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Version History

Version Date Change Description Modified By

0.1 07/07/2025 | e First draft of the User Guide KF; BR; AR

e Workflows for End User adoption
added. Screens provided.

1.0 08/04/2025 | o Initiative setup (Section 4) was updated KF; BR
to include the new multi-step process

e Document Automations (Section 5)
updated to include both individual and
bulk document generation

e Evaluation setup (Section 6) was
expanded to include step-by-step
details for creating, configuring, and
managing evaluations. Additional details
were added for video evaluations.

e Al Functions (Section 7) removed
(redundant information)

e Review and Approval section
renumbered to 7 and expanded with
clearer instructions for status updates,
initiating/completing reviews, and
canceling/approving workflow

e Screenshots added throughout for
increased clarity

1.1 09/02/2025 | ¢ Updated sections 6.2 and 6.3 for KF
Evaluator layout updates

e Updated section 6.3.1 for Evaluator Al
enhancements

e Updated section 5.3, 5.4, and 7 to
include changes to the Files table of
Initiatives and pre-writer download

1.2 10/29/2025 | ¢ Updated section 4: New Initiative KF
creation steps and creation tracker

e Updated section 5.2: Bulk Generation

e Update section 5.3: Writer changes

¢ Updated section 6: Al Feedback for
evaluator comments, new evaluation
landing page layout, updated evaluation
creation flow, new Evaluator Template
Center
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e Updated section 7: All files now have
status and the ability to Review/Approve
1.3 12/4/2025 | e Updated section 6: Changes to adding KF
an offeror, offeror management, and file
management on an evaluation
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1: Introduction

1.1 Welcome to Your Al-Powered Contracting Platform

This guide provides a comprehensive overview of Bidscale, an Al-powered contracting platform designed
specifically for federal agencies. Bidscale leverages artificial intelligence for document processing,
automation, data prediction, and agentic workflows, offering a digital workspace for common contracting,
acquisition, and procurement actions across the entire contracting lifecycle.

2: Getting Started

2.1 Request Bidscale Access

Your organization has a limited number of licensed user accounts, as outlined in your organization's Bidscale
contract. To request an account, please email customersuccess@bidscale.com and include a brief
explanation of your need and copy the Procurement Contracting Officer (PCO) on the Bidscale contract.

. Important:

e Bidscale may require confirmation from the PCO before provisioning the account. In certain cases,
your organization may assign a system administrator with account provisioning permissions.

e |If you are a DOD user, you will be required to use a CAC/PIV card to access the Bidscale web
application within the Boundary Cloud Access Point (BCAP) per DISA security requirements. If you
do not have a CAC or PIV card please work your agency to obtain one. If you are a support
contractor, work with your company to gain access through ECA (External Certificate Authority).

Once approved, you will receive a Rules of Behavior (ROB) form to review, sign, and return via email. After
confirmation, Bidscale will provision your account. You will then receive an automated welcome email from
noreply@bidscale.com with your login instructions.

Subject: Welcome to Bidscale
Welcome to Bidscale! We're excited to have you on board.

Your account is now ready for activation. Please activate your account within the next 7 days by
logging in to https://select.bidscale.app/_/login and entering the following details:

Username: [Your email]
Temporary Password: [Your temporary password]

If you have any questions or need assistance, feel free to reach out to
customersuccess@bidscale.com. We look forward to supporting you on your journey with Bidscale!
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2.2 Log into Bidscale

B Bidscale

Sign in to your account
* indicates a required fleld
Email *

Email

Password * © Show Password
Password

Forgot Password?

Sign in with password Sign in with CAC/PIV

CAC/PIV authentication is available only if it's enabled for
your organization.

Need help? Contact Customer Success

You are accessing the Bidscale Select Information System
(IS) that is provided for USG-authorized use only. By using
this IS (which includes any device attached to this IS), you
consent to the following conditions:

Bidscale routinely intercepts and monitors communications
on this IS for purposes including, but not limited to,
penetration testing, COMSEC monitoring, network
operations and defense, personnel misconduct (PM), law
enforcement (LE), and counter i (Clyir

At any time, Bidscale may inspect and seize data stored on

this IS. Communications using, or data stored on, this IS are
not private, are subject to routine monitoring, interception,
and search, and may be disclosed or used for any Bidscale-
authorized purpose. This IS includes security measures (e.g.,
authentication and access controls) to protect USG interests

—not for your personal benefit or privacy.

USE OF THIS SYSTEM BY ANY USER, AUTHORIZED OR
UNAUTHORIZED, CONSTITUTES CONSENT TO
MONITORING, INTERCEPTION, SEARCH, AND SEIZURE.

Unauthorized use of this IS is prohibited and subject to
criminal and civil penalties. Use of this IS indicates

awareness of and consent to these terms and conditions.
Log off immediately if you do not agree to the conditions
stated in this warning.

Figure 1: Log-In Screen

Figure 1: Log-In Screen
Before using Bidscale, complete the following steps to access and secure your account:

1. Go to https://select.bidscale.app in your web browser.

. Important: To access the platform you must be located within the continental United States or connected
to CONUS VPN.

2. Enter your email address in the ‘Email’ field.
3. Enter your temporary password in the ‘Password’ field.
4. Select ‘Sign in with password.’

Y. Important: Be careful not to copy any extra spaces when pasting your temporary password—this is a
common login issue.

5. Create your permanent password when prompted. Choose a strong, secure password you'll
remember.

Once logged in, you'll be directed to the Bidscale homepage where you can begin using the platform.
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2.2.1 Multi-Factor Authentication (MFA)
If your agency has MFA enabled (common for enhanced security), you'll complete one additional login step:

e After entering your email and password, a security code will be sent to your inbox from
noreply@bidscale.com.

Subject Line: Bidscale - MFA Code

Email Content: Your MFA code for secure login is [6 digit number]

. Important: If you are not receiving the security code email please check your Junk inbox to make sure that
it has not been filtered out as spam.

¢ Retrieve the code and enter it into the MFA field on the login screen.

!\ Important: Be sure not to include any trailing spaces when entering your password or MFA code—this
may cause login errors.

2.2.2 CAC/PIV Login

If your agency permits Common Access Card (CAC) or Personal Identity Verification (PIV) login, you can
link your card after setting up your Bidscale account.

To link your card:

e After your first successful login, you’ll be automatically prompted to link your CAC/PIV.
e Follow the on-screen instructions to complete the process.

Once linked, you can log in using just your CAC/PIV card—streamlining access while enhancing security.

Need to link it later?
Go to Account > Account to link your CAC/PIV card at any time.
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Account

Account details 4

First Name Testing Customer

Last Name User
Title Customer User
Email testingevaluator2@bidscale.com
Role Customer User
CAC/PIV
Enable CAC/PIV

Email notifications orr (@ on

Please note, not all email notifications can be managed here. Certain notifications are required to support Bidscale’s system functionality or your organization’s processes

Send me notifications for all status updates when | am a member of the team
Send me notifications for any activity feed comments from users when | am a member of the team

Send me notifications for all team updates when | am a member of the team

Figure 2: Account page with CAC/PIV section

Would you like to associate your CAC/PIV
card to your Bidscale account?

Associating your CAC/PIV to your Bidscale account will provide you with a
faster and more efficient login experience.

No, not at this time

Figure 3: CAC/PIV Integration Step 1
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Please connect your CAC/PIV card to your
reader and click next.

Cancel

Figure 4: CAC/PIV Integration Step 2

2.3 Roles and Permissions

Bidscale uses a flexible Role-Based Access Control (RBAC) framework to align user permissions with
agency needs.

User Roles determine what each user can view, edit, or manage. Roles can be predefined (e.g.,
Admin, Contracting Specialist, Evaluator) or customized to match agency workflows or clearance
levels.
Permissions are scoped across key modules—such as Initiatives, Evaluations, Documents, and
Reports. Admins can control actions like:

o Uploading documents

o Setting up solicitations

o Assigning tasks

o Generating reports
Admin users manage RBAC settings at the system level. They can:

o Add or remove users

o Assign or change roles

o Adjust permissions as team structures evolve

RBAC ensures each user only accesses content relevant to their responsibilities—improving both security
and ease of use across the acquisition lifecycle.

Bidscale includes several predefined roles to support common acquisition workflows. Each role grants
specific permissions aligned with typical responsibilities:

Role Who it’s for Key Capabilities

Administrator Designated tenant-level leads Configure templates, manage users,
assign roles, manage workflow settings

Contracting CO/KO groups with oversight View and manage all service requests

Management duties and initiatives; no access to user
administration
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Contracting CO specialists and acquisition Contribute to initiative documentation and

User staff task execution; limited to assigned
initiatives

Customer Program/requirements leads Submit intake data, review documents,

Management initiate actions via questionnaires

Customer User | Program contributors Limited view/edit permissions to assigned

initiatives; may support attachments or
technical inputs

Finance Budget/financial analysts View and comment on financial
documents; cannot initiate or modify
workflows

Evaluator Evaluation board members View proposals, enter findings, score
criteria; access limited to assigned
evaluations

Bidscale will assign your role with the approval of your Procurement Contracting Officer (PCO) and/or
Bidscale Administrator. We follow the principle of least privilege when assigning roles. Please contact them
with any questions or concerns regarding your role assignment.
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3: Home Page
3.1 Home Page Layout and Navigation

Home Initiatives Documents Evaluations Q_ Search for a Initiative, file, . Q Help Account v

Welcome back, Customer!

Bidscale utilizes Al to help you develop your next procurement package. Work through an Al-guided
process to organize your thoughts, make key decisions, draft documentation, and route for
review/approval.

Get Started Build Context Confirm Data Review & Export
Begin your procurement Upload relevant documents Review your inputs and Al Review your draft
package with a short and go through our Al- data predictions for procurement package
description. Bidscale will backed decision support accuracy. Upon including a library of
use Generative Al to process. Bidscale uses your confirmation, Bidscale will documents ready for
suggest refinements for input to refine data kick off automation routines routing and approval.
your review. suggestions. such as document
generation.

