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This abbreviated version of the HePS Request for Quotations Reference Guide covers only the essential basics of
creating, amending, and awarding a small purchasing Request for Quotation. It is not intended to cover all the functions of
the HePS system nor explain all of the options or variations available to a buyer. A comprehensive Buyer Manual is
available online within the HePS system, located under the Main tab on the menu bar.
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Part 1 - Creating and Releasing an RFQ

This section covers filling out basic header information (due dates, delivery and billing address), choosing and customizing the product or service (including
attachments), selecting vendors, adding solicitation instructions and the response due date, and releasing the solicitation to the internet.

To begin, click on the Create a Solicitation Icon and choose
RFQ from the popup

The Solicitation Header has 7 Steps' [Soficitation Manager ATl Awards Manager | Award Halory | Approvals Manager [Miscellaneous] “giia"
Placing your cursor on the Step number BerrsJCont L Help JLogout —

will provide an explanation in a popup.

University of Hawaii

Step 1 — Optional Document Tracker mﬂzfﬂn 109 1 eRFQ Solicitation Header

Information — numbers or text Honolulu, HI 96822

RECURBITIONER Ik

Step 2 — Optional Contact person for this “Mgﬁ

solicitation — buyer is the default Bocmmsnt Date: Stata of Hawas R
FRi MAY 15, D005 112748 AR HET Erter a Lasi Name To Search By
Step 3 — Required Delivery Date or Start SISmEL (uS . Nt AR R
and End Of ContraCt PO Telaphons Mo BOE.555.1212 BOASEE 2
Optional Priority — Normal or Rush flag T s
will appear on emails to approvers Emalhddross: siaatuicansny | g

Freight and FOB information, the
standard default is already set

+ RECANRED DELIVERY DATE: * STEP 31 ™ LEMGTH OF CONTRACT: STEP 34
e v

DL ﬁ!‘ Start of Service Dabe: MBUDON Y

Step 4 — Choose a Delivery Point or P
Create a New One from the drop down — e of Service Cel: MWOONY L ] [ —
Click on button to view info

Klasoatony

Step 5 — Choose a Billing Point or < Viarws Caboary o Wlomaion |
Create a New One from the drop down —
Click on button to view info

Bl Ta Oty Port - I « Wiw Biling Poind Informaton I | Mansgs pCand information I

Optional P-Card Information

Step 6 - Optional Internal Notes

N - T - |

Step 7 — Save and Get Items




Step 8 — Choose a product or service
that you are procuring by typing in a
word and clicking on GO (or enter)

This will display all the instances
where the word appears in the
commodity coding system. Codes are
used to identify which vendors will be
sent notification of the solicitation

You may also enter the commaodity
code number if you know what it is.

Step 8 continued — Select the
appropriate item or service.

The description you have chosen will
be placed back into the form for your
customization, it does not have to be
exactly what you want at this time, just
the right general category

Commodity Codes 001 through 899
are products — Commodity Codes 900
through 999 are services. The
purpose of the coding is for the system
to identify which vendors will get the
email notification

Yoo Jromsact 1 T1etp Logma

& N T — —— S — <"_

(CHOSE COMBIODTY ITEM 5}

Reequisaion Bem: |
E it 1in o & COMITNITy MEs | 8 3 Ot eaTbiy direviw COmimiosdy C1as s )

o press Enfer

il Devaom i 1

Foefine Eam 0o Beguisiton]

CHOEE COMBIODNTY TTERY 5)

_'351- of press Enter

Findt Cirl

Eniter Chadd & 00 02 vidw' all it in Clagd  Enber Clasi oaly to sad &l subdequant dhadsed
Owaeride 3 Digit Selection Directive: T
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Gt Sl Mim Row:

BDAT AND BOTOR RENTALS
BOAT BALERS

BOAT COMPONENT S

BOAT COR S TRUC TR0 SERACES
BOAT DOCKMARRLA SPACE RENTALS
BOAT FENDERS
BOAT FUEL TANKS:

Gt Solacied Rom how:
BDAT HARDWARE AND SUPPLES
AT LAVNCHING SEFVICE S
BOAT LIFTING SERVICES

BOAT LLABTERAMCE AND REPAIR
BOAT LIOTOR PROPELLERS
BOAT RAMPS AND PARTS

BOAT Sa0L %

Description




Step 9 - Enter a Quantity and Unit
of Measure — you may change the
unit of measure using a drop down
list

Now that a quantity has been
entered you can split the items to
various delivery locations — Click on
the Alternate Line Item Delivery
Point button to split quantities and
assign new Delivery Points

Enter the Estimated Total Price of
the item or service — for internal use
only, not seen by vendors

Optional Allowable variation in
Quantity may be entered

Optional tracking number for the item
may be entered

Step 10 — Customize the description,
up to 6,800 characters may be used
(about one page in a word
document) to describe the item or
service

The custom description may be
saved for future use by using the
Save Custom Description drop
down - Select YES to save

If the commodity code is not correct,
you may choose another one by
starting a new search in the bottom
frame.

Solicitation Manager Awards Manager

Awcard History

Approvals Manager [Miscellaneous| “E2T

temns  [Corract Uk Help [Logeas

University of Hawaii
2444 Dole 5t

Bachman Hall 108 H
Honolulu, HI 96822

Adding Now Sobcitation Nem.

Estimated Price: MANDATORY ApQeovals

& 35500

Total Eafrnated Price All Bems. 3200

] s OETL=§TE

eRFQ Solicitation Item Information

Document information :
Document Niw : D2008007525
Item Mo.: 001

R herence Numissr

£.800 chavacters manmum |12

Commodity Code : 12023 Save Cusiom Desorpton -
Description > *
Poratt Bty 28t Paen wndire, S0000 B (o BNBDPST e 0P Ianonm:

* Taoal Farmatting Teosk €

Deserigition

Chick bire to attach files.  Manage Scliceiation Attachments |2 befow, On Reg 2

Filemame

O Rag . Add 15 Solcitaton .

JLLELTH G R L

Specifications for Power Boat

B h Iher_uu af Baaw

Chek b eaber & Siegle Fusd CRation

STEP 14

Selectan + ana[_evecteacon | cuick once oLy




Step 11 - Optionally, you may add
attachments by clicking on the Click
here to attach files link

Click Browse and find your files

Enter in a description for the file in
the space indicated

Click the Upload File button

The uploaded file will be indicated in
the box and may be viewed or
deleted by clicking on the Manage
Solicitation Attachments link

Additional files may be attached by
clicking the link again

Any type of file may be uploaded
except executable files (exe)

Any size file may be uploaded by the
buyer but large files exceeding 4MBs
are not recommended as vendors
may have difficulty viewing and
downloading them — large files may
be broken up into smaller files if
necessary

File descriptions may optionally be
added.

University of Hawaii
8l 7444 Dole 5t

Bachman Hall 109 4 eRFQ Solicitation Item Informatig

§ Honolulu, HI 96822

Adding Hew Solicitation Hem.

Cuiantity - Estimated Price: MANDATORY Approvals Dascument Information :

1 s £ 35500 Document Mbr © D208007525
EACH (EA} - Tolal Estimated Price All lbema: 35250 Hem Mo 001

Rafarence Musmssr
A -
ARernabe Line Ben ﬁ Updosd Document Attachment - Windows Internet Explorer s ilE)

I B rtpe/training sicomen. net/buyen dBR U pLoadFile htriHrormCC CBody=18fremAFQ= 1 &fromUserShortWindow=1 -

Commaodity Code : 1 Document Attachments

Power Boats. 28 Add a fle description for the e to e uploaded, hera of Delow on the main page.

Enter File Description: |

Upload Fie Cioss | =

6,000 characse] | Dione & Imernet | Protected Made On FH1M0% -

FILE ATTACHMENTS(0)

Click here to attach files. Manage Solicitation Attachmeants |2 betow. On Req: 2

Fillenaime Dascriplion On Req "~ Add to Solicitation .
ST E e s |Spn:~:|.r:|.|:|l::|.n:nl for Powsr Boac - No F
- B
Boachior |='L|:l:'|;:| =f Boat - Mo =

Clhek ta anter a Single Fund Ciation




Step 12 - Optionally, you may add
Account Coding/Fund Citations to
the solicitation

Click Open Single Fund Citation
button to open this area

Enter coding - Coding may be saved
for future use and will be displayed in
a drop down list called Valid Cost
Accounts

To enter more than one line of
coding, start by entering the number
of lines needed and then click GO -
for example; the number 4 will
produce 4 lines of coding information

Multiple lines of coding allows funds
to be split by percentage, estimated
dollars, or quantity

Step 13 — Optional internal notes
may be added

Step 14 — Select an Action by
choosing from the drop down:

Save Item 001/Select Item 002 -
back to Step 8 to add another item

Create eRFQ/Save eRFQ Item —
continues the solicitation creation
process

Delete Document — erases
everything

Click Execute to continue

6,800 characters maximum 72

FILE ATTACHMENTS(0)

Click here to atfach files. Manage Solicitation Attachments |2 below. On Req: 2

Fiename  |Description

OnReq ™ [ Add o Slcaton * |

fIISII'IICﬁOIIS.ﬂOC'.: Specifications for Power Boat - No ]7
i

Beachi . Picture of Boat E Ho ]:7
| i

Close Single Fund Citation View

FUMDING INFORMATION

Single Fund Citation Information ® Toggle Original Single Citations Vlues

or, enter the number . of Multiple Fund Citations needed and click

Click each header to view available values.

Enter Object Code Description

FIYRIAPFID Object CC (Cost Center) Froject Number FH [Project Phase) Adtivity
[124 56 1% (123665 p [7g889
1234-56-1234 - 123666 - 24 - 68689 = Save Above Account v

NOTES | (FOR INTERNAL USE ONLY)

STEP14 Selectan  Selectan ACTION below.

Select an ACTION below.

v andl executeacton > | CLICK ONCE ONLY

Save tem 001 / Select tem 002
(reate eRFQ / Save eRFQ fem

Delete Document

0 Intemnet | Protected Mode: On




In Steps 1-14 you have created all
the elements found in a basic
requisition

In order to turn this information into a
Solicitation there are 5 more
mandatory steps (numbered as
Steps 1-5 on this page) and a few
optional ones

You may also review and edit all
information entered so far

This page uses collapsed
functionality meaning that in order to
review and edit the information you
must click on the underlined links to
open that area — clicking on the link
again will close the area — clicking on
the button called Open All Areas in
the upper right will open all areas of
review at once

To review and edit the information on
the line item click on the Edit button
in the bottom frame — this will
covered a few pages later

Steps 1-5 are detailed on the next
page

/ B, University of Hawaii
L =\ 2444 Dole 5t
Bachman Hall 109 H
Honolulu, HI 36822

\H\.\_}.E‘r / Rusguie 85 Tor Qrelartaon

Fri My 1% 1935325 UTCA 000 300 Dpan A0 Arnen | Aanpreanage placd Sored Ddwen. |
P B ol rodie Fowsd.
Fequisation HFCORCOLASE Croated for Docsmest OO0 525,
Asaied lor efF G SOBCILAI Creabon.
Cigtad Bem
Decumant DI00BMOTEIS Nem: 001 Oty 1 LORE EA WGP 17033
Total ol Aaval $35500 Bem Exl Amat S350 Crealed by hetsyar]

Solicitation Rbr: QEME0I0157 Roquisiion Nbe: RIOSGSESS E
Radoience Homlbar: Dcumaeat Hbw: DF00E007S 35

A b e A b e A e b

B L R R B N e s TN

Rview | Edt SoBCANIOn Rleass nformation . STEP 1
Review | E08 Blling And Shioping Locations ™ 5TIR 2
Fview [ E0t Golchagion Yemdor sivcions ™ STEF 3
Endablink | Raview | B8 Cuxloen Sobcibabion Tike and Descrighion ™ STEP 4

Feircivs [ 08 SO HaSGoR Gt achi: Lotia/Catiaoly . S11F 5

Review [ Eda Contpct g Buver infoomagion
Raview [ E2 Header Moben

Ferwiows | 008 Linss Musrrel i) Cuich [0
Estabisnh | Fview | Bt Pre-Bid Coslerence

Estabish | Raview | B0t QUesHons [ Asgwer SeCSon -




Mandatory Step 1 %0 Main |Solicitation Manager Awards Manager |  Award History | Approvals Manager [Misc | SEEs
. ) |CmmUs‘He\p‘Lngu.n

Item Response - if the solicitation MANDATORY SOLICITATION SECTIONS { CLICK A LINK BELOW OR CLICK here TO TOGGLE ALL MANDATORY AREAS ) 2
has mu|t|p|e |ine items you can Set Review | Edit Solicitation Release Information . STEP 1
the system to require vendors to ‘ . I
. . Items Response: . * Select Solicitation Recipients: * .
respond to all line item (all or none) : _ =
. _ Items Response: | Al or none items response | v Agency Domiciled Vendors |+
or allow for individual response EStTTL Amount: $25320 ‘ Review Above Recierts Helo ‘
using the drop down selection Allow Alternate bids: [NO_ v
Only Agency Domiciled Vendors will receive email notification of this oppertunity. This sclicitation will anly be available to Agency Domiciled Venders logging in and reviewing the o

Click here

Select Solicitation Recipients -

Vendors may be SeleCted USing Solicitation Email Date: * Solicitation Responses Due: * Solicitation Header File Attachments:
either Agency Domiciled Vendors Solicitation Email Date: ©. wo e sane. [ BB Click hete to attach files.
(meaning Hawaii only) or All (override Close Time) [ ] banaoe Atacrnene I below. @
Registered Vendors (entire system
including the mainland and foreign - —

Length Of Contract: * Freight:

countries) — selected vendors may

} Freight / Handling Included in Price v‘

. s LG . Start of Contract: [MM/DD/YYYY DY
be viewed by clicking on the Review oR B BT |
Above Recipients button — there is ERSER i U St FOBLocaton:|
an option to add additional registered
Vendors to thls IISt Review | Edit Billing And Shipping Locations . STEP 2
Solicitation Email Date - Optiona”y, Bill To:| DEFAULT v/ View | <. selected pEFAULT) Click to reset. DeHverto: View | <__ Selected Headauarters), Click to reset. o

the solicitation may be kept on hold
until the date entered for its release Review | Edit Solicitation Vendor Instructions  “. STEP 3
— the default is today’s date Solicitation Instructions

Mandatory Instructions are automatically included on the Solicitation

Mandatory Instructionis

Solicitation Responses Due - Enter PLEASE DO HOT RESPOND TO THIS SOLICITATION.
a due date and time (Closing date) _ 715 FOR DEMONSTRATION PURPOSES ONLY.

