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RRM - Introduction

The Reviewer Recruitment Module (RRM) is a secure web-based system to recruit reviewers for its niche grant
review processes drawing from the vast pool of subject matter experts and grant review talent on RRM.

Powerful online tool to source and The RRM System allows end-user to manage

manage grant reviewers. their profiles.

RRM enables reviewers register their
areas of expertise, contact information
and resume for selection by peer review
managers.

RRM delivers specific information about
upcoming grants reviews and required reviewer
expertise for each program area.
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Becoming a Reviewer

Reviewer registration flow

Create Account

Complete Profile

Register Add Update
Create Account Login Contact Details, Expertise Reviewer Profile
Name and Password Codes, Profile Questions- Keep it complete and current.

Answers, Resume

If you are registering for the first time, the RRM system will guide users through the complete

registration process. The reviewer profile should always be kept updated.

S
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Portal Page

Registration Snapshot

Enter agency portal url

https://rrm.grantsolutions.gov/AgencyPortal
/...

1. Click Register

Enter Email ID

Enter Verification Code
Complete Account Details
Create Account

Get confirmation email

2. Login

Complete Personal Information
Select Expertise Code

Complete Agency Profile Questions
Upload Resume

3. Update Reviewer Profile

4. Manage Account

Update Contact Information
Change Password

Change Email Address

Reviewer Role | August 2020

'- The Grants f Excell
Q Reviewer Recruitment

(] strives for integrity and impartiality in the objective review process. Peer reviewers are selected for eac
does not guarantee selection or confirmation as a reviewer,

HRSA needs new and experienced grant reviewers with expertisein:
Health Professions Training ~ HI/AIDS ~ Maternal and Child Health Service

Organ Donation/Transplantation  Primary Care for Underserved Populations  Rural Health Care

Please click on these links for specific information regarding upeoming reviews and desired reviswer expertise
for each program area

Grant reviewers helo select the bast programs from competitive groups of applicants. Reviewers are
chasen for specific grant progrsms based on their knowledge, educstion and experience. Grant review panels
are selected 1o reflect diversity of ethnicity, gender, experience and geography.

Reviewers use their expertise to objectively evaluste and score applications against published evalustion
criteria. Reviewers gain undersianding of the grant-making process and have the oppartunity to communicate
with colleagues that often share common backgrounds and interests

Zrant reviews are usually held via the internet along with a telephone conference call or 5 a field review
where reviewars independently review applications with limited group discussions as necessary. In rare
instances, will conduct face-to-face reviews in the Washingzon, DC metropalitan area lasting for 3to 5
days. In such cases, _makes all Iogistical arrangements and pays for wavel expenses and other costs.
Regardiess of review type, each reviewer who participates and completes their assigned duties receives an
honorarium.

When registering to be &
1. Create an RRM Azcount:
2. Enter personal contact information,
3. Select general descriptions 1o indicate areas of expertise;
4. Cut and paste your resume information into & searchable text box; and,
5. Attach and upload your resume document.

reviewer in the Reviewer Recruitment Module, you will:

n review based on their expertise. Registration in RRM

Download the RRM Registration Manual™

Ifyou are not a ragistered RRM
zccount holder, please use the
following link to create you
reviewer profile today

Register

Ifyou have previously created an account with
RRM, and would like to add to your
current reviewer profile, please click on Register’
buttan to create you L profile.

Ifyou already have an account with m
RRM, you can

For support: RRMTech
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Account Creation

Copy “verification code” from the email
and paste it in the “Verification Code” text
box. Click “Verify” button. System navigates
to Account Creation Page.

Enter }/ou: prlmary. {:‘—Mg:/ addr?fs Verify that the verification code was
and click “Send Verification Emaif received in the Email address you

button. provided.

- Primary Email Address Confirmation = ™o R
The Grants Center of Ex ‘ p) . E
Q Reviewer Recruitment From: No Reply - RRM Support <NoReply@grantsolutions.gov> Reviewer Recruitment
To:  <JDoe@testcom>
More info
" HTML | HTML Source Raw | Analysis ' Check HTML L]
Home » Choose Primary Email Hi, .
Account Creation
A C . You have requested to create an account at RRM, with JDoe @test.com being the primary email address. To authorize RRM to use this.
ccount Creation i e e Tl e e ma e e s iy e (o et Gy e
796c20c341d600cf23278c27c2d02335 Verify Primary Email
Primary Email
If you believe this email is received in error, please disregard this message. This email address will then not be registered in RRM. © RRM uses email 35 a primary way of communication. Please provide an email address that we can best reach you. You will then n
@ RRIM uses email as a primary way of communication. Please provide an emal address that we can best reach you. We will send g message from RRM providing you with a verification code, which you will need to complete the next step.
to complete the next step in the registration process Thank you.
ST Verification Code: *
v
Primary Email * Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have questions, please n. I I
https://rrm_grantsolutions.gov/ContactUs.aspx and send an email to the contact information listed. 786ca0c34710840cf53278027¢2d02335 Verify
JDoE@bes(.corrl

Please make sure the Email address, the verification code are accurately entered into the text box without any extra spaces.
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Account Creation

=)

Crantolutions
Create Account by entering
#
® FirSt Name Account Creation
® L ast Nam e Please create your password using the guidelines listed below.

