	page	 that	will	be	
displayed is the Panel inFoRMation Page (the inFo tab).  You must access this page any time you want to view/edit 
panel information, view/add support personnel for a panel, or view/edit the panel controls for external reviewers.  
As	you	can	see,	NSPIRES	also	provides	access	to	other	areas	specific	to	this	panel,	such	as	the	Panel PRoPoSalS and 
attendeeS tabs.  The various sections of  this page you should be familiar are shown below. 

review name and [acronym} are 
displayed here along with the 
primary solicitation for this 
review

These tabs allow you to access 
other areas of the review, 
including inFo, propoSalS, 
reviewerS, and panelS

Review Information 
displays general review 
information

review Support perSonnel  
shows  support 
personnel assigned to 
a review.

Publication Release button 
allows you to set the publication status of 
a panel.

Delete Review button allows those 
with permission to delete a review.

Panels—Panel Information Tab

external panel controlS  
access to external 
NSPIRES panel 
functions.

Icon shows the current 
publication status for 
the panel

Icon shows the 
current publication 
status for the review

panel name and 
[acronym} are 
displayed here

These tabs allow you to 
access other areas of the 
panel, including panel 
propoSalS and attenDeeS.
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Panel Information
The Panel inFoRMation section displays general information about the panel including the Panel naMe and Panel 
acRonyM, the Panel StaRt and Panel end dates, the panel’s indiVidual eValuationS due date, a link to the Panel 
inStRuctionS (optional) and the Panel note (optional). The Panel inStRuctionS and Panel note will appear on 
external NSPIRES for reviewers to download or read.

If  you have Manage Review permissions, you can edit this section.  The data entered while creating a panel (Panel 
naMe, Panel acRonyM, Panel StaRt and Panel end dates, and the panel’s indiVidual eValuationS due date) can 
be changed here along with the optional items: Panel inStRuctionS and Panel note.  

The Panel inStRuctionS	contain	a	label,	which	will	appear	as	the	linked	text	used	for	downloading	the	instructions	file	
on	the	external	site,	and	the	file	itself.		If 	no	file	has	been	attached	to	this	review,	a	Browse button will appear to select 
a	file	to	upload.		If 	a	file	already	exists,	the	filename	will	appear	along	with	a	Replace	button	to	select	a	new	file.

The Panel note	is	a	text	field	that	will	be	displayed	on	the	external	NSPIRES	site	for	reviewers.		Use	it	for	a	quick	
and easy reference for reviewers.

Editing Panel Information

1.  Enter or edit information as necessary.
2.  Click Save when finished.

After a file is selected, the page will reflect 
the selection:

panel note will be diplayed on external NSPIRES Panel 
Information page:
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Panel Support Personnel
The Panel SuPPoRt PeRSonnel section lists any internal NSPIRES users assigned to a support role for the panel along 
with	their	contact	information	and	their	notification	and	external	display	settings.		

name displays the name of the person 
assigned and is also an email link.

phone and role display the phone number 
and role for each person.

Click the Add button to add additional 
support personnel to the review

The    column indicates the 
notification settings:
 y – receives notifications
 n – do not receive notifications The    column indicates the external 

display settings:
 y – display on external NSPIRES
 n – do not display

Click the Edit icon to 
change the option settings.

Click the Delete icon 
to remove a person.

Support Roles and Options

Each	person	added	as	support	personnel	will	have	a	role	specified	and	their	support	options	set.		

The	support	roles	are	defined	below,	you	may	have	more	than	one	user	assigned	to	any	given	role.

PRogRam offiCeR (Po)• —NASA	Officer

PeeR Review adminiStRatoR (PRa• )—An internal user who administers the review. 

aSSiStant PeeR Review adminiStRatoR (aRPa)• —An internal user who administers the review.

logiStiCS SuPPoRt• —An internal user who supports the panel in logistics

it SuPPoRt• —An internal user who provides IT support.

The notiFication	option	determines	if 	the	selected	person	will	recieve	NSPIRES	system	genereated	notifications	
concerning	the	review	(e.g.,	a	reviewer	declines	the	review	assignment	or	declares	a	conflict	of 	interest).			The	exteRnal 
diSPlay option sets whether the support person’s name and contact information will be shown on the external 
NSPIRES Review Information Page.
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Adding Support Personnel

Click the Add button in the section’s title bar to begin the process of  adding a support personnel.  Only users with 
Manage Review permission are able to add personnel. 