. This is a demenstration solicitation
system default is 4:30 PM HST * Wmmw;d; -

Items and quantities are fictitious.

Solicitation Header File

Attachments - optionally header . T DRI T o O

files may be added — these are not

the same as the line item files you Cotional Instructionts)

may have added earlier %

Review Required Delivery Date or
Length of Contract and Freight info
— edit if necessary

10



Mandatory Step 2

Review and edit if necessary the Bill
To and Deliver To information that
was selected earlier

Mandatory Step 3

Choose Solicitation Instructions —
there are a number of mandatory
instructions for vendors that will
automatically appear on your
solicitation (transaction fee, tax
requirements, upload and download
instructions, etc.)

In addition there may be a number of
optional pre-built instructions that
you may choose to add to the
solicitation by clicking on the square
box on the left side of the instruction

There is also a box for you to enter
in additional instructions or
information that you may need —
please contact your system
administrator if you would like to
have additional mandatory or
optional instructions added to the list
for future use

Mandatory Step 4

Enter a title for the solicitation — only
the title is mandatory, the title
description is optional

Mandatory Step 5

Check the counties(s) where the
goods or services are to be
delivered. Chose a category from
the dropdown selection.

(p’:‘q‘\ Main [Solicitation Manager Awards M. |  AwardHistory | Approvals Misc
Y/ Abstract Manual Entry |Manual Requisition | Line Items | Direct PO |CmmL.h‘Help|Lngom

— _
| “EaTR

-~
ATORY SOLICITATION SECTIONS

( CLICK A LINK BELOW OR CLICK here TO TOGGLE ALL MANDATORY AREAS )

Review [ Edit Solicitation Release Information “. STEP 1

Review | Edit Billing And Shipping Locations . STEP 2

Bill To:[DEFAULT s | View | <... Selected oEFaULT) Click toreset.  Deliver to: | DEFAULT || View | <... Selected (DEFAULT), Click to view.

Review | Edit Solicitation Vendor Instructions  “% STEP 3

Solicitation Instructions

Mandatory Instructions are automatically included on the Solicitation
Mandatory Instruction(s)

TRANSACTION FEES: In accordance with the SOSA for HeP S, the Awarded Vendor shall pay a Transaction Fee of 0.85% (.0085), capped at $5,000, to SicommMlet on the total dollar
amount of goods or services purchased through the Hawaii Electronic Procurement System (HePS). Unless othenwise indicated in this solicitation, the Transaction Fee shall apply to all
purchases, whether through the State of Hawaii pCard, Purchase Order, Contract, or eCatalog regardless of the quantity or dollar amount of the purchase. Payment must be made to
Sicommbet within thirty (30) days from receipt of inveice,

The $OSA is hereby incorporated by reference into this Electronic Solicitation as if set forth herein in its entirety, and is located on the Internet at www sicomm.nat, Failure by any Vendor to
obtain a copy of the SOSA shall in no way constitute or be deemed 3 waiver by the HeP'$ Contractor or the State of Hawaii for a vendor's failure to consider this document in its response
to the Electronic Solicitation

Unless ise indicated, questions regarding this must be directed, via email or phone, to the Buyer listed

TAXES SHALL BE INCLUDED IN PRICE VWHEN APPLICABLE:

Vendors are advised that they may be liable for Hawaii state taxes including Hawaii General Excise Tax | 4% and the applicable Use tax (.5%]. Note that for the City and County of Henelulu
(the island of Oahu), there is an additional 5% County Surcharge Tax (CST). Unless otherwise stated in the solicitation, offers for goods or services subject Hawaii taxes shall include all
applicable taxes in the price offered.

For more information on taxes, please contact the Hawaii State Department of Taxation at (808) 587-4242 or 1-800-222-3229 or visit their wetsite

OFFER DEEMED FIRM: submissicn of an electronic response to the State of Hawaii constitutes and shall be deemed an offer to sell the specified goods andior services to the State of
Hawaii at the price showm in the response and under the State’s Terms and Conditions.

MANDATOR SECTIONS

(CLICK A LINK B

GLE ALL MANDATORY AREAS )

Review | Edit Solicitation Release Information “. STEP 1 T

Review | Edit Billing And Shipping Locations . STEP 2

Review | Edit Solicitation Vendor Instructions . STEP 3

Establish / Review | Edit Custom Solicitation Title and Description “. STEP 4

m

| Gustom Title: [Power Boat

Custom Desaription.

Review | Edit Solicitation Geographic Location/Category “. STEP 5

| Statewide: I Honolulu: ¥ Maui: I~ | Hawaii: [~ | Kauai: ™ H‘ Category: Choose A Category -
Choose A Category
Goods & Services

‘ Counties:

Construction
Health & Human Services

OPTIONAL SOLICITATION SEC

Review | Edit Contact and Buyer Information

Review | Edit Header Notes

11



Optional Solicitation Sections The
following areas are all optional
features that may be used in creating
your solicitation:

Contact and Buyer Information —
review and edit as necessary

Header Notes — review and edit as
necessary

Line Item Quick Edit — allows you
to change quantities, unit of
measure, and estimated dollar
amount, but not description

Optional Solicitation Tile and
Description — may be added

Pre-Bid Conference — used for
notifying vendors of a pre-bid
conference or pre-site visit
requirements — choose a date, time,
place, and add notes

Questions/Answer Section — allows
for vendors to submit questions
online — choose to show the vendors
name, a deadline for question
submittal, and a time at which your
answers will be published to all
vendors

Prior to completion the line item may
be reviewed and edited also — see
the next page for information or to
complete the solicitation choose:

Release Solicitation - sends it to
approval routing or to the internet

File Solicitation for later action —
will save and place it in Solicitation
Manager/On Hold for future edits

\

Ay [ Main TSolicIlalinn Manager Awards Manager T Award History TAppmvaIs rTm.y T"HEA'}-'EE
Yt | Line Items |CnnmUs‘He\p‘Lagun

OPTIOMAL SOLICITATION SECTIONS

Review [ Edit Contact and Buyer Information
Contact Person: [HAWAIBUYER 1
Phone Nbr: [808-555-1212
Enter a Last Name To Search By:

Buyer: HAWAII BUYER 1
Phone Nbr: 808-555-1212

Email Address: [fpisrce@sicomm net

Fax Nbr:|808-555-1213

Email Address: foierce@sicomm.net
Fax Nbr: 808-555-1213

Review | Edit Header Notes

Review [ Edit Line Item(s) Quick Edit “*

Select Item from below frame for editing of: Fund Citations, Delivery Points, File Attachments, Descriptions, Notes

Items Quick Edit
Q Enter fields to change. Fields not being changed do not need to be re-entered, they will retain the values shown in red.

Save Chges Iltem Reference Number Quantity . UoM “. Est Total Amnt $ Orig: 35500 “*
r 001 0 () (EA) (35500)
Establish | Review | Edit Pre-Bid Conference “.
Date: (06/30/2009 &Y Conference Time: 11:00AM ~ Responses Due: 07/15/2009
Location: |State of Hawaii - Parking will validated - attendance is not mandatory but -
State Procurement Office highly recommended
1151 Punchbowl St_ Notes:
Copy Agency | 2z0n

Address: © ||Honolulu, HI 96813 b z

Establish / Review | Edit Questions / Answer Section 8,

Include Solicitation Questions Area on Solicitation: Yes: ©  No:

Responses Due: 07/15/2009 Today: Fri May 15, 2009

Vendor's name will be displayed with answers: Yes: T No: Questions Deadline: |[pg/29/200% @y Answers Published: (07/07/2009 @y

Please enter all questions using the HePS solicitation @SR functionality -

Notes Displayed
to Vendors:

Preview Vendor Solicitation Q2008010187 |

Release Solicitation Q2008010197 File Solicitation Q2002010197 for later action

Close Solicitation Q2008010197 - no action |

m

12




Line Item Edit

Prior to release of the solicitation the
line items(s) may be reviewed and
edit if necessary — the options
include changing the quantity, unit of
measure, editing the description,
editing attachments, changing the
commodity code, and adding
additional line items

Click on the Edit button in the
bottom frame in the line item area.
The process is the same as Steps 9-
14.

Editing the Existing Line Item —
click on the Click here to continue
with commodity number which will
open a different window with the
same Steps 9-14

Choose a Different Commodity —
Click here to choose a different
commodity - allows you to select a
new commodity code to replace the
existing one — the process is the
same as in Steps 8-14

Adding Another Line Item — Click
on the Add Item 2 button in the
center of the bottom frame — the
process is the same as Steps 8-14

Solicitation Manager

SLLLIEE On Internet

ﬂ; http://training.sicomm.net/buyer/req handler_indexMANREQ. htmI?RECORD_OPTIONS_CONTROL_BIT=0&beco - Windows Internet Explorer

EDIT CURRENT ITEM

Mon Jan 29

SOLICITATION

PLICITATION SE

.ontact and Buy

pOOT008202 Itex

[ ooiet |

CLICK HErE TO CHOOSE A DIFFERENT COMMODITY

Awards Manager |  Award History

| Approvals Manager [Miscellaneous| =5325=

Awaiting Award

Contact Us|Help |Logout

Editing Document: D2007004304 Item 1 Click here to continue with commodity 8016055750,

B

Requisition R200800805 Items Approved:  Select by clicking the button adjacent the required item. Add Item 2
[View [ cat| Detete | _Dept | User ame ] ttem | EstAmni | Commonity ] Shor{Description Create Date
r r P AGENCY fbuyer 001 25320 12023 BOATS, MOTORS, AND MARINE AND WILDLIFE SUPPLIES Mon Dec 03 2007

Boats, Over 21 Feet (Including
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When all reviews and edits are done,
click the Release Solicitation
Q200900000 button in the upper
frame.

The solicitation will be checked for
approval routing.

The solicitation will be displayed on
the On Internet page. The vendor
view of the solicitation will appear as
separate window and allow you to
see your solicitation as the vendor
sees it. The pink area will contain
information about whether the
solicitation has been released to the
internet or has been sent to approval
touting.

If in approval routing, you will get an
email confirmation that the
solicitation has been released when
the last approver has approved it.

The On Internet page displays in
formation about the solicitation
including; number of responses, list
of vendors emailed, questions and
answers, pre-bid conference. It is
where amendments are done
(Amend) and when a solicitation can
be cancelled (Remove). It has a link
to the actual view that a vendor sees
(Vendor View).

A7E Main Awards Manager | Award History [ Approvals Manager [Miscellaneous| “"63:5=
%" New | InWork | On Hold Awaiting Award | Awarded | _Find _[Contact Us|Help [Logout

University of Hawaii
2444 Dole St
Bachman Hall 109 H
Honolulu, HI 96822

k3

On the Internet Solicitations: Select a function by clicking the button or link for the Document. Exclude Not Currently On internet Solicitations

Toggle Detail

Ho Approval Routes Found. Solicitation: Q200800700 released to the Internet.
By: FRANK PIERCE Tele:808-341-8782 Email: Ipierce@sicomm.net

Email Notifications Date: 12(13/2007 Solicitation Due Date: 12/27/2007
(Requisition Nbr: R200800982 Document Nbr: D200801558)

View REX m m m - Sotcriation ibr Requs“lo“ er BocumentHor M
Edit

PIERCE

View o .| memove | acmwcy | PEREE 1 Rrq Q200800436 R200800611 D200800982
AMENDMENT IN PROCESS | This Solicitation is not visible to vendors on the Internet. It needs to be released.
16520: Deep Fat Fryers - changed description testing
NIGP | Description:
Solicitation Closes: [Wed Nov 14 2007 5:30 PM
Solicitation Files Attached: Header:
Item 001: TestDocumentWord2007.docx tes2.xl
View View 141 Amend Remove AGENCY ET:!E;}%EUU RFQ Q200800483 R200800654 D200801072 1 01

NIGP | Description: | 04008: Bid to supply cages for the trapping and sheltering of endangered monk seals.

