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Introduction 
The RFP Evaluation Tool is an AI-enabled solution designed to simplify and streamline 
the evaluation of vendor proposals. It helps reviewers assess submissions efficiently by 
automating the review process, enabling scoring against predefined evaluation criteria, 
and supporting the drafting of structured evaluation reports.  

By reducing manual effort and improving consistency, the tool ensures a more 
transparent, accurate, and time-efficient RFP evaluation process. 

Let us get started! 
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Getting Started 
User Roles & Responsibilities 
 

Activity / Responsibility Admin Project 
Manager 

Panel 
Members 

Create & Configure Project ✔ ✖ ✖ 

Assign Project Manager ✔ ✖ ✖ 

Upload RFP Document ✔ ✖ ✖ 

Upload Supporting (Q/A) Documents ✔ ✖ ✖ 

Create Vendors ✔ ✖ ✖ 

Upload Vendor Proposals/Documents ✔ ✖ ✖ 

Run Eligibility Test ✔ ✖ ✖ 

Review Project Details & Eligibility 
Results 

✔ ✔ ✖ 

Add/Assign Panel Members ✖ ✔ ✖ 

Evaluate Vendor Proposals ✖ ✖ ✔ 

Provide Scoring & Justification ✖ ✖ ✔ 

Perform Comparative Analysis of 
Vendors 

✖ ✖ ✔ 

Generate Individual Evaluation Reports ✖ ✖ ✔ 

Generate CRC (Consolidated Report) ✔ ✔ ✖ 

 

Logging in with Single Sign-On (SSO) 
1. Open the RFP Evaluation tool in your browser via the below link: 

https://rfpevaluation.who.int/login 
2. Click on “Sign in with Microsoft” 
3. Enter your Microsoft credentials: 
4. After authentication you should be able to login successfully into the platform. 

 

https://rfpevaluation.who.int/login
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Dashboard 
1. After login, user will land on the dashboard where user can see all the projects 

details in card tiles. 

 

2. The search bar allows to search existing projects in the dashboard.  
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3. The status filter allows to filter projects by status like – New, In Progress, 
Completed 

 

 

 

4. The category filter allows to filter projects by different Categories. 
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5. Clicking on the three dots allows the user to edit the project details. Only Admin 
users can edit the project details. 
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6. Clicking on the three dots allows the user to delete the project details. Only 
Admin users can delete the project details. A project can be deleted in any stage 
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7. The “Mark as Complete” option allows the user to mark a project as completed. 
Only Admin and Project Manager users have permission to mark the project as 
complete. 
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Project Creation and Check Vendor 
Eligibility 
Create New Project 
The “New Project” button on the dashboard allows only Admin users to create new 
projects. This button should only be visible to admin users. Admin users can create 
projects in the tool and upload required documents like RFP document, Q&A 
document, and vendor proposals. 

 

 

1. Clicking on “New Project” takes Admin user to Create New Project 
screen. Admin user should fill in details like: 

a. Project Name 
b. Project Category – Drop-down showing the list of all the categories 

created in the tool. 
c. Project Description – Brief description of project 
d. Team members – Drop-down field for adding project manager. 

Admin user should add a “Project Manager” to the project. Users 
already added in the application can be added as project 
managers. Every project will have only one project manager.  
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After filling in all the details, click save and continue. 
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2. Once the project is created, the next steps are to upload RFP documents 
and Q&A document. The admin user is responsible for uploading the 
relevant documents. 

 

 

 

 

The RFP and Q&A document can be selected from the system and uploaded, once the 
documents are uploaded the eligibility criteria, evaluation criteria and the Q&A 
clarifications are extracted. While the documents are getting uploaded, they will be 
scanned for virus as well. 
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The documents are uploaded and the extracted criteria and Q&A Clarifications are seen 
in the eligibility, evaluation, and Q&A Clarifications tabs. 
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3. After uploading the RFP documents and Q&A documents the next step is 
to Upload Vendor Proposals by adding new vendors or selecting existing 
vendors 

 

4. User can select an existing vendor by searching in the search box or can 
add a new vendor by clicking on “Add Vendor.” 
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5. After adding the vendor, upload vendor proposal for the vendor. User should 
upload a zip file; the zip file has pre-defined folder structure with documents 
within every folder. The defined folder structure within the zip file is: 

1. Technical Proposal 
2. Financial Proposal 
3. CV’s 
4. Annexes 
5. Supporting Documents 

              User can upload the zip file by selecting the file from his desktop. 
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Run Eligibility Test 
1. Once the zip file is uploaded successfully, click on “Run Eligibility Test” to run 

the eligibility test for the vendor. The eligibility test identifies if the vendor is 
eligible for further evaluation, the eligibility test is executed based on the 
eligibility criteria extracted from the RFP document. 

