
EDGrants Reviewer 
Registration

Tutorial 



1.
Access The City of San Diego External 

Portal via the following URL 
https://edgrants-int.my.site.com/
ApplicantLogin4?username=null 
Recommended Browser is Google 

Chrome

2.
Click on Register As
arrow and select 
SME reviewer
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Read the Pledge Of Confidentiality(CPAB) 
and if you accept ‐ click on Agree button. 
Note, if you disagree and click on Disagree 
button you will not be able to register and 
the system will return you to login page.
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Read Conflict of Interest 
Statement (CPAB) below and if 

you accept click on Agree 
button

Note, if you do not accept and click 
on Disagree button you will not be 
able to register and system will 

return you to login page.
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3.
Upon entering all required 

information in both 
sections – click Save button 

to continue.

Please validate you enter your 
correct email address because all 
communication will go to the 

address provided here

1. 
Enter all your profile information. 
All fields marked with a red asterisk 
must be populated or you will not 

be able to continue.

2.
Review the listing of FY 2018 CDBG RFP applicant agencies, project names and the Board of Directors roster provided 

to you via email. Read the Conflict of Interest statements and select one of the two statements. If you identify a 
conflict of interest, you must select the second statement and populate the text box with the names of the 

agencies/projects with which you have a potential conflict.
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ED GRANTS CPAB (SME) 
REVIEW

Tutorial and Guide 



1.
Access the ED Grants portal at 

https://edgrants-int.my.site.com/
ApplicantLogin4?username=null

(recommended browser is Google Chrome).

2.
Use the Username and Password that you 
received and created during registration. 
Contact City staff if you do not remember 

your username and/or password.

https://edgrants.force.com/


From the Home page, select Pending 
Tasks to see your assigned tasks.



Under Pending Tasks (Assigned To 
Me), you will find a table listing all 
applications that have been assigned 
to you for review.

To start the review process click on the 
Start icon  located under the Actions
column for the application you want to 
review.

To sort applications, click on the 
desired heading. It is recommended to 
view and score applications by the RFP 
category (subject heading). 



To view the applicant 
organization’s FY 2019 RFP 
response, click on the blue 
application ID. This will open the 
response in another window or 
tab.  You can then toggle between 
the response and the scoring form.

Upon clicking on the Start icon, the 
system will open the Review Form. 
Click on the Edit button to open the 
fields and initiate your review.

NOTE: You can close the 
side navigation menu by 
clicking on the arrow. This 
will enlarge the review edit 
page for better 
visualization. Click on it 
again to open the left 
navigation menu.

Prior to scoring each application, you will be 
required to respond to a conflict of interest 
prompt. If you believe that you have a 
conflict, please recuse yourself and submit an 
unscored/blank application. 



To view organization details and certify a lack 
of conflict of interest, click on the 
organization name. This will open a new tab 
that will display relevant information.  



Click on the Board of Directors tab to display 
relevant information. Please review and 
return to respond to the conflict of interest 
prompt. 



Upon clicking on the Edit button, the system 
will display the Review Form in edit mode. 
Make sure you review the Application 
Information, and complete all questions under 
each scoring category. Note that all fields 
marked with a red asterisk are required.



Once you have completed answering 
all questions, click on the Save
button. Note you can SAVE your 
work at any point and return to 
review or complete it later before 
submitting.

Please provide comments that will assist 
organizations in future applications with either 
specific or general recommendations on 
positive areas, adjustments needed or areas 
that are lacking. 



Upon saving the review you will be able to 
view each section and the associated total 
scores. It is recommended that you save and 
review your scores prior to submitting a final 
response. 



Upon saving, the system will make the 
Submit button available for you. Note 
that the system will not let you submit 
if you do not enter all required data as 
indicated by the red asterisks. ONLY 
CLICK on the Submit button when you 
are ready to Submit your scores to the 
City. Once you submit, you CANNOT 
change your score.



Upon selecting to submit, the 
system will prompt you to 
confirm. Click on the OK
button to confirm. 



Reminder: If your left navigation 
menu is collapsed, click on the         
icon to open it again.

Once a scoring form is submitted, the system 
will display the review page in Read Only 
mode. To select the next application for 
scoring, click on Pending Tasks on the left 
navigation menu to return to the Pending 
Tasks (Assigned to Me) screen. 



If an error occurs, the 
message will be displayed at 
the top of the page so you 
may need to scroll up.  



To view a summary report for all the RFP 
responses you have reviewed, you can 
select to run the Application Review 
Score Report. We recommend you 
review this report once scores have been 
saved, before finalizing and submitting 
your scores to the City.



The External Review Score Report will 
display all RFP responses that you have 
reviewed with their corresponding 
Summary Ratings. We expect this report 
to provide you a perspective with regards 
to the ratings you have assigned.

The External Review Score Report is 
filtered as follows:
1. NOFA

1.1    RFP Type
1.1.1    Applications

In this example, we have two NOFAs.

The first NOFA (Early-Stage..) has one 
RFP type with two RFP responses.

The second NOFA (FY 2018 CDBG..) has 
two RFP types each with one RFP 
response. 

1

1.1

1.1.1



To navigate out of the report, use the tabs 
on your browser.



This completes the CPAB (SME) Review 
tutorial and guide.
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