To	add	a	support	person,	you	must	first	search	for	the	user.		NSPIRES	will	only	search	the	internal	NSPIRES	database	
of  registered users. Then select a user and assign their role and set their options.

Adding Support Personnel

Step 1: 

1.  Enter search criteria and click Search

Step 2: 

2.  Select user from list and click Select button

Step 3: 

3a.  Verify correct user is selected
3b.  Select role, notiFicatinS, and external DiSplay

3c.  Click Save

You may only add individuals affiliated 
with one of the associated solicitations 
in the review.  Ineligible individuals 
will be marked as ineligible and cannot 
be selected.

Note

You can only add personnel 
one at a time because the op-
tions must be set individually.

NSPIRES will only search the internal 
NSPIRES database for registered users.

You may use one or any combination of 
the search criteria to locate an internal 
user.

Controls if person will be listed on external NSPIRES:
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External Panel Controls
The exteRnal Panel contRolS	are	used	to	grant	permissions	to	external	users	for	specific	panel	actions,	e.g.,	editting	
a panel evaluation.  Permissions are role based, applied per proposal in the panel, and are additive (meaning as 
long as one condition is true for a 
specific	proposal,	then	that	action	is	
permitted).  For example, if  a panel 
attendee is the Panel Chair and also 
a Primary Reviewer for a particular 
proposal, then using the settings 
shown on the right, this panel attendee 
may edit the panel evaluation for that 
particular proposal.  However, on a 
different proposal in the panel where 
this attendee is neither a primary or 
secondary reviewer, he cannot edit 
the panel evaluation.

Checked roles are granted permissions for the action defined by the column.  Use the 
Edit button to change selections.

Panel Publication Release
Panel Publication ReleaSe controls the 
publication status of  a panel.  A panel will 
only appear on the external NSPIRES if  
it is approved for release (and the review 
it is part of  is also approved for release 
and currently ongoing).

To toggle this status, click the 
Publication Release button near the 
bottom of  the Panel inFo tab and make 
your selection accordingly.

Delete Panel
delete Panel will delete a panel from a 
review.  You may only delete an “empty” 
panel, meaning there are no assigned 
panels or attendees.  

To delete a panel, click the Delete Panel button near the bottom of  the Panel inFo	tab.		You	will	be	asked	to	confirm	
your action before the panel is actually deleted.  This action cannot be undone.

Publication Release 
button

Delete Panel button
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Panel Proposals

The Panel PRoPoSalS tab provides an overview of  all proposals added to a panel.  At a glance, you can see the 
reviewers assigned to proposals, individual evaluation status, panel evaluation status and the overall grade.  You will 
also	have	the	ability	to	compile	the	individual	evaluations	for	a	specific	proposal	or	all	panel	proposals.		For	more	
information,	click	any	of 	the	available	links	for	a	more	detailed	view	of 	a	specific	area.

review name and [acronym} are 
displayed here along with the 
primary solicitation for this 
review

These tabs allow you to access 
other areas of the review, 
including inFo, propoSalS, 
reviewerS, and panelS

Panels—Panel Proposals Tab

Icon shows the current 
publication status for 
the panel

Icon shows the 
current publication 
status for the review

panel name and 
[acronym} are 
displayed here

These tabs allow you to 
access other areas of the 
panel, including panel 
propoSalS and attenDeeS.

Icons shows if proposal 
review copies have 
been generated.

ProPosal # links to the 
panel propoSal Detail 
page.

PI lists the Principal 
Investigator for the 
proposal

Compile links allow 
you to generate compiled 
evaluations for a proposal.

Click Add button to 
add a proposal to the 
panel, Delete button 
to remove.

Declined assignments 
and Conflicts of Interest 
are highlighted for 
attention.

panel evaluationS shows the 
panel evaluation status and 
overall grade.  Click link to 
veiw the panel evaluation.

Number in title bar 
shows the number of 
proposals in the panel.

primary, SeconDary 1, SeconDary 2, and NoN-PaNelIst 
columns display the reviewers assigned to a 
proposal (see Proposal Tab Detail sidebar)
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Proposal Tab Detail – Reviewers

Icon represents the evaluation status.  
Clcik the icon to view the evaluation.

 Draft Evalaution

 Submitted Evaluation

 No Evaluation created

The  primary, SeconDary 1, SeconDary 2, and non-
paneliSt reviewer columns show several pieces of 
information in a single line.  Refer to the graphic 
at the right for details.

