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Reviewer Instructions - Scheduling a Peer Review 
 

Important Note: PRIMA is a case-based system that allows only one party control at a time. Typically, 

cases involve two or three parties (i.e., enrolled firm, peer reviewer and administering entity). Parties 

can only take action on cases under their control (those under “My Work” or “My Team Reviews” on the 

Home tab.  

 

Once a party completes an action and submits the case to another, the original party will no longer be 

able to view the case on their PRIMA homepage. Instead, they must wait for the new party to complete 

the next step.   

Think of a circle of people bouncing a ball back-and-forth. Once you bounce the ball to another party, 

you cannot take any action until the ball is bounced back to you.          

 

1. The potential team/review captain will go to their PRIMA home page and then their “My Work” 

section.  
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2. After clicking on “My Work”, the team/review captain will click on the Scheduling Case ID: 

 

 
 

3. The team/review captain must select “Yes” or “No” about peforming the peer review. He or she 

can review the following additional information before making his or her decision: 
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Firm Details: 
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4. In order for the team/review captain to review the firm’s PRI form, he or she must click the 

“Related Cases” under “Additional Information”. 

 
 

5. After the team captain agrees to perform the review, the next screen will ask if team members 

will need to be added. Note: It is advisable to start only with the team member’s last name to 

perform an effective search.  
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6. The team captain can then assign a particular reviewer for specific engagements (Optional).   

Note: Team captains should use caution as assigning reviewers to specific engagements can 

sometimes be more trouble than it’s worth.   

 
7. The team captain either adds team member(s) or not and then hits “Next” bottom of right hand 

side of screen. 

 

8. The team captain then must acknowledge the following three statements, checking the box in 

agreement, and hits “Submit to firm” 

 
9. The scheduling form is then returned to the reviewed firm: 
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10. The firm then needs to go to “My Work” on their PRIMA home page to access the Scheduling 

Case ID. 
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11. The firm will click on their scheduling case to proceed 

 
12. The firm must agree to let the review team listed perform the peer review “Yes” or “No”. (The 

firm has the ability to review the additional information previously noted which has now been 

updated with the team captain and team member information.)  The firm would select “Yes” 

and then “Next”, lower right hand corner of screen. 

 

 
 

13. A summary screen is then provided: 

 

 
14. The firm would then hit the “Next” button again. 
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15. The firm then must acknowledge the following three statements including resignation 

restrictions by checking the boxes in agreement (required): 

 
16. The firm then “Submits” the form (lower right hand side of screen). 

 
 

17. PRIMA scheduling checks are then done for errors.  If there are no scheduling errors that the 

firm and reviewer will need to resolve, the scheduling will be submitted to the AE for approval. 