* Min 8 and Max 20 characters

° Desired Username * Atleast 1 uppercase character (A through Z)

» Atleast 1 lowercase character (a through z)
* Atleast 1 numeric (0 through 9)
1

* Password details (as per guidelines listed on the page) " et gl hta .88, 852,55,

Primary Email *

jane.doe@Icg.com
Re-enter the password for confirmation.
Jane

Accept the consent statement by clicking the check box.

Desired Username *

|Doe234

After entering all of the required information, o
click the “Create Account and Login” button.

Confirm Password *

| hereby certify that the above entered information is true and correct to the best of my knowledge.

Create Account and Login

S
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Logging In

Logging in for the first time.

-Your account is created, and system will
prompt you to login to RRM.

-Two email notifications would be sent out to
the user email id that is on file with the user
name and password.

Log in to RRM with the “User Name” and
“Password” used to create the account.

( The Grants Center of Excel
(-_?, Reviewer Recruitment

Welcome to the Reviewer Recruitment Module (RRM)

User Name
JDoel
Password

Forgot User Name Forgot Password

If you are not registered with RRM, please Click here.

As & registered member of this website, you will receive communications about opportunities to
participate in discretionary grant reviews. Please keep your profile active by updating it regulariy.

Sk \ionday-Friday ™ 1.866.424.2637 M HRSA Only:

m 8AM-6PMET YN RRMTechAssistance@hrsa.gov
All Other Agencies:
RRMSupport@grantreview.org
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Logging In

Reviewer Information and Contact Details

“*” are mandatory. * Primary and Shipping addresses help Agencyin
the reviewer outreach exercise.

* Fields marked with an

* Selecting a Primary Expertise Code is an

Once you log into the important part of reviewer profile « Make sure you update your contact information
system, complete the information. as needed.
following personal
information details: * Itisrecommended that Linked In and * Accept the consent statement and click the
Employer/Organization details are entered. “Update” button to finalize your entries, and
Contact Information advance to the next section — Reviewer Profile
Page.
Linked In Id ) _
Personal Contact Information Primary Address
. . . 8 Please provide your contact informatian. Fields with * are required. :::ﬂww S
Primary and Shipping | — .
Ad d re S S Prefix . Last Name * First Name * Middle Name m:wm o
Primary Phone * Primary Email Employer/ Organization Shipping Address
Primary Expertise Code e e .
:
E [ |
S

9 Reviewer Role | August 2020 ClrantSOLUtlonS



Reviewer Profiles

Reviewer Profile Page

Keep the profile updated, and current

* User should ensure completion of Expertise, Profile
Questions and Resume sections in order to keep the
profile current.

* Updatedreviewer profile is key to selection to review
opportunities.

Update Expertise Selections

Primary, Secondary, and Tertiary expertise areas

Click “Update” button in the Expertise section.

Select your expertise areas from the “dropdown
menus”, then click “Save” button.

R\ 1 Reviewer Profile Account Management ~

Home » Reviewer Profile

e —
(7—9 Reviewer Recruitment

Reviewer Profiles n Reviewer Profile  Account Management -

@ Here's a brief summary of the agency profiles on file. Please update your profile to keep them current.

Update Expertise

Agency: @ Please select your areas of expertise in priority order.

" Reviewsr Profile Account Management

Home = Revewsr Profie

Reviewer Profiles

@ Heres a brief summary of the agenty profes on fle. Please update your profl he
Agency
Summanry e Last Update Status
zzzzzz 2020838 ncon
ofiequestions  {Never) ncon
ccccccccccccc nco
of your

Updatenview

Updaterview

Summary Item Last Update Status Action Primary
Access to Health Care
Expertise 8/21/2020 8:34 PM Incomplete Updatesview
Secondary
Profile Questions (Never) Incomplete Updatenview Child Development
Tertiary
Resume (Never) Incomplete Update/view Children, Youth & Families

Cance!

