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Accessing PASSPort

To access PASSPort and log in using your NYC.ID credentials, go to http://www.nyc.gov/passport

Note: While navigating PASSPort you are able to easily increase its font size and readability. To do this, click the “ctrl” and “+” keys simultaneously on your

keyboard. Each time you click these keys, your web browser will zoom in and PASSPort will resize accordingly. To reduce PASSPort’s font size,
simultaneously click the “ctrl” and “-“ keys.
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1. Performance Evaluations Overview

This user manual provides you with step-by-step instructions for reviewing and responding to PEs in PASSPort.

The Performance Evaluation (PE) process in PASSPort allows Agencies to assess a vendor’s performance on City contracts in one centralized system. PEs
are required at least once annually from the contract start date; however, annual PEs are not required for:

e Procurements of goods by Competitive Sealed Bid (CSB), other than those awarded based on best value;
e Procurements below the small purchase limit.

The following types of contracts will always require an annual PE:

e General Contracts (CT1s)
e Task Orders (CTA1s)

When a PE needs to be completed, the Agency completing the PE will assign an evaluator to each of the three PE categories:

1. Timeliness of Performance
2. Fiscal Administration and Accountability
3. Performance and Overall Quality of Service/Goods

Evaluators will complete PE scorecards, which consists of answering questions relating to the previously mentioned categories and assigning a rating for
each category. Once all of the PE scorecards are approved, the Agency will review and approve the PE and send it to you.

You will receive an email notification indicating that a new PE has been issued for you to review. When reviewing PEs, the overall PE score and rating, each
of the category scores, and the answers and comments for the entire evaluation will be visible to you. You have 15 calendar days to submit an appeal for a
PE and the PE will auto-finalize if a response is not received within this 15-day window.
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2. Reviewing and Responding to a Performance Evaluation

When a PE is created by an Agency, you will receive an email notification indicating that a new PE has been issued for you to review. When reviewing PEs,
the overall PE score and rating, each of the category scores, and the answers and comments for the entire evaluation will be visible to you. After reviewing
a PE, you can choose to accept it or submit an appeal. You have 15 calendar days from the date in which notification was sent to you of a completed PE to
submit a response.

If there is no response from you within 15 calendar days, or you accept the PE, the PE is closed and finalized. At the point, the PE is able to be viewed
across City Agencies in PASSPort.

Follow the below steps to review and respond to a PE in PASSPort.

Whenever a PE requires your

Profile Tasks Contracts Performance Support review, you will receive both an
PASS Port PP Y
email notification and a task in
< 0Oy Vendor Homepage PASSPort
1. From the PASSPort
homepage, open the PE
ANNOUNCEMENTS OPEN WORKFLOW TASKS %1 Resuits QUICK LINKS that requires your

Welcome to the Procurement and Sourcing Edit Type of request Label Task to perform Forwarded on reVIeW from the Open
Solutions Portal (PASSPort) which makes it I Workﬂow TaSkS
easier to do business with the City of New York. # | Performance Evaluation User Manual PE - (122250) Vendor Response 412512017 .
PASSPort will become a go-to portal to manage window.
procurement and contract activities.
Complete and submit your vendor and principal PEs require your review
questionnaires (this replaces paper VENDEX : «
forms). Also select commodities to indicate WI” have”a TaSK to
services you deliver today and update your perform” of Vendor
selections at any time as service capacity H P
changes, Response. Click the

icon to open the PE.
Visit www.nyc.gov/passport to access user .
el o VENDOR CHECK LIST (i} EXTERNAL QUICK LINKS
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PASS. Port Profile  Tasks Contracts Support

I * ¢ Questionnaire

Label : User Manual PE
Description :

Evaluated Period :

Parformanca and Cverall
Quality

88 Excellent

EVALUATIONS ™

Status
# Approved

# Approved

# Approved

: User Manual PE

s e

Begin Date - 4/25/2017
End Date : 4/28/2017

Etatus : Vendor Review

50 Timslinass of Parformanca

Fizeal Administration and
zountakility

Excellent »E0-100
Good »60-80
Satisfactory »40-80
Poor =20-40
Unsatisfacuory 0-20

Category / Subcategory Score
Timeliness of Performance 100

Fizcal Administration and

Accountability EL

Performance and Overall

Quality 0

Scoring
100
an

a0

The PE is displayed. On this page you can review the following information:

e “Label”: The name of the PE

e “Description”: Additional information regarding the PE

e “Evaluation Period”: The period being evaluated

e “Begin Date” The date the evaluation started

e “End Date”: The date the evaluation was due to be completed by the City

e “Status”: The PE’s status in PASSPort (the status will always be Vendor Review for
any PEs that are sent to you for review)

