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– Scribe Responsibilities
– Other Reviewer Responsibilities



Before you use PRS
Things To Keep In Mind

Internet Browsers:  PRS has been modified to work on multiple 
b  I t t E l  Ch  d Fi f   PC  d S f i browsers. Internet Explorer, Chrome, and Firefox on PCs; and Safari 
on Macintosh computers; have all been verified as compatible with 
PRS as of  December 2012. If  you have difficulty accessing PRS on 
one of  these browsers, please contact the program staff  member 

i ti  ith  lassisting with your panel.

Pop-Ups: You will need to disable your popup blocker in order to see 
all messages from PRS.  

Adobe Reader: You’ll want use 7.0 or higher. In earlier versions of  
Adobe, a blank page will come up when you try to access a proposal.

U  ID ( il)  Thi  i  th  il dd   h  f   i   User ID (email): This is the email address we have for you in our 
database. See the email instructions we sent on accessing PRS.



Things To Keep In Mind 
continued

PRS times out in about an hour if  there is no activity.   Write your 
reviews and summaries in a word processing program (such as 
W d)  Th  h  th   d  t  th  i t  PRS  Al   Word). Then, when they are ready, paste them into PRS. Also, save 
a back-up copy of  your reviews until the panel is complete.

Special characters do NOT paste reliably into PRS. This includes 
diff t f t t l  d f tti  (  b ll t )  BOLD  It lidifferent font styles and formatting (e.g., bullets). BOLD, Italics,
and Underlining, if  desired, can be added to text from within PRS. 

There is no spell check in PRS.



Go to:
https://prs.nifa.usda.gov

Click here 
f

User ID is 

for 
instructions

your email 
we have in 

our database

You will 
receive an 

email on how 
to access 

PRS.PRS.



How to Review Proposals 
BEFORE th P lBEFORE the Panel

Before you can complete a review you willBefore you can complete a review you will 
be asked to consider three things:

C fid ti litConfidentiality
Conflict of interest rules

Careful reading of instructions



*If you click DECLINE 
by accident simply callby accident, simply call 
the program office to have 
the review reset.



Click here 
for 

instructions

What you see….

You can

Your
Assigned 
Reviews

Click here to 
read proposal

You can 
read all 
other 
reviews 
after you 
have 
submitted 
yours.

Click here 
to writeto write 

your 
reviewBe sure to scroll down to see if you have more than one 

group of applications to review.



When you click on Create/modify your review:

Paste your review inPaste your review in 
this box.

If you click  
CONTINUE, you will 
see another button to 

Indicate your score 
here.

COMPLETE 
SUBMISSION.



You’re almost done with your REVIEWS!     
Two last choices….

Save: Click Save for Later at the bottom to review and write
more at another time.

Submit: Click Continue and Complete Submission if you
are finished. Once you click these two buttons you will not be
able to edit your review You will however be able to readable to edit your review. You will, however, be able to read
reviews from the other panelists assigned to this proposal.
This is the collaborative aspect of the program.

Remember: Your review is not complete (and we at NIFA can’t
see it) until you click “Continue” AND “Complete Submission.”
“S ” j t k f l t“Save” just saves your work for later.



During the Panel

Responsibilities for Panel Summaries

• Note: summaries are not initiated until the panel 
meeting.g

• The Scribe is responsible for drafting the panel 
summary and incorporating comments.

• The other reviewers assigned to each proposal are 
responsible for reviewing and providing comments on 
the panel summary.



Summary Menu
Click here 

forfor 
Summaries

Reviewer is 
working on 
summary and 
it is lockedit is locked.

SCRIBE - Click 
here to start the 

summary.

A blank check-box 
means that the 
reviewer has NOT 
reviewed the 
summary yet.



Scribe responsibilities: 
C f fComplete each tab of the panel summary form.

(Note: The program summary form may differ from the 
example shown. Please review the instructions provided p p
for your specific panel.)

Positi e Aspects s mmari e the panel disc ssion of the• Positive Aspects: summarize the panel discussion of the 
strengths of the proposal.

• Negative Aspects: summarize the panel discussion of the 
weaknesses of the proposal.

• Synthesis Comments: explain/justify the final ranking of 
the proposal, but DO NOT include the ranking in the text.the proposal, but DO NOT include the ranking in the text. 



Click here to open 
text boxes to type 

negative comments 
and synthesis



Please refer to the screen shot on the preceding page:

S ib R ibiliti ti dScribe Responsibilities continued.
• To refer back to reviews, click View: Reviews.

• To save the panel summary and work on it later, click 
Save for Later.  

• To submit the panel summary and make it available 
t th i li k S b itto other reviewers, click Submit. (After the other 
reviewers have seen and commented on the panel summary, 
the scribe will then incorporate any comments before the final 

b i i )submission.)



Click here to 
make summary

Click here 
to edit 

summary

make summary 
available to 

other reviewers



Other Assigned Reviewers:
• To access panel summary, click on Panel Summary 

St t R l d f C tState Released for Comments.
• To lock panel summary from other assigned 

reviewers while adding comments, click Lock-toreviewers while adding comments, click Lock to 
Comment. You must Lock-to-Comment even if you 
don't want to change anything about the draft 
summarysummary.

• You are ready to review and edit the summary:
No changes: insert last name and indicateNo changes:  insert last name and indicate 
agreement.
Comments:  insert last name and enter comments.

• To save comments, but still block other reviewers 
from commenting; click Save for Later.



Individual Summary Screen

Click Lock-to-Comment 
before starting to input 
your text.



Other Assigned Reviewers continued.

• To submit comments, click Submit.  The 
Panel Summary State will change toPanel Summary State will change to 
Released for Comments or Compile and 
will become available to other reviewers or beco e a a ab e to ot e e e e s o
the scribe.





Scribe:
T dit d i t i t• To edit and incorporate reviewers comments, 
click on the Panel Summary State Compile.

• Delete all references to reviewer’s namesDelete all references to reviewer s names. 
• To display the original panel summary, click View 

Original Summary.g y
• To save summary once editing is completed, 

click Submit. 



Scribe continued.
• To edit text if necessary click Go Back and• To edit text, if necessary, click Go Back and 

Edit.
• To submit the completed panel summary, click p p y,

Complete Submission.  The Panel Summary 
State will change to Submitted and will no longer 
b il bl f f th dit l t d bbe available for further edits unless returned by 
NPL or Panel Manager.



Note: More detailed instructions on panelNote:  More detailed instructions on panel 
summaries will be provided during the 
panelpanel.



If you need assistance:

• Contact the program staff assigned to 
your panel oryour panel, or

• Use the “contact us” option at the top of 
the screen in the PRS system to reportthe screen in the PRS system to report 
technical difficulties.


