
Click on Manage Ancillary Reviews from the 
Activity Center.

When the new window opens, click +Add tab 
to identify which organization or person should 
provide an additional review. 

A new window will open and fill in questions 1-
5. Reviews can be sent to organizations or 
individual people.  They can be sent to multiple 
recipients by using the OK and Add Another 
button.  Review type will vary depending on 
which module you are in when sending out the 
review.  Once you have selected your recipients 
and review type you can +Add comments and 
supporting documents. 

If response is required, selected reviewers will 
receive an email notification with a link to the 
item that needs reviewed and it will appear in 
their inbox tab on the PERA dashboard. If a 
response is not required, the review will only 
appear in their inbox tab, no email will be sent. 

Click OK  or OK and Add Another when 
finished.

The reviewer can now view the items and Add 
Comment as part of their review.

Ancillary Reviews Quick Guide

Ancillary Reviews will be used in 
all modules to request approval, 
notify relevant parties, and 
coordinate between departments. 
See your departments specific 
ancillary review section on what 
uses are intended for your 
module. 
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