Solicitation Closes: Fri Nov 30 2007 5:30 PM

Click here to review or respond to Vendor Questions
Questions Deadline: 11/14/2007 Answers Due Date: 11/15/2007

CA State Vendors Only: Click here to view member configuration. Emails and BidBoards only for vendors domiciled in CA
Solicitation Files Attached: Header:

Question/Answer Period:
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Part 2 - Amending and Managing your Solicitation

This section covers how to amend a solicitation that is on the internet. It allows for every aspect of the solicitation to be reviewed and edited as necessary.
Vendors are notified by email of all amendments and the system tracks all changes.

[ ]
==

O INTERNET

To begin, click on the On Internet Icon

Amending a Solicitation A0 Main Awards Manager | Award History | Approvals Manager [Miscellaneous| “551:5=
S New | InWork | On Hold Awaiting Award | Awarded | _Find | Consolidation Mgmt [Contact Us]Help [Logout

All parts of a solicitation may be
reviewed, edited, or amended as
necessary — in addition this page
contains this information:

University of Hawaii
2444 Dole St
Bachman Hall 109 H
Honolulu, HI 96822

Click on the small round button
next the number of responses to

. Responaeﬂ Currem
view names of vendors who have m-

Internet Solicitations: Select a function by clicking the button or link for the Document. Display All internet Related Solicitations  Toqale Detail

responded - prices are not displayed View Amend | Remove | AGENCY Emp';;'zcgom RFI 12008002533 R2008005292 D2008006773
Pre-Bid Conference — vendors may NIGP 1 Description: | 9262 Wental Health Sarvices

optionally signup to attend. Click on HePS PHS: |Oahu Category: Goods & Services

the check box to view attendees Solicitation Closes: [Mon Sep 15 2008 4:30 PI

Pre-Bid Conference: A Pre-Bid Conference is scheduled for 09/02/2008 at 1:30 P11 Review undefined Registered Attendees: [
(Click here to review or respond to Vendor Questions

QuestionlAnSWer PeriOd - CIICk Question/Answer Period: Questions Deadline: 09/03/2008 Answers Due Date” 09/09/2008
m to view and respond to vendor Solicitation Files Attached: Header:
qUeStionS Item 001: Attendees 8.5.xls | Scope of Work. Mental Health Services
Vendors — if Agency Domiciled View View 01 C Amend Remove AGENCY ETA'?‘?;ZEUU RFP P2008002571 R2008005320 D2008006808 1 %
Vendor option was chosen, click on - _ _ _
h t r . that ||5t HIGP | Description: | 94874: Professional Medical Services
JE O review HePSPNS: Oahu Category: Professional Services
. w . . . . Solicitation Closes: Mon Sep 08 2008 4:30 PM
Solicitation Files — click on the link Pre-Bid Conference: A Pre-Bid Conference is scheduled for 09/04/2008 at 3:30 PM Review undefined Registered Attendees: [
to view your attachments ) . |click here to review or respond to Vendor Questions
BIEElT e PR Questions Deadline: 09/12/2008 Answers Due Date: 09/18/2008

. . .. . Solicitation Files Attached: Header:
To begln amendlng a SOIICItatIon’ It 001: On Internt Vendor View.doc Medical Services RFP
CliCk on the WOI"d Amgnd Wh|Ch is a em *|| Line Item Amendment Blank Screen.doc |Special Terms and Conditions

link.
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Amending a solicitation

. f b EEUGLRENEGE]  Awards Manager | Award History [ Approvals Manager [Miscellaneous| s551ss
Before you begin the amendmenta  |(©) -~ PRS- e e
separate popup window will appear = -
called the Vendor Response OB I
Tracker. It ShOWS & Amendment Recipients - Windows Imemel_a_lorer @E@
‘ http1f’.ftra\ning.s\{nmm.nEt/huyer/rf?PIQsAmendm_e.ntRampientj.htm\?AGENCY_RFX_HDR_DEF[NTI'E_DELI - ‘
« Vendors who have alread 5
d d y Vendors who have responded to this Solicitation B =
responae Respondees to Solicitation Q2008010165 current as of: Fri May 15 18:28:56 GMT-0700 (PDT)
LI Print
. Vendors Who were emailed Vendor Name  VendorID Recipient El?;;d Acg::;zed Version ]mzmi
the solicitation (Review Fri May 15 15:29:19 UTC-100) TUEMAY TUE MAY Assign/ilanage pCard Scroll Down
: . Haviall PO0000000003 Johin D 12,2009 12,2003 o, 437160.192.10 m
Email Recipients button) VENDOR 1 onnbos 05603 084314 160102

3 PMHST  PMHST -

TUEMAY TUE MAY

12,2009 12,2009 equisition Nbr: R2008005811
L]
Vendor who have opened nefl| vEnpoms ~ POO00000000S JohmSmitn (2l Gmfl 02 13216049240 Sl SEY e

their email or logged in and PMHST  PMHST

MANDATORY AMENDMENT RE/

Review / Edit Amendment Informatiol

. e TUEMAY TUE MAY

viewed the solicitation

PMHST  PMHST

Viewed Solicitation Detail Solicitation Amendment 03 (CKANGR| TUEMAY  THU MAY
L PO0000000002 Aloha Taylor

VENDOR 05:50:08  03:31:15

bUttOn) PMHST  PMHST

. VENDOR 3 £e RG> Wonderland 05:50:07  06:13:18 0z o160 15240
(Review Vendors Who
12,2009 07,2009 44 435 46p.402.10
4 Vendors responded to this Solicitation

To Conti n ue the amendment process Review 12 Email Recipients Review 0 Wendors Who Viewed Solicitation Detail
close this informational window.. | rE——g |

Current Ver.02 [tes Close I | =

This window can be opened at any

time by clicking on the Toggle o | — —
Respondees View button. c 4 C o { |DWE @ Intemet | Protected Mode On w100% - PMENT AND SUPPLIES Mon May 04 2009
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Mandatory Step 1

Before anything can be Changed on s Main RRIEIENERRCRERER Awards Manager | Award History | Approvals Misc | Eese

the page you must first enter in a " New | InWork | OnHold \WOTNITEREE  Awaiting Award | Awarded | Find | Consolidation Mgm [Contact Us]Help [Logout

reason for the amendment by typing MANDATORY AMENDMENT REASON SECTION

in your reason in the BEMIEH Review / Edit Amendment Information L STEP1

box. This information is included on Solicitation Amendment 03 / CHANGE REASON TEXT { displayed on solicitation )
email notifications to the vendor

regarding your amendment.

Mandatory Steps 2-6 may be View Pt Amencimen _
. . . Current Ver.02 |extend closing date
reviewed and edited. Click on the Amendment Reason:

text links to open those areas.

MANDATORY SOLICITATION SECTIONS { CLICK A LINK BELOW OR CLICK here To TOGGLE ALL MANDATORY AREAS )

Review / Edit Solicitation Release Information . STEP 2

Optional Solicitation Sections may
be opened by clicking on the text Review | Edit Billing And Shipping Locations . STEP 3
links. T e

Review | Edit Solicitation Vendor Instructions % STEP 4
To amend information on the line Review | Edit Custom Solicitation Title and Description . STEP5  Custom Title or Description Exists
item (quantity, unit of measure,
description, attachments, commodity
code) click on the Amend button in OPTIONAL SOLICITATION SECTIONS
the lower frame. The process is the Re:teu: Bdi Comastand Buyer nformatian
same as when you were editing the
original solicitation described earlier

Review / Edit Solicitation Islands/Cateqory . STEP &

Review / Edit Header Notes

on Page 13. Review | Edit Line ltem(s] Quick Edit
To add another ||ne Item, CIICk on the Establish ' Review | Edit Pre-Bid Conference The Bid Conference has passed. Pre-Bid Conference Exists
Add Item 2 button in the center of Establish / Review | Edit Questions [ Answer Section ™ The Question.Answers Period has passed. O & A's Exist
the page in the lower frame. The
process is the same as described Brewews Vendor Soistaton 02005008300 - 02
earlier in Steps 8-14.
Release Amended Solicitation Q2008009300 - 03 | File Amended Solicitation Q2003009300 - 03 Save for Future Release |

To finish and release the

Solicitation Q2008009300 ltems On the Infemet: _ Select by clicking the button adjacent the required item.

amendment, click on the Release vew [ esponses | Amend [ veee | oep | vsertvame Jem | estammi | Commosity | shoroemmimm | ceseose
Amended Solicitation button or you - 61 - C AGENCY Pierce 001 125000 8016055750 5loS: COMSTRUCTION WARNING Wed May 23 2007

ORANGE, DIAMOND W/BLACK BORDER, 30 IN., HIGH INTENS

may choose to save your changes

] =

and File Amended Solicitation for
Future Release.
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The amended solicitation may be
checked for approval routing just like
the original release depending upon
your internal setup.

If approval routing is found, you will
receive an email notification when it
is approved and released.

It will again be displayed on the On
Internet page.

Notice that the Current Version has
changed to 01. The small
magnifying glass icon opens a
display of the previous version
reasons.

Award History | Approvals

[Misc

Awaiting Award | Awarded | Find

| Consolidation Mgmt [Contact Us| Help Logout

Y CAFTURE
CaTh

-
Select a function by clicking the button or link for the Document. Display All internet Related Solicitations  Togale Detail ) |
View RFX Vendor View Responses! Remove Dept fation Nbr ion Nbr Document Nbr Items Current
Participants Version
. Pierce
View View i Amend Remove AGENCY ETA: $125000 RFI 12008002533 R2008005292 D2008006773 01+
Classic
NIGP | Description: 95262: Mental Health Services
HePS PNS: |Oahu Category: Goods & Services
Solicitation Closes: Mon Sep 15 2008 4:30 PM
Pre-Bid Conference: A Pre.Bid Conference is scheduled for 09/08/2008 at 1:30 PI1 Review undefined Registered Attendees: |
. .|Click here to review or respond to Vendor Questions
Question/Answer Periot: o) . vions Deadline: 09/03/2005 Answers Due Date: 09/09/2006 B8 o s M iy
Solicitation Files Attached: Header: LI - : '
Item 001: Attendees 8-5.xls Scope of Work. Mental Health Sel /II“:';‘\\ B
Ea.hrlan Hall 123 H
Honolulu, HI 36822
View View 01 C Amend Remove | AGENCY [21ED 08 1 4
- - - D ETA: $8900 = A
NIGP | Description: | 94874: Professional Medical Services
HePS PNS: |Oahu Category: Professional Services s e e
Solicitation Closes: Mon Sep 08 2008 4:30 PM SAPOHEANT NOTEICATION You Reve 501 7ot responted o this Sobcmasen
Pre-Bid Conference: A Pre-Bid Conference is scheduled for 09/04/2008 at 3:30 PI1  Review u
. Click here to review or respond to Vendor Questions
B R Questions Deadline: 09/15/2008 Answers Due Date: 09/16/2008
Solicitation Files Attached: Header: o
e Dubenry B 033009
tem 001 On Internt Vendor View.doc Medical Services RFP "N
em 001:
Line Item Amendment Blank Screen.doc |Special Terms and Conditions
. Pierce 03
View View 6i 1 Amend Remove AGENCY ETA: $5000 RFQ Q2008008940 R2008004483 D2008005434 1 @,
HIGP | Description: | 42560: Office Furniture
HePS PHS: | Statewide Category: Goods & Services
Solicitation Closes: Wed Oct 01 2008 4:30 PM
HI State Vendors Only: Click here to view member configuration. Emails and Vendor View only for vendors domiciled in HI
View View s Amend Remove AGENCY Pierce RFQ Q2008009300 R2008004841 D2008006073 1 2
— — e I ETA: $120009 e fly
HIGP / Description: | 80160: Construction Waning Signs
HePS PNS: Maui Category: Goods & Services
Solicitation Closes: Fri Nov 28 2008 2:00 PM |
o Trusted sites # 100% <

18



Deleting or removing a
solicitation that is on the internet is
done by clicking on the word

Remove.
The Remove functions are:

Permanently Delete this
Solicitation - will remove the
solicitation from the internet
and delete all documents

Stage this solicitation for
re- release to On-Hold —
vendor responses will be lost

Temporarily take this
solicitation offline — vendor
responses will be saved and will
display when the solicitation is re-
released

Demote solicitation to a
requisition In-Work —
vendor responses will be lost

Close for Award — this will close
a solicitation prematurely before
the scheduled closing date and
should not be used with notifying
the vendors of such action using
the email section or by amending
the solicitation

Cancel Remove Action

It has an optional email to
vendors that can be used to notifv

PIERCE

- - e .
View View 0 Amend Remove AGENCY ETA $25720

RFQ 0200800652 R200800905 D200801457 1 00

12023: BOATS, MOTORS, AND MARINE AND WILDLIFE SUPPLIES

HiGR  Description: Boats, Over 21 Feet {Including

Solicitation Closes: Tue Jan 15 2008 5:30 PN

Pre-Bid Conference: A Pre-Bid Conference is scheduled for 01/07/2008 at 10:00 Al Review 0 Registered Attendees: |

Click here to review or respond to Vendor Questions
Questions Deadline: 01/14/2008 Answers Due Date: 01/17/2008
CA State Vendors Only: Click here to view member configuration. Emails and BidBoards only for vendors domiciled in CA
Solicitation Files Attached: Header:
Item 001: View3.JPG

Question/Answrer Period:

1-130f13

Main [ESIGIERCIRIETEREY  Awards Manager | Award History [ Approvals Manager | | =rEdEs
New | InWork | On Hold |WeERIIEHER  Awaiting Award | Awarded | Find [Contact Us[Help [Logout

Optional vendor notification of cancelled Internet solicitation

Solicitation: |320020

Subject: |

Email body:

Email all responding vendors: I~ coself: [

Status: |Se\ec1 a solicitation, enter a subject, body and select a recipient to send.

