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Invite a Consultee to view an application 

 
Use the “Invite Consultee” button to send the application to organisations or individuals 
for comment. 
 

1.  Click Invite Consultee 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2.  Search the consultee by typing in the name or role into the text box & clicking FIND 
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3. Select the consultee you wish to invite   
4. Write an optional message   
5. Click OK  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the individuals or organisations you wish to consult are not available from the list: 
 

1. Type their email address   
2. Write an optional message   
3. Click Ok  
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Managing your List of Consultees 

 
Tailor your list of consultees. Choose which organisation or individual(s) applicants can have 
access to on the Online Faculty System. 
 

1. Go to Applications   
2. Find the TOOLS tab   
3. Click Manage Consultees  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Select which consultee should be visible to applicants   
5. Click Save  
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When your applicants attempt to invite a consultee to view their application, they will only see 
the organisations you want them to see: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Keeping track of who was consulted 

 
There are two ways you can find out who has been consulted for an individual application. 
 

1. Go to the HISTORY TAB of an individual application   
2. Click Show All  

 
From here, you can see when (and who) undertook a consultation.
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AND 

 
3. Go to the MESSAGES TAB of an individual application   
4. Find the email entitled “Faculty System: Consultee Invitation”   
5. Click View  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
This is a record of the email sent to the DAC, which tells you who was consulted, by whom, 
and when. 
 