= i L] £

Figure 5: Every Bidscale journey begins with the “Get Started” Action Tile

The Home page is the first screen you see after logging into Bidscale. It serves as your central dashboard,
giving you quick access to the core tools and any active work you're involved in.
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You have 3 active Evaluation(s)

2 Hood and Duct Cleaning Eval Active
bl Assigned tasks:0

2 C : Si Professional Services (CSPS) Evaluations Active
bl Assigned tasks:1

Sandy Relief Evaluations Active

Assigned tasks:9

Recently Viewed Initiatives

NAME CREATED BY LAST MODIFIED PHASE ® INITIATIVE STATUS AGENCY/OFFICE
N\

Hood and Duct Cleaning Services McConnell AFB Kelsey Fryling Jun 16, 2025 E\ Req. Development/} Draft Airforce

" - . - I N\ .

MacDill AFB, FL Military Working Dog Obstacle C... Kelsey Fryling Jun 11, 2025 \\ Req. Developmen(/\ Draft Airforce
I =\

Recycling services for Ft Meade Kelsey Fryling Jun 20, 2025 V\Req. Development/'\ Draft Army

4 »

Figure 6: Active Evaluations and recent Initiatives at the bottom of the Home page. If you do not have any active evaluations the
section will not display

From the Home page, you can:

o Start a new Initiative using the Start button in the Get Started section

! Important: Your agency may use an alternate label for Initiative. If so, you may see a different term
displayed in the blue bar at the top of the page in place of Initiative and that term will be reflected throughout
the system. In this user guide we will use the Initiative label.

e Jump back into recent work with shortcuts to Initiatives, Documents and Evaluations you've
recently accessed

o Use the top navigation bar, which stays visible throughout your session, to switch between modules
or return home at any time

This layout is designed for efficiency—keeping your work accessible and minimizing clicks.

Top Navigation Functions

Home — Returns you to the Bidscale home page
Initiatives — Opens an All Initiatives list page
Documents — Opens an All Documents list page
Evaluations — Opens an Evaluations list page
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e Search - Find any Initiative or file by name

¢ Notifications — View updates related to your tasks or team activity

e Help — Open a pre-filled email to contact Bidscale Support

e Account — View your name and email, access account settings, or sign out

4. Setting Up Initiatives for Automations

On the homepage, click the Start button in the first tile to begin the following multi-step process to create
your Initiative.

4.1 Step 1: Provide Initiative Title & Description

Close X

Name & Description Upload Files (DataP dicti > (l" 1t Selecti )

Create a new Initiative
* indicates a required fleld

An Initiative is a folder containing flles, data, project management tasks, and other procurement
information. Upon creating an Initiative, Bidscale will provide a workspace with preliminary data
points and Al-drafted documents.

Initiative title *
Please provide a descriptive title for the Initiative. This data is informative for Bidscale automation

routines and content generation. More accurate and descriptive titles help improve the quality of
Al-generated content.

e.g. Maintenance of Water Supply Facilities

Describe the Initiative *

Please provide a description (e.g., Needs Statement) for the Initiative. Bidscale utilizes this data
for our decision support, data iction, and i i You can click
'Expand with Al' to automatically enhance your draft description.

0/2000

e.g. A government-led program aimed at ensuring the continuous and safe a
operation of water infrastructure nationwide. This initiative focuses on regular l
inspections, repairs, and upgrades to aging water facilities to prevent service
disruptions and improve water quality. By implementing advanced monitoring
systems and modernizing equipment, the program seeks to enhance efficiency

(15 Entncowin |

Figure 7: Step 1 of Initiative creation
Start by giving your Initiative a clear, descriptive title and a concise description of the acquisition need. This
foundational step helps Bidscale understand the scope of your effort, enabling smarter Al support
downstream.

A strong description improves:
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e Draft Statements of Work (SOWs)
e Sections L and M recommendations
e Targeted market and data predictions

! Important: Click the “Expand with Al” button after describing your Initiative. This capability leverages
Bidscale’s Generative Al, enriching your description with relevant federal context—drawing from sources like
SAM.gov and your agency’s internal data (Tenant RAG). This step significantly enhances the relevance and
accuracy of all future outputs.

If your Initiative Description contains fewer than 500 characters, an Al Assistant window will automatically
appear. This window includes the following tools and information to help you strengthen your entry:

o Description Strength Meter — Provides a visual indicator of how detailed and complete your current
description is.

o Enhance with Al Button — Allows you to generate a more robust version of your description using Al.

e Al Enhancement Context — Offers a brief explanation of what the Bidscale Al uses (e.g., related
initiative details, objectives, or patterns) to improve your description if you choose to enhance it.

This feature is designed to help you quickly generate clear, compelling, and complete initiative descriptions
with minimal effort.

Enhance your Initiative Description with Al

Current Initiative Description

Office supplies such as paper, pens, pencils, notepads, etc

Al Context

+. Enhance with Al

Bidscale applies historical documentation and relevant context to enhance your Initiative description.
This includes details from:

« The original and current initiative description,

« Public SAM documentation from similar procurements,

« Private agency-specific documentation loaded onto Bidscale, and

- Data and artifacts from related Initiatives.

Upon clicking Enhance with Al, the current description will be overwritten with an Al draft. You will have
an opportunity to edit the draft before continuing.

Cancel m

Figure 8: Al enhancement window that displays upon Continue in step 1 of Initiative creation when your description is less than 500
characters
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If you select Enhance with Al in this window, the window will close and you will be returned to the first
Initiative creation step.

Selecting Continue on the Create a new Initiative page will take you to step 2 of the Initiative creation flow
where you will be able to upload a file(s) to provide additional context.

4.2 Step 2: Upload Files (Optional)

While not required, uploading contextual files will significantly enhance the relevance and quality of Al-
generated recommendations.

Close X

(Name & Description> <Upload Files) (Data Predictions) <Document Selection>

Upload Files to Enhance Al Context

Improve Al outputs by t ing relevant flles. These may include strategy
documents, market research, related requirements, agency policies, and more.

Bidscale will scan inputs to extract important context and accelerate development of
the contract flle. This includes:

Auto-categorizing uploaded files;

Predictions on key contracting data points such as NAICS and PSC;

Details about your requirement based on relevant documents;

Improved accuracy and specificity on generated content such as deliverables,
proposal instructions, and justification.

(While this is an optional step, relevant greatly Al )

Click to upload or drag and drop

Maximum file size 50 MB

Figure 9: Step 2 of Initiative creation - upload files

Upload any supporting documents that can inform the Al about your Initiative. These might include:
e Requirements Documentation

e Previous solicitations or performance work statements
e Market research reports

¢ Internal memos, capability briefs, or decision memos
e Applicable policies or compliance artifacts

! Important: File types are limited to Word, PDF, and Excel with a file size of 50 MB.
Uploaded documents are parsed by Bidscale Al to:
¢ Automatically label and organize files based on content

15 1.855.817.2720 | 8444 Westpark, Suite 920, McLean, VA 22102
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e Predict NAICS, PSC codes, and other key data points
e Extract requirement-specific details for later use in document generation
¢ Improve the precision of deliverables, evaluation criteria, and justification templates

If you would like to skip this step, simply select Continue to move to step 3.
Bidscale will also provide a high-level Al summary of a document’s content within the Initiative detail after the
flow is complete. Ideal for quickly understanding lengthy materials.

4.3 Step 3: Answer Brainstorming Questions (Optional)

Close X

<Name & Descn‘ption) <Up|oad FiIes) (Brainstorming) (Data Predictions)(Document Selection> (Summary)

Confirm Data Predictions
We have identifled the following questions. Your answers to these provide the specific details Bidscale needs to create a tailored foundation,
ensuring accurate results rather than relying on general assumptions.

1. What is the estimated annual volume of office supplies required by the office?
Less than 100 pounds
100-500 pounds
500-1000 pounds
More than 1000 pounds
Other (Please specify)

This question is not relevant

2. Will the contractor be required to provide any specialized or custom office supplies, such as ergonomic chairs or standing
desks?

Yes
No
Other (Please specify)

This question is not relevant

3. Is the office located in a secure facility that requires special handling or storage procedures for the office supplies?
Yes

No

Figure 10:

Step 3 - Answer Al powered brainstorming questions
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Brainstorming with Al: Add Context to Your Initiative

After entering your Initiative title, description, and any supporting documents, Bidscale offers an optional Al-
guided brainstorming. This step helps you clarify the requirements and enriches context for more accurate
Al support.

These are not acquisition strategy prompts. Instead, they focus on understanding the core need:

e Whatis requested?
e What does success look like?
e What are the known requirements, constraints, or desired capabilities?

The clearer this picture is, the better Bidscale can assist with:

¢ Drafting Statements of Work (SOWs) or Justifications & Approvals (J&As)
e Predicting key data points
e Structuring evaluation content

Don’t have all the answers yet? No problem. You can skip the questions by selecting Continue and return
later. Even partial answers improve the system’s ability to support you.

You can revisit this brainstorming flow anytime from your Initiative view by selecting it in the blue Next Steps
box on the Initiative Overview tab.

4.4 Step 4: Confirm Data Predictions

Review the Al-recommended values for Category, NAICS, and PSC. There will be a top suggestion for
each field and the ability to choose or search for an alternative to ensure your Initiative reflects the right
scope and strategy from the start. You will still be able to update these values later in the Data tab if needed.
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Close X

<Name & Description) <Up|oad FiIes) (Brainstorming) (Data Predictions)(Document Selection) (Summary)

Confirm Data Predictions

Based on your uploaded files, we've generated Al-recommended values for Category, NAICS, and PSC. Review the top
suggestion or choose an alternative to ensure your package reflects the right scope and strategy from the start. You'll still be
able to update these values later in the data tab.

1. What Category best describes this Initiative?

(® +. Top Recommendation Commodities and Basic Supplies A

Why we recommend: The selected category, Commodities and Basic Supplies, is a suitable classification because it procures
tangible consumables, such as office supplies, delivered free-on-board to government custody, aligning with the attributes that
support procurement and delivery of supplies to the CDAO office.