In addition, you will also be shown the overall PE score and rating for the evaluation and
the individual category scores for “Timeliness of Performance,” “Fiscal Administration and
Accountability,” and “Performance and Overall Quality.” The graphic above the category
scores maps each of the individual category scores. In this example, the vendor has
received an overall PE score of 88, which corresponds to a rating of Excellent.
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PASS Profile Tasks Contracts Support

I * ¢ Questionnaire

Label : User Manual PE
Description :

Evaluated Period :

Parformanca and Cverall
Quality

88 Excellent

EVALUATIONS ™

Status

opprweu

# Approved

# Approved

: User Manual PE

Begin Date - 4/25/2017
End Date : 4/28/2017

Etatus : Vendor Review

50 Timslinass of Parformanca

Fizeal Administration and
zountakility

Excellent »E0-100
Good »60-80
Satisfactany »40-50
Poor »20-40
Unsatisfacuory 0-20

Category / Subcategory Score

Timeliness of Performance 100

Fizcal Administration and a0
Accountability

Performance and Owerall
N a0
Quality

a0

Scoring

Mayor’s Office of
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To review the individual
scorecards that were
completed to create
this PE, click the #
icon at the bottom of
the page. The
“Evaluations” table will
have anywhere from
one to three
scorecards, depending
on how the PE was
created.



The scorecard is displayed.
Review the questions,

answers, and comments for
Close po— .
the “Timeliness of

Performance” category.

Evaluation : User Manual PE

Campaign : User Manual PE o % Downloas in Sxcel 2007-2070 farmat (xlsx If the scorecard was for
for : Contract for BDD Yendor for : OFFICE OF CONTRACT SERVICES 1 00_00 @3 Downinad in Excel 97-2002 format (xis) multiple categories you would
—_— P see each category on the left
Timeliness of Pel france .
N Timeliness of Performance 100.00 side of the page. Yo_u would
ueerion 11 o then be able to navigate to
‘Was the conract work completed on time, and if ongoing. is the vendor appropriately adhering to anc_>ther Category’ by CIIC!(mg
schedules and milestones and/or producing deliverables incuding, but not limited to. reports, on its name on the left side of
sudits. schedules, designs or studies? the page_
Anzwer : @ ves
On : “ ”
’ 3. Click the “Close” button
Ousstion 12 once you are done
If the vendor was given any extensions of time, were any such extensions reazonabls? reVIeWIng the
Answer: ®Yes scorecard.
O Mo
Note: You are able to
Question 1.3 1.00 download the questions,
Were any unreasonable delays in the contract work caused by the vendor or amy of its subcontractor answers, and comments for
7 . . .
=5 the entire questionnaire by
Answer g:.? clicking the “Download in Excel
2007-2010 format (.xlsx)”
button.

Question 1.4

If applicable, was the vendor timely in obtaining approvals from regulatory agencies?

Anzwer: ®Yes
) No

Timeliness of Performance Rating

Anzwer - ® Excellent
) Good
() satisfactory
) Poor
O Unsatisfactory

Comment : Comments that justify the selected rating.
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PASS Port

EVALUATIONS

Status
# Approved
# Approved

# Approved

e

Profile Tasks Contracts Support

Etatus : Vendor Review

Unsatisfacuory 0-20

Category / Subcategory Score
Timeliness of Performance 100

Fizcal Administration and 20
Accountability

Performance and Overall a0
Quality

100
20

a0

< DYy Questionnaire : User Manual PE
s o=y
Label : User Manual PE Begin Date - 4/25/2017
Description : End Date : 4/28/2017
Evaluated Period :
Parformanca and Cvarall 0 Timalinass of Parfermanca
Fizzal Administration and
countability
Excellent »E0-100
Good »60-80
88 Excellent Catisfactory >40-80

Poor =20-40

Scoring
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4. Afteryou are done
reviewing the PE, click
the “Dispute” button if
you would like to
submit an appeal, or
the “Accept” button to
finalize the PE.

If you click the “Dispute”
button, you will be prompted to
enter in comments that
indicate why you are disputing
the PE. These comments will
be sent to the Agency who
created the PE. You should
email any supporting
documentation for your appeal
outside of PASSPort.

The Agency will review your
comments and documentation
and either re-open the PE and
have the evaluators re-submit
their evaluations; or they will
decide to finalize the PE and
keep the results as they are.
You will receive email
notifications regarding any
updates regarding this PE.

If you click the “Accept”
button, the PE will be finalized
and will be added to your
vendor account.



In PASSPort, Vendors are able to access any finalized PEs and their results whenever they would like. PEs can be accessed via the Performance -
Manage Your Performance main menu navigation. From this page, you can search for and view any PE’s that have been created for your account.

This user manual provides step-by-step instructions on how to review and respond to Performance Evaluations in PASSPort. If you have any questions on
the Performance Evaluation process, please contact MOCS at help@mocs.nyc.gov.
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