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About eCivis Portal 
For programs distributed through the eCivis Portal system, reviewers have a one-stop shop 
to manage their lists of applications to review.    

The chapters that follow will walk through the application process step-by-step.  

If you have any questions or experience any issues along the way, it is recommended that 
you reach out to your program contact. 

 

Creating an Account 
To manage Reviews, you will need to set up a Portal account at 
https://portal.ecivis.com/#/login.  
 
(Use the “Forgot Password?” link if you have an account but need to reset your password)   
 
*Note: eCivis Grants Network users can use their Grants Network credentials, click Grants 
Network Login, and skip to the “Setting up your account profile information in ‘My Profile’” 
instructions below. (If you need to reset that password, visit https://gn.ecivis.com and click 
the “Forgot Login Info” link at that page)  

1. Click “Create an account” 

 

  

https://portal.ecivis.com/#/login
https://gn.ecivis.com/
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2. Enter your name, email, and desired password. Then click “Sign Up” 
 

 
 

3. This will send you a confirmation email. You will need to click on the Portal link within 
that confirmation email to activate your account:  
 
*Note: If you do not see this email within a few minutes, check your spam/junk folder in 
your email inbox. 
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2. When you log into Portal, you will see a navigation bar on the left of your screen. You 
will need two of these sections:   

 
 

a. My Reviews: Gives you access to all assigned reviews across multiple 
programs  

b. My Profile: Gives you access to your profile information. 

  

3.  Managing your account profile information in “My Profile” 
 
a. Your name and email are recorded on this page and can be edited at any time. 

 

  
 
b.  Then, click on the “Update Profile” button on the bottom of the screen 
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c. A green success message should appear in the top right corner of your screen:   

 

  
 

  

Completing Your Assigned Reviews  
1. In Portal, locate the My Reviews selection from the left-hand navigation bar.   

 

 
 

2. To navigate a large list, you may re-order or flip to the next page of applications 
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3. Click on the Application ID you wish to review. The stage status will show “Not 
Started” if you are just beginning your review.  
 

 
 

4. Click Edit Button next to the Review Form you wish to fill. 
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5. View the “Application Forms to Review” on the left-hand side of the screen (using the 
expand/collapse arrows, when necessary, to navigate multiple forms).  
 
Provide feedback using the Review Form fields on the right.  

  

*Note: If the Review Form is built with scoring fields that add up to a total score, you 
will see the “Total Score” value at the bottom of the form.  

 

 

6.  To export a copy of the filled Review Form to PDF format, click “Export to PDF” from 
the top-right corner of the page 
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7. Click Save once edits are complete.   
 

 
 

8. If no further edits are needed and you are ready to submit the completed Review 
Form, Click Complete.  
 

 
 

9. Once complete, return to the My Reviews page and repeat with all other assigned 
reviews until all are complete. The program team will receive your submissions and 
may reach out if any additional information is needed. 