Toggle clear Review email ‘ Help

Email is not cleared after processing, it can act as a skeleton for other documents.

Options include sending a notification to 1: all responding vendors, 2: vendors who received an email notification, 3: yourself or 4: all.
To send a notification: select a solicitation, enter the subject, email body and recipient. You will be prompted for missing fields.
Verification of sending the email will be requested prior fo submission.

Transactions Log Back to On Internet

Instructions:

Permanently Delete this Selicitation |

Temporarily take this solicitation offline

Actions: Stage this solicitation for re-release to On-Hold ‘

Cancel Remave Action

Demote solicitation to a requisition In-Wark: |

Close For Award

19




Close for Award

Closing a solicitation for award is the
process in which a solicitation is
removed from the internet and
staged in the Awards
Manager/Abstract area so that a
buyer may view the responses and
create an award. The closing date
and time for a solicitation is preset by
the buyer prior to releasing the
solicitation. At the prescribed time of
closing the vendor can no longer
access the solicitation and enter a
response. However, the solicitation
remains on the internet (with a
message it is closed and blocked
access) until the system processes it
and moves the responses to the
Awards Manager/Abstract area.
This process can happen at five (5)
different times:

1. When the evening system batch
process occurs

2. When logging in to the system

3. When clicking on the Awards
Manager tab

4. When clicking on the Create an
Award quick link icon and Close
Scheduled OnNet Solicitations
link

5. When clicking on the Session
Summary Awaiting Award link

Each time one of these methods is
used you will get a display telling you
if any solicitations were closed for
you.

Awiard Hiniory | Approvals Masages [/ . | F ] Diorrmasts, | LIS -
Findl lmmmn“wﬂ'k.mvﬂﬂlﬁn'hl -

\»‘ . " : B = 3

PERLEITIES | | MGLETATES | LT RO i S nmar -z T

AL BT 5T TT e Folowing Sobcumions Cioped for Award

Sapbestmions: A0 P04 ALITORKHTINY RARIICTIRARCE (1T ACS AT B PAMLT T ACT RENT PANTE

Sabrimtce: BEQIOE07TBE ENORE ERIWG ECUIPMENT, SURVENSNG ECUIPMMENT, DRAASND 8STRURE b
Gobciimbos: FRIARINIGT BHOES ARD BOOTS Boots and Soes, Aihlesc aed Sporiomas Typ

Soburiatue: PGB0 00 S ARD IO TS Doots gl Shoes. Alhiste asd Lpoiienas Typ

SolicREten: DOD0R0CE0d CLOTHING. ATHLETIC. CASUAL, DN 55, UMIFOSIM. WEATHER RELATED, WORN Al Clot

s o
i Work | O tlold | Cmbmerner | Asaitiog Asard | Asordien | B | Comulskation Mo ot Us [ Help [Mersi | ogoss

X1} Solicitations Fousd to Close at This Time

]mm ua.nan[l.l-

Selicilatos: BR0G00TET Baach Rake Mowabi)

AIARDG

Pl Awasing Pelease (1] My Dinagproeed Reguisitions (1)

Desumants | Reuisiions | SoCaRng [BCompie AW e Awar] Brditng Award - CHESK
wie | osei |
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Part 3 - Creating an Award

This section covers how to view vendor responses, select a vendor for award, and create the award notification.

Creste an Award

To begin, click on the Create an Award Icon and click on 1 Close Scheduled OnNet Soliitations
Close Scheduled OnNet Solicitations link first and then on 8

the RFQ link e B

Electronic{with Prices)
Q

Closed solicitations appear as a list @[ Main TSnIicItation [ETErTN ~ Awards Manager Award History | Approvals r [Misc | oravss

in the bOttom fl'ame \‘ f |Ahsl:ract> RFB I ‘POGenera(or Auto Release | My pCard Docs ‘ Intent To Award |CmmUs‘HeIp‘Lagu.r[

.. . . Optional vendor notification of cancelled solicitation
To open the _soI|C|tat|on and view the Sotcitation: (300800905
responses click on the Lump Sum G|

button. Line Item (Split Awards)
will be covered on page 29.

Optionally, you may choose to move
the solicitation to On Hold where A
you can edit and re-release it or
Delete the solicitation. This most
commonly used when there are no
vendor responses.

m,

Email all responding vendors: [ ccself: [

Status: \Se\em a solicitation, enter a subject, body and select a recipient to send.

clear review email

This option is only available when a SINGLE document is moved to "On Hold".

Enter a check mark in the first
square box next to the number of

responses to move the SoIICItatlon EMAILS MUST BE EI‘JTEBED PRIOR TO PRESSING "F.jove selected solicitations to On Hold".
However as the email is not cleared after sending, it can act as a skeleton for other documents.
on-hold or the second box to delete R — -
. . . . Options include sending a notification to 1: all responding vendors, 2: yourself or 3: both.
the solicitation. If Choosmg to delete, To send a notification: select a document, enter the subject, email body and recipient,
. press the "Move selected solicitations to On Hold" button. You will be prompted for missing fields.
YOU WI” prompted to enter areason. Verification of sending the email will be requested prior to submission. -

Then click on the Move Selected

Solicitations to On Hold/Delete R R R R R i o NN W
button Move selected solicitations to On Hold / Delete | Reset Print Back Resolicited Log Alt Proposals Log

Vies spo ses Responses | ine ltems

Delivery Date m Move To For Award / Close Date Commaodity Short Description
In addition you may send an optional S'"“ i Onl o Dclet eried
emall to nOtlfy Vendors of your Q2008009039 Fri Dec 25 2009 LS: O HIA 0 110 Fri Dec 18 2009 16:30:00 15505 BUILDING
actions by completing the email in Deletion = 3
atals Add o
the upper frame. Find In Misealansous » History » RFQ
Q2008009477 Mon Aug 11 2008 Ls: NIA 14 [ I ue Mar 25 2008 16:30:00 05528 AUTOMOTIVE FANS, CAB FAN,
C f t ” Q2008009481 Wed Nov 26 2008 Ls: NIA il 1 [ 110 Fri Oct 31 2008 12:30:00 20454 Computer Notebook
ontirmation popup messages Wi Q2008009633 Tue Jul 01 2008 LS HIA 15 [ [T 110 FriJun 27 2008 14:00:00 42560 CHAIRS -

appear with an explanation of the

Séflipas you are taking.
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Vendor responses are displayed on
the Abstract page arranged in order
from lowest to highest cost.
Responses are separated by a dark
blue line.

At the bottom of the page you can
optionally click to create the abstract
page as an Excel file (cvs).

The page shows all relevant
information about the vendor and
their quotation and has buttons or
websites that have information about
pre-bid conference, Professional and
Vocational Licensing (DCCA),
Federal Excluded Parties List,
vendor response tracking, and
questions and answers.

Intent to Award — opens an email
system where you may send a
notification of intent or ask for
additional documents (Compliance
documents). There is also an
optional email that can be sent to the
non-selected vendors.

Award — is where you choose the
awarded vendor and create the
award notification.

The vendor’'s name is a link to their
profile information.

Vendor comments and file
attachments will appear if a vendor
submits that info.

& Main_|Solicitation ager Award History | Approvals Misc
wi! Abstract > RFB 1I| |PDCeﬂera1nr Auto Release | My pCard Docs | Intent To Award ‘CmmUslHelplLagu.n

[ cApTuRE
| “ate

LUMP 5UM Abstract of Responses for Solicitation #Q2008010184

Click here to attach a post award file to this solicitations header.
This file will be viewable by vendors from the abstract solicitation view after award.

|
I solicitation Optional Title: [SHEEP
|

NIGP Nbr: 04090 |Abbreviated Desc: Sheep as per attached

Line Item Prices: [001: 69.85
Recycle Status: ‘001 : Recycled

Vendor Comments:

| Aftached Files: |
Bu!gr Comments:

I Delivery Date [ Email Date [ Due Date | | Solicitation Line ltems ‘ Requisition Nbr
Mon Jun 01 2009 Wed Apr 22 2009 Mon May 25 2009
‘ 00:00:00 ‘ 14:16:56 ‘ 14:00:00 H 1TOTAL ‘ e
[Estimated Price: $10000
Line tem View I Pre-Bid Conference I Assign/Manage pCard Hawaii Compliance Express Login | Professional and Vocational Licensing Search
Federal Excluded Parties List Vendor Response Tracking |
[
|
I Toggle All Switches |
Intent To Award / Discount Price LABP Price
‘ " e"szmurm ‘ Price ‘ Pymt Terms ‘ Pymt Text ‘ I ‘ NLAB: +0 ‘ Trans Date ‘ Trans Time
Intent:
69850.00 0 69850.00 69850.00 Tue May 12 2009 18:12:39
Award:
FedID: KAXXK K G4
‘ Vendor: 4AWAII VENDOR 3 P00000000005 ‘ ‘ IP Addr: 132.160.192.10

Line ltem Prices: |001: 80.99
Recycle Status: [001: Recycled

Vendor Comments:

| Attached Files: |

Intent To A d/ Discount Price LABP Price
‘ " enAwr;rdv\jrar ‘ Price ‘ Pymt Terms ‘ Pymt Text ‘ I ‘ NLAB: +0 ‘ Trans Date ‘ Trans Time
Intent:
£0990.00 0 20990.00 £0990.00 Tue May 12 2009 18:12:39
Award:
FedID: KH-XNAATEE
‘ Vendor: HAWAII VENDOR 3 P00000000004 ‘ ‘ IP Addr: 132.160.192.10

-

mn

( Line Item Award: }

RFQ #Q2008010184 DETAIL ITEMS Lump Sum ( All or None ) Award Method

Line ltem Quantity UOM Short Description

Cmdty
Code Status

001 1000 EA 04090 Sheep as per attached
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If using the Intent to Award email

Clicking on Intent to Award will
open an email system where you
may send a notification of intent or
ask for additional documents.
Compliance documents are the most
common so wording has already
been entered for you, but may be
edited as needed.

There is also a second optional
email that can be sent information to
the non-selected vendors. Scroll
down to the pink email area to
access it.

To disable the emails to the non-
selected vendors remove the check
mark next to their names in the
bottom frame. To fully use this
feature another short lesson is
available.

To send the emails to the vendor
chose a response due date from the
calendar and click on the Send
Intent to Award Emails button.

Once you have confirmed the email
the Intent to Award will be staged in
the Awards Manager — Intent to
Award sub menu. From there you
may record the date of the vendor
response, create the award, or
cancel the intent to award and send
it back to the Abstract stage.

PR
{ s |

Award History | Approvals

Main JSolicitation Manager JRCUETGER VEDET T r [Misc BT
Mo Abstract> RFB RPF |POGeneralnr Auto Release | My pCard Docs ‘ Intent To Award |CmmUs|Help‘Lagun

'Vendor Hame: [HAWAII VENDOR 3

Vendor Notification of Intent to Award Solicitation

Cancel This Intent o Awvard - Return to Abstract |

" CGS search Solicitation: Q2008010184 All tems To Vendor I0: PO0000000005

attach a Fie [0

Email Subject: [intent to award solicitation: G2008010184 Review Emai

Intent To Award |yawAll VENDOR 3
Email body: \yendor Address

City, State Zip

Based upon your response to our Solicitation (Number: (2008010184),
we intend to award the selected items upon receipt of the following documents:

- Tax Clearance Certificate
— Dept. of Labor and Industrial Relations Certificate of Compliance
- Certificate of Good Standing

The sbove documents must be received no later than 10 days from the date of this Intent
to Award.

