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Introduction 
 

What is Online Pre‐Qualification Questionnaire? 

The online Pre‐Qualification Questionnaire (PQQ) makes available online Templates to be created 
and attached electronically to a PQQ to tender notices published on the website. 

This gives benefits to Buyers in having a standard and re‐useable style of PQQ’s that can be quickly 
and easily set up to attach to notices. The completed PQQ when returned is scored and evaluated on 
an automated basis with a complete Audit Trail. Storage of the PQQ’s is all done in the 
Purchasers/Buyers workspace. 

For the Supplier, they will have an online PQQ to complete, responding to set questions or in many 
cases choosing from a menu of options to simplify and speed up the completion process and then 
submit the completed PQQ online to the Buyer. 

 

When would the Online Pre‐Qualification Questionnaire be used? 

The PQQ can be attached to a Restricted Procedure Notice but can also be used with Competitive 
Dialogue and Negotiated Procedure tenders, either for Site or Official Journal (OJEU) Notices. 

A comprehensive Guide on the creation, scoring and evaluation of online PQQ’s is attached however 
some key elements are recorded below. 

Suppliers have access to the PQQ by “Recording an Interest” in the tender on the web site. 

They then complete the PQQ online in a secure format which when finalised is submitted to the 
Buyer online.  This is a completely electronic process with no option to submit paper documentation 
such as tax or insurance certificates.  Suppliers are required to give evidence/reference to this 
documentation in the PQQ which can be verified at later stage if necessary. 

The individuals designated to score or evaluate the completed PQQ’s must be selected at time of 
creation of the document.  All scoring and evaluation is done on line with the system collating the 
scoring electronically. The option is available to score any submission received prior to the closing 
date but evaluation cannot be completed (by those individuals nominated to do so) until after the 
first stage closing date of the tender. 

The provision of an electronic PQQ facility is intended to provide real cost and environmental 
benefits to the procurement process in Public Sector Tendering. 
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1. PQQ Workspace 
The purchaser’s PQQ Workspace is where they can control all aspects of the PQQs they 
create.  

Main Menu > Purchasers/Buyers Pages > e‐PQQ Workspace 

The page is divided into 2 major sections, PQQ Management and Templates. 

1.1 PQQ Management 
 
The PQQ Management section is divided in 3 sections, New PQQs which are not yet 
released, Released PQQs which are ready to be used in a tender notice, and Published 
PQQs which have already been used in a tender notice. 
 
1.1.1 New 

 

 
Figure 1 

 
The New section of the PQQ Workspace lists all PQQs created by the purchaser 
which have not yet been released for use in a tender notice. 
 
In this section the purchaser can edit (see 3.1.3), release (see 3.1.2), delete (see 
3.1.4) or create a new PQQ (see 3.1.1).  
 

1.1.2 Released 
 

 
Figure 2 

 
The Released section of the PQQ Workspace simply displays all of the PQQs 
which have been created and released by the purchaser, but not yet attached to 
a Tender Notice. 
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1.1.3 Published 

 

 
Figure 3 

 
The Published section of the PQQ Workspace lists all of the PQQs created by the 
purchaser which have been attached to a Tender Notice. 
 
This is the section where the scoring (see 3.2) and evaluation (see 3.3) of the 
supplier PQQ Responses (see 5) begins. 

 
1.2 Templates 

 
The template section of the PQQ Workspace is where the purchaser can view all of the 
system standard templates and decide which one to use in a New PQQ. Templates are 
explained in more detail in the following section. 
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2. Templates 
2.1 Introduction To Templates 

 
Templates are used to form the basis of new PQQs. For example, you may have a 
Construction template that is used to create PQQs for Construction related tenders, or 
an I.T. template that is used to create PQQs for I.T. related tenders.  
 
A template consists of one or more template sections, with each section consisting of 
one or more template questions.   
 
When you create a new PQQ, you must select a template to form the basis of that PQQ, 
as this contains all of the questions. 
 

2.2 Standard System Templates 
 
Standard System Templates are the default templates which permanently exist in the 
system and can be used at anytime to create a new PQQ. These system templates cover 
the main categories such as construction and I.T. etc.  
 

2.3 View The System Templates 

The system templates can be viewed from the purchasers ‘e‐PQQ Workspace’ 

Main Menu > Purchasers/Buyers Pages > e‐PQQ Workspace 

At the bottom of the page there is a Templates section with a link to View System 
Templates. 

 

Figure 4 
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3. PQQs 
 
3.1 Creation 

3.1.1 Create A New PQQ 

A new PQQ can be created from the purchasers ‘e‐PQQ Workspace’ 

Main Menu > Purchasers/Buyers Pages > e‐PQQ Workspace 

At the top of the page there is a PQQ Management section. In the New section 
you will see a link for Create a New PQQ. 

