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Entering Review Scheduling Information in PRIMA (Firm)

 

After completing the Peer Review Information (PRI) form, you will have the option to continue
with the scheduling form or enter scheduling at a later time. If you chose to continue with
scheduling, the scheduling case will automatically open. If you decide to wait or the case must be
approved by your administrator, the scheduling case will eventually be added to your Action
Items as described in step 1 below. 

For video instructions, see Entering Review Scheduling Information in PRIMA (Firm) - Video.

Note: For each of the sections below, you will see a purple header accompanied with an arrow.
Clicking on the arrow will expand and collapse each region, displaying additional information.

To complete the scheduling case, perform the following steps:

1. Under Action Items, click the scheduling (SCH) Case ID.
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2. If your firm is not required to undergo a system review, then you will be able to select if you want
to have a system or engagement review by selecting Yes or No.


3. If your firm is eligible for a Committee Appointed Review Team Review, you will be able to
select to have your Administering Entity choose your review team for you. If your firm is not
eligible, you will not be able to select a Committee Appointed Review Team Review. 


4. Review the Facilitated State Board Access (FSBA) information and answer appropriately for
your state FSBA access. The screenshot below is an example of a state that has the option to Opt
Out.



5. If applicable, under Additional States, select Yes to expand access to all states. To remove
unwanted states, click the "x" next to that state.

6. Select Opt Out if you want to deny your Administering Entity the ability to provide your SBOA (or
any SBOAs which you have expanded access) information listed in the question. 


Note: The Sharing Peer Review Information question will not be displayed if you selected
Opt Out in step 4 or if your state does not participate in FSBA.




7. Review the Public File information, and select Yes if you want your firm's results to be included.

8. Search for the reviewer / team captain by selecting I know who my reviewer (captain) is. You
can then search by Member Number, Member Name, or Firm Name. Then click Search.

For tips on searching for a reviewer, see Finding Team / Review Captain in PRIMA.



9. Select the reviewer / captain by clicking on the radio button.

10. If you selected I don't know who my reviewer (captain) is, you will be able to search for a
reviewer by selecting the appropriate criteria below. 


11. Review Firm Independence and click I Agree.



12. Click Submit to Captain.

The team captain will be notified to agree to perform the review. They will enter review dates
and additional team members, if applicable.

If there are scheduling errors or added team members, the scheduling form will be returned to
the firm for corrections and/or to confirm team independence.

For more information on confirming independence, see Approving Reviewer Schedule after
Adding Team Members (Firm).

You can check the status of your review at any time on the Home page under My Firm's Open
Reviews.

After Administering Entity approval and the reviewer begins the review, the reviewer will create
any potential MFCs and FFCs and upload working papers. Any required follow-up for the firm will
generate an assignment under Action Items.
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