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Creating and Forwarding an IFB 
 

This section covers filling out basic header information (contact, delivery/start/end 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 forwarding the solicitation to a BWS Level 3 Buyer for release to the Internet and subsequent 
awarding. 
 

 
 
To begin, click on the Create a Solicitation icon and select IFB from the dropdown selection 
 
 
 
 
 
The Solicitation Header has 7 initial Steps. Hovering your cursor over the Step Number  provides a Step explanation in a pop-
up window. 
 

Step 1 – Contains a date, assigned Document number, and an Optional Reference Number/Text field 
 

Step 2 -  Defaults with the BWS Engineer/Project Manager and an option to add or edit Contact Person 
 

Step 3 – Required Delivery date, Length of Contract (Start/End) Date, Number of Calendar Days After Receipt of Order, and 
defaulted Freight selections 
 

Step 4 – Chose a Delivery Location or Create a new one from the dropdown menu.  Click to View Delivery Point information 
 

Step 5 – Chose a Billing Location or Create a new one from the dropdown menu.  Click to View Billing Point information 
 
Optional P-card information (usually assigned by Level 3 Buyer during the award process, if applicable) 
 

Step 6 – Optional Internal Document Notes 
 

Step 7 – Click Save All and Get Items 
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After completion of Step 7, a pop-up occurs to Continue now with this Solicitation: 
 
 

 
 
 

Step 8 – Select a service or product  by typing in a word or known commodity code and Click on GO or press Enter 
 

This will display all the instances where either the word or commodity code appears within the NIGP Commodity coding 
system.  NIGP commodity codes are used to identify which vendors/suppliers/contractors will be sent email notifications for 
their provided goods, products, or services   

 



7 
 

Step 8 continued – Select the appropriate NIGP Commodity Class and Item 
 

The selected NIGP description will be placed into the solicitation form for your customization, it does not have to be exactly 
what you want at this time, just the right category of service or goods 

 
NIGP Commodity Class codes 001 through 899 are goods/products  
 
In the example below, Class 909 for New and Maintenance & Repair of Building Construction is desired 
 
To view the entire NIGP Class for an item selection option, type in the Class number followed by zero zero, e.g., 90900  
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The entire NIGP 909 Class item numbers (03-84) display, and Class 909 Item 21 for Industrial Building Construction is being 
selected: 
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Steps 9 and 10: 
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Step 9 – Enter a Quantity and then select a Unit of Measure by using the drop-down menu selection 
Note: Multiple quantities may be split for various locations – Click on the Alternate Line Item Delivery Point button to split 
quantities and assign new Delivery Point 

• Enter the Estimated Total Price for the goods or service – this is for internal use only and not publicly seen 

• Optional Allowable Variation in Quantity 

• Optional Reference Line Item Tracking Number 
 

Step 10 – Customize the description to specifically describe the desired goods, products, and/or services – about one page of 
a Word document may be used 

• The custom description may be saved for future use by using the Save Custom Description drop down menu and 
selecting Yes to save 

• If the NIGP commodity code is not correct you may choose a new search in the bottom frame  
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Step 11 - Optionally, line item attachments may be added by clicking on the  Click here to attach files link 
 

1. Use Browse or Select Files to find your files 
2. Enter File Description for the file to be uploaded 
3. 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 audio, video, or executable files (.exe) 
• Any size file may be uploaded by the buyer except for audio, video, and executable files   

Note: Depending on vendor/supplier/contractor internet capacity - large files may cause some difficulty for viewing or 
downloading  

• Large files may either be zipped or broken into smaller files to ensure adequate vendor/supplier/contractor access  
• File descriptions may optionally be added 
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With the  selected files uploaded, you may either manage them or add more files, as needed 
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Step 12 - Optionally, you may add Account Coding/Fund Citations to the solicitation (currently not being used by BWS) 
 

• 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 accounting codes allow 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: 
 

• For multiple line items - Save Item 001/Select Item 002 - back to Step 8 to add another item 
• Create eIFB/Save eIFB Item – continues the solicitation creation process 
• Delete Document – erases everything 
• Click Execute Action to continue 
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Solicitation Creation 
 

With Steps 1–14  completed, you created all the basic requisition elements.  The requistion information is populated into a solicitation 
and may be edited at any time though the solicitation process.  Creation of a Solicitation entails five more mandatory steps (numbered as 
Steps 1-5) and review or inclusion of seven optional solicitation sections.  
 
