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How to Review Performance Management 
Scorecards
When to use this How to Guide: 
Follow the steps in this guide to navigate through available options in the SAP Business Network, 
and to set noti� cations for your supplier account.
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STEP ACTION

PART 1 REVIEW SCORECARD

1. On the acknowledgement email from the City: 
i. Click Click Here to access the system.

ii. Sign in to the SAP Business Network.

2. On the Review Task page:
i. Click the Master Scorecard for the period.

ii. Click Open.
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STEP ACTION

3. The Master Scorecard page displays the following information:
• Name: displays each Key Performance Indicator (KPI).
• Grade: displays your company’s current score for each KPI. 

Note: Grades in red font are below the target grade set for that KPI.
Click Done to return to the previous screen.

PART 2 ACKNOWLEDGE REVIEW 

Once you have reviewed the scorecard, you must acknowledge the review:
i. Click Complete Review.

ii. Add an optional message.
iii. Click OK.
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STEP ACTION

PART 3 VIEW PREVIOUS SCORECARDS 

The Scorecards section on the Ariba Proposals and Questionnaires page displays the 
following information about previous scorecards:
• Title: includes the contract ID and the month and year the scorecard was published.
• Performance From and Performance To: displays the time period to which the 

scorecard applies.
Click the scorecard Title to view the details of the scorecard. 


