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Introduction
The California public university systems use Request for Proposals to promote
transparency and fairness in their purchasing. Effective RFP evaluation is an essential
part of that process, and Evaluators are critical to ensuring that the selected vendor is
the truly the best supplier for the job.

Your Role as an Evaluator
As an Evaluator, you are expected to:
•
•
•
•

Apply your product or service expertise to provide objective analysis in the
evaluation and scoring of supplier bid response questions.
Complete your evaluation by the end of the Evaluation timeframe.
Perform your evaluation within CalUsource – the e-procurement platform used by
California public university systems.
Participate in the CalUsource Discussion Forum (as needed) to communicate with
fellow team members, the commodity manager and suppliers.

About CalUsource
CalUsource is the fully-integrated web-based Procurement solution for Sourcing,
Contracting and Spend that is creating greater collaboration and efficiencies across the
California public higher education systems to automate purchasing. You will find that
CalUsource simplifies the process of scoring on the professional evaluation of supplier
bids.

About this Guide
This Guide is designed as stand-alone, self-paced training for conducting
the evaluation process within CalUsource. You can use it:
•
•

To familiarize yourself with evaluation tasks before evaluating a bid.
As a step-by-step companion guide while completing your evaluation
work in the CalUsource platform.

In addition to this guide, please refer to the following Quick Reference Guides (QRGs)
located on the CalUsource Sourcing QRGs page of the CalUsource website:
•
•

Evaluating Supplier Responses
Exporting a Questionnaire
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Evaluation Process Overview
This table shows a summary overview of the key actions to evaluate Suppliers’
Questionnaire responses in CalUsource.
Once you become familiar with the process, use this page as a checklist to track
progress.
#

Process

1

Logging into a
Project

2

Accessing the
Response
Workbench
Selecting
Suppliers to
Evaluate

3

4

Selecting
Questionnaires to
Evaluate

5a Evaluating
Questionnaire
Responses in
CalUsource
5b Exporting
Questionnaire
Responses for
Offline Evaluation
Responses
6
Verifying Your
Score

High-Level Steps
1. Open the email invitation link and login to CalUsource.
2. Click on Tasks in the Main Menu.
3. In the Actions Pending menu, click on the event you will be
evaluating to open the RFX event document.
1. Click the Response Workbench icon in the RFX event document.
2. The Workbench displays the Event Overview and Summary tabs.
1. Click the Select Suppliers icon in the upper right corner.
2. In the Supplier window, select the supplier(s) whose responses you
want to evaluate.
3. Click the top button to evaluate all suppliers (optional).
1. Display the Questionnaire Summary.
2. Select a questionnaire in the Product and Company Information
dropdown.
1. Click the Evaluate icon to display the questionnaire.
2. Select each question to display suppliers’ responses to it.
3. Review and score the supplier’s response to each question.
4. Click Save and Done when you are finished.
5. Click Submit Scores.
6. Click Select and Done on the Select Supplier screen.
1. Click the Download icon.
2. Select Multi-tab (to segment each questionnaire in its own tab) or
Single Tab (to display all questionnaires in one tab.)
3. Review supplier responses in Excel or print it to take scoring notes.
4. Redisplay CalUsource and enter scores using instructions in 5a above.
1. Click Questionnaire Summary to:
• ensure that it recorded your scores
• see how the system calculated your score

Below is a step-by-step outline of the process with screenshots to assist you in
completing your evaluation duties.
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1: Logging into a Project
You will receive an email inviting you to evaluate Supplier responses to an RFx with a
login link to CalUsource. This email will also state the time period available to complete
the evaluation. Some RFx evaluations require a significant time investment, so please
allow yourself sufficient time to complete your work within the Evaluation period.
Follow these steps to login to CalUsource and find the RFx event you will be evaluating:
1. Click the email
link to login to
CalUsource. CSU
and UC staff will
use single sign on
(SSO). Others will
log in with
credentials
provided by the
RFx event author.
2. Click on Tasks in
the Main Menu.

3. Click on the event
you will evaluate in
the Action
Pending menu.

4. The RFX event
document
displays.
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2: Accessing the Response Workbench
When the RFx document displays, follow the steps below to access the Response
Workbench where you will evaluate Supplier RFx Questionnaire responses:

1. Click the
Response
Workbench icon
in the RFX event
document.
2. The Response
Workbench
displays the
Event Overview,
which provides a
snapshot of the
number of
Questionnaires
you will be
evaluating, the
number of invited
and respondent
Suppliers, and
the number of
invited and
respondent
Evaluators within
the event.