Basic and Applied Research (TRL 1-4)

Prototype and Technology Demonstration (TRL 5-7)

Other options:

Select option

Figure 11: Confirm Data Predictions

4.5 Step 5: Confirm Pathway Prediction and Documents

Review the Al-recommended value for Pathway. There will be a top suggestion and the ability to choose or
search for an alternative. You will still be able to update these values later in the Data tab if needed.
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Close X

<Name & Description) <Upload Files) (Brainstorming) (Data Predictions)(Document Selection> (Summary)

Choose a Pathway and Build Your Acquisition Package

Based on your previous selections, we've recommended a procurement Pathway tailored to your initiative. Confirming this will
enable the generation of baseline documents for your acquisition package and streamline your final export. You will have the
opportunity to adjust the Pathway selection later if you need to revise your selection after initial package generation

1. What Pathway best describes this Initiative?

@ +. Top Recommendation Competitive Commercial ltems - FAR 12 A

Why we recommend: A full-and-open Request for Proposals (RFP) for commercial products or services using FAR 12 procedures is
suitable because it aligns with the need to provide office supplies, including paper, pencils, and notepads, to the CDAO staff in a
timely and efficient manner, given the explicit requirements and absence of constraints.

Competitive Interagency Acquisitions - FAR 17.5 v

Competitive Simplified Acquisition - FAR 13 v

Other options:

Select option v

Figure 12: Pathway selection

After selecting a Pathway, review the documents that are suggested for that Pathway. These documents will
be those that more commonly are included when that Pathway type is used. You can easily deselect any
documents you do not want included.
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Close X

(Name & Descripﬁon) (Upload FiIes) (Brainstorming) CData Predictions)CDocument Selection) (Summary)

2. Which documents would you like ready to download and export once your
Initiative is created?

7 selected Deselect all
Performance Work Statement D P
Depertment Neme STATEMENT OF WORK
Initiattee Name
FOR
PART 1 Initiative Name
GENERAL INFORMATION.
1 conmaL Tenant Name
rr—
=
[—
Performance Work Statement Statement of Work Statement of Objectives
Generate a Performance Work Statement for Generate and customize a Statement of Work The Statement of Objectives (SOO) provides
an acquisition for an acquisition both technical and management
requirements in the form of performance
objectives that are linked to agency strategi...
SECTIONL Source Selection Plan
INSTRUCTIONS, CONDITIONS, AND Inetve Name
NOTICES TO OFFERORS OR RESPONDENTS Deparement Name
Initiative Name
1.0 Background & Objectives

Figure 13: Recommended documents for the selected pathway with one document deselected

4.6 Step 6: Summary

Once all steps are completed a summary page of selections will be displayed. Review the summarized items
and make any final edits as necessary by selecting the Edit pen icon in each section. Once you have
completed your review, select Submit to navigate to the Initiative’s Overview page.
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Close X

(Name & Description) (Upload Files) (Brainstorming) (Data Predictions)(Document Selection) (Summary)

Review Your Initiative
* indicates a required field

Verify or edit the information below by clicking the edit icon.

Initiative Title * Office supplies /'
Agency/Office * Army Contracting /'
Initiative Description * /7

The Office is seeking a contractor to provide office supplies, including paper, pencils, and notepads, to
support the office's operations. The office is responsible for accelerating the US Department of Defense's
adoption of data, analytics, and Al to enable decision advantage.

The contractor will be required to deliver these supplies to the office, ensuring timely and efficient support to
the office's staff. The performance objective is to provide essential office materials to facilitate the office's
mission, which includes advancing deterrence, beating bureaucracy, and delivering digital solutions for critical
business functions.

Uploaded Files (1) 7

E Paper quality types.docx
14kb

igure 14:

Initiative creation summary

4.7 Custom Workflows and Automations

Bidscale uses Al-powered Task Templates to automate and optimize common contracting workflows. Each
template provides a pre-defined sequence of actions and dependencies, helping teams:

e Maintain consistency
e Reduce manual errors
e Navigate complex procurement stages with greater ease and compliance

Task Templates can be:

¢ Configured by System Administrators
e Custom-built by the Bidscale Team for more advanced workflows
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These templates ensure that acquisition processes stay organized, traceable, and aligned with best
practices—without requiring users to build steps from scratch.

5: Document Automations with Al

Bidscale includes robust Document Automation tools that use Al to generate high-quality, compliant
contracting documents tailored to the context of your Initiative. Generation of documents can be initiated
individually or in bulk.

5.1 Individual Document Automations
This capability is designed to generate key documents required for your acquisition package individually. The

Template Center can be accessed from the Document page or from the Files tab within an Initiative. Here
you can select a document template for generation.

€ Back Close X

e et (59 [ — somout. P

msTRLCTIONS Conomons i s

Figure 15: Document Automation template selection

By leveraging the context from Initiative details, uploaded files, and brainstorming sessions, Bidscale can
automatically draft items such as:

e Statements of Work (SOWSs)

e Performance Work Statements (PWSs)
e Section L: Instructions to Offerors

e Section M: Evaluation Factors for Award
o Justifications and Approvals (J&As)

e And more

This reduces manual drafting time and helps maintain consistency with your documented requirements.
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5.2 Bulk Generation

Once your Initiative is created—regardless of whether you've uploaded documents or completed the Al
brainstorming—Bidscale can be configured to automatically begin bulk generation. Documents are bulk-
generated for the user to either open within an in-browser editor or in word processors as exported .docx
files.

This step accelerates your path to an acquisition package by generating a tailored set of draft-ready
documents based on your inputs.

Using your Initiative description, uploaded files, and any Q&A responses, Bidscale can generate documents
such as:

¢ Draft Performance Work Statement (PWS)

e Section L and M language

¢ Request for Information (RFI)

o Justification & Approval (J&A)

¢ Memorandum for Record summarizing predicted data points (e.g., NAICS, PSC, contract type,
period of performance)

These drafts are meant as starting points:

e Some may be ready for immediate use

e Others may include placeholders or highlighted gaps, such as missing evaluation factors or vague
scope elements

¢ Inthese cases, the system may suggest questions or alternate language to help refine your
requirement

You're not required to use every document. Think of this as a customizable, fast-start toolkit—context-
aware, editable, and designed to save time.

Next Steps:

e Download documents individually or in bulk
e Route for review or begin collaborative editing
¢ Move into formal acquisition planning with a strong foundation

5.3 Document Al Edits in Bidscale

Once documents are generated, they can be opened in the Writer interface—an in-browser editor equipped
with advanced Al capabilities. The quickest way to open a document in Writer is to locate the document on

the Files tab of an Initiative, select the view icon in the Actions column, and then the Open in Writer button.
Alternatively, you can also select the document name to display the same preview screen as the view icon.
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€ All Workspaces > Office supplies
Office supplies Draft
Overview Data Files Tasks Team Al functions
Upload files ’. Get Answers From Your Documents L Document Writer
Attached files
Q_ search by name X Filterby  Type Label Created by Last modified Status + Addnew | ~
TYPE NAME LABEL CREATED BY LAST MODIFIED STATUS ACTIONS
B SOW_Aug262025 Work Statement ~ +1  + Kolsoy Fryling Aug 27,2025 ® Review Required @|L m
B RFI + Kelsey Fryling Aug 26,2025 ® Review Required @|L m

Figure 16: How to access document preview before accessing Writer

o SOW_Aug292025.docx

STATEMENT OF WORK
FOR

Paper supplies

Department of Defense

Performance Specification
For

Paper supplies

Figure 17: Opening Writer from document preview

Sections containing Al-generated suggestions are clearly highlighted for your review and approval. You
can easily edit these sections by requesting the Al to rewrite within the Bidscale Al comment. If any direct
text editing is required, you will need to export the file to your computer and open the document in the text

editor of your choice.
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Home Office supplies for headquarte... Performance Work Statement.docx Draft ﬂ

o e Qa v E- L

1.1 Description of Services/Introduction

The contractor shall provide all personnel, equipment, supplies, facilities, transportation,
tools, materials, supervision, and other items and non-personal services necessary to
perform [Type of Service] as defined in this Performance Work Statement except for
those items specified as government furnished property and services. The contractor
shall perform to the standards in this contract.

1.2 Background

[Specify a brief introduction to the context and focus of the initiative.]

2 Bidscale Al

4:27 pm Oct 29
| wrote this section for you. Click here to use Al to rewrite it.

1.3 Objectives

The contractor shall deliver office supplies to the CDAO office on a monthly basis,

meeting the required quantities and quality standards. The contractor shall maintain Bidscale Al
accurate inventory records and restock supplies as needed to ensure a continuous 4:27 pm Oct 29
supply of materials. The contractor shall provide timely and accurate delivery of office 1 wrote this section for you. Click here to use Al to rewrite it.

supplies to support the CDAO's mission, ensuring a high level of quality and customer
satisfaction.
=

Figure 18: Writer, an in-browser Al enhanced viewer complete with Al Assistant

Al Chat with Documents

Ask questions directly against an uploaded file. The Al will search the document content and respond based
on relevant context. The Al chat feature can be found in the middle tile on the Files tab of an Initiative.

Doc Reviewer

Some documents support Al agent reviews that apply heuristics or evaluation criteria to assist in
assessments.

5.4 Exporting Documents from Bidscale

Documents created in Bidscale can be easily downloaded and saved to your computer. You can export
documents individually or in bulk.