Reviewer’s name is linked to the 
reviewer inFormaiton page.  Click link 
to view contact information for the 
reviewer along with all assignments 
and statuses for the review.

Adding Proposals to Panel
In order for a proposal to have a panel evaluation, it must be added to a panel.  Proposals are added to panels in a way 
similar to how they are added to the review.  A proposal may only be assigned to one panel within a review.

Click the Add  button in the PRoPoSalS aSSigned to Panel title bar on the Panel PRoPoSal tab to add proposals to 
the panel.  

The add PRoPoSalS to Panel Page that appears has an aVailable PRoPoSalS section and a PRoPoSalS to add section. 
Move the proposal you wish to add to the panel from the left column to the right column.  The aValiable PRoPoSalS 
secction will list all proposals in the review’s proposal pool that are not currently part of  a panel.  Use the lists and 
buttons	provided	to	move	the	proposals	between	the	columns.		When	you	are	finished,	click	the	Save button to add 
what is listed in the PRoPoSalS to add section to the panel.  You may repeat the procedure as often as necessary.

Add Proposals to Panel

1.  Select proposals from available propoSalS 
column.  For multiple selections, use 
shift-click to select contiguous groups and 
use control-click (PCs) or command-click 
(Macs) to make non-contiguous selections.

2.  Use buttons to move selections 
between the columns.  Note:  the  Add 
All and Remove All buttons will 
move all contents from one column to 
the other regardless of selections.

3.  Click Save when finished to add 
proposals from propoSalS to aDD column into 
the review.
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Removing Proposal from Panel
Removing a proposal from a panel will remove the proposal’s assignment to the panel and delete any panel evaluation 
for the proposal.  This action will not effect any reviewer assignments to the proposal or any individual reviews 
associated with the proposal.  Additionally, any reviewers assigned as attendees will remain attendees.

To remove a panel proposal, click the Delete icon in the right column on the Panel PRoPoSal tab.  You will be asked 
to	 confirm	 your	 action	 before	 the	
proposal is actually removed from 
the panel.  After a proposal has been 
removed from a panel, it is again 
available for assignment to any panel 
within the review.

Viewing Panel Proposal Details
Clicking the PRoPoSal # link within a panel will take you to the Panel PRoPoSal detail Page.  On this page 
NSPIRES	displays	information	specfic	to	this	prposal,	such	as	an	overview	of 	the	propsal	including	submitting	PI	and	
organization,	review	copies,	compiled	evaluations,	panel	information,	panel	evaluation,	and	attendees	assigned	to	the	
panel.  The information is divided into three sections:  PRoPoSal inFoRMation, Panel eValuation, and attendeeS.

Panel Proposal Detail Page

review name and [acronym} are 
displayed here along with the 
primary solicitation for this 
review

These tabs allow you to access 
other areas of the review, 
including inFo, propoSalS, 
reviewerS, and panelS

Icon shows the current 
publication status for 
the panel

Icon shows the 
current publication 
status for the review

panel name and 
[acronym} are 
displayed here

These tabs allow you to 
access other areas of the 
panel, including inFo, panel 
propoSalS and attenDeeS.

attenDeeS 
section shows 
all panel 
attendees and 
relationship to 
this prposal.

Click attendee 
Name link  to 
go to attenDee 
Detail page

Click Edit icon 
to set attendee’s 
conflict of interest 
status for this 
proposal.

propoSal inFormation 
shows PI, Organization, 
solicitation, Review 
Copies, and Compiled 
Evaluations.

panel evaluation shows 
the status and overall 
graDe of the panel 
evaluation. Click 
View button to view 
the evaluation form.

evaluation column 
displays current 
individual 
evaluation status. 
Click link to view.

conFlict displays 
Conflict of 
Interest status

review StatuS displays 
review status of 
attendee.

Click the Delete icon to remove a proposal from a panel.

propoSal number 
and title
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Review Copies

The ReView coPieS item in the PRoPoSal inFoRMation section provides links to view the Full and Redacted Proposal 
Review Copies, the time that they were last generated and also the ability to manually upload the proposal review 
copies if  system generation is not preferred.  

Initially, both the Full and Redacted review copies must be generated or uploaded at the same time.  System 
generation (Generate Review Copies) always generates both review copies.  If  review copies already exist, you may 
upload either the Full or Redacted copy, or both.  

