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Assign an Ad Hoc Reviewer 

Based on the information provided in the PAF, the system determines which units the PAF and proposal 
package should be routed. The Unit Reviewers can send a PAF to a person who has not been previously 
designated as a Reviewer. Anyone who has an account in the system can be added as an Ad Hoc Reviewer.  

Who Can Assign Ad Hoc Reviewers:  For a department, anyone with Reviewer or Reviewer Who Can Sign 
access can assign ad hoc reviewers.  

Contact your Research Unit Liaison if you need Reviewer or Reviewer Who Can Sign access. 

Important Information 

• Ad Hoc Reviewers are given access to view and enter their review comments on the PAF. They are to 
use the Post Reviewer Comment activity. 

• Ad Hoc Reviewers are not able to “approve” the PAF. This remains the responsibility of the Reviewers 
listed on the PAF.  

 
PAF Workspace Main tab 

1. Click the Assign Ad Hoc Reviewer activity from the PAF Workspace. 
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Assign Ad Hoc Reviewer window 

 

2. Click Add. 
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Select One or More Persons window   

 3. Select the Filter by criteria. 

Note: User ID is the uniqname, Project 
ID is the DRDA (PAF) number. 

4. Enter a keyword. 

Tip: Use percent sign (%) as a wildcard 
character in filtering to specify parts of 
words. For example, searching for 
%kim% returns Hakim, Kim and Kimball. 

5. Click Go to display the search results. 

6. Click Advanced to allow 2 more Filter by 
criteria. 

7. Select the Ad Hoc Reviewer you want to 
assign. 

8. Click OK. 
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Assign Ad Hoc Reviewer   

 

9. To Add additional ad hoc reviewers, repeat steps 3 through 7. 

10. Add Comments.  

 These comments will be included in the email that is sent from eResearch to each Ad Hoc Reviewer. 
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1. Click OK.  1
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Email sent to Ad Hoc Reviewer 

 

Notice that comments are included at the beginning of the email. Your comments provide necessary 
information as to what you need the reviewer to do. 

When the ad hoc reviewer clicks on the link to the PAF, the PAF Workspace opens with a limited number of 
activities that are available to ad hoc reviewers.   

Conrad Investigator 

Pat Investigator 

R. Research Administrator 
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