There are several locations you can download individually from within an Initiative. If a document is
generated via an Initiative task you can download it directly from the Next Steps section of the Overview tab
via the Download button. If it was not generated via a task, a document can be found on the Files tab.
Locate the desired file and select the download icon in the Actions column. You may also download from
the document preview window or from within the Writer interface. Examples of each of these options are
displayed in the figures below.
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Office supplies

Overview Data Files Tasks Team Al functions

Next Steps 178

As you oversee your 's prog y ider the ing tasks to optimi and drive These actions
will support informed d king and |
Acq Plan Review Al Draft Download 0]
RFI Review Al Draft Download m
Figure 19: Download option from the Overview tab
& Alllnitiatives > Office supplies
Office supplies Draft  eee
Overview Data Files Tasks Team Al functions
Upload files + Get Answers From Your Documents Document Writer Export Package
Upload files to your Initiative +.  Use Bidscale Alto get insights about your Use Bidscale Al to create new documents 9 Download all files within this Initiative

documents

for this Initiative

Attached files
Q_ search by name X Filter by Type Label Created by Last modifled Status
TYPE NAME LABEL © CREATED BY
h Request for Proposal: Sections L & M Proposals/ROMS + Kelsey Fryling
h Source Selection Plan Other + Kelsey Fryling
h Acquisition Plan Other  + Kelsey Fryling
h Statement of Work Other + Kelsey Fryling
h Research Summary Market Research Documentation + Kelsey Fryling

LAST MODIFIED

Sep 11,2025

Sep 11,2025

Sep 11,2025

Sep 11,2025

Sep 11,2025

STATUS ® ACTIONS
Draft ® I
Draft (o4 i
Draft o !
Draft o !
Draft o L

Figure 20: Download option from the Files tab
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€ Request_for_Information_Jun172025.docx m (4 Open in Writer

Request for Information (RFI)

Hood and Duct Cleaning Services McConnell AFB

General
THIS IS A REQUEST FOR INFORMATION (RF1) ONLY
wnstitute & Request
REP in the future. This " ation does
supply or service whatsoever. Proposals are not

Respondents are ad ot the U.S. Government ot pay for ation or
sdministrative ¢ » this RF1 All ec ponding to this
RF1 will be solely at the o

party’s expense. Not respoading to this RFI does not preclude
participation in any future RFP, if any s issued

Figure 21: Download File button from the document preview window

Home Office supplies for headquarte SSP_Oct292025 Draft Initiate review process Save
o e Qa © @~

Source Selection Plan

Office supplies for headquarters
ARMY

1.0 Background & Objectives

The Chief Digital and Artificial Intelligence Office (CDAO) has a long-standing
Figure 22: Download button from the Writer interface

Bulk download of all Initiative documents in a zip file can be completed from two locations within an Initiative.
From the Overview tab, use the Bulk Export task to quickly download all of the files via an Export Package
button. The same action can be completed on the Files tab via an Export Package tile that will display
above the Files table.
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Overview Data Files Tasks Team Al functions

Next Steps 0/10

As you oversee your Workspace's progress, consider the following tasks to optimize management and drive successful
outcomes. These actions will support informed decision-making and resource allocation.

Bulk Export Export Package W

Figure 23: Bulk Export task on the Overview tab

& Alllnitiatives > Office supplies

Office supplies Draft

Overview Data Files Tasks Team Al functions

. Upload files *0 Get Answers From Your Documents Document Writer Export Package
Upload files to your Initiative +  Use Bidscale Al to get insights about your Bl Use Bidscale Al to create new documents 9 Download all files within this Initiative
documents for this Initiative

Attached files

Q_ search by name X Filter by Type Label Created by Last modifled Status
TYPE NAME LABEL © CREATED BY LAST MODIFIED STATUS @ ACTIONS
h Request for Proposal: Sections L & M Proposals/ROMS + Kelsey Fryling Sep 11,2025 Draft [og i m
h Source Selection Plan Other + Kelsey Fryling Sep 11,2025 Draft (o i o
B Acquisition Plan Other  + Kelsey Fryling Sep 11,2025 Draft © L m
B Statement of Work Other  + Kelsey Fryling Sep 11,2025 Draft o 1o
h Research Summary Market Research Documentation + Kelsey Fryling Sep 11,2025 Draft © L m

Figure 24: Bulk Export tile on the Files tab to the far right

6: Evaluations

Evaluations in Bidscale are designed to support source selection in a digital, auditable, and efficient
environment. While evaluations are tied to an Initiative, they operate under a separate permissions model
and feature set—providing clear separation of duties and greater control throughout the evaluation process.
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Get Started

Give your Evaluation a name and

description. Bidscale’s Al will help

frame the Evaluation definition so

your team begins with clarity and
context.

_

Evaluations

Q_ Search by name X

Office supplies

#+10f 1results Show 15~ results per page

Welcome to Evaluator, Kelsey!

Bidscale brings Al to the evaluator experience, turning a complex process into one that is simple and transparent. From

building your evaluation structure to capturing findings, our platform helps your team ensure every proposal is reviewed
consistently and in compliance with requirements.

Set Evaluation Structure

Add Categories for volumes,
factors, and other solicitation

sections—both evaluated and non-

evaluated—and apply rating sets
for consistent scoring.

A
ne

STATUS

Inactive

Add Evaluation Team

Add Evaluators to your team and
assign permissions. This ensures
the right people are notifled and
ready to participate in the
evaluation.

o+

EVALUATION ID

1234

[ X4
+ Add evaluation
OFFERORS ACTIONS
0 @ 0w

Nty
o

Begin Evaluation

Add offerors and upload their
proposals. Once proposals are in
place, Evaluators can begin
scoring and recording findings
against your evaluation structure.

X4

Figure 25: Evaluations page — here you can view and open all Evaluations you have access, to as well as create and configure
evaluations if you have permission

6.1 Create an Evaluation

Once a solicitation is ready for review, Admin users can begin the evaluation process from the Evaluations

tab by selecting Start in the Get Started tile on the Evaluation home page.

29

1.855.817.2720 | 8444 Westpark, Suite 920, McLean, VA 22102


http://www.unisonglobal.com/

unison

= www.unisonglobal.com

Welcome to Evaluator, Kelsey!

Bidscale brings Al to the evaluator experience, turning a complex process into one that is simple and transparent. From

building your evaluation structure to capturing findings, our platform helps your team ensure every proposal is reviewed
consistently and in compliance with requirements.

Get Started

Give your Evaluation a name and
description. Bidscale’s Al will help
frame the Evaluation definition so
your team begins with clarity and

context

_

Set Evaluation Structure

Add Categories for volumes,
factors, and other solicitation
sections—both evaluated and non
evaluated—and apply rating sets

for consistent scoring

A
e

Add Evaluation Team

Add Evaluators to your team and

assign permissions. This ensures

the right people are notifled and
ready to participate in the

evaluation

o
.+

Begin Evaluation

Add offerors and upload their
proposals. Once proposals are in
place, Evaluators can begin

scoring and recording findings

against your evaluation structure.

Figure 26: Start button on the Evaluations page

. Important: Only users with the Admin role can create an Evaluation.

The Evaluation creation process includes the following steps detailed in the sections below.
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6.1.1 Step 1: Name and Describe Evaluation

Close X

Create a New Evaluation Add Evaluation Structure

Create a new Evaluation

Provide the foundational details for your Evaluation. A clear name, unique ID, and description will ensure Evaluators understand the scope and purpose from the
start. Bidscale can also use this information to help frame the Evaluation definition so your team begins aligned and prepared.

+ indicates a required field

What is the name of your Evaluation? *

Enter a descriptive name that will be easily recognizable by all Evaluators. Include the type of procurement (e.g., Technical, Management, Cost) and any relevant
phase, round, or focus.

e.g. Maintenance of Water Supplies

What is the Evaluation ID?
Provide the unique identifler to track this Evaluation. This may be the solicitation number (e.g., “RFP-2025-042"), a task order reference, or an internal code your

team uses for tracking.

e.g. RFP-2025-042

How would you describe this Evaluation? *

Add a brief description that explains the purpose and scope of this Evaluation, including what will be evaluated and the intended outcome. You can click “Enhance
with Al" to expand your draft description—then edit it as needed before continuing.

0/2000

e.g. This effort will assess contractor proposals for routine inspections, emergency repair capabilities, and modernization of aging
infrastructure. The Evaluation will measure technical expertise, past performance, and cost effectiveness to ensure reliable service delivery
and compliance with federal standards. Findings will help determine which offeror can best maintain safe and efficient water access across
supported communities.

Figure 27: Evaluation creation step 1

Step 1 of Evaluation creation collects key foundational details that define and identify the Evaluation. Users
are prompted to provide an Evaluation name, a unique Evaluation ID (such as an RFP or task order
number), and a clear description outlining the purpose, scope, and evaluation criteria. The page includes
example placeholder text to help users understand the expected input format. Additionally, users can click
Enhance with Al to automatically expand or refine their draft description. Once this information is completed,
users can proceed to the next stage—adding the Evaluation structure—by clicking Continue at the bottom of
the page.
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6.1.2 Step 2: Evaluation Structure

(Create a New Evaluation) (Add Evaluation Structure)

Set Evaluation Structure

Close X

Set up your Evaluation structure by adding Categories. A Category can represent any part of the solicitation you need to track, such as a volume, factor, or
other section. Each Category must correspond to exactly one file. Include both Categories that will be evaluated and those that will not, so Bidscale’s
compliance check can confirm all required items have been submitted.

For each Category, provide a name and select the appropriate rating set at the Category level. Subcategories require a description to give Evaluators the
necessary context. Review carefully at this step, as the Evaluation structure cannot be modified once the Evaluation is created.

+ indicates a required fleld

CATEGORY NAME * RATING SET * ACTION

v Category 1 Strength/Weakness Method v @
SUBCATEGORY NAME * DESCRIPTION * ACTION

Subcategory 1 This is subcategory 1 [E[

+ Add Subcategory

+ Add new Category

Figure 28: Add Evaluation Structure Step 2

In step 2 of Evaluation creation you will setup your evaluation structure. You can add Categories and
Subcategories as needed along with an assigned Rating Set for each Category. You can also delete
Categories and Subcategories, but at least one Category and Subcategory are required per Evaluation.

. Important: Rating Sets are configured by an Administrator. If you need a new rating set specific to your
evaluation it should be configured prior to Evaluation creation.

32 1.855.817.2720 | 8444 Westpark, Suite 920, McLean, VA 22102


http://www.unisonglobal.com/

= www.unisonglobal.com

unison

6.1.2 Step 3: Summary

@ Close X
Create a New Evaluation Add Evaluation Structure
Confirm your information
Verify or edit the information below by clicking the edit icon.
What is the name of your Evaluation? Paper supplies /
What is the Evaluation ID? RFP1234
How would you describe this Evaluation? Vd
The office requires a contractor to provide paper supplies for an office. The office is responsible for accelerating the US Department of
Defense's adoption of data, analytics, and artificial intelligence to enable decision advantage. The contractor will be responsible for
delivering paper supplies to support the office's operations.
The contractor will be required to provide paper supplies, including office paper, printer paper, and other related materials, to the office.
The contractor will be expected to meet specific performance objectives, including timely delivery and quality of supplies. The
acquisition will be conducted using a [insert acquisition methodology, vehicle, or cost consideration, if applicable].
Set Evaluation Structure Vd
CATEGORY NAME * RATING SET *
v Category 1 Strength/Weakness Method
SUBCATEGORY NAME * DESCRIPTION *
Subcategory 1 This is subcategory 1

Figure 29: Summary of evaluation setup step 3

Once all Evaluation creation steps are completed, a summary page of selections will be displayed. Review
the summarized items and make any final edits as necessary by selecting the Edit pen icon in any section.
Once you have completed your review, select the Create button to navigate to the new Evaluation’s
Overview tab.