While	the	proposal	review	copies	are	being	generated	or	uploaded	(while	the	  icon is displayed), you may not view 
or upload a review copy.

Upload Review Copies

If  there are no Review Copies:

Step 1: 

Step 2: 

If  Review Copies already exist:

Step 1: 

1.  Click the Upload button.

2a.  Use the Browse buttons to select a file for each review copy.
2b.  Click Upload to upload the files.

Step 2: 

2a. Use the checkbox to select which version(s) you wish to upload.
2b. Use the Browse button to select a file for each selected 

review copy.
2c.  Click Upload to upload the selected file(s).

Filenames of selected 
files will appear next 
to browse button.

Note

During file upload (and file generation), 
you will not be able to view the review 
copies or upload review copies.  Once 
file upload (generation) is complete, 
both options will be available.

1.  Click the Upload button.
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Conflicts of  Interest

Just as conFlictS oF inteReSt exist 
between individual reviewers and a 
proposal, they can exist between a 
panelist and one of  the proposals 
assigned	to	a	panel.		When	managing	
a	panel,	you	can	declare	a	conflict	of 	
interest between an attendee and a 
proposal, or the attendee can declare 
it from the external site.  Also, 
internal users with the appropriate 
permissions	may	undeclare	a	conflict	
of  interest.  

Conflicts	of 	Interest	are	established	
between an individual reviewer and a 
proposal.  As such, they are outside 
of  the review context and will 
remain in effect even if  a reviewer is 
no longer participating in a review.  

To view or declare/undeclare a 
conflict	 of 	 interest,	 click	 on	 the	
Edit button to go to the attendee 
PRoPoSal aSSignMent Page.

Conflicts of  Interest

1.  Click the Edit icon to edit/view the attenDee propoSal aSSignment page.

2a.  Use the dropdown menu to declare or undeclare a conflict.
2b.  Enter an explanation if there is a conflict.
2c.  Click Save to save changes.

Step 1: 

Step 2: 

Compiled Evaluations

1.  Click the Options 
button to customize compiled 
evaluations.

2.  Select options
3.  Click Create to generate 
compiled evaluation.

Compiled Evaluations

The coMPlied eValationS item 
provides links to two versions of  all 
submitted indiVidual eValuationS 
in a single compiled format.  The 
anonyMouS	version	will	anonymize	
all reviewer information while the 
non-anoyMouS version will include 
the reviewer’s name.

Click the Options button to 
customize	 the	 content	 of 	 the	
compiled	 evaluations	 and	 the	 file	
generated.
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Attendees

The panel attendeeS tab provides an overview of  all external users attending a panel meeting.  At a glance, you can 
check an attendees Panel Role, aFFiliationS and aSSociationS, all individual proposal assignmentss with current 
evaluation status and role, and contact information.  For more information, click any of  the available links for a more 
detailed	view	of 	a	specific	area.

Panels—Attendees Tab

review name and [acronym} are 
displayed here along with the 
primary solicitation for this 
review

These tabs allow you to access 
other areas of the review, 
including inFo, propoSalS, 
reviewerS, and panelS

Icon shows the current 
publication status for 
the panel

Icon shows the 
current publication 
status for the review

panel name and 
[acronym} are 
displayed here

These tabs allow you to 
access other areas of the 
panel, including inFo, panel 
propoSalS and attenDeeS.

name shows the 
attendee’s name 
and a link to the 
attenDee DetailS page. 

affIleIatIoNs/(assocIatIoNs) lists 
the organizations the reviewer 
is affiliated with (in bold) or 
associated with (in italics). 

email and  phone 
provide contact 
information

Click Add button to 
add a reviewer to the 
review, Delete icon 
to remove.

propoSalS lists any proposals 
assigned to an attendee along 
with the current evaluation 
status and Reviewer Role.

 Submitted Evaluation

 Draft Evaluation

 No Evaluation Created

(P) Primary Reviewer

(S) Secondary Reviewer

Title bar shows the 
number of attendees 
in the panel.

role displays the 
panel role of the 
attendee.



51

NSPIRES will automatically add all primary and secondary reviewers for a proposal to the list of  attendees when a 
proposal is added to a panel.  However, removing a proposal from a panel will not automatically remove an attendee.  
If  a particular attendee is no longer desired, they will have to be manually removed.

Panel Roles
All panel attendees will have one of  four Panel RoleS.  Panel RoleS are independent of  any ReView Role or 
ReVieweR Role that may exist for an attendee.  Attendees who are automatically assigned to a panel when a proposal 
is added are given the role of  Panelist.  You may edit their roles by viewing the attendee’s information page.

