
RFP Evaluation 

 

  

There are seven tabs specific to RFP Evaluation 

 Evaluators and Meetings 

 Documents 

 Technical Qualification 

 Presentation Evaluation 

 Notes 

 Email History 

In addition to these tabs, committee members 

also have access to other information such as 

bid documents and proposals needed to 

effectively review and evaluate proposals online. 
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Evaluators, Meetings and Custom Email Messages 

 

 

 

 

 

 

  

Custom email messages, which 
also allow you to make 
attachments, are a great way to 
communicate with evaluators.  
 

 

History of custom emails is 
recorded & accessible in the “Email 
History” tab. 
 

A buyer can post a 
schedule of meetings which 
will be emailed to the 
evaluators & posted for 
reference. 

 

 

To add an evaluator, select an 
evaluator from the evaluator chooser.

 
 

If an evaluator is not 
already in the system you 
can add a new evaluator 
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Documents 

 

 

 

 

  

Attach Document Library Files that 
have been uploaded in admin. 

The Evaluation Forms section of the 
Documents tab allows a buyer to 
upload and share documents with 
evaluators. 

The Evaluator Attachments section 
allows committee members to share 
attachments with the buyer. 
 
The buyer can also use this section 
to upload attachments and 
signature forms that have been 
submitted by evaluators. 
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Technical Qualifications 

 

  

Click on “Edit Qualifications” to add a new 
qualification or edit an existing one. 

 

To add a qualification, enter the 
qualification, description (opt) and 
identify if it’s mandatory or optional. 

 

For each new qualification added, a 
column is inserted. An astic in front of 
the qualification indicates that it is 
mandatory. 

An automatic final fail grade is given 
only to a bidder that does not meet a 
mandatory qualification. 

A pass/fail grade is to be given by the 
buyer for each qualification, including 
the final grades to account for 
possible qualifications that are set as 
non-mandatory. 
 

The bidder column lists bidders from 

the “Bid Results” tab. 
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Proposal Evaluation  

 

 

 

 

 

 

 

 

 

 

  

Click on Add New Criteria or select 
Criteria Library to select library criteria. 

 

 

 
Click on Add New Preference to get a list 

of Classifications (from Vendor 

Management) to choose from. Note: 

Weight can be edited after selecting the 

preference by double clicking on it.

 

Once all evaluation criteria are 
added and you are ready for 
evaluators to start the evaluation 
process, select the Enable Score 
Cards option.  
 
Display Evaluation Results option 
enables evaluators to view average 
evaluator scores and consensus 
scoring once they are completed. 

Allows you to view evaluation 
statuses, individual score cards & 
conduct consensus scoring. 
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Proposal Evaluation Continued 

 

  

  

Click on Score Preference to evaluate 
preferences. 
 

 

 

Lists all the preference specified in the 
RFP. Double click on preference to get 
to the Preference Score sheet. 

 

Preference Scoring enables the buyer 
to verify the preferences specified by 
the proposer and score accordingly. 
The comment section in each 
preference is intended to document 
verifications and notes. 

 

The label indicates if the 
scores displayed are the 
average evaluator scores 
or consensus scoring. 
Consensus scores take 
precedence over average 
evaluator scores on this 
tabs display.  
 
Scores are displayed only 
after all evaluations have 
been “submitted”. 
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Presentation Evaluation 

 

 

  

Allows you to add Presentation Evaluation 
criteria and assign weight. 

Provides a list of bidders to 

choose from that have gone 

through the Proposal Evaluation 

phase. A column is inserted for 

each bidder added. 

Allows you to view 
evaluation statuses, 
individual score cards 
& conduct consensus 
scoring for 
Presentation 
Evaluation. 
 

Once all presentation evaluation 
criteria are added and you are ready 
for evaluators to start the evaluation 
process, select the Enable Score 
Cards option.  
 
Display Evaluation Results option 
enables evaluators to view average 
evaluator scores and consensus 
scoring once they are completed. 
 

Proposal Evaluation, Preference and 
Cost Evaluation total scores are 
carried over from the Proposal 
Evaluation tab for the bidders that 
have been short listed and added to 
the Presentation Evaluation tab. 

Presentation Evaluation scores are 
displayed only after all evaluations 
have been “submitted”. 
Note: Consensus scores take 
precedence over average evaluator 
scores on this tabs display.  
 

The average or consensus scores of 
the short listed proposals. Addition 
information and breakdown of scores 
are available in Reports. 
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Notes 

 

 

  

The notes tab keeps a record of 

comments added by the procurement 

officer and evaluators with their name 

and date stamp. These notes are not 

editable after they are submitted. Among 

other usages, this feature can be utilized 

to document notes on reference calls. 

 



Copyright © 2011 PlanetBids, Inc. All Rights Reserved.                                                                           17 
 

Email History 

 

 

 

The Email History tab maintains 

a record of all custom email 

messages and attachments sent 

to evaluators. It is accessible by 

both the procurement officer and 

evaluators. 

Double click to get to the email 

detail. 
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