For a variety of reasons, the State may find ceuse for cancellation of the award, thus
the

State of Hawaii is not liable for any work, contract, costs, expenses, loss of profit, or
any damages

whatsoever imcurred by your company prior to receipt of the Notice of Award. |

Hawaii Compliance Express. Alternately, instead of separately applying for
these certificates at various state agencies, vendors may choose to use the

Hawaii Compliance Express (HCE), which allows businesses to register online -
HAWAII BUYER 1

808-555-1212

fpierce@sicomm.net

Bee self: ¥ Bee list: | (email addresses, seperated by commas) Bcc self "Not Selected™: [

Cancel This Intent o Awvard - Return to Abstract

Today: 05/15/2009 Due Date: |MM/DD/YYYY

Send Intent To Award Emails

Reset to Original

m,

Solicitation Q2008010184 ltem: Responding Vendors
Vendor Send Email ¥ Vendor Name

1 X HAWAII VENDOR 3 PO0000000005

2 W HAWAII VENDOR 3 P00000000004

Review emait: T || b

W HAWAII VENDOR 1 PO0000000003

Intent To Award
YES
HO

HO

Award
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]

. 7% _Main_[Solicitation Manager| Award History | Approvals Manager [Miscellaneous] “57H5=
If not using the Intent to Award & e REP BT PO Generator | Auto Release | My pCard Docs | ntent To Award_|Contact Us|Help[Logout

Comments:
When you have selected your Attached Files:
Vendor and are ready to aWard, CIICk ‘ SCHAFFER MARKETING CERTIFICATE OF VENDOR COMPLIANCE

on the Award button. HePS will [ Vendor Name: [SCHAFFER MARKETING I Hawail Tax#: |
automatically access the Hawaii | (R |
Compliance Express (HCE) system

to check for vendor compliance and

show you the results. " intentToAward!
Award / ’7 _—7_-7: E Time
BAFO T
In this example, the vendor is " IntentTo Avard: €| : I
c?]mpliant in 3 areas only and not the Awmr‘f‘ ‘ ot
t . BAFO:
4" area, so they are not compliant. P -
f liancy is not required for this ~ — fecyeie sttus &
If com P opr y . q \ IS Serysie:biati o PROCUREMENT OFFICE [
award notification you may optlonaIIy eridor 15 CERTIFICATE OF VENDOR COMPLIANCE J19‘5223§‘:]
continue the award process by ————— '
. . ® s=nts the comolisnce sistus of the vender identified below
C||Ck|ng on the Award button . Attached Files: AX), the Internal Revenue Service, the Hawsii
of Commarce and Consumer Affairs (DCCA).
YOU may aISO just close thIS WindOW Vendor Name: BAROM| Vendor Name: | BARONIDAHO?2 Hawaii Tax#:
d b k t th Ab t t DBA/Trade Name: DBA/Trade Name: FEINISSN#:
a_n go back 1o the stract page Issue Date: 12113/ Issue Date: [12/13/2007 08:46:22 (=
view. The results of the HCE check Status: [RECOR| | Status: |RECORD NOT FOUND. HOT COMPLIANT DCCAFILE: |
are placed on the Abstract page . Youe Options fnllow: ——
directly below the vendor’s response. e fo vara: TryAgain:|_TryAgain | Tys:fz Semasns s =
BAFO Create The Award: Create The Award Make the Award to this Vendor
'mE";L‘:;:‘:"";d: L Create An Intent To Award: Create An Intent To Award | 'S';‘:g':n'?o:em;}e'°ez‘:’r‘}’::£:° felailidin bl i
BaFO: ™ Attempt to log into Compliance Express: Log into Compliance Express | Log into the Hawaii Compliance Express Website
HnelisnEices; UI Try Again Later: | Try Again Later Close this Absract and return to the Awards Page
Recycle Status: [0 :
Prlntl Close I VYRTR
RFQ #Q200800107 DETAIL 1iem>  LUmmip SUim | Al O RO § AWATU MELTI | L e A o: g ) AT Ik
Line tem Quantity UOM ET‘]‘? Short Description Status
001 100 PR 20005 SHOES AND BOOTS Boots and Shoes, Athletic and Sportsman Type BOOTS, HIKER, LIG
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Award History | Approvals [Misc ] =63eee
1 | PO Generator | Auto Release | My pCard Docs | Intent To Award [Contact Us[Help [Logout

1@

I

. . (i #+_Main_[Solicitation Manager
Hawaii Compliance Express — (& e
continued -

Comments:
Attached Files:

This page shows the results when a

SCHAFFER MARKETING CERTIFICATE OF VENDOR COMPLIANCE ‘

vendor is not a part of the HCE Vendor Name: | SCHAFFER MARKETING [ Hawail Tax#: |
system. | DBATrade Name: | | FEIN/SSI#: |
Issue Date: [12113/2007 08:45:49 I Ut |

The vendor will be displayed as Not
Complaint and you have options to
continue with the award (Create the
Award) or Try Again Later) or

Award /
BAFO

Intent To Award: ¢

Status: [RECORD NOT FOUND. NOT COMPLIANT |

DCCA FILE#: |

contact the vendor by using the Avard:
Create an Intent to Award email BAFO: I
system.

You may also Close this window and
go back to the Abstract page view.

Commenla
Attached Files:

If the HCE system is unavailable a
message will appear (not pictured).

Vendor Name: BARON|

DBATrade Name:
Issue Date: |12/13/
Status: RECOR|

Intent To Award /
Award /
BAFO

Intent To Award:
Award:
BAFO: ™

Line Item Prices: OI
Recycle Status: 0

PROCUREMENT OFFICE
CERTIFICATE OF VENDOR COMPLIANCE

cliance status of the vendor identified below
OTAX), the Internal Revenue Service, the Hawsii

n the issue date with respect to certificates

Departmant of Labor and Industrisl Relstions [DLIR), snd the Hawsaii Department of Commerce and Consumar Affairs (DCCA),

Vendor Name: BARONIDAHOZ2 Hawaii Tax#:
DBATrade Name: FEIN/SSN#:
Issue Date: 12/13/2007 08:46:22 Ul
Status: RECORD NOT FOUND. NOT COMPLIANT DCCAFILE#:

Your Options follow:

Try Again: | Try Again | Trys:[2
Create The Award: Create The Award

Create An Intent To Award |

'Re-Submit the same information to Hawaii
Compliance Express

Make the Award to this Vendor

.ND‘Ii‘I}‘ the Vendor(s) of your Intent to Award this
licitation to the

Create An Intent To Award: Vasidor

Log into Compliance Express

A pt to log into C: i Express:' | Log into the Hawaii Compliance Express Website

Try Again Later: |  Try Again Later
Print Close

Close this Absract and return to the Awards Page

RFQ #Q200800107 DETAIL nicw> Lummp SUln | Al U1 NODE | AWEIU MELTION | Luies 1 AWan: i | AT Mk

Line item Quantity UOM
001 100 PR

Cmdty i
s Short Description

80005 SHOES AND BOOTS Boots and Shoes, Athletic and Sportsman Type BOOTS, HIKER, LIG
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Once a vendor has been selected by
choosing the Award button, you will
be taken to the Award Input page.

Mandatory Award Section Step 1 -
Click the link to open this area and
choose the

« 1-1 Award Type

« Award Instructions

- Optional Agency Award
Number

« 1-2 Basis of Award

* 1-3 Competition Type

« Cpompetition Comments

« 1-4 Signed By

and optionally you can
Assign/Manage pCard and add
Competition Comments that can
be seen by approvers and auditors.

Optional Award Sections - Click
on the links to open these areas and
enter optional information on the
award.

Lag Days — set a future release date
for this award and add header
attachments

General Comments — add
comments

Line Iltem Attachments — add or
remove attachments

Line Item Award Instructions
Internal Comments Area

Award Email Distribution — allows
you to send a copy of the award to
other people

;;;;‘ Main_[Solicitation Manager JVETT B L EUET T o
(;:__,,-') Abstract> RFB R RFQ [ PO Generator | Auto Release

Approvals [Misc o=
LA G NE  Corntact Us| Help [Logout

My pCard Docs

Awarded By Awarded To

HAWAI| VENDOR 3

University of Hawaii
2444 Dole 5t
Bachman Hall 109 H
Honolulu, HI 96822

567 Honolulu Blvd

Honolulu HI, 96837

Alice Wonderland
email@sicomm.net

Vendor Nbr: 124567

Complete the Award of (Q2008010184-01)

Toggle All Areas |

Show ApprovalRoutes |

MANDATORY AWARD SECTION

‘Rewew [ Edit Award Type - Award Basis - Competition Type . STEP 1

Award Type: w STEP 11 Auward Instructions Agency Award Nbr:

HCE Compliancy I Assign/Manage pCard |

Basis of Award: Adequate Price Competition = sTEP 12 ‘Competition Type: Open Competition + sTEP 13

7S

Competition
Comments’

Not displayed
on Award review

Signed By: ~ STEP 14

OPTIONAL AWARD SECTIONS

|La Days/Release Dates - Line ltems Review - Estimated Total Price - Shipping Info - Award Header Attachments .

|Gener| Comments Area Review Vendor Line tem Comments I

|Line tem File Attachments .

|L|ne Item Award Instructions | Internal Comments Area; -

|award Email Distribution .

COMPLETE AWARD

Seecanadion. - and  ExecutsActon | QR Review/EdtAward |

@ Intemet | Protected Mode: On #100% -



¢ H Main_[Solicitation Manager [t ETGER i EUET T Award History | Approvals Manager [Misc ===
I‘CVZ ::j n’a\ll ;Eﬁsa?izfrtl)gg trg lg?csllngnt?l'?e @Mﬁm, RIPRIQ \mHm Auto Release | My pCard Docs | _Intent To Award_|Contact Us] Help Logout
Review/Edit Award button on the Optional Instruction y
|OWer I'Ight Of the page. [~ (176) Optional Award Instruction #1

All parts of the award are available

ﬂ: Secure Internet Commerce Network Purchase Order - Windows Internet Explorer

for review and editing as needed. AT

' h 2 CIZA | B http:c10.sicomm. net/buyer fpob0 1ReviewEit.htmi?chenge Order =&poliNbr = 280kToEdit =8solicitationFilesMayBePresent=1: ¥ [ #2] | X | | |l2]-
Pay SpeCIaI attentlon_ to the dellvery File Edit View Favorites Tools Help
or state/end of service dates to be Links (3P0 Sf Basec Login [ saseC Training [ Basic Admin  $f Basscc1o IR restistawai [l Rextist - s [ RPxtist-ludiciary SR vendor Login (/) Capital one cC )
sure they are accurate & B Secure Intermet Commerce Network Purchase Order ]_l & - B Eé - [tk Page + £ Tools ~ i

Secure Internet Commerce Network e s T ﬁ
Optionally you may add line items, PublicBuy.net \&(ww)g’ Commerce
| 4 2918 5th Avenue - Network
delete line items, add comments, San Diego, CA 92103 ore
change descriptions and Notice of Award for Definite Quantity Contract Hofice of Avard for Definite Guantity
EDIT | REVIEW 00200800032

attachments, and adjust quantities
and pricing if necessary to complete

subject to change

the award DELIVER TO: Date! Thu Dec 13 2007
° Pubic Buy Net Headquarters Destination =

HName 3

The bottom of the page has a link to 2018 5th Avenue

. . . e Address 2 .

open an optlonal email to notlfy Col _S(a;rgiZZD. CA 92103 TOrmS: hiscount  Terms text

Vendors Of any Significant Changes ot ail iberan@sicomm.net Ex: 5% = 0.05 20 net 21 deys = 20 net 31

yOU made to the aWard. on Award VENDOR: Required Delivery Date: Sun Sep 30, 2007
SCHAFFER MARKETING

Choose the Close No Action button a7 4032 e Dste: [MW/DD/VYYY ¥

is no changes were made or the OPTIONAL A Attn: Principal o= Dese: IMWDDANYY Y |

Quoted By: Stuart Schaffer

v RFQi#: Q200800107

Save Changes button on the bottom DOCH: D200800147

of the page. Popup confirmations
will appear. Line Item File

Contact: FRANK PIERCE  808-341-8782

Line Item Awi -
I Buyer: FRANK PIERCE  808-341-8782 A

. . IDnne S Trusted sites # 100% -
nput page for final release action.
Click on Select an Action, choose . _

. and  Execute Action | OR: Review / Edit Award |
Complete Award and click on Select an aciion

i Complete Award
Execute Action.
Cancel Award Action

You will be returned to the Award

27



The completed Award Notification
will be displayed. A popup will
indicate if the award is being sent to
approval routing or if it is being
released to the vendor.

Actual email of the award to the
vendor does not go out until the
nightly batch process. The award
can be edited at anytime before the
batch is processed.

Non-selected vendors who had
responded get an email telling them
who was awarded.

The bottom of the page has a Print
Button if you wish to have a hard
copy of the award.