Panel Roles
Panel ChaiR The Panel Chair is an external NSPIRES user who eversees the 

panel and facilitates the meeting.  There can be only one panel 
chair.

Panel Co-ChaiR The Panel Co-chair is an external NSPIRES user who assists, and 
can perform the same functions as, the panel chair.

PaneliSt A Panelist is an external NSPIRES user who attends the panel and 
participates in the discussion and evaluation of  proposals.  

exeCutive SeCRetaRy The Executive Secretary is an external NSPIRES user who will assist 
in managing the panel and in documenting the panel proceedings 
and panel reviews.

Adding Attendees to a Panel
If  you would like to add an attendee to a panel that is not associated with a panel proposal as a primary or secondary 
reviewer, you may add any user in the reviewer pool.  If  they are not currently in the reviewer pool, you must add 
them	as	a	reviewer	first.

To add an attendee, you must have 
Manage Review permissions.  To 
begin the process, click the Add 
button in the Panel attendeeS 
section title bar.

On the add Panel attendeeS 
Page, NSPIRES will display a list of  
all reviewers from the reviewer pool 
not currently assigned to this panel.    
Select the member(s) you wish to add 
to the panel from the list and change 
the Panel Role as necessary.  You 
may select multiple reviewers.  Click 
the Add button when you selections 
are complete. 

Adding an Attendee

1.  Select the appropriate checkbox(es)
2.  Select a role from the drop-down list
3.  Click the Add button

Note

A panel can have only one 
panEl chair, but as many of 
the other roles as necessary.

Note

Reviewers can be assigned to 
multiple panels.
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Remove Attendee from Panel
Removing a panel attendee will remove a reviewer’s assignment to the panel.  You can only remove an attendee that 
is not a PRiMaRy ReVieweR or SecondaRy ReVieweR for a proposal currently in the panel.  If  the attendee is a primary 
or secondary reviewer you must either change the attendee’s ReVieweR Role or remove the proposal from the panel 
before the system will allow you to remove the attendee.  

To remove an attendee, click the 
Delete icon in the right column on 
the Panel attendee tab.  You will be 
asked	to	confirm	your	action	before	
the attendee is actually removed 
from the panel.  Removal only 
effects the person’s participation in 
this panel. Any proposal assignments 
or individual reviews created by this 
reviewer will not be altered in any 
way.

Click the Delete icon to remove an attendee
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Viewing Attendee Details
Clicking the attendee naMe link within a panel will take you to the Panel attendee detail Page.  On this page 
NSPIRES	displays	information	specfic	to	this	proposal,	such	as	an	overview	of 	the	propsal	including	submitting	PI	and	
organization,	review	copies,	compiled	evaluations,	panel	information,	panel	evaluation,	and	attendees	assigned	to	the	
panel.  The information is divided into three sections:  PRoPoSal inFoRMation, Panel eValuation, and attendeeS.

review name and [acronym} are 
displayed here along with the 
primary solicitation for this 
review

These tabs allow you to access 
other areas of the review, 
including inFo, propoSalS, 
reviewerS, and panelS

Icon shows the current 
publication status for 
the panel

Icon shows the 
current publication 
status for the review

panel name and 
[acronym} are 
displayed here

These tabs allow you to 
access other areas of the 
panel, including inFo, panel 
propoSalS and attenDeeS.

propoSalS section 
shows all panel 
proposals and 
relationship to this 
attendee.

Click proposal number 
link  to go to panel 
propoSal Detail page.

Click Edit icon 
to set attendee’s 
conflict of interest 
status for this 
proposal.

attenDee inFormation shows 
contact information 
and any Associations/
Affiliations.

reviewer optionS shows 
the review aSSignment 
and nDa StatuS.

inDiv evaluation 
shows individual 
evaluations if 
applicable.

conFlict 
displays 
Conflict of 
Interest status

panel evaluation shows 
panel evaluation status. 
Click link to view the 
evaluation form.

