
Tips…

• You can get a printable list of your applications.

• Not seeing all your applications? 
Change your List View and “pin” the 
one you want to display each time 
you come back.

• Applicant answered they’re being readmitted 
by mistake and you need the materials to 
review? You can add a Supplemental Form 
and email the applicant asking them for the 
number of recommenders (name and email) 
needed; then add them to the application.



Tab Explanations…



When adding reviewers to a Review Team



Remind reviewers to change their list view to 
“App Reviews Shared with Me”

Remind reviewers that when they click 
“finish” it will appear as they’re being asked 
the questions again
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