The award can be found again in
Award History.

Main TSoIIcItatIon Manager| Awards Manager Award History IAppravals Iw-m T"ﬁg’g}@z
o Ah;uam RFPRFQ | PO Generator | Auto Release | My pCard Docs | _Intent To Award _[Contact Us| Help [Logout

Bill To:

Secure Internet Commerce Network
PublicBuy.net

2918 5th Avenue

San Diego, CA 92103

Secure Internet Commerce
Network

Notice of Award for Definite Quantity Contract

DELIVER TO: Pubic Buy Het Headquarters
Hame 2
Hame 3
2918 5th Avenue
Address 2
San Diego, CA 92103
jberan@sicomm.net

Terms:

VEHDOR: SCHAFFER MARKETING
5245 Gaylord Drive
San Diego, CA 92117-1032
Attn; Principal
stuart_schaffer@yahoo.com
Phone: 858-270-6664
Fax:
Account Number: PO0000056676

Delivery Date:

Contact: FRANK PIERCE 808-341-8782
Buyer: FRANK PIERCE 808-341-8782

RFG#: Q200800107
DOC# D200800147

Notice of Avwward for Definite Quantity Contract

DO200800032

Date: Thu Dec 13, 2007
Quoted By: Stuart Schaffer
F.0.B: Destination

Required Sun Sep 30, 2007

S Quantity Unit

SHOES AND BOOTS

Boots and Shoes, Athletic and Sportsman Type

BOOTS, HIKER, LIGHTWEIGHT, NYLON AND SUEDE, LEATHER UPPERS, E.V.A. MIDSOLE WEDGE, REMOVEABLE INSOLES, STEEL SHANK, SUEDE 100
001 LEATHER TOE OVER PATCH, PADDED LEATHER ANKLE COLLAR AND BELLOW TONGUE PR

MEN'S SIZE 6, MEDIUM WIDTH
(800-05-32-100) (nt)
Sub-Total:
Total:

SicormmPet will bill. via separate invoice. the 0.85% (0.0085) Transaction Fee, capped at $5000, applicable to this award in accordance with the
Solicitation Instructions and Terms and Conditions. and the SicommNet SOSA referenced in the solicitation. Payment should be made to 18.58
Sicommnet, Inc_, and is due within 30 days from receipt of invoice

Transaction

General
Comments:

Instructions:

Freight / Handling Included in Price
1. MAHDATORY Award Instruction #2, this order.
2: MANDATORY Award Instruction #1.

3: Notice of Award - Mandatory Instruction #1

Biy: FRANK PIERCE

28

21.86 2186.00

2186.00
2186.00

By accepting this order, seller agrees to accept all standard
terms and conditions and those appearing on or attached to

3



To create awards by Line Item
(Split Awards) go to the Awards
Manager/RFQ page as before and
select Line Item instead of Lump
Sum.

The line items will be displayed in
the bottom frame. You can select
which item to work on. It will be
marked as In Work and the Abstract
will display the prices for that line
item only.

There are two options for awarding
by line item. 1) You can select a
vendor for a line item and complete
that award, then do another, or 2)
you may select the vendors for all
the line items first and then create
the awards.

Responses | Line ltems
RFQ Nbr Delivery Date L Move To For Award / Close Date Commodity Short Description
On Hold | Delete Awarded
Q2008009039 Fri Dec 25 2009 Ls: ¢ NA wr-r 1 Fri Dec 18 2009 16:30:00 15505 BUILDING
Q2008009477 Mon Aug 11 2008 s NA ulr-r 210 Tue Mar 25 2008 16:30:00 05528 AUTOMOTIVE FANS, CAB FAN, 3
Q2008009481 Wed Nov 26 2008 Ls: ¢ NA 1)l 110 FriOct 31 2008 12:30:00 20454 Computer Notebook
Q2008009633 Tue Jul 01 2008 s NA s O 110 Fri Jun 27 2008 14:00:00 42560 CHAIRS
Q2008009681 Wed Oct 22 2008 1S: 0 e s OO 210 Tue Sep 30 2008 16:30:00 05528 AUTOMOTIVE ACCESSORIES FO
Q2008009894 Thu Jan 22 2009 s o wir-r 110 Thu Dec 25 2008 16:30:00 20032 Medical Wear
Done € Intemet | Protected Mode: On H100% ~ !

RFQ#Q200800504 DETAIL ITEMS Line ltem Award Method ~ Award Checked To: SN

{ Lump Sum Award:) Show Awarded

Select  Unhward Lineltem Quantty Uom M

R, Code
In Work, ¥ 001 12 EA
BARONIDAHOZ is available to be awarded items: 001, 002,
] I 002 50 EA

29

Short Description

20120 Bands: Hat as per attached specifications

Status

20120 CLOTHING ACCESSORIES (SEE CLASS 800 FOR SHOES AND BOOTS) Bands: Arm, Hat, Head,



After reviewing the abstract
information, check the box next to In
Work on the line items to want to
award to a vendor

Then select the awarded vendor
from the drop down list in the center
of the bottom frame, Award
Checked To:

Click the Go button.

This will assign the line item(s) you
have selected to the vendor you
have chosen. They system will also
check the HCE for compliance.

@- Main _[Solicitation Manager
: Abstract > RFB RFP | PO Generator | Auto Release

Award History | Approvals Manager [Misc

My pCard Docs | Intent To Award  [Contact Us] Help [Logout

\ e
| “"oaTA

~
University of Hawaii
2444 Dole St E
Bachman Hall 109 H
Honolulu, HI 96822 | |
| INDIVIDUAL LINE ITEM Abstract of Responses for Solicitation #3200800504
| NIGP Hbr: 20120 Abbreviated Desc: Bands: Hat as per attached specifications
| Estimated Price RFQ Line ltems \ Requisition Nbr | Line Item \ Quantity | uom
| 1520 2TTL ‘ R200800685 | 001 ‘ 12 | EA
Items
| Delivery Date | Email Date | Due Date
| Thu Hov 29 2007 00:00:00 | Thu Oct 25 2007 11:56:16 | Tue Nov 20 2007 17:30:00
| Assign/Manage pCard | Hawaii Compliance Express Login | Federal Excluded Parties List
. Discount Price LABP Price
Intent To Award | Award Price Pymt Terms Pymt Text - m Trans Date Trans Time
- [
Intent: 9.07 0 9.07 0.07 Fri Nov 30 2007 16:53:43
Award: %
Dynamic Preference %: I— Direction: 2' SetAl: [
FedID: HH-KHKK234
| Vendor: ‘BARDNIDAHCQ P00000056541 | | 1P Addrs 76.02.26.95
[ Recycled Status: Recycled
Comments:
T : b

RFQ #Q200800504 DETAILITEMS Line item Award Method

BARONIDAHOZ
Select Multiple tem Awardee
]

Show Awarded

|CS COMPUTER SYSTEMS

I FULL SERVICE VENDOR

New vendor

Select UnAward Line ltem Quantity UOM
In Work. ¥ 001 12 EA
BAROHNIDAHOZ is available to be awarded items: 001, 002,
[ ol o ooz 50 EA

Cmdty
Code

20120

20120

30

Short O Acme Elsctron Guns
Bands:|SURFER BOY INC

the new vendor

Sicommnet

tions

Status

CLOTHING ACCESSORIES (SEE CLASS 200 FOR SHOES AND BOOTS) Bands: Arm, Hat, Head,



Confirm your choice of this vendor
selection in the popup.

You will then be asked if you wish to
award this line item now (OK) or
continue selecting vendors for the
other line items (Cancel).

Normally it is best to continue to
select all the vendors for each line
item first, then do the awards later. If
you choose to do the award for one
line item only, the other line items
will remain in the abstract waiting for
you to process.

Your first line item will be marked as
Awarded and you can select the
second line item (In Work) and
choose a vendor from the drop down
exactly as before.

Award History | Approvals

T

@73 Main_[Solicitation Manager [ UET: FY P LRI
"% /sbswact > TRFB_RFP eI PO Generator | Auto Release | My pCard Docs | _Intent To Award _|ContactUs Help [Logout

| caeTuRe
| S

-~
University of Hawaii
2444 Dole 5t
Bachman Hall 109 H
Honolulu, HI 96822 —
INDIVIDUAL LINE ITEM Abstract of Responses for Solicitation #Q200800504
NIGP Nbr: 20120 Abbreviated Desc: Bands: Hat as per attached specifications
Estimated Price RFQ Line Items Requisition Nbr Line Item Quantity uom
1520 2Tt R200800685 001 12 EA
Items
Delivery Date Email Date Due Date
Thu Hov 29 2007 00:00:00 Thu Oct 25 2007 11:56:16 Tue Nov 20 2007 17:30:00
Assign/Manage pCard Hawall Compliance Express Login Federal Excluded Parties List
. Discount Price LABP Price
Intent To Award / Award Price Pymt Terms Pymt Text E—— Trans Date Trans Time
« LAB: -0.05
e
intent: 9.07 0 9.07 9.07 Fri Nov 30 2007 16:53:43
Award: ¥
Dynamic Preference %: . el er 2l El Direction: ﬂ SetAl: [
- \/ Award Items 001
) . To: BARONIDAHO2 MNow? FedID: HX-XXHK234
Vendor: BARONIDAHO2 P00000056541 1P Addrs 76.09.26.95
Recycled Status: Recycled
Comments: 3
RFQ #Q200800504 DETAILITEMS Line Item Award Method = Award Checked ( Lump Sum Award:
" Cmdty .
Select UnAward Line ltem Quantity UOM Code Short Description Status
In Work. ¥ 001 12 EA 20120 Bands: Hat as per attached specifications
BAROMIDAHOZ is available to be awarded items: 001, 002,
L 002 50 EA 20120 CLOTHING ACCESSORIES (SEE CLASS 800 FOR SHOES AND BOOTS) Bands: Arm, Hat, Head,
1520 2T R200800685 001 12 EA
Items
Delivery Date - Due Date
Thu Nov 29 2007 00:00:00 Wipdows Internet Explorer Tue Hov 20 2007 17:30:00
. Award Items 001 "
Assign/Manage pCard | \g) To: BARONIDAHO2 Excluded Parties List
. Press "Cancel” to Continue Awarding Items to Other Vendors Jrice
Intent To Award / Award Price Pymt Terms T e o5 Trans Date Trans Time
Intent: Press "OK” to CREATE THE PURCHASE ORDER for BARONIDAHO2 NOW
. 9.07 0 Fri Nov 30 2007 16:53:43
Award:

| <
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When all line items have been
reviewed and a vendor selected for
award on each of them, go to the PO
Generator sub tab on the menu bar.

You selections will be displayed in a
list. Choose to either Create or Un-
Award.

Create will take you to the Awards
Input page where you process the
award in the normal fashion
described earlier.

Un-Award will cancel your vendor
selection and move the line item
back to the abstracts page.

- BASEC eCommerce System - BUYER - Windows Internet Explorer

@'C} - |';fv§ http:/fc 10.sicomm. net/buyerfindes. himl?toolSource =awardsManagerMenulacal.himl SmenuFUNCTION = 12&datsFRAMESTRING =agencySuyer AwardLinel tems. html V\ +#|| X | P~

Flle Edit View Favorites Tools Help

Liks (3 5O $f BASEC Login BASEC Training BASIC Admin 9% BAsECc10 [ RextistHawai [ restist-HHsc [l RFxlist-Judiciary 58 vendor Login () Capital One CC @ Catslog @ | Catalog FAQ | Catalog Training Site.

il ﬁ' B @'E}Pagev:_’}TOQISv =
() Award History [ Approvals Manager [Miscellaneous| s35Tue=
My pCard Docs | Intent To Award  [Contact Us| Help [Logout

|
Q\"‘."Jy
University of Hawaii
2444 Dole 5t
Bachman Hall 109 H
Honolulu, HI 96822

';35 BASEC eCommerce System - BUYER l 1

Solicitation Manager [ECUVETS B T ETET [

Abstract > RFE RFP RFQ NESNeLNTIFIGTE Auto Release

Purchase Order Generator View Transactions Log

Awarded Awarded to Award Specifics
Create |Un-Award Solicitation LI Nbr Qty uom Commodity
£ L Q200800504 - 00 001 BARONIDAHO?2 12 EA 20120
o 'l 002 Sicommnet 50 EA 20120

Back
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Part 4 — Finding and Managing Awards

This section will describe how to find your awards and manage them, including editing or cancelling an award, multiple awards, cancel and re-stage for
award to another vendor, change orders, copying and reusing the RFQ used for the award, and printing of the PO Summary Report.

You can access your awards by using the Award History tab, All RFQ listing or by the Award History icon, Search Awards link.

All Awards List

Click on Awards History tab and
then on RFQ sub menu to display all
awards from an RFQ. The most
current is on top.

Search Awards

Within date Range — The default is
31 days but can be changed up to
9999. If you change the number of
days, select GO and allow time for
the sorting. The choose from the
drop down Select an Award from
the List Box

By Award Number — You can enter
the award number in the Get Award
for Document area.

