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Introduction 

The e-Clearinghouse coordinates the State-level review of Federal Grant projects, ensuring 
compliance with Executive Order 12372 and KRS 45.031. It identifies the state agencies 
that should be involved in the development of federal projects and provides them with the 
opportunity to review and comment on applications.  

A thorough Project Review process has been developed to ensure fairness, accuracy, and 
consistency with program guidelines. This Project Review process will ensure that all 
prospective external reviewers have access to the information, tools, and resources needed 
to participate fully in this process. The individuals who review project applications will 
be able to access the Project Reviewer process through the KY DLG Portal.  

 

 

Please note that, throughout this document and on the KY DLG 
Portal, the term “Project Reviewer” refers to an individual reviewer 
from an organization that is external to the Kentucky DLG team.  A 
“Primary Project Reviewer” is a specified individual who is designated 
to be the primary reviewer for an Organization and is the individual 
who ultimately needs to provide their decision (endorsement or non 
endorsement) before the application’s review can be marked as 
completed. 

 

This user guide is designed to provide individuals with information and resources to assist 
in completion of their review of Federal Grant applications. It is structured to follow the 
process from beginning to end. 

User Account Set-Up 

The Project Review will be available on the KY DLG Portal once an application is 
submitted, a Project Reviewer will be assigned to the application. Access the portal home 
page at https://www.dlgportal.ky.gov/en-US/. 

DLG suggests additional members for an organization be added to the portal via 
Organization Invitations. Administrators for an organization can send out invitations from 
the Organization Details page at any time. Detailed below are the instructions for accepting 
and sending organizations invitations, as well as individual account creation and setup. 

Accepting an Organization Invitation 

Primary Reviewers will receive an email similar to the one below which instructs them on how to 

set up an account after clicking the link provided in the email. This same email will be sent to all 

individuals who are invited to join an Organization via an Organization Invitation. 

https://www.dlgportal.ky.gov/en-US/
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Sending an Organization Invitation 

An Organization Invitation can be sent by any user who has been set up as an Admin within 
the system. When sending an invitation, the Admin specifies the individual they wish to 
invite to the organization and assigns the appropriate role. The invited individual can be 
designated as either an Admin, granting full administrative privileges, or as Staff, providing 
limited access for operational tasks. Once the invitation is sent, the individual will receive an 
email notification with instructions to join the organization and complete the setup process. 

Creating an Organization Invitation: 

- Navigate to the Organization page of the portal by clicking your name on the top 
right and selecting “Organization” 

 

 

- Click on the Members tab of the Organization page. 

- This page shows you all of the members who are a part of this Organization  
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- Click “Invite User” to be prompted to enter the information for the user that you wish 
to invite 

 

- Once you have entered the information for the user that you wish to invite, click 
“Submit”. This will send them the email that we see in the above section prompting 
them to Create their account along with a link for them to do so. 
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Account Registration and Signing In 

To both create a user account (if you are a new user) and sign in to your account (if you are 
an existing user), click on the “Login / Register” button in the top-right of the page: 

 

From the “Sign In” page, to register for an account, click the “No account? Create one” link 
at the bottom:  

 

 

This will navigate you to a new page where you will be prompted for an email address to 
associate your account with. Enter your email address and click on the “Next” button. 
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You will then be prompted to enter a code that is sent to the email address to verify you. 
Give the code a couple minutes to send. If it has not sent then please double check the 
email that you input is correct. 

 

 

Enter the code and click “Next.” This will navigate you to a final screen where you will input 
details about your new account including a password, name, and phone number: 
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When finished, click the “Next” button to officially create your new user account.  

To log in to your account, follow the same steps as before: click on “Login” in the top -right 
corner of the page. Select the account for which you are logging in.  
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Once you are successfully signed in, the “Login” button in the top-right of the page should 
then display your name: 

 

 

Editing Your User Profile 

When logged in, click on your name in the top-right corner of the page, then select “Profile” 
in the drop-down list that appears: 

 

 

You will then see the “My Account” page, which contains sections for profile information 
including “Personal Information,” and “Account Details.”  



Last updated: January 12, 2026 

 

It is your responsibility to keep your user profile information current. Should any of your 
information change, please update your user profile promptly on this page and you will 
have the option to save the updated information by selecting “Submit”.  

 

General Instructions 

From the home page, scroll down to see a list of the various portal pages, along with a brief 
description of each, for your use and convenience:  

Dashboard of Your Projects for Review  

When signed in, click on the “e-Clearinghouse” button in the top-right of the page, then 
select “Review Projects” in the drop-down list that appears: 
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The Review Projects page is where you are able to view all of the applications that have 
been assigned not only to yourself, but also all of the applications that have been assigned 
to the Organization that you are a part of. Here you will be able to select these applications 
individually to Review and provide a decision on them if they are assigned to you for 
Review. 

 

My Assigned Reviews 

Default page when opening the Review Projects page 
This table will show the specific applications that have been assigned to you specifically 

conduct a review for. 
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Org Review Projects 

This table shows a list of applications that have been assigned to the Organization to 

review. There is no action for you to take on these applications, but if desired, you have the 

ability to view these applications. 

State Applicant Identifier link 

Unique to each project, the SAI acts as the ID for each application. This ID also acts as a 
link that will take you to the Application specific information when clicked on where you can 
complete your review. 

