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Change Reviewer

I Summary: This document provides instructions for how to change a reviewer for

a request.

Introduction

When a librarian reviews a request, they are assigned as the reviewer for the request.
Each request has an icon that indicates who the reviewer for the request is (if any) and
requests can also be filtered by reviewer, making it easy to keep track of request

processing.

The reviewer can be changed in two ways: through the Request & List management

page and within the request itself.

Changing the Reviewer via Request
Management

Use the following steps to change the reviewer through the Request list page:
1. Locate the request that requires a reviewer change.

2. Click the ellipsis to open the request actions menu, then click Change Reviewer.

Alternatively, the reviewer icon can be clicked directly.
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Figure 1: The reviewer icon button and change reviewer action

3. In the pop-up window, click in the Reviewer field, then select the new reviewer in
the list dropdown menu.
To filter down list of potential reviewers, you may also click X to clear the field, then

type in any part of a reviewer's name or email

X Change Reviewer

Reviewer

Nobody|

Nobody
Filter by requests with no reviewer

Yourself
Filter requests where you are the reviewer

Jane Redford (jane.redford@ereserve.com.au)
Lou Reed (lou.reed@ereserve.com.au)

Michael Robertson (michael.robertson@ereserve.com.au)

Figure 2 : The reviewer selection dropdown

4. Click Apply to save changes.
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Figure 3 : The Apply button

The request reviewer has been changed and the reviewer icon will update accordingly.
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Figure 4 : The reviewer for the request has been updated

Changing the Reviewer via Request Review

Use the following steps to change the reviewer while reviewing a request:

1. While reviewing a request, click on the Change Reviewer button, located in the

'Review Details' section on the top left of the page.
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Figure 5 : The change reviewer button when reviewing a request

2. Click the 'Change to' dropdown, then select the new reviewer in the list dropdown

menu.
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Figure 6 : The change reviewer list dropdown

3. Click Save to save changes.

Change reviewer

CLOSE SAVE

Figure 7 : The Save button

The reviewer change will immediately be applied to the request and is displayed within

the 'Review Details' section of the request. A message banner appears at the top of the
page to confirm the change.
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Figure 8 : The reviewer has been successfully changed

Accessibility Statement for Privacy Policy & GDPR Security

eReserve Plus Compliance Compliance


https://doco-cms.ereserve.com.au/home/accessibility-statement
https://doco-cms.ereserve.com.au/home/accessibility-statement
https://doco-cms.ereserve.com.au/home/privacy-policy
https://doco-cms.ereserve.com.au/home/privacy-policy
https://doco-cms.ereserve.com.au/home/security-compliance
https://doco-cms.ereserve.com.au/home/security-compliance

©2025 eReserve Pty Ltd. All rights reserved.



	Change Reviewer
	Introduction
	Changing the Reviewer via Request Management
	Changing the Reviewer via Request Review


