
This document is a quick-reference guide for procurement users who need to complete and 
analyze offer evaluations in the Arizona Procurement Portal (APP.) If you have any questions, 
please contact the  APP Help Desk at app@azdoa.gov. Additional resources are also available 
on the SPO Website: https://spo.az.gov/

Offer evaluations are typically handled via Aggregate Consensus Scoring, in which the 
Procurement Officer responsible for the solicitation will assign all of the members of the 
evaluation committee the Non-Scoring Evaluator role.  Once the evaluation phase has 
started, members of the evaluation committee will be able to review each supplier offer in 
APP and then once a score has been decided by the evaluation committee, the Procurement 
Officer responsible for the solicitation will enter the offer scores for each supplier in APP. 
After all of the offer evaluations have been completed, the Procurement Officer responsible 
for the solicitation will be able to analyze the offers and their associated evaluations to 
determine which supplier(s) should be awarded the solicitation.

1. From any page in APP, select Sourcing Projects from the Sourcing drop-down menu.

2. From the Sourcing Projects page, click on the (Pencil) icon for the solicitation that 

you wish to view.

3. Navigate to the Open Technical Envelope or Open Financial Envelope tab. Please note 

that APP allows you evaluate the technical and financial envelopes separately and assign 

different evaluators to each envelope; however, you must complete your evaluation of 

the technical envelope before you can proceed to the financial envelope.

4. Click on the My Answers header.

5. Click on the       (Pencil) icon for the questionnaire you wish to evaluate.

6. Enter the score for each supplier response.

7. Click the Save & Close button.

8. Continue to complete the remaining offer evaluations. If you need to send clarifying 

questions, please utilize the Discussion Forum – refer to the Using the Discussion Forum 

QRG for additional step-by-step details.

9. Once all of the necessary evaluations have been completed, click the Submit my 

Evaluations button and then Validate (and open next envelope) button to close the 

evaluation period for the envelope you are working on.

10. After you are done reviewing evaluations, navigate to the Analyze & Award tab.

11. The proposal summaries are displayed along with their overall score and price. Navigate 

to the Price synthesis (Pivot) section to see additional details. 

12. Click on the various pivot table headers to manipulate the order of the data displayed. 

Add additional criteria by using the Plus icon and the toggling columns that are shown.
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