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[bookmark: _1_Logging_in]1 Logging in and Navigating	

You will have been given the URL for the read-only portal that displays information relevant to your work.  If you do not have the URL, contact your department coordinator.  All users will log in to this Portal using their UTORid* preceded by ad\
	ex:  ad\yourUTORid     password is your UTORid password.
*All faculty, staff and students in the University of Toronto have a UTORid.  If you are a referee or a review committee member from outside the University, the relevant University department can request a temporary Portal-only UTORid for you.  Be mindful that this request must come from the department and can take 3-6 days to fully take effect.  
2 Viewing Data and Documents in the Portal

This Web Portal (aka Read-only Portal) allows supervisors, interviewers or committee members to view the data and documents for applicants or candidates whose dossiers have been given the necessary permissions by the departments.  
Once logged in, browse to the folders and dossiers on the left and select the set of dossiers you are interested in.  Each applicant or candidate will have a dossier.  If there are no dossiers visible then the applicants or candidates have not yet been moved into an ‘In Review’ status by the department.   
Tip!  To move between folders and dossiers, use the breadcrumb trail.
[bookmark: _2.1_Viewing_Data]2.1 Viewing Data in the Portal
Most dossiers for individual candidates or applicants will have data associated with them.  To easily view the data, put a checkmark beside the dossier folder on the left.  Look to the right and if the Metadata tab is selected, the data will appear.
Dossiers for the same applications will have the same data fields.  These fields can be used as column headings.  With all the dossiers listed on the left, right-click on any column heading and select Column Picker.  The fields available to be used as columns will be under the Available box and the fields you want to show will be under the Selected box.  Drag and drop from one box to another to get the column array you prefer.   
See below for illustrations
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[bookmark: _2.2_Viewing_Documents]2.2 Viewing Documents in the Portal

Click on an applicant’s dossier on the left to open it and view a list of the documents inside.  Put a check mark beside a single document, and select Preview on the right to view the documents on the same page or click on the document to open it in a new tab.

[image: ]

Tip!  Downloading documents is discouraged.  This creates a risk to privacy and confidentiality.

However, if you must download, it must be done folder by folder.  
a. First, expand an individual applicant’s dossier so you can see all the documents.
Select the desired documents by putting a check mark beside them.  
b. Right-click and select Download Selected Entries.  It will export to a Zip File.
c. Find that file, right click and select Extract All.
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