 

 

 

2. If the eligibility test is passed then the vendor is eligible for further analysis but if 
the eligibility test is failed, Admin user can mark the vendor as passed and make 
the vendor eligible for further analysis. 
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3. Once the vendor is passed, the result of the vendor will be updated to “Passed” 
as shown below. 
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Vendor Evaluation 
After executing the eligibility test the passed vendor are further evaluated by different 
panel members. For this evaluation, the project manager should add relevant panel 
members to the project. 

1. On the project details page, the Project Manager should add panel members in 
the “Users” Tab 

 

 

 

2. Click on Add Panel Member and search for user to be added. Only users who are 
already added into the system can be added as panel members. Project 
Manager can add multiple panel members for Evaluation. 
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3. Once the panel members are added then the panel members can further 
proceed with evaluation. Panel members can now select vendors for evaluation 
in the “Run Evaluation” tab. 
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4. The select vendor drop-down menu shows the list of all the eligible vendors, 
panel member can select a vendor for evaluation. 

 

 

5. Select a vendor from the drop-down menu, select the sections that should be a 
part of the evaluation report and then click on “Run Evaluation” to generate the 
evaluation report for the selected vendor. 
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6. The system will start generating the Evaluation report. 

 

7. After the evaluation is completed, user is re-directed to the “Evaluation Report” 
section where user can select the vendor from the drop-down menu and the 
evaluation report is displayed.  
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8. The evaluation report is shown in two sub-sections “AI Generated Evaluation 
Summary” and “Panel Member Due Diligence.” The Panel Member Due 
Diligence is the section in which Panel member can do further analysis of the 
report. 
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9. The Supplementary analysis allows user to give additional instructions for a 
particular section and generate relevant information.  
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10. The content and score generated for every section can be updated/edited using 
the edit option. 
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11. The generated evaluation report can be exported using the “Export Report” 
option. The report will be downloaded in word format. 
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Comparative Analysis 
1. Panel members can do a comparative analysis of vendor’s evaluation report 

based on some fixed criteria. For comparative Analysis navigate to the sub-
section of “Comparative Analysis” 
 

 

 

2. User should select the vendors for comparison; minimum two vendors should 
be selected for comparative analysis. 

 

 

3. After selecting the vendors, the comparative analysis is done for the vendors 
based on the pre-defined criteria as shown below. 
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4. User can also do a custom analysis by using the “Custom Analysis” option, the 
custom analysis allows user to do further analysis of the selected vendors based 
on the instructions given. 
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CRC Report 
Users can generate a CRC report, which is a consolidated summary of all vendors 
evaluated in the system. This report provides an overview of vendor performance by 
aggregating evaluation data and calculating the average scores given by all panel 
members. 

To generate a CRC report, at least one vendor evaluation must be completed. Once this 
prerequisite is met, users can navigate to the CRC Report section, as shown below, and 
click on “Generate CRC Report.” 

 

Once the report is generated, users can export it in Word format by clicking on the 
“Export Report” option. 

If additional vendors are evaluated after the initial report generation, the CRC report 
can be updated by using the “Regenerate” option. This will ensure that the report 
reflects the latest evaluation data. 
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Chat Interface  
1. The “Chat with AI” option allows user to ask questions related to the current 

project. 

 

 

2. Clicking of the chat interface opens the AI Assistant and user can ask questions 
related to the current project. 

 

 

  



34 
 

Administering the Tool 
The settings option allows Admin user to manage the tags, categories, evaluation report 
section, and user management. This option is only available for Admin users. 

Configuration List 
The configuration list allows Admin users to manage categories, tags, and evaluation 
report sections. 

 

 

Category Management 
The category management section shows the list of all the categories that are currently 
created in the system. Whenever the admin user creates a new project, the project is 
tagged with a category. 

a. The listing page shows the list of all the categories along with below 
details: 

i. Category name – name of the category 
ii. Status – active / inactive  

iii. Last modified date 
iv. Associated projects – the number of projects that have used this 

tag. 
v. Actions – Edit / Delete options for tag. 

b. The categories can be filtered using the status filter.  
c. The search bar allows you to search categories by entering keyword. 
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Create Category: 

1. To create a new category, click on the “Create Category” button on the listing 
page. 

 

 

2. The “Create Category” opens a form to create a new category, category name is 
the only required field in the form. Once a category is created it will appear on 
the listing page. 
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3. The action column consists of edit and delete option, if a tag is associated with a 
project, then it cannot be deleted. 
 

