
PRISM Instructions for  
Advisory Committee Members 

Quick Reference Guide 

1. Log On to PRISM–PRISM works best in Microsoft Edge or Google Chrome. Do 
not use Internet Explorer. Each advisory committee member must have a 
SecureAccess Washington account to access PRISM.

2. Navigate to the Evaluation Page–Click Menu then Review and Evaluation.

3. Select Project for Review–Select the project for review from the list.

4. Review Project Materials–Review the project information on the left of the 
screen. Enter scores and comments for each criterion on the right side of the 
screen. Comments and scores will be saved automatically.

5. Move to the Next Project–Click Next to move to another project or Project List 
to return to the full list of projects. Do not use the browser’s Back button, which 
will go to the PRISM home page. Follow step 2 to return to the review page if 
necessary.

6. Submit to RCO–After scoring each project, click Submit to RCO. Once submitted, 
comments and scores cannot be edited. Note: all comments are subject to public 
disclosure.

For a more thorough introduction to reviewing projects in PRISM, see the step-by step 
instructions below. To jump to a specific step, click the link in the above list. 



STEP 1–Log On to PRISM 

Using the SecureAccess Washington (SAW) credentials, log on to PRISM. The “Open for 
Comments” email, which advisory committee members will receive about two weeks 
before the technical review or evaluation meeting, contains a link to the PRISM log on 
page. 

Note: PRISM works best in Microsoft Edge or Google Chrome. Advisory committee 
members should try one of those browsers if they are having trouble scoring projects in 
the browsers they normally use. 



STEP 2–Navigate to the Evaluation Page 

If PRISM did not open directly to the project list, click Menu in the upper left corner, 
then in the dropdown menu that appears, select Review and Evaluation. 

STEP 3–Select Project for Review 

The project list page will display a list of projects. 



STEP 4–Review Project Materials 

Click on a project to view materials and add comments or scores. Project information to 
be reviewed will show on the left of the screen. Comments can be entered on the right. 

There is space for general comments about a project in the Project Comments text box. 
During technical review, comments entered and submitted are anonymous and shared 
with applicants. 

Tip: click the bar between 
the project information and 
comments sections to resize 
either section. 

General project comments can go here.

Enter scores here.



Notes: 

• The scoring box will remain empty if a score is entered outside the scoring range.
The scoring range is next to each criterion.

• Scores do not need to be saved. Comments and scores are saved automatically.

• Click  next to the scoring box to see scores for that criterion across all projects.

Advisory committee members may, but are not required to, enter comments about each 
criterion. Click ˅  next to each criterion to open a text box. 

Hovering over a 
criterion will display 
a condensed version 
of that question. 

Drag the criterion 
box to reposition it. 

Clicking a criterion will 
display the question’s full 
text, including specific 
items to consider. 



STEP 5–Move to the Next Project 

To move to the next project, click the Next button in the upper right corner of the 
project information screen. Or select the Project List button to return to the full list of 
projects and select a project there. 

Note: Do not use the browser’s back button to return to the list of projects. That will go 
to the PRISM home page. If on the PRISM home page, select Menu then Review and 
Evaluation (see instructions in step 2 above) to return to the project list. 

To return to a 
specific 
project, the 
red flag will 
provide a 
reminder to 
do so. Click 
the flag on 
the project 
information 
screen or on 
the project list 
screen. 

Select Project List 
to return to the list 
of projects. 

Select Next to get to the project 
information and scoring screen 
for the next project. 

Click the PDF symbol to create a PDF 
of the project information, if desired. 

Project List Screen 

The flag on the project 
list screen will turn red 
as a reminder to 
return to that project 
Click the flag again to 
remove the reminder. 



STEP 6–Submit to RCO 

After entering all comments and/or scores, click the Submit to RCO button in the upper 
right corner of the project list screen. Scores cannot be submitted until there is a valid 
score for each criterion in each project. Once submitted, comments and scores cannot 
be edited. 
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