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QuickGuide:  Reviewer Comments 
 
There are multiple types of comments reviewers can make when reviewing a submission, called Form 

Comments and Panel Comments. Below is a short description of the two types of comments and how 

reviewers can add them to submission they are reviewing. This guide also includes instructions on how to view 

Form Comments made by other reviewers. 

1. Panel Comments – Comments on specific questions or group of questions within the application form.   

2. Form Comments – General comments about the application, not necessarily related to any one question/ 
group of questions. 

Important: Both types of comment are visible to other members of the REB, but not to the study team.  

 

How to Add a Panel Comment: 

1. While inside a section of the form, click the New Comment button that appears near the top of the page. You 

will notice the page becomes greyed-out, but the questions on the form remain visible.   

 

2. Select the question of the form you want to comment on (click anywhere on the white part of a question).  
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3. Type your comment in the Add Comment text box then 

click the green Save button at the bottom of the window 

to save the comment. 

 
How to View Existing Panel Comments: 

1. To view existing panel comments, click on Panel Comments from the Overview on the right-hand side of the 

page.  The number displayed represents the number of panel comments that have been previously made on 

the submission by you or other reviews.  

 
 

How to Add a Form Comment: 

1. From the Submission Timeline page, click on the Form Comments from the Overview on the right-hand side 

of the page.  The number displayed represents the number of form comments that have been previously 

made by you or other reviewers. 

 
 
2. A pop-up window appears to display all Form Comments previously made on the current submission, the 

date and time each comment was made and who made the comment (Owner).  To add a new Form 

Comment to the submission, click Add Comment.  
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Viewing Form Comments from a previous submission of the form: 

1. In addition to viewing comments on the current submission, reviewers can also view Form Comments made 
on the prior submission and beyond.  To view form comments for the previous submission of the application, 
click Form Comments from the left side of the page, then go to the Previous tab of the Form Comments pop-
up window.  

 
 
2. Click on the History tab to view a list of Form Comments made on any submissions before to the previous 

submission of the form.  

Note: The History tab is not cumulative, so any comments made on the Current and Previous submissions 

do not appear in History.   

 
 
 

Questions? Click here to submit a support ticket 
 

https://support.ctontario.ca/