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 and clicking on the link again will close the area.   In the Mandatory Solicitation Section Header, you may click on the word 
here to open all five Mandatory Step sections of review at once. 
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Solicitation Release Information Mandatory Step 1: 
 

 
 

Item Response – The default is set at All or none item repsonse.  This is used for a majority of procurements.  If the solicitation contains 
multiple line items you can set the system to require vendors to respond to all line items (all or none) or using the drop down menu, 
select individual item response which allows responding vendors to select which particular line item they want to bid on.   
 
Select Solicitation Recipients – For IFBs, the default is set for All Registered Vendors (All registered vendors/suppliers/contractors within 
the HePS database to include mainland and foreign suppliers registered to do business in the United States.   FYI - Agency Domiciled 
Vendors (Hawaii only) is the default for RFQs, going out as small purchase solicitations to applicable Hawaii address vendors/suppliers/ 
contractors   
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Solicitation Email Date – This is defaulted with today’s date or optionally, the solicitation may be kept on hold until the date of its actual 
release to On Internet 
 
Solicitation Responses Due - Enter a due date and time (closing date) – system default is 4:30 PM HST 
 
Solicitation Header File Attachments – Solicitation Header file attachments are added in this option.  Additionally, Standard header files 
such as Instruction to Bidders, final payment certification, etc. may be added to a solicitation by clicking on the No in the On RFQ column 
and changing the display status to Yes 
 

 
 

Review the selected Required Delivery Date/Length of Contract/#CCD ARO and Freight information – edit if necessary 
 
 

Billing and Shipping Locations Mandatory Step 2 
 
Option to review and edit the Bill To and Deliver To information that was selected earlier 
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Solicitation Vendor Instructions Mandatory Step 3 
 
At this time, Board of Water Supply has 13 mandatory IFB instructions for vendors that will automatically post on your solicitation 
(questions, General Terms and Conditions, offer deemed firm, bid attachments, taxes, compliance, transaction fee).  Management of 
the mandatory instructions is conducted by the BWS Procurement Office. 
 
In addition, there are 10 optional pre-built construction/goods and services instructions that may be added to the solicitation by simply 
clicking on the square box on the left side of the optional instruction 
 
If an additional instruction or information is needed that is not previously identified, you may add needed instructions on the fly   
Note: Should these needed additional instructions be applicable for future purposes, please contact the BWS system administrator and 
then may be added as either a future use mandatory or optional instructions  

 

 
 
 



18  

 

Solicitation Vendor Instructions Mandatory Step 3 continued 
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Custom Solicitation Title and (optional) Description Mandatory Step 4 
 
Enter a title for the solicitation – only the title is mandatory, the title description is optional 

 

 
 
 
 
 
 
 
 

Solicitation Geographic Location/Category Mandatory Step 5 
 
Use the drop down menu and select a category, then check the Honolulu county where the goods or services are to be delivered or 
provided.   
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Optional Solicitation Sections  Optional Sections are singularly opened one at a time.  The following areas are all optional features for 
building your solicitation: 

 
Contact and Buyer Information – review and edit as necessary.  Contact and buyer information are defaulted to be the same.  The contact 
information is an editable field.  When Level 1 buyers pass solicitations to Level 3 buyers, unless edited otherwise, the Level 1 buyer will 
be the Contact Person for the solicitation. 
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Header Notes – review and enter as necessary, once entered they are a permenant internal electronic record within the solicitation that 
is not publicly accessible 