Attendee Name

Panel Attendee Detail Page

reviewer role and propoSal 
aSSignment show any role 
and status if applicable.

attenDee optionS shows 
the panel role. Click 
Edit  button to 
change.
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Conflicts of  Interest

Just as conFlictS oF inteReSt exist 
between individual reviewers and a 
proposal, they can exist between a 
panelist and one of  the proposals 
assigned	to	a	panel.		When	managing	
a	panel,	you	can	declare	a	conflict	of 	
interest between an attendee and a 
proposal, or the attendee can declare 
it from the external site.  Also, 
internal users with the appropriate 
permissions	may	undeclare	a	conflict	
of  interest.  

conFlictS oF inteReSt are established 
between an individual reviewer and a 
proposal.  As such, they are outside 
of  the review context and will 
remain in effect even if  a reviewer is 
no longer participating in a review.  

To view or declare/undeclare a 
conflict	 of 	 interest,	 click	 on	 the	
Edit icon to go to the attendee 
PRoPoSal aSSignMent Page.

Conflicts of  Interest

1.  Click the Edit icon to edit/view the Attendee Proposal Assignment page.

2a.  Use the dropdown menu to declare or undeclare a conflict.
2b.  Enter an explanation if there is a conflict.
2c.  Click Save to save changes.

Step 1: 

Step 2: 
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Individual Evaluations

indiVidual eValuationS are the product of  the individual review process, one of  the possible components of  the 
review. A reviewer is given one (or more) proposal(s) to evaluate, and that reviewer writes and submits an individual, 
independent, evaluation of  the proposal.  The evaluation itself  is the indiVidual eValuation FoRM.

The indiVidual eValuation FoRM is the form that the reviewer uses to complete the individual evaluation of  a 
proposal.  The individual evaluation form itself  may contain two components:  the oVeRall gRade and the eValuation 
cRiteRia.  The oVeRall gRade	is	defined	by	the	oVeRall gRade ScoRing Method and the eValuation cRiteRia is 
defined	by	the	eValuation FoRM selected in the indiVidual ReView SettingS for the review.  

To access a particular reviewer’s Individual Evaluation, click on one of  the many Individual Evaluation status icons or 
links throughout the Review module.  

Access Individual Evaluations

Individual Evaluations are accessible from several areas throughout the Review module by clciking on an evaluation status icon or 
status link.

Proposal/Panel Proposal tabs:

Proposal Information/Reviewer Information pages:

Reviewer/Attendee tabs: Click the Evaluation Status 
icons to go to the evaluation view page

Click the evaluation status links 
to go to the evaluation view page.

–OR–
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Viewing an Individual Evaluation
The indiVidual eValuation View Page will display the indiVidual eValuation FoRM	contents	as	defined	during	the	
review setup.  The page will consist of  three sections:  PRoPoSal inFoRMation, ReView inFoRMation, and eValuation 
cRiteRia.

PRoPoSal inFoRMation will contain contain basic information to help identify for which proposal the evaluation was 
written.

ReView inFoRMation will list which review the evaluation is part of, the reviewer’s name, the status of  the evaluation 
and the last time the evaluation  was editted.  If  the indiVidual ReView SettingS have an oVeRall gRade ScoRing 
Method	component	defined,	it	will	also	be	listed	in	this	section	as	the	oVeRall gRade item.

The eValuation cRiteRia is a questionnaire that can contain any number of  criteria for the reviewer to complete. The   
questionnaire	 is	defined	by	the	eValuation FoRM component selected in the indiVidual ReView SettingS for the 
review.  If  this component is not part of  the individual review, it will not appear as part of  the indiVidual eValuation 
FoRM.

Viewing Individual Evaluation

propoSal inFormation shows 
Proposal Number, Title, 
PI, Organization, and 
solicitation.

Download, Upload, and  
Edit buttons appear based on 
permissions and period of the 
review process.

OK button will exit the 
evaluation view and 
return to the previous 
location.

Print button will 
generate a PDF version of 
the evaluation form for 
printing.

Delete button will 
erase all data input into 
the evaluation form and 
reset the evaluation status.

evaluation criteria shows 
the questionnaire the 
reviewer will answer (if 
applicable).

review inFormation shows 
the review information, 
evaluation status, 
and overall graDe (if 
applicable).
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Editting an Individual Evaluation
Editting of  individual evaluations is permitted in limited circumstances to allow the ability to eliminate derogatory 
statements	and	language	which	may	impact	the	confidentiality	of 	the	reviewer	or	of 	other	reviewers	on	the	panel	
when	the	review	is	released	back	to	the	PI	and	submitting	organization.		An	internal	user	must	be	granted	specific	
permission to edit an evaluation.  