By updating this information you acknowledge that all responses are true and correct to the best of your knowledge.
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Reviewer Profiles

Agency Profile Questions

You will now need to select answers for the agency
profile questions.

When you have made all of your selections, click
the “Save” button.

R, 1 Reviewer Profile Account Management -

Home » Reviewer Profile

Reviewer Profiles

€ Here's a brief summary of the agency profiles on file. Please update your profile to keep them current.

Agency:
Summary Item Last Update Status Action
Expertise 8/21/2020 8:34 PM Incomplete Update/View
Profile Questions (Never) Incomplete Update/View
Resume (Never) Incomplete Update/view

By updating this information you acknowledge that all responses are true and correct to the best of your knowledge.
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Update Profile Questions

profile far oy Pl

1.Whatis your current or most recent occupation?
(Pease chocszora)

© Health or Dental Care Delivery

© Health or Dental Care Education

© Health or Dental Care Administraion

© Financial Management or Planning.

2.Whatis (are) your currentor
(Pease choasa no marethan 2norkseings)

0 Hospiaal

0 Health Center

7 Other Health or Dental Care Facity

9 Medical Training Intiution

1 Other Academic Instittion

7 Federal, State o Local Goverment

% private Sector or Non-Profit Organization
@ otmer

3.Whatis your highest or type of degree?

6.VOLUNTARY- How did you hear about RRM?

{The information you provide i completely VOLUNTARY )
@ HRSAWebsite

9 professional Conference or Convention
' Another Reviewer
@ Other

7.VOLUNTARY-

© Hispanig/Latin
© NotHispanic/Lating
® Check

8.VOLUNTARY- Which of the

as many as apply.

5 American Indian / Native American
O Asian

0 Black/ African American

0 Native Hawailan / Pacific islander
@ White

# Male

@ Female

Ageney:

S
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Reviewer Profiles

Add resume and summary

After completion of agency profile questions, the system Click “Update Resume” button to get started
will enable users to add a resume to their profile..

f Reviewer Profile Account Management ~

Home » Reviewer Profile

Reviewer Profiles

c‘-—- The ants Ce ter of Ex ence
(, Reviewer Recruitment

© Here's a brief summary of the agency profiles on file. Please update your profile to keep them current.

Agency:
# Reviewer Profile Account Management -
Summary Item Last Update Status Action
Expertise 8/21/2020 8:34 PM Incomplete Updatefview
M a n 'a ge Res u m e Profile Questions (Never) Incomplete Updaterview

Resume (Never) Incomplete Updaterview

By updating this information you acknowledge that all responses are true and correct to the best of your knowledge.

@ Please update your resume at least once a year or as often as you choose.

Do you have a new resume? Do you have a updatad version of this
My resume resume?

F Rl

S 4
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Reviewer Profiles

Add resume

On Add Resume page, resume can be uploaded in .PDF, Click “Upload Resume” button to submit the changes.
.doc or .docx format. User can add resume description in
the provided text box.

) T enter of Cxcellens & Welcome [Doea!
(:_2 Reviewer Recruitment Log off

@ 5 TheGrants Centerof Excellence
Q Reviewer Recruitment

€ Open X
1.3 Reviewer Profile  Account Management -
4 Bl s ThisPC » Desktop v & Search Desktop el f Reviewer Profile Account Management -
Organize = New folder Bz~ M
Add Resume . o
RD and REQN # » Name Date medified Type *
MVC Requireme RRIM 1.9.0 release 8/28/2018 1:57PM  File fol, Add Resume
@ Please follow the steps outiined below to add your resume. Fields with * are required. NEW RRM Releases M Filefel
RVP Latest PM File fol:
RRM Releases N
X @ 1 2018 1:17 PM PNG Fi
Testing 2 M8 1:40PM  PNGFi @ Please follow the steps outlined below to add your resume. Fields with * are required.
Type or copy and paste into this textbox details about your skills, experience Click on the Browse buttonl 2 (naDrive 508 RRM MVC (Autosaved) 18 315PM Micros o
and specialties. You may add all or part of your resume to complete this _iAccentable file formats ar ol 5
process. We will query the data you enter here to help identify individuals I'la file chos|
with the qualifications for a specific review. & J Farems All Files -
NOTE: Reviewers will be selected based on the resume you attach in Step 1. )
o ———— | Open |7] Cancel Type or copy and paste into this textbox details about your skills, experience Click on the Browse button to locate your resume.
your resume and this data as often as you wish. and specialties. You may add all or part of your resume to complete this (Acceptable file formats are .PDF, .doc and .docx)
g = process. We will query the data you enter here to help identify individuals REM Besume.docx
with the qualifications for a specific review. .
NOTE: Reviewers will be selected based on the resume you attach in Step 1.
Upload Resume
Once you have registered, you may update any part of your profile including
your resume and this data as often as you wish. =
A Summary of skills, experience and specialties. You may add all or part of your
L | resume to complete this process.