1
4
4
4
2

3

4

3. It also displays
the Response,
Price Sheet, and
Questionnaire
Summary tabs.
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3: Selecting Suppliers to Evaluate
Before opening a Questionnaire, you must select the Suppliers that you want to
evaluate. CalUsource gives you the option to evaluate one or more Supplier responses
at a time.
Follow these steps to select the Suppliers you will be evaluating:
1. Click the Select
Suppliers icon (upper
right) to display the
Supplier window.

2. Use the Supplier
window to select
which Supplier
respondents you will be
evaluating. Selecting
multiple Suppliers
allows you to see their
responses to each
question side by side.

1

4
42
4

3

4
4

3. The top check box
selects all Suppliers.
4. Select Done when you
are finished.
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4: Selecting Questionnaires to Evaluate
Some RFx have more than one Questionnaire for which you will need to evaluate
responses. In these cases, you must evaluate each Questionnaire’s responses
separately. You do not need to evaluate all of an RFx’s Questionnaires at once.
Follow these steps to select Questionnaires in which to evaluate responses:
1. Click the Questionnaire
Summary tab to display
Questionnaire
information.

1

44

The Questionnaire
Summary screen shows:
2. the total number of
required questions to be
scored,
3. the number of questions
to which each Supplier
responded, and
4. the percent of completed
answers provided by
suppliers.

4
4
2

5. Select a Questionnaire in
the Product and
Company Information
dropdown.

5

4

3

6

6. If you select another
Questionnaire, the
Questionnaire Summary
changes to reflect that
Questionnaire’s data.
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5a: Evaluating Questionnaire Responses in CalUsource
In CalUsource, you evaluate Supplier Questionnaire responses one question at a time.
All responses are scored on a 0 to 4 scale:
•
•
•
•
•

0 = Invalid, no response, or does not meet the requirement;
1 = Partially meets the requirement;
2 = Meets most of the requirement;
3 = Meets the requirement;
4 = Exceeds the requirement.

Follow these steps to evaluate Supplier Questionnaire responses in CalUsource:
1. Click the Evaluate icon to
display the Questionnaire
you have selected in the
Questionnaire Summary.

2. The Questionnaire displays
each question and its
weight.
3. The screen indicates if a
question has been
automatically pre-scored
(100%).

1

2

3

4. Click on a question to
display a Supplier’s
response to it.
5. Each Supplier’s response
displays along with any
attachments they have
included. NOTE: In
CalUsource, only the first
line of a Supplier response
displays.
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Hovering over the first line
displays the entire
response.
6. Score each Supplier’s
responses by assigning a
number.
7. Click Save and Done.

8. Click Submit Scores on the
Questionnaire Summary
screen.
9. Click Select All on the
Select Supplier screen and
then click Done
10. Click Proceed to confirm
and OK. (not shown)

9
10

8
0

IMPORTANT: Evaluators cannot resubmit scores – only submit when you have completed all
your evaluations.
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5b: Exporting Questionnaire Responses for Offline Evaluation in Excel
This page provides an alternate way to review Supplier responses by exporting
Questionnaire responses and reviewing them offline in Excel. Using Excel allows you to
view Suppliers’ complete responses side by side with other Suppliers’ responses. This
makes it easier to read responses, print out the responses and take notes.
1. Click Download
icon from the
Questionnaire
Summary.

1

2. Select Multiple
tab (to display
questionnaires in
separate tabs) or
Single Tab (to
display all in the
same tab.)

2

3. The Excel rows
will display each
question’s #, text,
weight, response
option and each
Supplier’s
response side by
side. This allows
a comparison of
responses while
scoring.

3

4. Redisplay
CalUsource by
clicking on its
browser in the
Taskbar, then
follow the steps
in Section 5a
(above) to enter
and submit the
scores in
CalUsource.

4
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Step 6: Verify Your Score
After you have submitted your scores, the system calculates your Questionnaire’s total
scores and displays them in the Questionnaire Summary.
Follow these steps to review your scores:
1. Click Questionnaire
Summary to display
your scoring data.

1
2

2. The My Scores column
displays your overall
Questionnaire score for
each Supplier that you
evaluated.
If your scores do not
show, check to see if you
need to re-enter and/or
submit your scores.
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