
Steps for Applicants to create a recommendation request: 

 

1. Click ‘Add Recommender’ 

 
 

2. On clicking ‘Add Recommender’, a pop-up will open, where the applicant should enter the 

recommender’s name, title, email address, and phone number. 

 
 

3. After clicking ‘Save’, the recommender’s detail is populated in the table. The applicant can 

click the Edit/Delete buton to edit/delete the recommender. 

The status shows ‘Email not sent’.  Applicant should then click the ‘Send Email’ button if they 

want to send the email request to the recommender.  

 



 
 

4.  When ‘Send Email’ button is clicked,  

 

A.  The notification message: “Email request for a letter of recommendation has been sent  

to '<<recommender-email-address>>’ shows up.  

 

B. Status changes from ‘Email not sent’ to ‘Requested’ 

 

C. ‘Send Email?’ button label changes to ‘Resend Email?’ Applicant can click 'Resend 

Email?' button if they want to resend the email request to the recommender. 

 

D.  The ‘Edit/Delete’ button will disappear. The applicant will no longer be able to 

edit/delete the recommender’s detail once the email is sent. 

  

 
 

Once the recommender submits the recommendation letter, the status will change                                  

to ‘Received <<Submitted date time>>’. 

 



 
 

Notes: 

I. Applicants can add a recommender and click  ‘Send Email’  before adding details in the 

application form. 

II. Applicants can submit the application before the recommenders submit the 

recommendation.  

III. The recommender’s table is added to the application details page as well (Applicant can 

go to ‘View Submitted Grants’ and ‘View Details’ to go to the application details page). 

IV. After submitting the application, the applicant can keep track of the recommender’s 

submission status through this page. 

 

 
 

  



Steps for recommenders  

 

Recommenders can submit the recommendation letter even after the applicant has submitted 

the application.  

 

The recommender will receive a similar email. They can click the link to upload the file.  

 
 

On clicking the link, the recommender will be directed to this page, where They can upload the 

document (PDF or Word doc). They can upload the doc without logging in.

 
 

After recommender uploads the letter a personalized message, like this, appears: 
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