To edit an evaluation, click the Edit 
button in the indiVidual eValuation 
View Page title bar.  You will then 
be able to edit the evaluation form 
as necessary and save any changes.  

Creating an Individual 
Evaluation
Individual Evaluations may be 
created by an internal user on behalf  
of  a reviewer.  This action can only 
be performed prior to the Panel 
StaRt date.  If  there is no panel 
review scheduled for a proposal, this 
action can be performed up until the 
ReView end date.  

To create an individual evaluation, 
click the Create button in the 
indiVidual eValuation View Page 
title bar where the Edit button 
normally appears.  A blank edit 
screeen will appear for you to enter 
the information on and then save 
the form.

Editting an Evaluation

1.  Enter text and make selections as necessary.
2.  Click Save when finished.

Downloading an Individual Evaluation
NSPIRES offers the ability to create 
a PDF form version of  the individual 
evaluation	 for	 working	 offline	 and	
then uploading the evaluation back 
into NSPIRES.  These forms are 
generated by NSPIRES to enable 
users of  Adobe Reader software to 
type and save information directly 
into the PDF form.  Forms are 
generated for each reviewer and 
should not be shared between 
reviewers.

To download a form, click the Download button on the indiVidual eValuation View Page then save the generated 
PDF	file.		Use	Adobe	Reader	software	to	fill	out	and	save	the	form.

Click the Download button to create an editable PDF version of the evaluation form.
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Uploading an Individual Evaluation
After you or an external reviewer has downloaded and completed the PDF evaluation form, the form may be uploaded 
to NSPIRES.

1.  Click the Upload button.

2.  Click the Browse button to select the 
form file to upload.
3.  Clock the Continue button.

4.  If form uploads correctly, click 
Continue button.

5.  Verify/edit form data.

6.  Click Save to save uploaded form.
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Deleting an Individual Evaluation
Internal users will have the ability to delete an individual evaluation prior to the Panel end date.  If  there is no panel 
assigned to the proposal, then the evaluation may be deleted up until the ReView end date.  Deleting an individual 
evaluation will remove all records of  the evaluation form and reset the evaluation status to None.  This action cannot 
be undone.

To delete an individual evaluation, click 
the Delete button at the bottom of  the 
indiVidual eValuation View Page.  You 
must	then	confirm	the	action	before	the	
evaluation is deleted.

Click Delete button to delete an 
evaluation.

Printing an Individual Evaluation
Printing an indiVidual eValuation FoRM will	make	NSPIRES	generate	a	PDF	file	suitable	for	printing.		This	PDF	
will not be editable.  You may print an evaluation at anytime, even after a review ends.  Click the Print button at the 
bottom of  the indiVidual eValuation View Page to generate the PDF.

Click Print button to generate a 
PDF file for printing.
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Panel Evaluations

Panel eValuationS are the product of  the panel review process, one of  the possible components of  the review.  A 
group of  panelists is invited to a panel to discuss proposals and provide recommendations to NASA. The panelists 
evaluate and discuss the proposals together and generate a panel evaluation for each proposal.  The panel review may 
not represent a consensus but does represent the majority view of  the proposal.  The panel evaluation is typically 
written by the panelist that was assigned as the primary reviewer for that proposal.  The evaluation itself  is the Panel 
eValuation FoRM.

The Panel eValuation FoRM is the form that the panel uses to complete the panel evaluation.  The panel evaluation 
form itself  may contain two components:  the oVeRall gRade and the eValuation cRiteRia.  The oVeRall gRade 
is	defined	by	the	oVeRall gRade ScoRing Method and the eValuation cRiteRia	is	defined	by	the	eValuation FoRM 
selected in the Panel ReView SettingS for the review.  

To access a particular proposal’s Panel eValuation, click on one of  the many Panel Evaluation status icons/links 
throughout the Review module.  

Access Individual Evaluations

Panel Evaluations are accessible from several areas throughout the Review module by clciking on an evaluation status icon or 
Overall Grade link.

Proposal/Panel Proposal tabs:

The linked text, if any, indicates the Overall Grade selected for the proposal.  
The icon indicates the evaluation form status. 

 Submitted

 Draft

 None

Panel Proposal Information Page:
Click the status icon or grade 
link to view panel evaluation 
form.

Click the View button to view panel evaluation form.
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Viewing a Panel Evaluation
The Panel eValuation View Page	will	display	the	evaluation	form	contents	as	defined	during	the	review	setup.		The	
page will consist of  three sections:  PRoPoSal inFoRMation, ReView inFoRMation, and eValuation cRiteRia.