 
 
Line Item Quick Edit – allows you to change the line item reference number, quantities, unit of measure, estimated dollar amount, and 
line item description 
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Solicit Responses From Other Commodity Suppliers -  This allows up to 40 additional NIGP commodity codes to be added to a solicitation 
to broaden its field of Solicitation recipients.   BWS Level 3 Buyers will add the additional NIGP commodity codes 
 

 
 

Pre-Bid Conference – This is used for notifying vendors of a pre-bid conference or pre-site visit requirements – Select a date and time 
using the calendar and drop-down menu.  For location you may use the Copy agency address or add a new location and save it to a 
library.  When saved to a library, clicking on the library radio button will take you to the address library and you click on a selection box 
to have the saved address automatically display.   The pre-bid conference Notes section also has a Save and Library functionality where 
specific instructions regarding attendance to the conference may be displayed. 
 

 
 
 
Questions/Answer Section – allows for vendors to submit questions online by a prescribed date and identifies the due date for answers 
to be provided.  Hawaii policy is to not display the vendorʻs name.  Use the calendars to select a deadline for question submittal and a 
date when answers will be published to all vendors.  When questions are submitted, buyers have a functionality to request assistance 
and forward questions to subject matter experts for their answers to be published. 
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Subcontractor Section -  This option allows a Public Interested Vendors List section on the solicitation for vendors to acknowledge that 
they are interested in responding to an Agency solicitation.  This serves as a Plan Shareholder like process and allows their sub-
contractors to know which jobs or projects they may also participate with a General Contractor.  After a solicitation is closed, buyers 
have the ability to display bidder attachments, such as a sub-contractor listing or other submitted files, as part of the public Abstract/Bid 
Tabulation.   For BWS, this section is mandatory for all IFBs. 
 

 
 
After completing the mandatory and optional solicitation steps, there are three execution buttons displaying: 

• Preview Solicitation - Rough Draft Version 

• File for Later Action - Saves and Moves to On Hold 

• Close Solicitation No Action – This deletes all previous work 
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Click on File for later action and at the pop-up Press OK 
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Solicitation Manager/ On Hold 
 
The saved solicitation in now in the Solicitation Manager tab and On Hold sub menu.  Too access the solicitation for viewing, continued 
work, or forwarding, click on the Manage radio button. 
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Forward Document To Buyer 
 
After first saving a solicitation, BWS Level 1 Branch Heads and Engineers now have the ability to forward the solicitation to BWS Level 3 
Buyers by using the Forward Document To drop down menu.    
 
Scrolling down to the bottom of the solicitation header sections, there are now four selection choices with the Forward Document To 
selection moving the complete solicitation to a BWS Level 3 Buyer. 
 
Note: Whenever creating a solicitation, in order to immediately forward it to a BWS Level 3 Buyer, the solicitation must first be saved, 
using the File for Later Action button.  
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Using the Forward Document To drop down menu, the BWS Branch Head/Engineer selects the appropriate BWS Level 3 Buyer 
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Upon selection of a BWS Level 3 Buyer, a confirmation pop-up window displays.   
 
Click OK to forward the solicitation to the selected buyer.   
 
Note: The selected BWS Level 3 Buyer receives an automatic email notification that a solicitation has been forward for action.  
 
OR 
 
Click Cancel to return to the solicitation for continued editing and saving it back to On Hold sub menu. 
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Search System 
 
The Search System module provides buyers a database-wide search functionality for:  
 

• Documents 

• Awards 

• Commodities 

• Notepad 

• Agency File Attachments 

• Vendors 

• Vendor File Attachments 
 
To access the Search System from a buyer account either (1) click on the small Agency logo to the left of the Main tab OR (2) click on the 
Search System box below the magnifying glass icon
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There are 7 search fields, all on this same page – scroll down to see each one.  Search criteria is entered in the top frame 
and search results appear in the bottom frame. 
 