6.2 Evaluation Management
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To manage the evaluation itself, click on the Evaluation Name on the Evaluations page or open it from your
active Evaluations on the Home page. The first tasks that will display upon evaluation creation are the Add
Evaluation Team and Add Offerors tasks if you are a Full Access user. When you select the Add button in
the task you will be navigated to the relevant action.

& Home All Evaluations Paper supplies

Paper supplies

Overview Data Files Tasks Team  Offeror Management

Activity Feed =

Next Steps
View and plete your assigned evaluation tasks to support the source selection process. Your + Add Comment
input plays a critical role in ensuring fair and accurate of vendor prop

Add Evaluation T

valuation leam m Testing Sup d Evaluation - 2 mins ago
Add Offerors m
[Z) Description 7’

The office is seeking a contractor to provide paper supplies to support various agencies, including the
Office of the Secretary of Defense (OSD) and its subordinate agencies. The contractor will be
responsible for delivering a range of paper products, including printing and writing papers, envelopes,

and other related materials. The acquisition will be conducted using a competitive procurement process,

Figure 30: Overview tab and details of an Evaluation

6.2.1 Activating the Evaluation

Once setup is complete, the evaluation remains inactive until at least one offeror is added on the Offeror
Management tab (see details for adding an Offeror in section 6.8) and one of their evaluations has begun.

¢ Proposal documents (PDFs or video files) are uploaded per offeror on the Offeror Management
tab and aligned to the appropriate categories

e Tasks will not display on the evaluation until at least one offeror is added and Begin evaluation is
selected on the Offeror Management tab (see Offeror details in the Data tab section 6.8)

¢ When you select Begin evaluation on any offeror the Evaluation is automatically activated

6.2.2 Assigning Roles and Access
At this stage, roles are assigned via the Team tab (see details in the Team section below):

e Users with the Permission level Full Access can assign due dates, manage/view all offerors,
generate reports, and manage evaluation progress.

e Users with the Permission level As Assigned gain access to their assigned Categories, evaluation
tasks, and specified offeror reference files as applicable.

The below sections will outline the detailed actions within each evaluation tab.
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6.3 Overview

The Overview tab is where you will land first when opening an Evaluation. On this tab you will see all of your
current tasks in the blue Next Steps box at the top of the page. Depending on your permission level and
whether or not evaluation tasks have been kicked off you may or may not have tasks in the Next Steps box.
This tab also displays the Evaluation description and the Evaluation Activity Feed. The Activity Feed
shows all actions that have been taken on the Evaluation and allows you add additional comments via the
Add Comment button.

@ Home |Initiatives Documents Evaluations Q  Search for an Initiative, file, .." ﬂ Admin v Help Account v

& Home All Evaluations Paper supplies

Paper supplies Active

Overview Data Files Tasks Team

Activity Feed (nd
Next Steps
View and p your assigned ion tasks to support the source selection process. Your input plays a + Add Comment
critical role in ensuring fair and accurate of vendor prop

C f P: lies - Pril Criteri
onsensus of Faper supplies - Fimary Lritena Kelsey Fryling assigned task 'Consensus of Paper supplies -

Primary Criteria' - 24 secs ago

Evaluation of Paper supplies - Primary Criteria
Kelsey Fryling assit d task 'Evaluation of Paper

Primary Criteria' - 24 secs ago

Consensus of Paper supplies - Primary Criteria
Kelsey Fryling assi d task 'Ci of Paper
Primary Criteria' - 17 secs ago

B8O

Evaluation of Paper supplies - Primary Criteria

Kelsey Fryling assigned task 'E: ion of Paper

Primary Criteria' - 17 secs ago

[Z) Description v
Kelsey Fryling created Evaluation - 40 mins ago

Description of paper supplies evaluation

Figure 31: Overview tab of an Evaluation
6.3.1 My Tasks

From the Bidscale Home page, you'll see all active evaluations and the total number of tasks assigned to
you. You can open an individual task from the Overview tab of an Evaluation via the Start button.
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Next Steps

View and complete your assigned evaluation tasks to support the source selection process. Your input plays
a critical role in ensuring fair and accurate assessments of vendor proposals.
Consensus of Paper supplies - Primary Criteria 1
Evaluation of Paper supplies - Primary Criteria 1

Consensus of Paper supplies - Primary Criteria 1

Evaluation of Paper supplies - Primary Criteria 1

Figure 32: Tasks in the Next Steps box on the Overview tab

Y. Warning: When you open a task, it will launch in a new browser tab. You must acknowledge the user
agreement before proceeding.
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User Agreement
A EVALUATION

PROPOSAL 2
+ indicates a required fleld

By acknowledging, you confirm that the details displayed on this window are accurate and agree to the following terms. This is
an Information System (IS) that is provided for U.S. Government (USG) authorized use only. By using this IS (which includes any
device attached to this IS), you consent to the following conditions: the IS monitors electronic activity while utilizing the IS,
unauthorized activities or suspicious behavior may be reported to USG officials, data contained within the IS is subject to the
policies and procedures governing the supported source selection, and storage of user-created data may be used for
purposes of developing government-requested artifacts and product enhancement efforts.

Name Email

Kelsey Fryling kelsey.fryling@unisonglobal.com

Date Time

Jul 18, 2025 4:30 PM

P Browser

72.84.24116 Chrome 138.0.0
Acknowledgement *

| agree to the above policy and will respect said rules of engagement

Kelsey Fryling -

Figure 33: User Agreement acknowledgement when opening a task.
Uploaded files can be either documents or videos and the evaluation process differs for each.
Document Evaluation Tasks

To begin a document evaluation task, select the Start button any document task row in the Next Steps
section of the Overview tab and acknowledge the user agreement in the new window.

Add Findings from the Proposal Tab
You can create two types of findings:

e With annotations (linked to highlighted content)
e Without annotations (not linked to specific content in the document)

Both can be added from within the task tab or the workspace. After adding a new finding, Bidscale will
automatically evaluate the quality of the comment and provide feedback via Al Feedback columns on the
Workspace tab. The Al Feedback column will provide real-time suggestions to strengthen clarity, tone, and
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completeness. This ensures evaluation comments are actionable and aligned with best practices.

Add Manual Findings with Annotations

m Bidscale Proposal Workspace ®

Paper supplies / Offeror 2 / Evaluation 2 View definitions Submit Evaluation I

«l Q @ | 150% v T4 12
Primary Criteria 1 applicable].

+ Create new finding
Technical Approach

We will supply the following categories of paper products:
1.0: Supporting Criteria 1 7/ « Standard Copy Paper (8.5” x11”, 20 |b., 92+ brightness)

Legal Size Paper (8.5” x 14”, 20 |b., 92+ brightness)

2.0: Supporting Criteria 2 4 Specialty Paper (cardstock, recycled content, colored stock, archival-quality

options)
Sustainable Paper Products (FSC-certified, post-consumer recycled options)

All products meet or exceed federal sustainability standards, including compliance with
the EPA’'s Comprehensive Procurement Guidelines (CPG). We will ensure continuous stock
availability through inventory forecasting and provide just-in-time delivery to reduce

Storagr B+ -Annn fnm b A

Add Finding

Add a finding to the document

+; [ S

We have established a strict quality control program that includes:

Figure 34: Adding a manual finding with Annotation
To add a finding tied to specific content in the document:

Highlight the relevant text on the Proposal tab.

Select Add Finding (it will appear below your selected text).

In the Finding Editor, review the Evaluation Criteria definitions if needed.
Select the applicable Evaluation Criteria.

ooDN -~
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Hood and Duct Cleaning Eval / Offeror 3

«l

Criteria 123

+ Create new finding

1.0: Criteria 456 /7

2.0: Criteria 789 /7

Proposal Workspace @
/ Evaluation @ View definitions Submit Evaluation
Q)
Finding Editor X

« indicates a required fleld

mation up to
Definitions > P

records,

. L. applicant
Evaluation Criteria

Choose Evaluation Criteria v

Finding Type *

Add New Finding and

El ANNOTATIONS

Page 1, line 2 NEW

e "Secret” level. The proce ved.

Comment *

This is a strength because XYZ...

at

Figure 35: Finding Editor with annotation

5. Choose either of the two options in Finding Type:
a. Existing Finding (link your annotation to a prior entry), or

b. Add New Finding
Select a Rate Finding value.

Add a Comment.
Select Save finding.

© NS

Review the Annotation(s) attached to this finding.

Your saved findings will appear in the left panel, organized by evaluation criteria.

Add Al Findings with Annotations
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Paper supplies / Offeror 2 / Evaluation View definitions Submit Evaluation I

Proposal Workspace

“l Q @ | 150% v T4 12

Primary Criteria 1 applicable].

+ Create new finding

Technical Approach

We will supply the following categories of paper products:

1.0: Supporting Criteria 1 7/ - Standard Copy Paper (8.5” x 11", 20 |b., 92+ brightness)

2.0: Supporting Criteria 2 7/

Legal Size Paper (8.5” x 14", 20 Ib., 92+ brightness)

Specialty Paper (cardstock, recycled content, colored stock, archival-quality

options)

Sustainable Paper Products (FSC-certified, post-consumer recycled options)
All products meet or exceed federal sustainability standards, including compliance with
the EPA’s Comprehensive Procurement Guidelines (CPG). We will ensure continuous stock

availability through inventory forecasting and provide just-in-time delivery to reduce
storage burdens for the agency.

