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How to set up a New Project 

Click on New Project on your
dashboard

To create a new project is
an easy 7-step process in 3
phases. We have added
some things to consider
before you start a new
project

PLEASE NOTE: Check all
information is correct as you
go through each phase. You
can only go forward not
backwards.  This will speed up
the project configuration
process and securely lock the
data in place. 
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Project Info & Project Type 
Fill in your project information,
including project name, code and
other details if required. 

PLEASE NOTE: Make sure you put in
the correct details before clicking
‘next’ as you cannot go back. 

Identify the type of project you
would like to use and click on the
selected box. 

Click next 
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Pay for your Project

You have three ways to pay for your
project. 
1) Pay with credits
2) Pay by credit card 
3) Delegate payment authority

Each project credit is $90+GST 

You can pay for your project using credits
from your subscription plan

You can pay for your project by credit card
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You can also delegate payment to a register user or to an external
user
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Add Collaborators to
support your Project
Set up

Collaborators support the
Project Owner in the uploading
of evidence, questionnaire
figuration and the invitation of
reviewers. Collaborators can also
view all reviewer submitted data. 

Search the PRP search engine
for your collaborators. They
need to be registered with a
PRP account prior to you adding
them 

You can also add
collaborators to your
review project once the
project has been
submitted and it is ‘in
progress’. 

Collaborators can  add
other collaborators and
reviewers when the
project is ‘in progress’. 
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Upload evidence for your project. Click on the drop down box to identify
the document type. Give each document a title. You can upload any
file or a URL. 

If you are uploading an assessment task, you can also add student work samples to
support the review. 

You can also delegate uploading of evidence to
any other user. The nominated users will receive
an email invitation. They will find their invitation
under ‘Uploads’ on their dashboard. 
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PLEASE NOTE: You can only delegate one user to upload
at any one time. Once one user has completed their
upload, you need to delete this user before you can add
another. You will receive an email notification when
they have completed their uploading of evidence. 
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Select your Questionnaire Template

If you would like your institution template
uploaded, contact info@peerreviewportal.com 

Select your questionnaire template. You have these options: 
1) Click on a ‘blank’ template and add your own measures and
questions
2) Use the  questionnaire examples already uploaded on the
PRP
3) Create your own institutional questionnaire template by
sending us your questions and we can upload this for you on
the PRP.

You can add also add more information in
the description field for the reviewer to
support them answering the information
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Inviting Reviewers You are nearly there.....

You can begin inviting reviewers to your
project. You can do this three ways:
1) Send them the self-join link to review the
project 

2) Invite them by searching them on the
PRP.
 
PLEASE NOTE: A tip for new users is to
contact potential reviewers, prior to adding
them to the link or project, to get their
acceptance to do the review. 

3) Those users on Premium subscription
can click on ‘engage with your community’
and send out a post to the PRP community
searching for revie. 

Once your project has been configured, you
can go back to your dashboard. All projects
have a project number and you can go into
the review project and add reviewers and
collaborators. 
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The Project is now in progress... 

A handy tip: You can clone your questionnaire by clicking on ‘Clone’.
All you need to do is change the project info and add evidence. 

When a project is ‘in progress’, it is ready to add
reviewers and collaborators. Each project has a
project ID number (e.g.#3530) which you can use
when seeking support from our IT Team. The review
materials are located at the bottom right of the
project. 
You can add reviewers and collaborators by
clicking on the ‘add new’ button. You can also
send reviewers the secure URL to access the
review. 

Collaborators are able to add other collaborators
and reviewers.  Collaborators can be both
internal and external users. Reviewers can also be
internal or external users. 
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04 When the reviews are completed, you can
download an individual report by each user or
download a summary report if more than one
user using aCSV or PDF file.  You can also pay
your reviewer through ‘Enable paid review’.When
you can also close the project, when it is
completed


