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Reviewing Criteria And Scoring Results
How to Score Project Criteria

Criteria and Scoring – the process of applying criteria that has been established for a project and quantitative scoring of submissions to 
support selection of a bidder.

Individuals that you want to score a project’s Criteria must be added as a Reviewer. Reviewers can be added at any time in the People 
section by clicking the Manage button. This Role allows those assigned to view the Bid Results in tabular form as well as utilizing the 
Evaluate and Score Criteria functions. Multiple reviewers can be assigned to one or more Evaluation Groups.
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Criteria, while normally determined in your project specifications, can be added at any point in the project.

The criteria summary can be viewed by selecting the Criteria section.
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After the project Close Date, and the Evaluation Groups have been released, go to the Submissions section.

Download and review all submitted documents by selecting the Actions button to the right of each submission or by selecting the Bulk 
Actions button in the upper right corner of the Active Submissions area and download all the submission documents at once.
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Select Scorecard for each Submission, then click the Score button next to each Criteria item.

Follow the directions for each item criteria, assigning point values per the directions based on the information submitted and, if required, the 
explanation in Comments.
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Pass/Fail example

Rated Scale example

Rated Input (Points) example

Saved Score example
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For the Bid Table Scoring, select Score, then Score Order List.
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Click on the Star icon under the bidder’s name that has the most favorable bid amount.
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Questionnaire scoring – most questionnaires will not require scoring. However, if you choose to set up your project to score the 
questionnaire, it can be done manually or in some cases automatically. Reminder, automatic scoring requires criteria set up in the 
questionnaire form prior to making the project public. 
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Automatic Scoring (Auto-Score) is completed by selecting the Auto-Score button at the bottom of the summary table page. 

Manual Scoring can be achieved by navigating through each question cell for each bidder based on the pre-established criteria. Scores are 
entered at the bottom of the summary table page.
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In some instances, the owner you may rely on others to provide scoring. To view results of all scorers, go to the Scoring section:

Scoring Summary will summarize all the score results for the project.
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The View Proposal Analysis button provides graphic representations of score results in Pie, Bar, or Chart options for each bidder.
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Bid Table Summary displays the bid table price comparison of each line item and totals for all bidders 
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Reviewer Scores for each individual reviewer can be viewed by selecting the reviewer’s name in the drop down.



info@PennBid.net  |  (610) 693-4769 Page: 14

Should you have any questions or require assistance, please contact PennBid at info@pennbid.net, or 610-693-4769.

Additional Scoring Overview reports can be generated and downloaded from the Reports section.
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