D -
., Add Finding with Al
4+ 1
* Add a finding to the document with Al
Weha. « coomicie e e e e e, = INEro0l program that includes:

Regular audits of suppliers to ensure compliance with specifications.

Figure 36: Adding an Al finding with Annotation.

To add a finding tied to specific content in the document:

40

B

Highlight the relevant text on the Proposal tab.
Select Add Finding with Al (it will appear below your selected text).

Our Al will take some time to formulate a draft finding with government-appropriate language and

structure and then display the Finding Editor.
In the Finding Editor, review the Evaluation Criteria definitions if needed.
Review the Al suggested Evaluation Criteria.
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m Bidscale Proposal Workspace ®
Paper supplies / Offeror 2 / Evaluation View definitions
a
<«
Finding Editor X

Primary Criteria 1

+ Create new finding
* indicates a required fleld

Definitions >
1.0: Supporting Criteria 1 /7
Evaluation Criteria *
. Supporting Criteria 1 -
2.0: Supporting Criteria 2 / ¢, archival-quality
Finding Type *
Add New Finding - recycled options)
g compliance with
Rate Finding * R
sure continuous stock
Comment * /ery to reduce

The quoted text supports the selected sub-criterion by explicitly mentioning a
compliance with the EPA's Comprehensive Proc Guideli (CPG) and '
ensuring continuous stock ilability through i y f ing. The text aligns

with the definition by providing specific details about the products' sustainability v

ations.
Cancel Save finding

Figure 37: Finding Editor with Al annotation

6. Choose either of the two options in Finding Type:
a. Existing Finding (link your annotation to a prior entry), or
b. Add New Finding

Review the Al suggested Rate Finding value.

Review the Annotation(s) attached to this finding.

Review the Al generated Comment and edit as needed.

0. Select Save finding.

= © © N

Your saved findings will appear in the left panel, organized by evaluation criteria.

Add Findings without Annotations
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Figure 38: Create a finding without annotation by selecting Create new finding

To create a finding not tied to specific text:

1. From the proposal view select Create new finding in the left panel.
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E) Bidscale Proposal Workspace ©
KEF Eval 1 / Offeror 2 / Evaluation @ View definitions Submit Evaluation
-~
I Q
. . Create New Findin
Primary Criteria 2 g X
+ Create new finding « indicates a required fleld
Evaluation Criteria * Select evaluation criteria v
1.0: Clarity of explan... /' Rating * Select rating v
Comment *

This is a strength because XYZ...

-
Reference * © e.g. Timestamp 12:18; if no reference write “nc

Figure 39: Enter details in the Create New Finding drawer for a finding without annotation

Select Evaluation Criteria.

Select a Rating.

Add your Comment.

Enter a Reference (required; enter “None” if there is no specific location in the proposal).
Select Create new finding.

o0k wbd

These findings will also appear in the left panel but will not reference specific lines in the proposal.
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Figure 40: New findings in the Proposal view will display in the left panel under the associated evaluation criteria

Adding Findings from the Workspace Tab
Findings can also be created from the Workspace tab.
To create new findings from Workspace:

44

1. Open an evaluation or consensus task.
2. Select the Workspace tab.
3. Select Create new finding next to an evaluation criteria.
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£ Bidscale

Proposa Workspace

Workspace
* indicates a required fleld

1.0 Category 1

Overall Rating

EVALUATOR OVERALL RATING * COMMENT *

Kelsey Fryling (You) = =

Paper supplies / Offeror 1 / Evaluation & View definitions

1.1 Subcategory 1

Create New Finding

0 selected

ATOR RITERIA RATING * COMMENT * +. Al FEEDBACK

Kelsey Fryling (You) - -

Page 1, lines2-5 - This is a strength

s a link to the criterion

Figure 41: Create a new finding in Workspace view step 1

4. Fill out the required data fields and select Create new finding.
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0 Bidscale Workapace Create new finding

forrectae

1.1 Architecture

Sativtacsory Confidence

LA L A J =

Gabwielle Sosnowski

Page 8. 4nes 3.6 Segn ot

Page 9. fnes 15 . 17 .

1.2 Level of Effort

| e e - e

Figure 42: Create new finding in Workspace view step 2

5. View the new finding under the associated evaluation criteria on the tab.

Video Evaluation Tasks

To begin a video evaluation task, select any video task row on the My Tasks tab and acknowledge the
user agreement in the new window.

Y. Warning: When you open a task, it will launch in a new tab. You must acknowledge the user agreement
before proceeding.

To create new findings from Proposal view:

1. While viewing the video, pause at any point and select Create new finding in the left panel.
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m Bldscale Proposal Workspace @
KEF Eval 1 / Offeror 2 / Evaluation @ View definitions
|
Primary Criteria 1
+ Create new finding
v 10:Sup Crit1 / Test Video

2.0: Sup Crit 2 /7

e
P X ) ——@ 00:00/00:77

Create new finding

+ indicates a required fleld

Figure 43: Create a new finding for a video from the Proposal tab

2. This will jump you to the bottom of the right side of the page to the Create new finding section
below the video and update the timestamp field to your current video location. NOTE: You may also
scroll to the Create new finding section and manually edit the timestamp.
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Proposal Workspace

KEF Eval 1 / Offeror 2 / Evaluation

I

Primary Criteria 1
P X ) —@ 00:04/00:17

+ Create new finding
Create new finding

+ indicates a required fleld

Evaluation Criteria * Select evaluation criteria v

v 1.0:Sup Crit1 /7

Finding type *
2.0: Sup Crit 2 /7
Rating * Select a rating v

video.
Timestamp 00:04

Timestamp + Add another timestamp

Comment *

This is a strength because XYZ...

Add a timestamp reference to associate this finding with a specific time in the

Q)

Figure 44: Timestamp logged automatically upon Create new finding button selection — fill out all required fields to create a new

finding.

3. Inthe Create new finding section select the applicable Evaluation Criteria.

B

Select a Finding Type.
a. Existing Finding (link to a prior entry), or
b. Add New Finding
Select a Rating.
Review and edit the Timestamp as needed or add an additional timestamp.
Add a Comment.
Select Create new finding to save the finding.

© N O

Your saved findings will appear in the left panel, organized by evaluation criteria.

To create new findings from Workspace view:
1. Select Create New Finding for the applicable criteria.
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2. Aright side page drawer shall open with the same attributes as the Proposal tab.
3. Fill out all required fields, edit the timestamp and/or add additional timestamps.

£ Bidscale broposal o
Create new finding X
KEF Eval 1 / Offeror 2 / Evaluation
+ indicates a required fleld
Workspace Evaluation Criteria * i v
+ indicates a required fleld aluatio ena Sup Crit1
Rating * Select rating v

1.0 Primary Criteria 1

Comment *
This is a strength because XYZ...

Overall Rating

EVALUATOR OVERAL
Weakn¢ Ti 4
Kelsey Fryling (You) imestamp
o0
Timestam + Add another timestamp
11 Sup Crit1
0 selected
EVALUATOR CRITERIA

Select r:
Kelsey Fryling (You)

o010, 0014 e

Figure 45: Create a new video finding from the Workspace tab — right side page drawer

B

Select Create new finding to create the finding.
5. View the new finding under the associated evaluation criteria on the tab.

Consensus Tasks

Once all evaluations are submitted, the consensus task can be completed. Consensus leads can review all
evaluator findings side-by-side, edit justifications, and select which findings are included in the final report. To
begin consensus, select the Start button on the Consensus task on the Overview tab and acknowledge
the agreement.

Consensus ratings per criterion are added at this stage. Findings can be flagged for discussion or hidden for
simplicity during review sessions. Once complete, the consensus task is submitted, and the evaluation is
finalized.

As an consensus lead, you will have the ability to add findings in the same way as an Evaluator but will also
have the additional ability to request finding revisions and add to consensus. Refer to the section above for
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finding creation instruction. Consensus tasks findings will also be automatically evaluated on the quality of
the finding comment and feedback provided via Al Feedback columns on the Workspace tab. The Al
Feedback column will provide real-time suggestions to strengthen clarity, tone, and completeness. This
ensures evaluation comments are actionable and aligned with best practices. Additional consensus abilities
are outlined below:
Add findings to Consensus Report

1. Open the Workspace tab

2. Locate findings under the evaluation criteria
3. Select the checkbox next to each finding to add into the report
4. Select Add to consensus

You can also select the ellipsis (...) on a finding row and select Add to consensus.

141 Subcategory 1 + Create new finding

Consensus Report

EVALUATOR CRITERIA RATING OMMENT * +. Al FEEDBACK
Kelsey Fryling (You)

CONSENSUS REPORT FINDINGS

No findings have been added
Add to this consensus report by selecting evaluator findings below and clicking “Add to consensus” or click “Create new finding”

1 selected Desele + Add to consensus o

Evaluations
EVALUATOR CRITERIA RATING COMMENT * 4, Al FEEDBACK
Kelsey Fryling (You Strength Overall this offeror shows strengths in subcategory 1

Page 1. lines 2-5 - This is a strength :"\_‘ e
Page 1, lines 19 - 22 _ This meets the sustainability standards we were looking The comment is vague and lacks a

for sirect link to the specific aspect of

Figure 46: Create new finding in Workspace view

Combine findings
1. Open the Workspace tab
2. Locate findings under the evaluation criteria
3. Select the checkbox next to 2 or more findings
4. Select Combine findings
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11 Subcategory 1 + Create new finding

Consensus Report

Kelsey Fryling (You)

IRT FINDINGS

No findings have been added
Add to this ensus report by selecting evaluator findings below and clicking "Add t ensu k “Create new finding
2 selected ect + Add to consensus 2 Combine findings ’
Evaluations m”n
v} VALUATOR RITERIA RATIN COMMENT
Kelsey Fryling (You) Strength Overall this offeror shows strengths in subcategory 1
v} Page 1 lines 2-5 This is a strength e

This meets the sustainability standards we were looking The comment is vague and lacks a

= Page 1, lines 19 - 22 — irect link to the specific aspect of

Figure 47: Combine findings in Workspace view

Edit findings
1. Select the ellipsis (...) next to a finding
2. Select Edit

3. Edit the rating and/or comments
4. Select Save and add to consensus

Submitting an Evaluation Task
Once an evaluation is complete, the evaluation can be submitted. Submitting the evaluation will update its
Status to Completed.
Submit Evaluation
1. Select Submit Evaluation button at the top right of the evaluation.