By Text Within Date Range —
choose the dare range and enter in
words that appear in the line item
description on the award you are
searching for. Click on Find by
Text. A list of awards will display

Note: You can search your awards
only or those of the whole agency.

Rewiew Expiring Awards

Search Awards
Procurzment History
HISTORY
‘;‘.‘,\;‘ Main |Solicitation Manager] Awards Manager Approvals ManagerTMiscellaneous e
N Linked Awards Locator |Award Expiration Tracker RFB 11| 1P ¥ RFQ[Contact Us|Help [Logout

System RFQ Awards Current as of: Fri May 15 17:54:25 GMT-0700 (PDT) 2009

, Requisition/ Cmdty
Detail Awarded To RFQ Nbr - Abstract Document Nbrs PO Hbr PO Date Code Short Description Agency
- HAWAIIVENDOR 3 Q2008010184 SELELIZLE DO2008002147 Fri May 15 2009 04090 Sheep as per attached State of Hawaii =
D2008007507
R2008005845
al HAWAII'VENDOR 1 Q2008010186 D2008007513 002008002143 Tue May 12 2009 42008 Chairs, stacking, armless as per attached State of Hawaii
R2008005323 Leaf, Bush, Tree Limb Collection as per -
L ' i "
HAWAII' VENDOR 3 Q2008009779 D2008006816 ID2008002381 Tue May 12 2009 96850 attached specificati State of Hawaii
R2008005792 Commercial HotTubs for athlethic dept as .
~
HAWAII'VENDOR 3 Q2008010147 D2008007455 DO2008002120 Tue Apr 28 2009 80595 per attached specif State of Hawaii
R2008005771 - -
. HAWAII'VENDOR 3 Q2008010129 D02008002108 Wed Apr 22 2009 04030 Sheep as per attached State of Hawaii
D2008007435
R2008005620 . Adding optional Wiring Harnesses Kits for
o 8
HAWAIIVENDOR Q2008010023 D2008007174 002008002097 Tue Apr 14 2009 05528 above referened au State of Hawaii

‘F';*;!}I Main [Solicitation Manager] Awards Manager Aiward History Approvals Managerrwny r"”ﬁg#é‘
l‘\‘v-}f’ Linked Awards Locator [Award Expiration Tracker | B RFE 11" Ri ¥ RFQ[Contact Us[Help [Logout

University of Hawaii
2444 Dole St
Bachman Hall 109 H
Honolulu, HI 96822

Search Within Date Range
My Award's issued in the last |31 days: Select an Award from the list box -
List: My Award's: & Agency Award's: E_?j Sorted By: Award Date DESC -

Search By Award Number

Get Award for Document: ] Get Award

Search By Text Within Date Range
Award's issued in the last |31 days:

of: MyAward's: ™ Agency Award's:
Find By Ted sort: AWARD NBR DESCENDING ONLY

Item Description Text: |

33



Your award or the award of others if

you had chosen to show awards —
. . @ Main_[Solicitation | Awards Manager Approvals [Misc =
from others will be displayed. W Linked Awards Locator | Altermate Proposal Locator .omrdﬁxpamﬁmnm|§ RFB RFI RFP RFQ]ContactUs|Help [Logout

~

Scroll to the bottom to access other

THIZ NUMEZR MUST ATREAR

funCtlonaIItleS. EglcTLl?;lnternetCOmmerceNetwork Secure Internet Commerce _- N
PublicBuy.net Network

2918 5th Avenue
San Diego, CA 92103

Hotice of Award for Definite Quantity Contract Motice of Award for Definite Quantity Contract

D0O200800032
DELIVER TO: Pubic Buy Net Headquarters Quoted By: Stuart Schaffer
Name 2 Date: Thu Dec 13, 2007
Name 3
2018 5th Avenue F.0.B: Destination
Address 2 Terms:
San Diego, CA 92103
jberan@sicomm.net
VENDOR: SCHAFFER MARKETING Required Sun Sep 30, 2007
5245 Gaylord Drive Delivery Date:
San Diego, CA 921171032
Attn: Principal i
Vendor Hbr: i
Emailed To: stuart_schaffer@yahoo.com Solicitation#: Q200800107
Phone: 858-270-6664 DOC#: D200800147
Fax:
Account Humber: PO0000056676
Contact: FRANK PIERCE 808-341-8782
Buyer: FRANK PIERCE 808-341-8782 Assign/Manage pCard |
Quantity Unit

SHOES AND BOOTS
Boots and Shoes, Athletic and Sportsman Type
BOOTS, HIKER, LIGHTWEIGHT, NYLON AND SUEDE, LEATHER UPPERS, EV.A. MIDSOLE WEDGE, REMOVEABLE INSOLES, STEEL SHANK, SUEDE 100

001 LEATHER TOE OVER PATCH, PADDED LEATHER ANKLE COLLAR AND BELLOW TONGUE PR 21.86 2186.00
IMEN'S SIZE 6, MEDIUM WIDTH

(800.05-32100) (nt)
[ [ Sub-Total: | \ 2186.00
[ [ Total: | \ 2186.00

SicommMet will bill. via separate invoice. the 0.85% (0.0085) Transaction Fee, capped at $5000, applicable to this award in accordance with the
Solicitation Instructions and Terms and Conditions, and the SicommHMet SOSA referenced in the solicitation. Payment should be made to 18.58
Sicommnet, Inc_. and is due within 30 days from receipt of invoice

Transaction
Fee

General
Comments:

Instructions:
Freight / Handling Included in Price
1:

: ) By accepting this order, seller agrees to accept all standard

MANDATORY Award Instruction #2. terms and conditions and those appearing on or attached to
this order,

2:

34



Scroll to the bottom and us the
Select an Action drop down to view
all available functions

The primary areas you will access
are:

Create a New Solicitation — will
copy the original RFQ so you can
use it again

Create Change Order — Change
Order, Contract Modification,
Amendment, or Extension

Print Document

Email Document to Below — enter
in any valid email address in the
space provided

Re-email Document to Vendor

Modify Document Description —
cancel the award, create a multiple
award, re-stage for award to another
vendor

Certificate of Vendor Compliance
— view and print a copy of HCE
compliance certificates

AWARD Summary Report — a full
history of the procurement from first
creation to final award, has all the
details needed for approvers and
auditors

Click from the drop down and click
on Execute Action to open that
functionality

Main _[Solicitation Manager| Awards Manager

Approvals

CAPTURE
DATA

Manager |Miscellaneous|

Search Awards

Linked Awards Locator |Awa:d Expiration Tracker EE RFB RFl RFP

RFQ |Contact Us | Help [Logout

VETIOOT WOT. TL3850

Emailed To: emode@sicomm.net
Phone: 1231231234

Fax:
Account NHumber: PO0000000004

Contact: HAVAIl BUYER 1 808-555-1212
Buyer: HAWAII BUYER 1 808-555-1212

Solicitation®: Q2008009238
DOC# D2002006000

AssigniManage pCard

Quantity urlt
™ S 2 R N

DOG FOOD, DRY
40 LB/BAG - EUKANUBA OR EQUAL
(325-25.35-200) (nt)

01

SicommMet will bill, via separate invoice, the
Solicitation Instructions and Terms and Conditi
Sicommnet, Inc.. and i1s due within 30 days fr

iaction

ieneral
ments:

ictions:
1t/ Handling Included in Price

1D NOTICE: This document is an award notification only
d not proceed with the ordering or delivering of goods

, andlor notice to proceed is received. DO NOT DUPLICA

Select an action.

Review pre-AWARD Selections
Review Abstract

Create New Requisition
Create New Solicitation
Create Change Order
View/Edit Intemal Comments
Edit AWARD Descriptions./Instructions
Prirt Document

View AWARD Emai Date Info
Email Document to below
Re-Emai Document to Vendor
Madify Document Disposition
Re-view Email Distrbution

Cerificate of Vendor Compliance

AWARD Summary Report
Select an action.

1000
BAG 35.30 35300.00
Sub-Total: 35300.00
Total: 35300.00
d at $5000, applicable to this award in accordance with the
nced in the solicitation. Payment should be made to 300.05

rchase order will be sent under separate cover. Contractor
ces contracted until an agency issued contract, purchase

By: HAVVAI BUYER 1

and Execute Action Backto All Awards

ffpigrce @sicomm.net
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Part 5 — Approvals Manager

This section will describe how to find and view your approval

To begin click the Approvals Manager tab.

routes and how to check on the status of a solicitation or award that is in approval routing.

Award History
¢ POs>

Awards Manager |
In Approval Dis—Apprr:n.red| vy

Main [Solicitation Manager
Awvaiting My Approval |

In Approval Dis-Approved CmmctUs| Help |Lrchm

Approvas Manager

Miscellaneous | FEIHE=

Awaiting My Approval — are documents that you are the approver for. Click on the sub-tab to display a list for your approval.

My RFx’s — are your RFQs that need approved by someone
those that have returned to you as rejected by your approver.

MY POs — are your awards that need approved by someone
those that have returned to you as rejected by your approver.

else. Click In Approval to see those still waiting for approval. Click Dis-Approved to work on

else. Click In Approval to see those still waiting for approval. Click Dis-Approved to work on

e

This is a sample that shows an

Main_[Solicitation Ma

Award History

nager| Create | Edit | Awards Manager [ Approvals Manager [ o

e

=5

©
Sesp

Awaiting My Approval ‘My RFxs > In Approval Dis-ApprmEdlMy REQs > In Approval Dis-Apprwedl My POs > EESGI

\M Dis-Approved Contact Us | Help | Menu |Logout

award that is still waiting for

approval. To see this type of info
click on the View Approvals button
in the blue area on the left of the
popup. This is the info for this one
particular award,

Additionally you can review all the
routes assigned to you by clicking on
the white Show Approval Routes in
the center, This shows all routes
assigned to you.

View
Approvals
i i o

Description:

Date Required:

In Approval POs: Select a function by clicking the button adjacent the Document.

||

University of Hawaii
2444 Dole 8t
Bachman Hall 109 H
Honolulu, HI 96822

m m “ Sotcraton ibr fequsition ibr Socumentiibr m m
i i

1

Show Approval Routes

C AGENCY | hibuyer1 002008001472 D2007003237 20034

B2007003545 R2007002912
CLOTHING, ATHLETIC, CASUAL, DRESS, UNIFORM, WEATHER RELATED,

Thu May 31 2007 Scheduled Release Date: | Wed Jul 11 2007

Wed Jul 11 17:14:49 GMT-0700 (PDT) 20079F _ P - a > £y - =
HAWAIl APPROVER 1 {hiapprovert) writes {= httpz//training.sicomm.net/buyer/req_doc_approvallist.html?tempuser_id-undefined&docNbr-D0200...

PO DO2008001472 Approved by hiapprovg

BX

Purchase Instrument: DO2008001472 Approval Status for Document Number: DO2008001472  (Estimated Total Amount:0)  Current Stop: 1 of 1
Awvard notifications scheduled to be maile| -

Route Info: ID: 537 Commodity: All Dollars: Equal or Greater: 1
Wed Jul 11 17:06:54 GIMT-0700 (PDT) 2007 Stop 1 Stop 2 Stop 3 Stop 4 Stop 5
Award DO2008001472 Created and forwal A cer 10 hi ert
Award scheduled for release on: Wed Jul pprover f: lapprover
Award notifications are scheduled for reld Approval | CC: Approval

To Date: | Wed Jul 11 2007

Tue Apr 03 16:09:09 GMT-0700 (PDT) 2007
The solicitation (B2007003545) has been From Date:

Status:

Start Lastname search at:

Tue Apr03 14:43:40 GMT-0700 (PDT) 2007)

hibuyer1 writes
Air it cAlinitatineDINATARIEARY amandal
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You assigned approval routes are
also viewable under Miscellaneous
tab, Session Info sub-tab.

If you have approval routes where
you are the approver they will be
listed under Approval
Responsibilities. Approval routes
assigned to your documents are
listed under Assigned Workflow
Routes.

In addition this page shows the
number of current documents in
work and their status.

It also has a copy of the login page
info — scroll to the bottom to see this
info.