 
Figure 5 

 
You will then be asked to enter you new PQQ details including the selection of a 
System Standard Template that matches the type of PQQ you are creating. (See 
1. Templates) 
 

 
Figure 6 

 
The template that you choose has a set scoring and weighting for all of its 
questions.  
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3.1.2 Release A PQQ 

Before a PQQ can be used in a Tender Notice it must firstly be released.  A PQQ 
can be released from the purchasers ‘e‐PQQ Workspace’ under PQQ 
Management > New. 

 

Figure 7 

2.1.2.1 PQQ Response Access 
 
When you release the PQQ you will first be asked to select the users who will 
have access to the responses to this PQQ.  
 

 
Figure 8 

 
Scorer – Users who will have to score all of the responses to this PQQ. There 
must be at least one scorer selected. 
 
Evaluator – Users who will be part of the evaluation process for this PQQ when 
scoring is complete. There must be at least one evaluator selected. 
If there is only going to be one user in your organisation who is responsible for 
this PQQ then they can be selected as a scorer and an evaluator. 
 
When you are happy with the users you have selected click the Save button to 
proceed to the next stage of the release process. This list can be modified at a 
later stage. 
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2.1.2.3 PQQ Release 

 
The final stage of the release process simply involves reviewing the PQQ details 
and ensuring you have the correct users on the Access list. 
 
The PQQ questions can still be modified at this stage by selecting the Edit link at 
the top of the PQQ Review. 
 

 
Figure 9 

 
The PQQ Access List can also be modified at this stage from the details section. 
 

 
Figure 10 

 
When you are happy with the PQQ setup the final step is to Release the PQQ. 
This is achieved by clicking the Release button in the PQQ Release Confirmation 
section. 
 

 
Figure 11 

 
You will then be returned to your PQQ Workspace and this PQQ is now ready to 
be attached to a Tender Notice. 
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3.1.3 Edit A PQQ 
 
A PQQ can be edited at any time up until it is released for use in a Tender 
Notice. There are two ways in which you can edit a PQQ. 

Firstly the purchaser can edit a PQQ from the purchaser’s ‘e‐PQQ Workspace’ 
under PQQ Management > New. 

 
Figure 12 

 
The second way in which to edit a PQQ is before the PQQ is released as per 
section 2.1.2.3 above. 
 
Upon selecting the relevant Edit link the user will be taken to the PQQ Show 
page. From here the user should again click the Edit link in the details section. 
 

 
Figure 13 

 
This will then take the user to the PQQ Edit page where they will be able to edit 
the PQQ details including the title and the Max Score. 
 

 
Figure 14 

 
When the user is happy with the changes they should click the Update button 
upon where they will be returned to the PQQ Show page. 
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3.1.4 Delete A PQQ 
 

A PQQ can be deleted at any time up until it is released for use in a Tender 
Notice. 
 
The purchaser can delete a PQQ from the purchasers ‘e‐PQQ Workspace’ under 
PQQ Management > New. 
 

 
Figure 15 
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3.1.5 Attach A PQQ To A Tender Notice 
 
A PQQ is attached to a Tender Notice during the notice creation process. The 
purchaser will be unable to publish the tender notice with the PQQ attached 
until the PQQ has been released. 
 
The attachment process begins on the Additional Notice Options page when 
creating a new Tender Notice. The purchaser should select the Electronic PQQ 
option from the Additional Options section. 
 

 
Figure 16 
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After selecting the Electronic PQQ the purchaser will have to select the PQQ to 
be attached. 
 

 
Figure 17 

 
That is all there is to attaching a PQQ to a tender notice. The notice should be 
completed as usual and the PQQ will be attached upon publication. 
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3.2 Scoring 
3.2.1 Scoring A Question 

 
To begin the scoring process the Authority User must select the Score link next 
to the appropriate PQQ in the Published PQQ List in the PQQ Workspace. Only 
those Authority Users who were selected on the Access List (See 2.1.2.1 PQQ 
Response Access) during the PQQ Creation process will have a link. Those users 
who were not on the access list will be able to see the PQQ, but they will not see 
the score link. 
 

 
Figure 18 

 
This will then take the authority user to a list of all those responses for that 
specific PQQ. The user can choose to view or begin scoring a specific PQQ 
Response. 
 