2. Acknowledge the submission and select Submit review.

This pushes a consensus task to the Evaluation Lead (but must be configured to do so)

Submitting a Consensus Task
Once a consensus is complete it can be submitted.
1. Select Submit button at the top right of the consensus task.

2. Acknowledge the submission and select Submit.
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6.4 Data

The Data tab within the Evaluation allows you to review and edit General Information about the evaluation
and review the Evaluation Structure.

Paper supplies Active

Overview  Data Files Tasks Team  Offeror Management

General Information 7’
Evaluation Status Evaluation ID Created By
Active RFP-1234 Kelsey Fryling

Created Date

Oct 20, 2025

=@ Evaluation Structure

CATEGORY NAME * RATING SET *
v Category 1 Strength/Weakness Method
SUBCATEGORY NAME * DESCRIPTION *
Subcategory 1 This is subcategory 1

Figure 48: The Data tab within an Evaluation

6.4.1 General Information
The General Information section of the Data tab allows you to edit the Evaluation Status and Evaluation
ID fields. Created By and Created Date are read only.

6.4.2 Evaluation Structure
The Evaluation Structure displays the categories and subcategories configured at Evaluation creation. This
structure cannot be changed.

6.5 Files

The Files tab allows for generation and storage of documents related to Evaluation activities that can be
referenced as needed. They can be uploaded via the Upload files tile or generated via the Create
Evaluation Documents and Generate SSEB Report tiles.
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& Home All Evaluations Paper supplies

Paper supplies

Overview Data Files Tasks Team  Offeror Management

Upload files Create Evaluation Documents Generate SSEB Report
T Upload flles to your evaluation + Use Al to generate additional evaluation- + Generate the SSEB Report with evaluator
related documents. findings, ratings, and supporting rationale.
Attached files
Filter by Offeror Type Label Created by Last modified

A~ General

v Offeror: Offeror #2

|l

TYPE NAME LABEL ® CREATED BY LAST MODIFIED ACTIONS

h Offeror 2 Paper Supplies Proposal.docx - Testing Dec 1, 2025 © i o}
Superuser

v Offeror: Offeror #1

|«

Figure 49: Files tab of an evaluation displaying the General files section and two offeror sections

Files that are specific to each Offeror are displayed in each Offeror’s file section. Files that are not specific
to any Offeror display in the General section. Files displayed in an Offeror’s section can contain both
Category files and reference files. Category files are evaluated via evaluation and consensus tasks while
reference files contain additional information such as transcripts, cover pages, etc that are not being officially
“evaluated” by a task.

On each file row you can configure labels, see who created the document, when it was last modified,
preview, and edit the document in Writer. Depending on whether the evaluation is has begun there is also a
Delete action.

. Important: Files can only be deleted from an offeror prior to beginning evaluation tasks. Once an
evaluation is kicked off for an offeror more reference files can be uploaded but not removed.

See next section for a broader overview of document automation.

6.4.1 File Upload

File uploads can be done by both Full Access and As Assigned permissioned users. As Assigned users
will only have access to upload reference files to the offerors that they have been granted access to. To
upload a reference file, select the Upload Files tile on the Files page.
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Upload Files

Select the appropriate destination for your file(s) using the "Add to" dropdown. The file(s) will
be uploaded to the selected destination.

* indicates a required field

Select Destination *

Offeror: Offeror #2

Click to upload or drag and drop

Maximum file size 50 MB

Figure 50: Upload Files pop up with Offeror #2 selected as the Destination

In the popup window, select the Destination section to upload the file to and select files for upload. When
your selections are complete, select the Upload button to upload the file(s) and return to the Files page.

6.4.2 Evaluation Document Generation

Bidscale supports automated generation of critical evaluation documents. This includes Consensus
Reports, Source Selection Evaluation Board (SSEB) Reports, and several other document types. These
outputs can reflect the selected findings, ratings, and user comments from an evaluation. To start the
generation of an evaluation document, select the Create Evaluation Document tile on the Evaluation Files

tab.
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Paper supplies Active

Overview Data Files Tasks Team

Upload files Create Evaluation Documents Generate SSEB Report
2| uploadfiles to your evaluation. Bl Use Al to generate additional evaluation-related Bl Generate the SSEB Report with evaluator findings,

documents. ratings, and supporting rationale.

Figure 51:

Create Evaluation Document tile

Selecting that tile will navigate you to the Evaluator Template Center where you can select an evaluation
template to generate a document. The generated document will be open in Writer for review and then can be
saved to the Files page, exported as PDFs or stored for internal routing and approval.

Close X
+. Evaluation Template Center
Bidscale Al has generated a range of documents for you to get you started. Choose the one that best fits your requirements.
Don't see the template you are looking for? Reach out to Customer Success to request that one be added.
Popular All Reports
woors

Justification Review Document for Limited Mamorandum for Record Solicitation Submission Report
Source Justification - FAR Part 8 .

e
Consensus Report Justification and Approval Memorandum for Record: Solicitation Solicitation Submission Report§
Generate a report on a solicitation, complete Justification Review Document for Limited Team Revision Generate a report for submitted
with a narrative summary of its completed Source Justification - FAR Part 8 Generate a MFR for changes to the documentation by Offerors for an
activities and a detailed breakdown of each Solicitation Team activity
task
Source Slecton Plan Figure 52:
Evaluator Template Center
6.6 Tasks

The Tasks tab offers a centralized dashboard view of all tasks related to the Evaluation. On the left, a pie
chart highlights the status of tasks in relation to their due dates—making it easy to spot items that are on
track or overdue. To the right, a status bar provides a visual summary of overall task progress.

Below these visuals, a detailed table lists each task along with key information: the evaluation criteria, the
offeror being assessed, the current assignee, task status, number of findings, due date, and—if the task is
marked as Completed—its completion date. This view helps you quickly understand both the big picture and
the finer details of evaluation progress.
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A  Adminv
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Help Account v

@ Home Initiatives Documents Evaluations

& Home > All Evaluations Paper supplies

Paper supplies

Overview Data Files Tasks Team

Overview
Total tasks
Filter by Criteria Offeror Assignee Status
NAME

Consensus of Paper supplies - Primary Criteria

Evaluation of Paper supplies - Primary Criteria

Consensus of Paper supplies - Primary Criteria

Evaluation of Paper supplies - Primary Criteria

t4of4results ~ Show | 20 v | resultsperpage

On track
2

At risk

=0

Late

=2
CRITERIA © OFFEROR @
Primary Criteria Offeror 2
Primary Criteria Offeror 2
Primary Criteria Offeror 1
Primary Criteria Offeror 1

Overall Status

Task completed

0%

Sep5,2025
ASSIGNEE © STATUS ©
Kelsey Fryling Ready
Kelsey Fryling 2 Pending
Kelsey Fryling Ready
Kelsey Fryling 2 Pending

FINDINGS ©®

DUE DATE @

Sep 5,2025

Aug 29,2025

Sep 5,2025

Aug 29,2025

COMPLETED ©

Active

0/4

Figure 53: Tasks tab of an Evaluation

The Tasks tab also allows you to delete and add new tasks as needed after an offeror evaluation has begun.
You can also edit Task Status and Due Dates on this tab.

. Important: If you delete a consensus task, all of its related individual evaluation tasks will be deleted.

6.7 Team

The Team tab allows you to view all current team members assigned to the Evaluation in addition to their
permission level and tab access. It also allows you to add additional users to the team.
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Add User

Please select the user to be added to the evaluation team and select the
appropriate level of access.

Giving a user full access to this evaluation grants access to all flles and
features across all offerors, Giving a user as-assigned access will grant

permissions isolated to the specific functions assigned to that user.

Users must have an active user account to be selectable. If there are no
active accounts, please contact your designated administrator.

* indicates a required field

User *

Select user

Permission level *

Select access

Figure 54: Add User popup on the Team tab of an Evaluation

Upon selecting Add user(s) a window will pop up with a list of selectable users. Make a user selection and
Permission level, then select Add User in the popup to add them to the evaluation. If you add a user by
mistake you can also remove them from the evaluation by selecting the ellipsis (...) on the user row.
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& Home > All Evaluations > Paper supplies

Paper supplies Active

Overview Data Files Tasks Team  Offeror Management

You can d ine overall luation permission here. More specific permissions may be granted as part of evaluation task assignment or through dedicated offeror access.

Q_ Search by name X Filterby  Role + Add user(s)
NAME PERMISSION LEVEL ® DATA FILES TASKS TEAM OFFEROR MANAGEMER
Testing Contracting Management As Assigned +  View/modify + View/modify +  View/modify @ No access  View/modify
Testing Superuser As Assigned v View/modify ' View/modify + View/modify @ No access View/modify
Testing Contracting User As Assigned v View/modify v\ dify v ify @ No access +  View/modify
Testing Evaluator As Assigned v Vi dify v\ dify v ify @ No access v View/modify

1-4 of 4 results Show 25 « results per page

Figure 55: The Team tab within an Evaluation

6.8 Offeror Management

The Offeror Management tab allows users with permissions to manage offerors and their associated
evaluation files. On this tab they can review and edit existing offerors as well as add new ones.

The table on this page shows all of the offerors added to the evaluation along with their evaluation files. You
can begin evaluation tasks from this table and review uploaded document compliance. To add a new offeror
to the evaluation select the Add Offeror button and input the offeror data in the Add offeror page.

Paper supplies Active
Overview Data Files Tasks Team  Offeror Management
+ Add offeror
OFFEROR CATEGORY
NAME NAME FILE NAME UPLOADED FILE COMPLIANCE ACTIONS
Offeror 2 Paper Supplies . - . o
Offeror 2 Category 1 P PP Offeror 2 Paper Supplies Proposal.docx View results /7 M Begin evaluation
Proposal.docx
Offeror 1 Paper Supplies N Y
Offeror 1 Category 1 Proposal.docx Offeror 1 Paper Supplies Proposal.docx View results /7
1-2 of 2 results Show 15 ~ results per page

Figure 56: Offeror management tab with one offeror's evaluation started and another not yet started
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Close X

Add Offeror

Provide the offeror’s details and associate their flles with the correct Categories, evaluators, and consensus leads. This ensures each proposal is uploaded in the right place
and routed to the right reviewers.

