INSTRUCTIONS

FOR

PEER REVIEW SYSTEM

RETRIEVING PROJECTS TO ENTER INTO PEER REVIEW SYSTEM 

1. Log into ARIS

2. Click on Research Documentation

3. Click on Active.  Select 416/417

4. Type in Project Type – “D”

5. Click on the Active Box

6. Enter the NP Code

7. Enter the NP Type – “N”

8. Hit ENTER

9. Click on the projects you need or MARK ALL RECORDS (under Action)

10. Also under Action, click on Send to Peer Review

ADDING A RECORD TO AN EXISTING PEER REVIEW LIST

1. Click on “Add Record” at the bottom of screen

2. Go to “?” at Project Number line

3. Select from list of projects

4. Click on OK

RETRIEVING PROJECTS TO ADD INFO

1. Log into ARIS

2. Click on Research Documentation

3. Click on Work, then select Peer Review

4. Click on Action, then select Query Screen

5. Enter NP Code

6. Enter NP Type – “N”

7. Enter Peer Review Tracking type

8. Enter Peer Review Status

9. Enter Review Session Name

10. Hit RETURN

PRINTING REPORTS

1. Click on Action, then select Mark All

2. Click on Print, then select All Pages

3. PDF file will be created

4. Print