S
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Reviewer Profiles

Add Resume

Only one resume may be uploaded to
the RRM System at a time.

On clicking the ‘Back’ button, system
would open the Reviewer Profile page.

On clicking ‘Download’, user can
download a copy of the resume.

If you wish to add an updated resume, delete

the current resume and upload a new one.

On clicking ‘Delete’ button, the system
will prompt if you wish to proceed.

On confirmation, system navigate to ‘Manage
Resume’ page where user can upload the new

resume.

14

Are you sure you want to delete this resume?

B -

.l, Welcome |Doed !
Log off

( T .". ter of Ex -
(:_-? Reviewer Recruitment

.1 Reviewer Profile Account Management -
Manage Resume Agency:
@ Flesse update your resume at least once a year or &5 often as you choose.

Do you have a new resume? Do you have a updated version of this
My resume resume?

File name : REM Resume docx
File updated on : 9/4/20718 11:55:39 AM

S
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Reviewer Profiles

Reviewer Profile Page

Reviewers should always ensure that
the

* Expertise Codes
* Agency Profile Questions
* Resume

sections are completed.

The sections should be updated
regularly and put in “Complete” status.

The last updated date and time are
displayed next to the “status” column.

The acknowledgement statement is
displayed to ensure all information
entered is correct to the best of
Reviewer’s knowledge.

15
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REVIEWER RECRUITMENT MODULE

N Reviewer Profile Account Management -

Home = Reviewer Profile

Reviewer Profiles

© Here's a brief summary of the agency profiles on file. Please update your profile to keep them current.

Agency:
Summary ltem Last Update Status
Expertise 8/21/2020 7:09 PM Complete
Profile Questions 8/21/2020 7:10 PM Complete
Resume 8/21/2020 7:10 PM Complete

By updating this information you acknowledge that all responses are true and correct to the best of your knowledge.
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Log off

Action

Update/View
Update/View

Update/View
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Account Management

Manage your account

(= rof Ex
Q Reviewer Recruitment

Home » Account Management

Account Management
G G
Change Password Change Email Address

b Monday-Friday SN 1.866.424.2637 M HRSA Only:

B cam-eomer Y AdA' RRMTechAssistance@hrsa.gov
All Other Agencies:
RRMSupport@grantreview.org

You may update your contact information at
anytime.

Click the “Contact Information” hyperlink to
update your contact information.

16

Contact Information

Street 2

City
Arlingten

State™ Zip*
Wirginia v 22z20%

Shipping Address

Same as Primary "

—

Make changes to your contact
information and click “Update”
button to finalize your entries.

Reviewer Role | August 2020

Home = Account Management = Coniactinformaton

Personal Contact Information

Primary Address

Address Types

Street1

Click ‘Manage Addresses’ link to
update your Work, Home, Shipping
and Other addresses.
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Account Management

Contact Information

— (=
3, The Grants Center of Excell =~ Reviewer Recruitment
Q Reviewer Recruitment

Home = Account Management = Manage Addresses

Address Management Make this address primary

Address Street 1%

Address Street 2

Click ‘Edit’ button, and make changes to your -
current addresses: S
*  Work

Address Type*
Select v
Address Type Is Primary
Worke . ol | Address Name®
Shipping ‘ e ]

* Home
* Shipping
e Other addresses

Add new addresses to your contact
information.
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Q Reviewer Recruitment

Home = AccountManagement » Edit Addre:

Make this address primary

Address Type™

Home

Address Name*

Work

Address Street 17

1400 Key Boulevard, Suite 900

Address Street 2

Update your primary address by
selecting an existing address.

S
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Account Management

Change Email Address

( The Grants Center of Excellen
S ReTaver ieeriitme

Home » Account Management

Account Management

Account Details Contact Information
l / l 4
Change Password Change Email Address

To update your Email address associated
with the profile,

click the “Change Email Address”
hyperlink.

Enter your “new email address” and
click “Send Code” button.

18

of Excellence A welcarne Jroed |

& TheGrants Center of £
—2 Reviewer Recruitment Log off

L. Reviewsr Profile Account Management -

Home = Account Management = Change Email Address

Change Email Address

Your Current Email address is:

JDoediptest.com

= Please enter your new email address in the designated box; then click the "Send Cods” butten.