+ indicates a required fleld

1. What is the offeror name?

Enter the name of the offeror. This will be used to identify and track their submissions throughout the Evaluation.

e.g. Maintenance of Water Supply Facilities

2. What files and assignments apply to each Category?

For each Category listed, upload the corresponding flle from the offeror’s proposal. Assign evaluators responsible for evaluating that Category, and
designate at least one consensus lead to oversee scoring and resolution. If a required user does not appear in the list, they must first be provisioned an
account. Contact your system administrator to request account setup and role assignment before proceeding.

CATEGORY NAME * FILE* © EVALUATOR(S) * CONSENSUS LEAD *

Category 1 © Attach File +. Kelsey Fryling v +. Kelsey Fryling v

coot (3

Figure 57: The Add offeror page within Offeror management

To add an offeror you must enter an offeror name and upload a file for each category configured on the
Evaluation. The Bidscale Al will suggest Evaluator(s) and a Consensus Lead for your review. Select the
Save button to save the offeror and return to the Offeror Management tab with the new offeror added to the
table.

. Important: File types are limited to Word, PDF, and Excel with a file size of 50 MB. Video files are limited
to .mov, .mp4, and .mpeg with a file size of 1.5 GB.

From this tab, you can also initiate evaluation tasks for an offeror by selecting the Begin Evaluation button
on the offeror row. An evaluation task(s) will be created for each evaluator and a consensus task for the
consensus lead. The evaluation task(s) due date will be 7 days from the start of the evaluation and the
consensus task due date will be 14 days from the start of the evaluation. The defaulted due dates can be
edited as needed on the Tasks tab. If an evaluation has already started, you'll see a grayed-out Started
indicator instead.

To edit an offeror's name and category files, select the pencil icon on the offeror’s row.
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. Important: An offeror's name and it files can only be edited up until the evaluation for that offeror begins.
To delete an offeror, select the trashcan icon on the offeror row.

Each uploaded document for an offeror is automatically reviewed for Compliance, and you can view the
compliance results by selecting View results in the Compliance column. This opens a right side page
drawer with the following details about the file:

e Projected Read Time

e Page count

o File type

o File size

¢ Font information

e Margin information

Video submissions do not have a compliance review at this time.

Offeror 1 Paper Supplies Pro... X

Offeror Offeror 1

Proposal name Offeror 1

File section Section 1

Uploaded flle Offeror 1Paper Supplies Proposal.docx
Overview O
Projected Read Time 1.885 minutes
Page count © 2 Pages
File type DOCX
File size 17.07 KB
Fonts
Aptos-Bold Pages: 1-2

Figure 58: Document compliance within the Data tab

7: Document Review & Approval on Initiatives

Document Review and Approval help document collaborators and stakeholders track document status,
assign reviewers/approvers, and ensure a clear, auditable workflow.
Users on an Initiative can perform the following actions on documents that are uploaded or generated on an
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Initiative:
¢ Update document status

¢ Initiate the review process and assign a reviewer

e Complete the review process

¢ Reject the review process

¢ Initiate the approval process and assign an approver
¢ Finalize the approval process

¢ Reject the approval process

e Archive

7.1 Template Configuration for Review and Approval

All documents can be routed for review and approval. However, in order to configure a template to require it,
a user with Admin Panel access must navigate to Admin > Organization > Template Configuration and
mark the template as approval process required. There are additional details regarding how to make
these configuration changes in our Bidscale Admin User Guide.

7.2 Available File Statuses

The below table outlines the complete list of statuses and their description.

Status Description

Draft Default status for uploaded files or template
generated documents that do not require
approval

Review Required | Default status for documents generated from
templates that require approval

Pending Review Waiting for reviewer input or sign-off

Review Complete | Feedback complete and document ready for
approval assignment

Pending Approval | Awaiting final approver confirmation
Final No further edits expected
Archived Document is stored for reference, no active use
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7.3 Initiate Review or Approval

Review and Approval initiation can occur from two locations within Bidscale. On the Files tab of an Initiative
or within Writer. After a review or approval is initiated, it will be added as a new Task on the Tasks tab titled
"Review [Document Name]” or "Approve [Document Name]”.

7.3.1 Files Tab
Select the current status in the Status column of the document row and select Pending Review to initiative a
Review. Repeat the same step, selecting Pending Approval to initiative an Approval.

& Alllnitiatives > Office supplies
Office supplies Draft
Overview Data Files Tasks Team Al functions
Upload files 4+ GetAnswers From Your Documents Document Writer Export Package
1 Upload files to your Initiative + Use Bidscale Al to get insights about your + Use Bidscale Al to create new documents for 9 Download all files within this Initiative
documents this Initiative
Attached files
Q_ Search by name X Fiterby ~ Type  Label  Createdby  Lastmodified  Status
TYPE NAME LABEL ©® CREATED BY LAST MODIFIED STATUS ACTIONS
B Source Selection Plan Other  + Kelsey Fryling Oct 14,2025 Pending Review o ! m
B Research Summary Market Research Documentation ~ + Kelsey Fryling Oct 14,2025 Draft v/ Lo |
Pending Review
B Request for Information Other  + Kelsey Fryling Oct 14, 2025 o Final © 1 o
® Archived
B Initiative Overview Other  + Kelsey Fryling Oct 14,2025 e © Ll m

Figure 59: Initiating a review on the Files tab

Upon selection of Pending Review or Pending Approval a pop-up window will display requiring you to
select a user to complete the Review or Approval. Select a user and then ‘Start’ to assign and update the
status of the file to Pending Review or Pending Approval.
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Start approval process

Designate an approver for this document.

* indicates a required fleld

Approver *

Select Approver v

Figure 60: Confirming approval initiation (a similar popup will display when starting the review process)

7.3.2 Writer
Another option for initiating a review or approval is from within Writer. Select the Initiate review process or
Start approval process button to the left of Save to start the process:

Home > Office supplies for headquarte... > SSP_Oct292025 Draft Initiate review process ﬂ

5 e Qa ®E- L

Source Selection Plan

Office supplies for headquarters

ARMY

1.0 Background & Objectives

The Chief Digital and Artificial Intelligence Office (CDAO) has a long-standing

requirement for office supplies to support its daily operations. Historically, the CDAO

has procured office supplies through various means, including individual purchases
Figure 61: Initiating a review from Writer

You will see the same initiation pop-up as described above where you must select a user to assign for review
or approval. Once a document is in review or approval you will see its status update in the table on the Files
tab. To view who is currently assigned the task, you can view the task detail on the Tasks tab.
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7.4 Complete a Review or Approval

When a review or approval task is in progress and you are assigned the task, you can complete your task
from several locations within Bidscale. This makes it more convenient for you to decide which process and
location works best for reviewing. You can complete your review within the Files tab via the Status column,
in document preview, or in Writer. When you complete the review, the corresponding task is marked
complete on the Tasks tab.

7.4.1 Files Tab
On the Files tab you can complete your review or approval by directly updating the document status in the
Status column of the Files tab table.

@ Home Initiatives Documents Evaluations Q  search for an Initiative, file, .. Q Admin v Help Account v

& AllInitiatives > Paper supplies

Paper supplies Draft

Overview Data Files Tasks Team Al functions

Upload files ’. Get Answers From Your Documents N Document Writer
Upload flles to your Bidscale +  UseBidscale Al to get insights about your documents Use Bidscale Al to create new documents for this Initiative
Attached files
Q_ search by name X Filter by Type Label Created by Last modified Status + Addnew | -
TYPE NAME LABEL © CREATED BY LAST MODIFIED STATUS © ACTIONS
B PA_Sep022025 Project Agreement  + Kelsey Fryling Sep2,2025 Pending Review v/ © L m
® Review Required
B SOW_Aug292025 other  + Kelsey Fryling Aug 29,2025 ) © 1 0
Review Complete
® Archived
B AcqPlan_Aug292025 Other + Kelsey Fryling Aug 29, 2025 O © L W

Figure 62: Available actions in the file drawer for a reviewer after a review is initiated

7.4.2 File Preview
A document can also be reviewed from within the file preview window. To complete your review this way,
select the document name on the Files tab and then the Click to Complete Review button.
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¢ RFI_Jul032025.docx [ Open in Writer

Request for Information (RFI)

Flood control

General
THIS 1S A REQUEST FOR INFORMATION (RFI) ONLY.

This RFI is issued solely for information and planning purposes - it does not constitute a Request
for Proposal (RFP) or a promise to issue an RFP in the future, This request for information does
not commit the Government to contract for any supply or service whatsoever. Proposals are not
being sought and unsolicited proposals will not be accepted.

Respondents are advised that the U.S. Government will not pay for any information or
administrative costs incurred in response to this RFI. All costs associated with responding to this
RFI will be solely at the interested party’s expense. Not responding to this RFI does not preclude
participation in any future RFP, if any is issued.

Figure 63: Complete a review from within the file preview pane

If you confirm, the status of the file will change to Review Complete, the status change will be added to the
activity log, and the document will be available for Approval assignment.

7.4.3 Writer

In Writer, a Complete Review button will appear when a document is assigned to you for review. When
selected, a confirmation popup will appear. If you confirm, the status of the file will change to Review
Complete, the status change will be added to the activity log, and the document will be available for
Approval assignment.

Home Office supplies for headquarte... SSP_0Oct292025 Pending Review ﬂ

o e coemrmon [ e avm- s

Source Selection Plan

Office supplies for headquarters

ARMY

1.0 Background & Objectives

The Chief Digital and Artificial Intelligence Office (CDAQ) has a long-standing
requirement for office supplies to support its daily operations. Historically, the CDAO
has nracuired office sunnlies thronabh varions means including individual nurchases

Figure 64: Complete a review from within Writer

7.5 Reject or Cancel a Review or Approval

You can update the status of a document to a prior step in the review and approval process or cancel the
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entire process by archiving a document. This can be done from several locations within Bidscale — within the
Files tab, the document preview and Writer.
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