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GUIDE LEGEND 

Symbol Description 

 Highlights an important part in a figure, referenced in the text.  

 
Indicates an alert for the user to be aware of. 

 

An important reference or reminder for the user.  

 Arrow points to a key part in a figure. 
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1 EXTERNAL REVIEWER 

The External Reviewer is invited by the LCTCS Program Manager (PM). Once the Program 

Manager has sent out an invitation, the potential External Reviewer will receive an invitation 

from LCTCS to register via email (Fig. 1). The eGrants Reviewer Portal may also be accessed by 

entering the following URL in to a supported browser:  

https://lctcs-egms.force.com/GO__ReviewerLogin2?username=null . 

 

 

 

 

 

1.1 Registration Process 

Click on the “here” hyperlink in order to begin the registration process (Fig. 1).  

 

Figure 1: Invitation Email 

 

  The LCTCS Portal is supported by the following browser versions: 

 Microsoft ® Internet Explorer ® Version 11 

 Mozilla ® Firefox ® version 35 & above (Most recent and stable version 

recommended) 

 Google Chrome ™ version 30 & above (Most recent and stable version 

recommended) 

 

https://lctcs-egms.force.com/GO__ReviewerLogin2?username=null
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1. Next, review the External Reviewer Non-Disclosure Agreement. Click Agree to proceed 

(Fig. 2). If the user chooses to Disagree, the user will not be able to continue with the 

registration. 

 

Figure 2: Non-Disclosure Agreement 

2. After clicking Agree, the user will be presented with the External Reviewer Conflict of 

Interest Agreement (Fig. 3). Once again, if the user chooses to Disagree, the user will not 

be able to continue with the registration. Read the statement and click Agree to proceed.  

 

Figure 3: Conflict of Interest Agreement 
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3. In the next screen, the user will be asked to create an External Reviewer Profile (Fig. 4). 

Complete the fields with all the required information. Fields marked with an (*) indicate 

required fields to be completed. 

 

 

 

Figure 4: Reviewer Profile 

  

 

 

 

 

 

 

 

 

 

4. Complete all the fields to create the External Reviewer Profile. In the Area of Expertise 

box, select all areas of expertise that apply. In order to make more than one selection, 

hold down the Control (Ctrl) or Shift key while making the selections. The Area of 

Expertise represents areas in which the reviewer is proficient. The information will help 

the PM to assign application reviews based on the expertise listed in the profile.  

 

 

 

  If you have any questions regarding any of the fields, hover your mouse over the 

blue question bubble to view a brief description (Fig. 4).  

The email must be a valid email account in order to complete the process and for 

future correspondence!  

  The user name must be in the format of an email address, i.e. name@mail.com, 

but it does not have be a real email address. Click the “Check Availability” link to see if the 

entered Username is available. The user may also use their current email address.  

mailto:name@mail.com
mailto:name@mail.com
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5. Complete the CAPTCHA (Completely Automated Public Turing test to tell Computers and 

Humans Apart) field (Fig. 5). The CAPTCHA test is a safety feature which allows the 

system to determine whether the user is a human or computer generated bot. This 

feature prevents spam and wrongful access to the system. If there is difficulty reading the 

test in the CAPTCHA box, click the refresh button to get a new challenge or the audio 

button to hear the text.  

 

Figure 5: CAPTCHA Challenge 

6. Once all the required information has been entered, click Next to continue. The 

registration process is now complete (Fig. 6). The user will receive instructions to set 

login credentials via email.  

 

Figure 6: Registration Confirmation 
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1.2 Setting Up Log in Credentials 

After successfully completing the registration process, the user will receive a confirmation email 

(Fig. 7). The email will inform the user on successfully registering for an account. Click on the 

“here” link to activate the account. The email will also include a hyperlink to access the Reviewer 

login page. Bookmark the login page for future use.  

 

Figure 7: Activation Email 
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Clicking on the “here” link will take the user to the eGrants Portal to set the log in credentials.  

1. The user will be asked to create a new password (Fig. 8). The password must contain at 

least: 

a. 8 characters 

b. 1 letter 

c. 1 number 

 

Figure 8: Set Password 

2. Once the chosen password has met the minimum requirements, the user will see a 

confirmation notice in each field, as shown in Figure 9. Click Change Password to 

continue.  

 

Figure 9: Password Confirmation 
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3. After clicking Change Password, the user will be taken to the LCTCS eGrants Portal, where 

the contact information will be displayed (Fig. 10). In the Attachments tab, the reviewer 

can attach their resume and other applicable documents so that the LCTCS users can 

assess the credentials and note any potential conflict(s) of interest. The External 

Reviewer login credentials process is now complete.  

 

Figure 10: LCTCS Contact View 

There are two tabs available to the user (Fig. 11), which are briefly described in Table 1. 

 

Figure 11: LCTCS User Interface 

 

Table 1 

TAB DESCRIPTION 

HOME Main tab; displays all basic information; all pending tasks can accessed here 

APPLICATIONS Displays all applications that have been submited and assigned to the reviewer  
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1.3 Conducting and Submitting a Review 

Once the Program Manager has assigned applications for review, the external user may receive 

an invitation to review an application. If assigned, the reviewer will receive an email notification 

informing them of the pending review (Fig. 12). Click on the “here” hyperlink to begin. The 

reviewer may also access the application logging in to the Reviewer LCTCS eGrants portal and 

accessing the Pending Task from the Applications tab. The Task Type will be listed as, Review 

Application.  

 

Figure 12: Pending Review Email Notification 

The user will be taken to the external reviewer login page in the LCTCS eGrants Portal. Log in 

with the previously established credentials (Fig. 13). The eGrants Reviewer Portal can also be 

accessed by entering the following URL in to a supported browser:  

https://lctcs-egms.force.com/GO__ReviewerLogin2?username=null 

 

Figure 13: External User Login 

 

https://lctcs-egms.force.com/GO__ReviewerLogin2?username=null
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Once logged in, the user will be taken to the Application Review Form (Fig. 14). The Application 

Information block will display basic information about the application. The reviewer can view 

details regarding the application and the funding opportunity by clicking on the respective 

hyperlinks. 

 

Figure 14: Application Review Form 

For the Basic Grant Review, there is a list of questions which will be used to assess the 

application. The user must include a ‘Yes’ or ‘No’ response for each question. If a ‘No’ response is 

selected, an explanation must be provided in the Evidence and Comments fields. Click Save once 

complete. The review process is similar for CCTC Grants; however, the questions will differ based 

on the grant type. 

Note: The review may be conducted in multiple sessions and/or over a period of time. If multiple 

sessions are required, it is important to save the assessment entries before logging out to ensure all 

data has been saved. 
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In the next screen, the user may review the entries made for the Basic Review (Fig. 15). The user 

may also download the completed review form as a PDF by clicking the Download as PDF button. 

Once complete, click on the Submit button to submit the review to LCTCS.  

 

Figure 15: Submit Review Form 