= An email will be sent to the new email address provided containing 2 verification code o confirm your 2mail address change.

= Pleaze copy erification code from your email and paste it into the designated bouws then click the "Verify Code” button.

s When the correct code is entered the "Changs Email” button will be activated; please click the "Change Email” butten o finalize the change to your email address

Mew Email*
| |

By checking this box, | certify that | am, or under the autherization from, the owner of the ema

address indicared sbove.

S
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Account Management

Change Email Address

2 welcome JDoes |

(-:,) Reviewer Recruitment

#  ReviewsrProfile  Account Manage

Home + Account Management » Change Email Addr

Change Email Address

Your Current Email address is:

JDoedi@test.com

he "Send Code” buttan.
= An email will be sent to the new email address provided containing 2 verification code to confirm you

fi de from your email and paste it int esignated box: then click the
d the "Change Email” button will be activated; please clic Change Email” b

= Please

change to your email address

New Email*
|Doed@mail com

v

By checking this box. | certify that | am. or under the authorizazion from, the owner of the email

#  ReviewerProfile  AccountManagemen: ~

Home » Account Management » Chang Emil Addr

Change Email Address

An email has bean sent 1o the new address provided. Please check your email for the required verification code.

Your Current Email address iz

JDosd@test.com

Please enver your new emal address in the designared 0ox then clck the “Send Code” bumen.
An email wil be sentto the new emall sddress provided cantaining @ verification code ta confirm your emall addres

change.

- Please cop m your email and pasts it into the designated bax then click the “Verity Code” button.
- Whenth the "Change Email” butzor will be & Change Email” button to fina hange o your email address.
New Email™ Verification Code™

|Deed@mail.com XHCPCAV2VPK2BXH

.
By checking this box. | certify that | am, ar under the authoy
address indicated above.

;EZ3 Resend Cod

n from, the ownar of the email

19

An email will be sent to

the new email address
with a verification code.

Copy the verification
code and paste it in the
“Verification Code” field
on the Change Email
Address page.

Click “Verify Code”
button.

Once verified, click

“Change Email” button
to finalize your update.
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RRM Account Email Setup R

From: No Reply - RRM Support <NoReply@grantsolutions.gov> Sz 16 KB

To:  Jane Doe <JDoed@mailcom>

More info
HTML ' HTML Source Raw | Analysis | Check HTML b @
Dear Jane,

“You have requested to use this email address as your primary point of contact for RRM. You must copy the entire verification code below and paste it into the box provided
on the RRM email change verification web page to complete the process. If you chose to re-enter the code, please type carefully as it is case sensitive.

Verification Code:[XHCPCAVZVPK2BXH
Thank you.
RRM Support Team

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have questions, please navigate to
https://rrm.grantsolutions.gov/ContactUs.aspx and send an email to the contact information listed.

Reviewer Recruitment

#  ReviewsrProfile  AccountManagement ~

Home » Account Management = Changs Email Address

Change Email Address

¥our email address has been updated Successiuly

Your Current Email address is:

JDoed@mail.com

mer your new email address in the designated box: then click the "Send Code” burton.
ontaining 2 verification code to confirm your email address change.

Please 2
An email will be sent to the new email address provid

= Plesse copy the verification code from your email and paste it into the designated box: then click the Ve
« When the correct code is entered the “Change Email” button will be activated; please click the “Change Email® butten to finalize the change to your email address.
New Email™

|Doea@mail com

3

By checking this box, | certify that | am, or under the autherization from, the owner of the email

address indicated above.
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Account Management

Change Password

To update your password:

1.1 Reviewer Profile ‘ Account Management

Home » Account Management

Account Management

®

Account Details

G

Change Password

dambh  \jonday-Friday 1.866.424.2637

8AM-6PM ET

D)

Click on the “Change Password” button.

On the next screen, enter your “old password”, your “new password”, and verify the “new password.”

Click “Update” button to finalize your changes.

2

(Contact Information

G

Change Email Address

(—' The Grants Center of Excellence
L,-? Reviewer Recruitment

. 3 Reviewer Profile Account Management -

Home » Account Management » Change Password

Change Password

Please create your password using the guidelines listed below.

e Min & and Max 20 characters

* Arleast 1 uppercase character (A through Z)

» Atrleast 1 lowercase character (a through z)

s Arleast 1 numeric (0 through 9)

e Arleast ] special character (L, @ # §, %, % &+ =7, <2, ~)

Old Password™ New Password*®

RRMTechAssistance@hrsa.gov
All Other Agencies:
RRMSupport@grantreview.org

Confirm Password®

2 Welcome |Doed!
Log off

20
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