 
Figure 19 

 
After the user has clicked the Score link next to the appropriate PQQ Response 
they will be taken to the first stage of the scoring process which displays a list of 
all of the sections in the PQQ.  
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Figure 20 

 
To view the questions the user should click the Open link next to the 
appropriate section, which will then display all of the questions which have to be 
scored in that specific section. 
 

 
Figure 21 

 
To score a question the user should click the Score link next to the appropriate 
question. This will then take the user to that specific question for scoring.  
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Figure 22 

 
The user will be presented with the Question Details, Criteria Rationale, Scoring 
Scheme, Supplier Answer and Question Score. It is in this final section that the 
user should enter a score between 0 – 5 for the specific question. 
 
To move to the next question for scoring the user should click the Next button 
or use the Jump to facility in the top right hand corner to move to an alternative 
question.    
 
When the user has finished scoring the final question they will be taken to the 
final stage of the scoring process where they will submit the score for 
evaluation. (See 3.2.2 Submitting a Score) 
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3.2.2 Submitting A Score 
 
Before moving to the PQQ Score Submit page, the system performs a check to 
make sure that all of the required questions have been scored. If any of the 
questions have not been scored then the authority user will be presented with a 
list of those questions. 
 

 
Figure 23 

 
The user does not have to score these questions and can continue to the 
submission screen by clicking the Continue button. If however they decide to go 
back and score a question then they can simply select the title of the question 
which will return them to that question for scoring. 
 
When the user is satisfied that the scoring is as it should be, they will then have 
to submit the score for evaluation. 
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Figure 24 

 
The submission page displays the score card for the scoring of that specific 
response including all section significances, weightings and total scores. 
 
When the user is satisfied they should agree to the declaration statement and 
click the Submit button which will send this score for evaluation. 
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3.3 Evaluation 
3.3.1 Starting The Evaluation 

 
The evaluation process for a PQQ can begin once the PQQ Deadline Date has 
passed. If the deadline date has not passed the authority user will see the 
message ‘waiting’ under the evaluation column next to the appropriate PQQ 
title. 
 

 
Figure 25 

 
After the PQQ Deadline has passed the evaluation process can begin and the 
Authority User must select the Evaluate link next to the appropriate PQQ in the 
Published PQQ List in the PQQ Workspace. Only those Authority Users who were 
selected on the Access List (See 2.1.2.1 PQQ Response Access) during the PQQ 
Creation process will have a link. Those users who were not on the access list 
will be able to see the PQQ, but they will not see the evaluation link. 
 

 
Figure 26 

 
The user will then be taken to the score status page for the PQQ.  
 

 
Figure 27 
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The status page displays a list of all of the Responses for this PQQ, as well as the 
scoring status for each scorer for each response. The scorer is identified by their 
initials at the top of each column. 
 
For the evaluation process to move forward to the next stage, the scorers must 
have completed the scoring for each response. If the scoring is not complete 
they will see an ‘Incomplete’ message under their initials for a specific response, 
as well as a message at the top of the screen which states ‘All scores must be 
complete before proceeding to the next stage’. The scores which are complete 
will have the message ‘Scored’. 
 
The user evaluating the scores also has the option to force a submitted score to 
be re‐scored. To do this the user should select the Re‐score link next to any 
Scored response. This means that the scorer will have to review their score and 
resubmit the score for evaluation. 
 

 
Figure 28 

 
To view the scoring for a specific response the evaluator should click the 
supplier name, which will then in turn present a breakdown of all the scores for 
that response by scorer.  
 
When all of the scoring is complete the evaluator can continue the evaluation 
process by clicking the Continue Evaluation link in the details section. 
 

 
Figure 29 
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3.3.2 Completing The Evaluation 
 
After the scoring for each PQQ Response is complete, the evaluator must 
indicate the Number of Suppliers who should be allowed to progress to the 
restricted procedure stage 2. 
 

 
Figure 30 

 
The results summary page displays a list of all responses for this PQQ in 
descending order by total score. The evaluator should select how many of these 
responses should progress. This is achieved by selecting the Number of 
Suppliers from the drop down list and clicking the Complete Evaluation link. 
This will automatically create a new Restricted Procedure Stage 2 notice which is 
populated with the suppliers selected in this evaluation process. The Restricted 
Procedure Stage 2 is outside the scope of this User Guide. 
 
If there are any unsuccessful responses, e.g. the evaluator selects 2 from 3 
responses, then the evaluator will have to complete a response to the 
unsuccessful supplier. 
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Figure 31 

 
If the evaluator feels that none of the responses are suitable, they should leave 
the Number of Suppliers at 0 and click the Complete Evaluation link. This will 
then present them with the opportunity to close the PQQ and provide a reason 
why none of the responses were suitable. 
 

 
Figure 32 