Review Project Details 

The default tab for the Review Projects record page is “My Assigned Reviews”. This tab is a 
list of all applications you have been assigned for review, displayed as a subgrid with their 
associated state applicant number:  

The other tab, “Org Review Projects,” is a list of all applications that have been assigned to 
members of your organization for review, displayed as a subgrid with their associated state 
applicant identifier:  

 

To view details for a particular application record, click on the hyperlinked “State Applicant 
Identifier:” 

The “State Applicant Identifier:” link directs you to the details page for that specific 
application record. This will take you to the Project Review details page that has information 
regarding the specific application that was selected. 

 

The top of this page displays different information regarding this application including the 
Project Name, status of the Review both for the Organization (if the Primary Reviewer has 
completed their review) and the Individual (if the individual has completed their comment).  

Organization Review status 

The status shown on the left is specific to what the status is of the Organizational Review 
and more specifically, the Primary Review. When the Primary Review is completed, the 
status will change to green and show “Review Complete”.   

Individual Review status 

The status shown on the right is specific to what the status is of the individual reviewer. 
When the assigned Reviewer completes their review, this status will change to green and 
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show “Comment Submitted”. 

 

  

This page is separated into different tabs that hold different information regarding the 
application: Summary, Reviewers, Information Requests, Comments, and Documents.  

Summary 

The “Summary” tab contains all of the information provided by the Submitter on their 
application.  

 

 

Reviewers 

The “Reviewers” tab enables you to see individuals within your organization that were 
assigned to complete a project review for this application. 
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You can also add individuals that are members of your organization to complete a review 
for the selected application record. Click on the “Add Reviewer” button to assign a sub-
reviewer.  

 

 
You will then be able to select one or multiple individuals from a list of users within your 
Organization. When you have selected the individuals who you want to complete a review 
of this application, click “Add Selected Reviewers” on the bottom right. When Sub -reviewers 
are added, they will receive an email notification alerting them that they have been 
assigned to complete a review on the specified application. 
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As the Primary Reviewer, you can also remove sub reviewers by selecting the Actions “…” 
next to the reviewer you want to remove and select “Remove Reviewer” . 

 

 

Information Requests 

From the “Information Requests” tab, you can send an Information Request to the 
Submitter, see the Submitter’s responses to you and even see Information Requests 
submitted by other Organizations. 

To send an Information Request Click on the “New Information Request” button which will 
prompt you to enter the subject and the content for the message that you want to send to 
the Submitter for this application. 
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When you have input the text for the message that you want to send, click Send and an 
email will be sent to the Submitter letting them know that they have a message waiting for 
them in the portal to respond to. 

When there is a reply sent by the applicant, you will be able to view them in full on this 
same Information Requests tab under the specific message that was sent by clicking the 
dropdown to the right of the message. 
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Comments 

On the “Comments” tab, you can see all completed reviews associated with this application 
record (even those submitted by other Organizations), including: 

Sender: Both the individual who submitted this comment along with the 
Organization that they are a part of. 

Result: The Decision from the Reviewers review of the application. This will either 
be Endorse or Do Not Endorse 

Reviewed On: Date on which this Review was completed on 

Comment: The full comment provided by this Reviewer based on the Decision that 
they provided. 
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Documents 

The “Documents” tab shows all documents the Submitter has attached as part of their 
application, including:  

Document: Name of the document uploaded 

Type: The type of document that is uploaded. (ex. Project Sitemap)  

Submitted On: This is the date that the document was attached to the application 
being reviewed 

 

An example of what document to expect to see on this tab is if there was a sitemap 

provided for this application. You can click on the link on the Documents name to 
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download the document to your computer where you can then open the document to 

complete your review. 

 

Project Reviews 

 

Completing a Project Review  

• Navigate to the Review Projects page in the portal 

• Select the SAI link for the application that you are completing a review on. 

** At any point during this process prior to the Primary Review being completed you 
can add Sub-reviewers to this application ** 

• Review the inputs provided by the applicant on the Summary tab of the Review 
Project page 

• Click on the Documents tab to download any documents to review to verify that they 
show the appropriate information to go along with the application that was 
submitted. 

o If needed, to contact the Submitter with any questions regarding the 
application, create an Information Request. 

o If an Information Request is sent, check this Project Review details page 
periodically for a response by the applicant to continue on with your review. 

• Review any other Decisions and Comments as needed before Submitting your 
Review. 

 

Submitting your Decision 

Submitting your Decision will look the same for both the Primary and Sub-reviewers. 

Have the application that you are providing your decision and comment for open 

On the top right of the Review Project Details page, click “Submit Review”. 
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You will then be prompted to provide an Endorsement along with the comment that you 
wish to leave. The comment box will expand to show all text you enter. 

 

 

When you have added the endorsement and the comment that you wish to leave on this 
application, click “Submit“. 

Once you have submitted your comment, you will not be able to go back and edit it . 

When your comment has been submitted, you will see the status of the Review record be 
updated to show that the comment has been submitted. 

If you are a Primary Reviewer, you will also see that the Review has been Completed. Any 
Sub-reviewers that were added to complete reviews on this application will no longer have 
the ability to do so if the Primary Reviewer has already provided their endorsement and 
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comment. 

 

 

You are also able to view your comment as the most recent comment on the Comments tab 
of the Review Projects page 
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