PRoPoSal inFoRMation will contain contain basic information to help identify for which proposal the evaluation was 
written.

ReView inFoRMation will list which review the evaluation is part of, the status of  the evaluation and the last time 
the evaluation  was editted.  If  the Panel ReView SettingS have an oVeRall gRade ScoRing Method component 
defined,	it	will	also	be	listed	in	this	section	as	the	oVeRall gRade item.

The eValuation cRiteRia is questionnaire that can contain any number of  criteria for the reviewer to complete. The   
questionnaire	is	defined	by	the	eValuation FoRM selected in the Panel ReView SettingS.  If  this component is not 
part of  the Panel Review, it will not appear as part of  the Panel eValuation FoRM.

Viewing Panel Evaluation

propoSal inFormation shows 
Proposal Number, Title, 
PI, Organization, and 
solicitation.

Download, Upload, and  
Edit buttons appear based on 
permissions and period of the 
review process.

OK button will exit the 
evaluation view and 
return to the previous 
location.

Print button will 
generate a PDF version of 
the evaluation form for 
printing.

Delete button will 
erase all data input into 
the evaluation form and 
reset the evaluation status.

evaluation criteria shows 
the questionnaire the 
panel will answer (if 
applicable).

review inFormation shows 
the review information, 
evaluation status, 
and overall graDe (if 
applicable).
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Editting a Panel Evaluation
Editting of  panel evaluations is permitted in limited circumstances to allow the ability to eliminate derogatory 
statements	and	language	which	may	impact	the	confidentiality	of 	the	reviewer	or	of 	other	reviewers	on	the	panel	
when	the	review	is	released	back	to	the	PI	and	submitting	organization.		An	internal	user	must	be	granted	specific	
permission to edit an evaluation.  

To edit an evaluation, click the Edit 
button in the Panel eValuation 
View Page title bar.  You will then 
be able to edit the evaluation form 
as necessary and save any changes.  

Creating a Panel Evalua-
tion
Panel Evaluations may be created 
by an internal user on behalf  of  
the panel.  This action can only be 
performed after the Panel StaRt 
date.  If  there is no panel review 
scheduled for a proposal, this action 
cannot be performed.  

To create an panel evaluation, click 
the Create button in the Panel 
eValuation View Page title bar 
where the Edit button normally 
appears.  A blank edit screeen 
will appear for you to enter the 
information on and then save the 
form.

Editting an Panel Evaluation

1.  Enter text and make selections as necessary.
2.  Click Save when finished.

Downloading a Panel Evaluation
NSPIRES offers the ability to create 
a PDF form version of  the panel 
evaluation	 for	 working	 offline	 and	
then uploading the evaluation back 
into NSPIRES.  These forms are 
generated by NSPIRES to enable 
users of  Adobe Reader software to 
type and save information directly 
into the PDF form.  Forms are 
generated for each reviewer and 
should not be shared between 
reviewers.

To download a form, click the Download button on the Panel eValuation View Page then save the generated PDF 
file.		Use	Adobe	Reader	software	to	fill	out	and	save	the	form.

Click the Download button to create a PDF form version of the evaluation form.
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Uploading a Panel Evaluation
After you or an external reviewer has downloaded and completed the PDF evaluation form, the form may be uploaded 
to NSPIRES.

1.  Click the Upload button.

2.  Click the Browse button to select the 
form file to upload.
3.  Clock the Continue button.

4.  If form uploads correctly, click 
Continue button.

5.  Verify/edit form data.

6.  Click Save to save uploaded form.
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Deleting a Panel Evaluation
Internal users will have the ability to delete a draft panel evaluation.   Deleting a panel evaluation will remove all 
records of  the evaluation form and reset the evaluation status to None.  This action cannot be undone.

To delete a panel evaluation, click the Delete button at the bottom of  the Panel eValuation View Page.  You must 
then	confirm	the	action	before	the	evaluation	is	deleted.

Click Delete button to delete an 
evaluation.

Click Print button to generate a 
PDF file for printing.

Printing a Panel Evaluation
Printing a Panel eValuation FoRM	will	make	NSPIRES	generate	a	PDF	file	suitable	for	printing.		This	PDF	will	not	
be editable.  You may print an evaluation at anytime, even after a review ends.  Click the Print button at the bottom 
of  the Panel eValuation View Page to generate the PDF.
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