Process 2

Reviewer Registers for IAR 

1. Process 1 is complete (SRA/GTA has completed the assignments and designated the meeting/reviewers for IAR)

2. The email goes out to the reviewers (Use MLG address—if blank check other types). The email will invite Reviewers to the web site to register. Email will include a PIN number (profile_person_id). User will be instructed to Save email for future reference. If email is undeliverable, the failed email will be sent to the SRA/GTA.

NOTE: If Reviewer already has a Commons account associated with their Profile record, then just inform users to use that account – no registration necessary.

3. The reviewers will click on the link inside the email body and will be taken to the custom tailored registration form. On the form they will do the following:
a) Enter PIN number.
b) Pick their user name and password.

4. Press Submit button to complete registration.

5. Successful registration.

6. User will be provided a link to proceed to the IAR login screen.

7. Forgotten user name/password can be retrieved via electronic request on the logon screen.  User must specify either PIN or User Name. The email will be sent to the user with his/her account/password. If neither PIN nor user name is known, the Reviewer will be instructed to call their SRA or the IMPACII Helpdesk. The option of allowing them to send email to the SRA and/or IMPACII Helpdesk from the logon screen will also be explored.

Below is the diagram illustrating the registration process:
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