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How to Do a Designer Evaluation  
in the Designer Selection Network 
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Designer Evaluation Requirement 

Designer evaluations are required according to M.G.L. Ch7C, section 48 if the agency 
meets the definition of public agency according to M.G.L. Ch. 149, section 44A.  

REQUIREMENTS: No later than 30 days after the completion of the Schematic Design 
phase, the Agency must provide the Designer with a preliminary evaluation for 
informational purposes. Preliminary evaluations may be completed in the Designer 
Selection Network by selecting “Preliminary” in the evaluation portal. The “Preliminary” will 
only be seen by the Agency and the Designer unless released by the Designer for public 
view. 

https://dsb.formverse5.com/AUTOCENESERVER_DSB/WebApp/Login.aspx?ReturnUrl=%2fAUTOCENESERVER_DSB%2fWebApp%2fHome.aspx%3fSuccessMessage%3dYour%2520password%2520has%2520been%2520changed%2520successfully.
https://dsb.formverse5.com/AUTOCENESERVER_DSB/WebApp/Login.aspx?ReturnUrl=%2fAUTOCENESERVER_DSB%2fWebApp%2fHome.aspx%3fSuccessMessage%3dYour%2520password%2520has%2520been%2520changed%2520successfully.
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At the completion of the Construction project, the Public Agency must provide the 
Designer with a completed Design and Construction Phase Evaluation for the entire 
project.  The evaluation should be submitted to the DSN no later than 70 days after 
completion of the project. The Designer will have 30 days to respond and complete the 
cycle of evaluation. These final evaluations can be viewed by all Public Agencies. 

A public agency which fails to submit the designer evaluation to the Designer Selection 
Network (DSN) within 70 days of completion of the project, shall be ineligible for the 
receipt of public funds disbursed by the Commonwealth for public building or public works 
projects. (M.G.L. c. 7C, §48(h)) 

Evaluation Process for Public Agency User  

Accessing the Evaluation Dashboard 

• Log on to the Designer Selection Network. If you have not logged on before you will 
need to register. If you have questions, please contact infodsb@mass.gov.  

• On your dashboard, click Evaluation Management. 
• This will open your Evaluation Dashboard. 

 

mailto:infodsb@mass.gov
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Understanding the Dashboard 

• The dashboard provides a breakdown of all evaluations that have been submitted. 
• Use the Show Filters button to filter the list by specific criteria. 
• To export your evaluation list, click Generate Excel. 

 

 
View Evaluation Details 

• Click View Details buttons (circled above) to access more information about a 
specific evaluation. 
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• Project / Designer Info button shows the firm/project details submitted with the 
evaluation. 
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• Workflow Process button displays the steps in the evaluation process and the 
recipients. 
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• Questionnaire button opens the submitted questionnaire details. 
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Submitting a New Evaluation 

• Click New Evaluation at the top of the dashboard. 
• You’ll be directed to the evaluation submission form. 

 

 

 
 Choosing the Evaluation Type 

• Select the Type of Evaluation. The questionnaire will change depending on the type 
selected. 

• If you have previously submitted evaluations, they will also appear for reference. 
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• Search for the firm you would like to evaluate and click Select. 
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Project Search and Selection 

• Click Search for Project to search for an existing project. Use your DSB # if the 
project was reviewed by the DSB, or your project number if not. If you have 
advertised your project through the DSN, your project will be searchable here. 
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• If the project is not listed, you can add a new project manually. Do not add a 
project if it had a DSB #. Search via the DSB #. 

 

 

• Once selected, the project information will pre-fill. 
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Filling Required Information 

• Complete all highlighted required fields. 

 

 

• In the Workflow Process section, enter the Supervisor and Design Firm Project 
Manager. If you are the PM and the approving supervisor, add your information in 
both locations. 

��� This section is critical, as it defines the approval path for the evaluation. 
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Adding Subconsultants 

• If the firm submitted an application through the DSN, their subconsultants will pre-
populate. 

• You can also manually add subconsultant data. There may be more subs listed than 
were used on a particular project. Check the ones that were used. 

 

 

 

 

• Once complete, click I Confirm All Subconsultants are Listed Above. 
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Completing and Submitting the Evaluation 

• Click Continue to confirm the workflow. Use the back button to correct – otherwise 
proceed to do the evaluation.  
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• Click Continue again to begin the questionnaire. 

 

• You can Save as Draft at any time using the button at the bottom of the page. 
• When the questionnaire is complete, click Submit. 

 

 

 

������ Submitting the evaluation will notify the assigned supervisor. 
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Supervisor Workflow Overview 

After an evaluation is submitted, it is automatically routed to the supervisor for review. The 
supervisor will receive a notification once the submission by the Project Manager is complete. 

The supervisor will then review the evaluation and take one of the following actions: 

• Approve the evaluation if everything looks accurate and complete.  

• Return it to the original submitter if revisions are needed.  

If approved, the evaluation is sent to the firm. The firm will then have up to 30 days to review and 
respond to the evaluation. The evaluation will post automatically after 30 days if no comments. 
You can track the evaluation status in your Evaluation Dashboard. You can also see past 
completed evaluations from your agency in your dashboard.  

 

 

Viewing Completed Evaluations 

If you would like to see evaluations by other agencies, you can see them by selecting Firm Profile 
on your Home Page Dashboard, then select the firm, and then go to Evaluations.  
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