 

 

4. The edit option allows to edit the already created categories.  
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5. The delete option allows to delete categories that are not associated with any 
project. Clicking on delete prompts a confirmation message and then clicking on 
yes will delete the category. 

 

 Tag Management 
The tag management section shows the list of all the tags that are currently created in 
the system. Whenever a vendor proposal’s zip file is uploaded for evaluation, these tags 
are used for mapping the document with the zip file. 

1. The listing page shows the list of all the tags along with below details: 
a. Tag name – name of the tag. 
b. Status – active / inactive  
c. Last modified date 
d. Actions – Edit / Delete options for tag. 

2. The tags can be filtered using the status filter.  
3. The search bar allows you to search categories by entering keyword. 
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Create Tag: 

1. To create a new tag, click on the “Create Tag” button on the listing page. 

 

 

 

2. The “Create Tag” opens a form to create a new tag, tag name is the only required 
field in the form. Once a tag is created it will appear on the listing page. 
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3. The action column consists of edit and delete option, if a tag is associated with a 
project, then it cannot be deleted. 
 

 

 

 

4. The edit option allows to edit the already created tags.  
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5. The delete option allows to delete tags that are not associated with any project. 
Clicking on delete prompts a confirmation message and then clicking on yes will 
delete the tag. 

 

 

Evaluation Report Sections Management 
The Evaluation Report Sections management section shows the list of all the sections 
that are currently created in the system. These sections will appear in the Evaluation 
Report, whenever a panel member is creating an Evaluation report the sections created 
and defined by the Admin in the Evaluation Report Sections Management will be used 
for creating the report.  

1. The listing page shows the list of all the sections along with below details: 
a. Order – The order in which the section will appear in the report. 
b. Section name – name of the section 
c. Key – auto generated key based on the name of the section. 
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d. Description – A brief description of the section 
e. Status – active / inactive  
f. Actions – View / Edit / Delete options for sections. 

The search bar allows you to search sections by entering keyword. 

 

 

Create Section: 

1. To create a new section, click on the “Create Section” button on the listing page. 

 

 

 

2. The “Create Section” opens a form to create a new section, once a section is 
created it will appear on the listing page. The different fields in the form are: 

a. Section Name 
b. Section Key – auto-generated from section name 
c. Description 
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d. Section Order – The order in which the section should appear in the 
evaluation report. 

e. System Prompt - AI system prompt defining the role of the section 
created. 

f. User Prompt – Additional instructions given by user. 
g. Output Instructions – the format in which the output is expected. 

After filling in all the details, click on “Create Section” to create the section for the 
evaluation report. 
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3. The action column consists of view, edit and delete options. 

 

 

 

4. The edit option allows to edit the already created sections.  

 

 

5. The delete option allows to delete sections from the listing view. Clicking on 
delete prompts a confirmation message and then clicking on yes will delete the 
section. 
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6. The view option will allow user to view the information for a section. 

 

 

User Management 
The user management section allows Admins to create new users with roles – Admin 
and Member. Only users added in the tool will be able to access the different features 
within the tool based on their role. 
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1. The listing view shows the list of all the users added in the system. 
• First Name – Displays as per entered while adding user.  
• Last Name - Displays as per entered while adding user.  
• Email Address - Displays as per entered while adding user.  
• Role – Displays Admin or Member 
• Status - Can be Active or Inactive. Inactive user will not access the RFP 

Evaluation tool. 
• Actions – Option to edit/delete user.  

2. The search bar allows users to search for users using first name or last name.  
3. The role filter enables filtering of users based on assigned 

roles (Admin or Member). By default, “All Roles” filter is selected.  
4. The status filter enables filtering users as active or inactive users. 

 

 

 



46 
 

Create New User 

1. The “Create New User” option allows Admin to create a new user into the 
system.  

 

 

2. The create new user opens a form with different fields like: 
a. First Name - First name of the user.  
b. Last Name - Last name of the user.  
c. Email - Email address of the user.  
d. Role - Select Admin or Member.  
e. Function – Function the user belongs to  
f. Unit – Unit to which the user belongs to 
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3. The Actions column consists of edit and delete options. 

 

 

4. The edit option allows Admin to update existing user details. Admin can update 
all the fields. A toast notification is displayed to confirm the successful update 
of the user account.  
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5. The delete option allows to delete users from the listing view. Clicking on delete 
prompts a confirmation message and then clicking on yes will delete the user. 

 

 

 

 

 

 

 


