
 
ENTERING CONSULTANT EVALUATIONS UNDER 5pt. SCALE 
 
 
1. Access the Consultant Performance Grades System main menu from the Professional Services System menu. 
 
2. Press PF5 or TAB to the ADD RECORDS button and press ENTER to add new consultant evaluations. 
 
 
 

 
 
 
 



 
 
3. There are three types of evaluations that can be entered into the system.  Advertised Work Grades are the quality 
grades for specific types of work(2.0, 3.1, 10.5.2, etc.).  Schedule and Management grades can be entered separately 
from the quality grades and linked together at a later time or entered at the same time as the quality grades,  
Constructability Grades are entered at various times during construction and after construction is completed.  To select 
the type of work to assign an evaluation to, place the cursor on the desired choice and press “ENTER”. 
 
 
 

 
 
 
 
 
 
 



4. On the evaluation main screen enter the Contract Number and indicate whether or not this is the final evaluation 
for the contract.  All evaluations under the 5pt. scale are retained in PSI and are averaged equally to determine 
the overall average for the contract.  Final evaluations are not given any more weight than other evaluations.  
Once an evaluation is flagged as “final” the Expires report will no longer report the contract as requiring grades.  
By default the Prime Consultant is displayed on the screen.  To grade a contract sub-consultant , place the 
cursor on the yellow box and press ENTER to display a selection list with all of the contract sub-consultants.  
An evaluation note and the vendor project manager may also be entered on the screen.  To select the type of 
work to grade, place the cursor on the yellow  box next to the “Work Type:” label and press ENTER to display 
a selection list of possible work types.  Alternatively, the work type may be typed directly into the Work Type 
field. 

5. To score the work type, press ENTER or the TAB key to position the cursor on the first grading criteria.  Score 
the criteria from 1 to 5.  Only whole numbers are allowed.  Any score less than 1 or greater than 5 will be 
flagged as an error.  To score subsequent tests, press TAB or ENTER to move the cursor.  Any tests that the 
project manager does not wish to score should be left blank.  When all of the scores have been entered, press the 
CALCULATE button to generate the overall quality grade for the type of work.  To make corrections, place the 
cursor on any test/criteria to score and type in the desired score.  When finished, press the CALCULATE button 
again to re-calculate the quality grade.  When finished, press PF3 to process the grade. 

 
 
 

 
 
 



 
 
 
 
 
 



6. If evaluating the Prime consultant, schedule/management grades can be entered during the same session as the 
quality grades.  To enter schedule/management grades, place the cursor on the Add Contract 
Management/Schedule Grades option and press ENTER to select. 

 
 

 
 
 
 
 
 
 



7. Schedule grades are entered by scoring relevant section(s) from 1 to 5.  Each time the ENTER key is pressed, 
the Schedule grade is recalculated.  The overall schedule grade is an average of the 4 evaluation criteria. 

8. When finished with the schedule grade, press PF2 or PF3 to continue to the Management Grades Screens. 
 
 
 

 
 
 
 
 
 



9. The Management Evaluation consists of 5 separate sections.  All sections are optional, any section not scored is 
not used in the calculation of the final Management grade.  Sections A-D are used for evaluation of 
management of active or recently completed contracts.  Section E is used to evaluate Post-Design services.   
When finished with the Management Evaluation, press PF3 to exit and return to the Types of Work evaluation 
page.  NOTE: The system will not allow the user to exit the Schedule/Management grades routine until both 
Schedule and Management evaluations have been completed. 

 
 

 
 
 
 



 
 
 

 
 
 



 
 

 
 
 
 
 

 
 
 
 
 



 
 
 
 



10. Once the Schedule/Management evaluations have been completed, additional quality grades for contract types of 
work may be entered during the same session.  To continue adding quality evaluations, place the cursor on the  
appropriate option in the list box and press ENTER to select. 
 

 
 
 
 



11.  CCEI Evaluations(work group 10) are entered by scoring each relevant test/criteria from 1-5.  Any scores received 
less than 1 or greater than 5 are flagged in error.  Any section not relevant to the present evaluation may be left blank.  
Only sections with scored tests are averaged into the final calculated CCEI grade.  To complete the evaluation, place 
the cursor on the CALCULATE CEI GRADE button on the final page and press ENTER.  Any sections not scored are 
highlighted in Purple text.  This is for informational purposes only.  To continue processing the evaluation, press PF3 to 
exit. 
 
 

 
 
 



 
 
 



 

 
 
 



 
 

 
 

 



 
 
 



 
 
 



12.  To view, approve, or update consultant evaluations, place the cursor on the VIEW RECORDS button and press 
ENTER or press PF6. 

 
 



13. On the view records screen.  Evaluations may be approved or updated.  To approve an evaluation, place the cursor 
on the Approve Grade field and type “Y” to approve or “N” to disapprove.  If the Schedule/Management grades were 
not entered during the same session as the Quality grades, they must be linked together before the evaluation can be 
approved or updated.  To link the Quality, Schedule, and Management Scores together, type “Y” on the Link Grades? 
Field and press ENTER.  The system will list all Schedule/Management evaluations performed within the past year.  
Select the appropriate scores and press ENTER to link.  Once an evaluation has been approved, it may be uploaded into 
PSI by typing “1” in the Update Grade? field.   TAB to the Update box and press ENTER to complete the upload.  Each 
contract evaluation is appended to the Grades data file in PSI and are averaged together to determine the overall 
average for a particular type of work. 
 

 
 
 
 
 