Review Documents  
 

• Enter a document number and click on Get Document 
 

OR 
• Document Type   

 
o Select a document type from the drop down menu 
o Enter a From and To date range using the calendar 
o Click on Review Documents 

 
This example shows all Request for Bids between 8-1-07 to 12-14-07 - The bottom frame will show all documents found 
in your search criteria for the time specified.  The first column provides a View and the fourth column will show the 
current status of the document. 
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Review Commodities 
 
Text/Number – Commodity searches may be conducted by either a word or a NIGP commodity code number.  NIGP 
Classes are 3 digits and a NIGP Class Item number is 2 digits.  NIGP commodity number seraches are conducted with 
either three or 5 digits.  To search an entire Class use the three digit Class number followed by 2 zeros.   
 
After entering a word or NIGP commodity number, click on the Review Commodities button 
 
To view the the NIGP Class listing click inside the Show Classes From radio button and then click on Review 
Commodities button.  In the split screen below, a list of all the top level 3 digit NIGP Class commodity codes will display 
(approximately 260).  For each NIGP Class number the Drill Down radio button will display all items listed with a single 
Class.  
 

This example below shows a search by using the word – construction:  
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Notepad – There are many opportunities for buyers to enter internal document notes.  These notes are not publicly available.  
Saved internal document notes can be retrieved by entering in information within the search fields.  Additional Vendors may be 
searched and internal notes about them may be entered.  

• Search by Document and Line Item Number  

• Search Other Notepad Name (entrie)  

• Search Vendor Notepad  
 
In the example below (1) Hawaii Vendors were searched.  (2) Hawaii Vendor 1 was selected.  (3) Internal notes on Hawaii Vendor 1 
that have been entered by buyers are displayed.  (4) Buyers may enter new internal notes reagrding a vendor and click on Save Note 
to record their entry. 
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Review Vendors – The vendor database may be searched by various parameters.  Simply select one, input the field and then click on 
Review Vendors.   The Reset Vendor Search Parameters clears previous seletions/settings. 

• Vendor Name to include DBA name 

• NIGP Commodity Code(s) within a Vendorʻs Commodity Profile 

• By City, County, or combination of both 

• By State 

• By Zip Code 
In the example below, Honolulu was typed inside of County and Review Vendors was clicked:   
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To access Vendor Profile details click on the radio button adjacent to the Vendorʻs name.  The buyerʻs view of a vendorʻs profile will 
display.  Note: In this example, within the vendor profile, in addition to vendor contact information there are four categories with 
radio buttons taking you to their information fields: 
 

• Award History – History of vendorʻs awards within HePS 

• Commodities – A listing of al the NIGP Commodity Codes for their provided goods and services 

• Vendor Notepad – Historical internal notes associated to a vendor 

• Self-certified profile entries -  Licenses, Bonding, and Certifications uploaded by the vendor 
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Agency and Vendor File Attachments -  Both types of files attachments may be searched for in a similar manner.  In each case, you 
enter information within a search field and click on Get File.  Clear Fields is used to vacant previous information and start anew 
search. 
 

Agency File Attachments: 
 

• Solicitation Number 

• Award Number 

• Attachment Name 
 
 

 
 

Vendor File Attachments: 
 

• Vendor Account Number (needed for each search) 

• Solicitation Number 

• Addenda Number 

• Line Item Number (not commonly used) 

• Vendor Attachment Name 
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Miscellaneous/My Profile – Under the Miscellaneous Tab, the far left sub menu is My Profile.  My Profile contains you contact 
information to include Name, Title/Position, Telephone number, and email address.   Any editorial contact changes made in this 
profile will automatically populate as update to exisiting documents in work, solicitations, and awards.  This sub menu is also used to 
change or update your password.  Simply update the contact or PW information and click on Update User Info. 
 

  