#7%[ Main_[Solicitation Manager| Create | Edit | Awards Manager |  Award History

| Approvals Manager [UE ELEGTH
‘\\(t_'jv |Mv Praﬁlel My Commeodities | Terms ‘ NIGP |Vendors | Manage TVL |User LogslHisbnry:v RFB_RFI RFP RFQ

Rl Contact Us]Help [Menu [Logout |

2] 1% >

User: HAWAII BUYER 1 Level 1 Buyer { hibuyer1)
Agency: State of Hawail { ADD000000025 )
Department: AGENCY
Today: FRIDEC 14, 2007 05:43:59 PM HST
Last Logon: FRIDEC 14, 2007 04:44:12 PM HST

RA [SA PA| |IA|App |DA |ON |AA [BH BW |BA |BDA Aw | |UA
0|0 ojo|2 |0 |7 11|31 |0|0 |3 3

|A Requisitions In Approval
1A Requisitions Requiring My Approval
1A Solicitations Requiring My Approval
1A Awards Requiring My Approval
App Approved Reqs Awaiting Buyer Action
DA Dis-Approved Requisitions
OM RFxs On Met
AA RFxs Awaiting Award
BH RFXs Not Released
BW Requisitions In Work
BA In Buyer RFx Approval
BDA Buyer RFx Dis-Approved
Aw Awarded RFxs

System Enhancements
Approval Responsibilities for hibuyer1

Specifics WWorkFlow / Approval Routing

[To] oo | _vocivee | cmatycose | potaram | useriyme | twr | e | twz | e | tvs | e | twa | e | tvs | oee |l

Assigned Workflow Routes
WorkFlow | Approval Routing
|__Route | DocType Cmaty Code | DollarAmt | ivi1 | Type | 1vi2 | Type | w3 | Type | Lvi4a | Type | Lvi5 | Type |
I

537

Current Session Summary

Disapproved
POs Awaiting Release Awaiting Approval Disapproved Requisitions Disapproved Solicitations Purchase
Orders

002008001656
DO2008001663
DO2008001673
002008001674
D02008001681
D02008001686

No No No
Documents Disapproved Disapproved
Awaiting Approval Requisitions Solicitations

002008001554
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Part 6 — Search System

This section will describe how to use the search functions in the system. It includes Review Documents, Review Commodities, Review Notepad, and
Review Vendors.

To begin click the Search System Icon and choose anything on the popup display.

/ ' Main Awards Manager | Award Histxy | Approvals Manager [Miscellanecus| =255
New | InWaork | On Hold | Onlnternet | Awaiting Award | Awarded | Find  [Cornacs Us] Help JLogous
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There are 4 searches all on this
same page — scroll down to see
each one. Search criteria is entered
in the top frame and results appear
in the bottom.

Review Documents

Document Type - Pick a document
type from the drop down

From and To - Select search dates
Click on Review Documents

The bottom frame will show all
documents found in your search

criteria for the time specified

The fourth column will show the
current status of the document

This example shows all Request for
Quotations between 8-1-07 to 12-14-
07.

75| Main EGIGIERCEURERERTE] Create | Edit | Awards Manager |  Award History [ Approvals Manager [Miscellaneous| =g1rke el
Y InWork_| On Hold | Pre-Encumbrance Hold [ On Internet | Awaiting Award [ Awarded | Find [ Consalidation Mgmt [Contact Us[Help [Menu [Logout -
A
University of Hawaii
2444 Dole St
\ Bachman Hall 109 H
Honolulu, HI 96822
SYSTEM SEARCH Enter Required Search Parameters
Review Document
Humber: Get Document =
OR
Document Type:| Requesl for Quotation
From {or Only) Date: [08/01/2007 Calendar'ronate 12/14/2007
Review Document(s) Reset Documert Search Parsmeters |
OR
Review Awards
Search on Description: |
Search Awards
e — .
]

- Department mm RFQ Number NIGP Code Date Created Short Description

Awards
[ AGENCY HAWAII BUYER 1 Mngr == Q2008008885 32525 Thu Aug 23, 2007 Cat Food
Abstract
- DAGS CYRUSWILSON  Awarded 02008009122 4251742265 Wed Dec 05, 2007 FURHNITURE: OFFICE Data Processing Furniture, Metal and Plastic (For Storage

Cab

HAWAII APPROVER In PRINTING PLANT EQUIPMENT AND SUPPLIES (EXCEPT PAPERS) Paper and

(o
AGENCY ADDT’OV&\ Q2008008764 70063 Wed Aug 15, 2007 Chemistry for D

Awards

(o DOH ROBIN DENTOHN Mngr = Q2008008777 91004 Mon Aug 13, 2007 Air Duct Cleaning Services as per attached specifications
Abstract

[ DPS DEEANN KAMA  Awarded Q2008008788 2077290000 Wed Aug 15, 2007 toners - hp laserjet 1320

~ DOH HEIDI MATEQ Awarded Q2008008785 4256030345 Wed Aug 15, 2007 FURNITURE: OFFICE Posture Cha\rspgg?:ggosmlc) CHAIRS, ERGONOMIC, METAL,
Awards



Review Commodities

Text/Number — enter either a word
or the commodity code number and
select Review Commodities button

Show Classes From — click on the
button below Show Classes from to
see a complete list of all the top
level 3-digit class codes
(approximately 260). Click on
Review Commodities button

This example shows a search all
commodities that contain the word
“water”

LIST Class Item
019  * AGRICULTURAL CROPS AND GRAINS INCLUDING FRUITS, MELONS, NUTS, AND VEGETABLES
019 53 VVATERMELONS
LIST Class ltem
L V< &
031 14 WATER SYSTEM, CHILLED (PORTABLE)
031 24 WATER TREATMENT CONTROLS, COOLING TOWER
031 27 VVATER TREATMENT, COOLING TOVVER
LIST Class Item
050 o~
050 40 VATERCOLORS
LIST Class Item
" 052 = ARTOBJECTS
052 56 VVATER COLOR PAINTINGS, ORIGINAL
LIST Class ltem
080 * AUTOMOTIVE AND TRAILER MAINTENANCE ITEMS AND REPAIR/REPLACEMENT PARTS
060 35 WATERPUMPS, AUTOMOTIVE
060 42 VATERFILTERS, AUTOMOTIVE
LIST Class Item
085 o~
065 92 VATER TANK BODIES FOR TRUCKS
LIST Class Item
075

ART EQUIPMENT AND SUPPLIES

AUTOMOTIVE AND TRAILER BODIES, ACCESSORIES, AND PARTS

AUTOMOTIVE SHOP EQUIPMENT AND SUPPLIES
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Description

Description

Description

Description

Description

Description

Description

—_— g

0 _Main RRIBIEUERRIELEREY Create | Edit | Awards Manager |  Award History [ Approvals M | oETeE
Wl New [ InWork | On Hold | PreEncumbrance Hold | On Internet | Awaiting Award | Awarded | Find | Censolidation Marmt [Contact Us| Help [Menu [Logout 3
I —— ’

Review Commodities
Text ! Nbr: water
AND/OR
Index lookup: Scan Index: Show Classes (from): Scan Classes (for): Drill Down:
[ [ L T T
Review Commodiies Reset Commodity Parameters |

e — v
To review all items within a Class click the LIST button and then review class items as required. A

AIR CONDITIONING, HEATING, AND VENTILATING: EQUIPMENT, PARTS AND ACCESSORIES (SEE RELATED ITEMS IN CLASS 740)



Notepad

Saved notes can be retrieved by
entering in information in the search
area

Search by Document and Line Item
Notes, other notepad entries, or by
Vendor Notepad

This example shows notes on Hawaii
Vendor 1 that have been entered by
buyers

You may enter a new notepad entry
and click on Save Note in the bottom
of the popup window.

LCICENCTR UEE T Create | Edit | Awards Manager |  Award History | Approvals Manager [Miscellaneous| “5T0es |
In Work | On Hold | PreEncumbrance Hold | On Internet | Awaiting Award [ Awarded [ Find [ Consolidation Mgmt [Contact Us[Help [Menu [Logout
~

Notepad

Document & Line ltemlbr
OR Other Notepad Name: = | Jhibuyerl Item: Item blank for all entries

OR Vendor Hotepad(BASEC ID):

Review Motepad Entriss | Creates Motspad Ertry |

Vendor BASEC |Ds/Notepads | h {Start vendor name search at) Resst

|

Agency Vendors: Get notepad by clicking name, Send email by clicking system number.

Hame City State System Number
HAWAIIVENDOR Anahola HI P00000000002
HAWAII VENDOR 1 Honalulu HI P0O0000000003
HAWAII VENDOR 3 Lahaina HI P00000000004
HAWAII VENDOR 3 Honelulu HI P0O0000000005
5
ining.sicomm. net/ZcorplD=P00000000003 GuserlD=hibuyer1&agencyl. CA 00000000154
HI P0O0000000027
Vendor: HAWAII VENDOR 1 0 { PO0000000003 ) System Notepad - State System Number
HI P00000000030
12/12/2007 04:00:30 PM
DBEDTOPMAEVA
Wendor has the cleanest teeth in Honolulu!07/20/2007 03:12:10 FM b |
dhhlmrobinso
wendor needs his job for toothpaste!06/27/2007 04:57:00 PM
LNRENGGCHING
Wender submits low prices06/20/2007 04:31:19 PM
hidotairmvil
Vendor forgot to use toothpaste today... YIKES!06/20/2007 04:31:07 PM
LIRFORNBUSTO >
< | &
-
Vendor: HAVAII VENDOR 1 { PO0000000003 ) System Hotepad ]
Back Prirt Find Save Note Reset CC: VENDOR (and save }
4l
< |
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Review Vendors 5 _Main Awards Manager | Award History | Approvals Manager [Miscellaneous] c=EIE=
((“_}} New In Work | OnHold | On Internet | Awaiting Award |Awa.rded | Find |CmmctUs|Help‘Lag:m

.. 00|
The vendor database may be :
searched by; ‘Rewew\iendors

‘ Responses to Current RFQs: [

Name OR
By Name: [” <-—Check to Search by Vendor DBA
Commodity Code (a number from oRr
the search above
) By Commodity]

By City: & i or County: |Honolulu

|
|
|
City 'AND/OR
|

Click for Counties [ Cities review: e
County
AND State: HAWAII - OR Zip: =
State Review Vendors Reset Vendor Search Parameters |
Zip
Vendor Listing as of Fri May 15 18:22:35 GMT-0700 (PDT) 2009
Vendoriame Contactame I ) N IR
Click on Review Vendors to see the © ABC jojn john iohn.john@hawaii.gov 808-596-5125
results alphabetically in the bottom B DomS oo babo bobobola oveLhorita@hawaii.qov 800-888.8888 800-888-8889 L
fram € lel CAROL TESTS Carol Hudnell carol@sicomm.net 555-555.5555
¢ CHARLES TEST COMPANY HI Charles Sirl charles@sicomm.net £619-294.9191
This example shows vendors for ¢ CONRAD ENTERPRISES Kevin Nako kevin.nako@hi.gov 808-587-1987

Honolulu County.

DEPARTMENT OF TRANSPORTATION

T pota GELAC LUCAS GELALUCAS@HAWAILGOV 808-838-8627 £03-838-8653
_ [vew | engordame | Comacthome | Emw | b | x|
Click on View to see more ©  GTBCORP. TOM BUSIC G BUSIC BUSICG001@hawaii.rr.com 308-927-1556
information on the specific vendor, € HAVAIVENDOR 1 John Doe test5@sicomm.net 1231231234
including name, address, email, © HAWAIIVENDOR 3 Alice Wonderland email@sicomm.net 1231231234
awards, commodity codes, notepad, (ol iy John Smith ismith@hotmail.com 808-832.1296
and profile. o] |5 John Smith ismith@hotmai.com 808 832 4600
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Part 7 — Miscellaneous

This section will describe how to use change your User Profile and Password and find documents you have saved and need to open and work on again.

Profile and Password
information is found under
Miscellaneous/My

University of Hawaii
2444 Dole St
Bachman Hall 109 H

Profiles on the Menu bar GOLD Highlited Fields indicate MANDATORY Input.
b Department ID AGENCY

Passwords must be at St

least 7 digits long, contain e

a minimum of 2 capital ——aa

letters and 2 numbers. Teieghons [

Click on the Update User
Info button to apply
changes.

For Requisitio|——7———
Approval Route Displa Approvals e
For Muttiple Document or Sorioratioh

HOTE: With 2 lsrpe number of Documents the o C=—

In-Line mathod resuits in 2 siower psge koad fime
For Award Approvals{ ron ~

Updats User Info

| Main  RRIGIFHGTRATEEEY  Awards Manager Award History Approvals Manager [Miscellaneous
inWiork | OnHold | Oninternet | Awalting Award | Awarded | Find  {onkact Us[Help [Logout

When creating a solicitation you may have inadvertently left the process or lost internet connectivity at some point. When that happens, the system will save
as much of the document as it can and it will be found again as a partial requisition under Solicitation Manager/New. It is not a RFQ yet, only a requisition.
Click on Manage to open and continue working on this document and turn it into an RFQ.

After a solicitation has been created there is an option to File RFQ for Later Action. Your solicitation can be found again under Solicitation Manager/On
Hold. Click Manage to open and continue working on this document.

00| Main TSoIIcILatIon Manager [RETETG L ELET [ Award History TApprovals ManagerTMiscellaneous CAETRE
Yo [Abstract> RIE RED RFQ paeleilseiiil Auto Release | My pCard Docs | Intent To Award |CnmzctUs|Help|Lngom

If you leave the Award Input page while creating a Notice of Award, your vendor selection is saved under Awards Manager/PO Generator. Options are to
continue to Create the award or Un-Create the vendor selection and return it to the Abstracts page.
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