
1

Vendor Evaluation
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Purpose & Procedure

‣ The Vendor Evaluation is a business process that gives Project Managers, Owners and 
Owner’s Agents the ability to record evaluations of vendors’ performance on the project.

‣ This record has 2 workflow options: Vendor Evaluation (Create & End) and Request 
Evaluation (Send to User to Complete)

‣ Vendor Evaluation Workflow
Created by: Project Manager, Owner Representative, Owner’s Agent  Submitted to: END

‣ Request Evaluation Workflow
Created by: Project Manager, Owner  Submit to: Any User Submitted to: END
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Vendor Evaluation Creation

‣ In OAKS CI navigate to:
‣ Logs -> Vendor Evaluation

‣ Click Create

‣ Choose appropriate 
Workflow
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Complete General Information

‣ Complete information in 
“General” and “Vendor 
Information” Sections

‣ Fields marked with a red * 
are required
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Complete General Information

‣ Complete information in 
“General” and “Vendor 
Information” Sections

‣ Fields marked with a red * 
are required
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Complete General Information

‣ When the record is ready to 
move forward, click Send
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If using “Request Evaluation”

‣ If you’re using the “Request 
Evaluation” workflow, then 
at this point you will send it 
to the user you want to 
complete the evaluation

‣ Note that the “Request 
Evaluation” workflow 
action has already been 
selected

‣ Select the “To” button to 
choose who you want to 
send the evaluation to for 
completion then Click Send
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Send Record

‣ Click Send



9

Rating Rubric
‣ Rating Rubric can be found by clicking: Menu -> Help -> Vendor Evaluation Help and downloading the PDF
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Rating Rubric
‣ Complete the Key Performance Indicators Section



11

Send Evaluation to End

‣ When submitting the evaluation will go to the “End” step. 

‣ Verify Workflow Action

‣ User’s can be “CC’d” if necessary

‣ Click “Send”



12

Send the Record
‣ Once the review is 

complete click Send at the 
top of the record

‣ Choose Workflow Action:

‣ Accept: send the record to 
the PM for review 

‣ Return for Clarification: 
return to the Contractor for 
changes if necessary

‣ Click Send
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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