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FE in Submittable Overview

• Logging in to Submittable

• Reviewing IPR Materials in Submittable
• Submittable Assignment Messages
• Accessing IPR Materials
• Providing Recommendations to FE Managers to Upload

• Questions

I’ll be covering the process of logging in to Submittable, briefly explain the messages 
you’ll receive when IPRs are assigned to you to review in Submittable by the Faculty 
Evaluation manager for your unit or college, show how to access IPR materials once 
they’ve been assigned to you, and, finally, go over handing off your recommendation 
to your FE Manager so they can upload it or attach it to the IPR and communicate it 
to the faculty member. Then I’ll open it up to questions.
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Logging in to Submittable

Let’s start with Logging in.

3



By now, the FE manager for your unit should have sent you the link to fill out the first 
of the forms in the faculty evaluation process, the Intake/Exemption (or I/E) form, 
along with some instructions I put together on logging in, so most of you have 
probably already got this down but I wanted to cover it one more time here just in 
case.
As I said, your FE manager should have sent you the I/E form link and will also be 
sending you the link to the IPR submission form soon. Whenever you access one of 
our form submission links, unless you’re already logged in to Submittable, you’ll be 
presented with a screen that looks like this.
We want to make sure that you’re logging in to Submittable using UM’s Single Sign On 
(or SSO) system—that’s the standard NetID login you use for most UM systems.
First, start by clicking the link that says, “Have An Account? Sign In.”
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Since you’re accessing a form from a UM Submittable team, the “Use Single Sign On” 
button is displayed. Go ahead and click that.
You can also enter your Umontana address in the email field and the password field 
will disappear and you’ll be redirected to the SSO when you click “Sign In.” That also 
applies even if the “Use Single Sign On” button isn’t there.
From there, just log in with your NetID just like any other UM system.
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Reviewing IPR Materials 
in Submittable

S u b m i t t a b l e A s s i g n m e n t  M e s s a g e s

Let’s take a quick look at the messages you’ll get when IPRs are assigned to you to 
review and briefly cover setting up a rule for Outlook so that they don’t end up in 
either junk or the “other” tab with the focused inbox setting turned on.
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When IPRs are assigned to you to review, you’ll get one or more email messages sent 
to you through from Submittable. 
The email address they come from is a “reply to” email ending in 
“@email.submittable.com.” Typically, this will be 
“notifications@email.submittable.com.”
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We recommend setting up a rule to ensure that all emails coming from Submittable
are directed to your inbox, not spam, trash, or “other” if you have focused inbox 
turned on. To do that, just go to the File menu in Outlook then click on “Manage 
Rules & Alerts” under Account Information.
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Click the “New Rule” button.
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Click the “New Rule” button.
Then, in the Rules Wizard, with the “Move messages from someone to a folder” 
template selected, click Next.
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Deselect “from people or a public group” and select “with specific words in the 
sender’s address” in Step 1.
Then, click “specific words” in Step 2.
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Type in “@email.submittable.com” in the field and click “Add”.
Then, click OK.
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Next, click “specified” in Step 2.
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If you’d like to create a new folder, go ahead and click “New…” otherwise make sure 
your inbox is highlighted and click OK.
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Finally, go ahead and click “Finish.”
You can click “OK” to close out of the Rules and Alerts window.
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Returning now to the IPR assignments, to access the IPR you’ve been assigned to you 
can, click the “View Submissions” link at the bottom of the email. You can also click 
on an individual submission’s name (the last name of the faculty member who 
submitted the IPR) to access that one directly.
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Reviewing IPR Materials 
in Submittable

A c c e s s i n g  I P R  M a t e r i a l s

Once you’ve been assigned one or more IPRs, you can access them in Submittable
and begin your review process.
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As I mentioned earlier, you can use the link in the email notifying you that you have 
new assignments to view those submissions. You can also visit 
umtprovost.submittable.com/submissions to go directly to the list of your 
assignments. To access the IPR and associated files, click on the submission name—
the last name of the faculty member, in this case.
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When you enter the submission, you’ll first see the basic demographic information 
the faculty member entered (their name, 790, college, unit, etc.). To access the 
documents that comprise the IPR, scroll down.
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To review the IPR documents, you can either click on the document name or the 
right-curving arrow to view the file in your browser or you can click the downward-
pointing arrow icon to download the file to your computer.
If you do download files to review them, please make sure to delete them after 
you’ve finished to protect your colleagues’ privacy.
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To review the IPR documents, you can either click on the document name or the 
right-curving arrow to view the file in your browser or you can click the downward-
pointing arrow icon to download the file to your computer.
If you do download files to review them, please make sure to delete them after 
you’ve finished to protect your colleagues’ privacy.
To review recommendations from previous stages, click the down arrow on the 
internal form.
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Again, you can either click on the document name or the right-curving arrow to view 
the file in your browser or you can click the downward-pointing arrow icon to 
download the file to your computer.
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Reviewing IPR Materials 
in Submittable

P r o v i d i n g  R e c o m m e n d a t i o n s  t o  F E  
M a n a g e r s  t o  U p l o a d

Once you have finished reviewing the IPR materials, you will need to provide your 
recommendation to your FE Manager so that they can upload it on your behalf. 
Please work with them to determine the method that works best for your situation.
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Questions?
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