
1 
 

Level One Buyer IFB Manual Contents 
Part 1 - Creating and Forwarding an IFB ......................................................................................................................................................................3 

Steps 1-7: .............................................................................................................................................................................................................3 

Contract Duration & Due Dates / Delivery ...........................................................................................................................................................3 

Step 8: Commodity / Services Search...................................................................................................................................................................5 

Step 9: Quantity / Description .............................................................................................................................................................................6 

Step 10: Commodity Information ........................................................................................................................................................................6 

Step 11: Attachments ..........................................................................................................................................................................................7 

Step 12: Fund Citations ........................................................................................................................................................................................8 

Step 13: Notes ......................................................................................................................................................................................................8 

Step 14 : Select an Action.....................................................................................................................................................................................8 

Mandatory Steps 1-5 ...............................................................................................................................................................................................9 

Mandatory Step 1 ..............................................................................................................................................................................................10 

Mandatory Step 2 ..............................................................................................................................................................................................12 

Mandatory Step 3 ..............................................................................................................................................................................................12 

Mandatory Step 4 ..............................................................................................................................................................................................12 

Mandatory Step 5 ..............................................................................................................................................................................................12 

Optional Solicitation Sections ................................................................................................................................................................................13 

Solicitation Manager/On Hold ...............................................................................................................................................................................15 

Forward Document to Buyer .................................................................................................................................................................................16 

Part 2 – Search System ..............................................................................................................................................................................................19 

Review Documents ................................................................................................................................................................................................20 

Review Commodities .............................................................................................................................................................................................21 

Notepad .................................................................................................................................................................................................................22 



2 
 

Review Vendors .....................................................................................................................................................................................................23 

Review Vendors continued ....................................................................................................................................................................................24 

Agency and Vendor File Attachments ....................................................................................................................................................................25 

Agency File Attachments: ......................................................................................................................................................................................25 

Vendor File Attachments: ......................................................................................................................................................................................25 

Part 3 – Miscellaneous ...............................................................................................................................................................................................26 

My Profile ..............................................................................................................................................................................................................26 

Finding Documents ................................................................................................................................................................................................27 

 

  



3 
 

Part 1 - Creating and Forwarding an IFB 
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 

 
Action Illustration 

To begin, click on the Create a Solicitation Icon 

and choose IFB from the popup 
 
Delivery Date 
The Solicitation Header has 7 Steps. Placing your 
cursor on the Step number will provide an 
explanation in a popup. 

Steps 1-7:  

Contract Duration & Due Dates / Delivery 

Step 1 – Optional Document Tracker 
Information – numbers or text 
 
Step 2 – Optional Contact person for this 
solicitation – buyer is the default 
 
Step 3 – Required Delivery Date or Start and End 
of Contract 
 
Step 3-1 – CCD ARO - Number of Calendar Days 
After Receipt of Order 
 
Optional Priority – Normal or Rush flag will 
appear on emails to approvers 
 
Freight and FOB information, the standard 
default is already set 
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Action Illustration 
Steps 1-7 continued: Delivery & Billing Points 

Step 4 – Choose a Delivery Point or Create a New 
One from the drop down – Click on button to 
view info 

Step 5 – Choose a Billing Point or 

Create a New One from the drop down – Click on 
button to view info - Optional P-Card Information  

Step 6 - Optional Internal Notes  

Step 7 – Save and Get Items 
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Action Illustration 

Step 8: Commodity / Services Search 

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 commodity 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. Each commodity class is further 
broken down by a 2-digit number which 
distinguishes item or service.  
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Action Illustration 

Step 9: Quantity / Description 

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: Commodity Information 

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. 
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Action Illustration 

Step 11: Attachments 

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. 

 

If a file with the same name has already been 

upload there will be a popup warning. Rename 

the file before uploading 
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Action Illustration 

Step 12: Fund Citations 

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 allow funds to be split by 

percentage, estimated dollars, or quantity 

Step 13: Notes 

Optional internal notes may be added 

Step 14 : Select an Action  

Select an Action by choosing from the drop 

down: 
 

Save Item 001/Select Item 002 - back to Step 8 to 

add another item 
 

Create eIFB/Save eIFB Item – continues the 

solicitation creation process 
 

Click Execute to continue 
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Action Illustration 

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 be covered a few pages later 

 

Mandatory Steps 1-5 are detailed on the next 

page 
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Action Illustration 

Mandatory Step 1 

Item Response - if the solicitation has multiple 
line items you can set the system to require 
vendors to respond to all line item (all or none) or 
allow for individual response using the drop-
down selection 
 

Control Amount/Additive Alternate:  Displays on 
the abstract. Negotiated internally to add addt’l 
to job for ex 400,000 additive alt 90,000 so the 
total in the control field is 490,000  
 

Select Solicitation Recipients - vendors may be 
selected using either Agency Domiciled Vendors 
(meaning Hawaii only) or All Registered Vendors 
(entire system including the mainland and foreign 
countries) – selected vendors maybe viewed by 
clicking on the Review Above Recipients button – 
there is an option to add additional registered 
vendors to this list 
 

Solicitation Email Date - optionally, the 
solicitation may be kept on hold until the date 
entered for its release 
– the default is today’s date 
 

Solicitation Responses Due - Enter a due date and 
time (closing date) – system default is 4:30 PM 
HST 
 

Solicitation Header File Attachments/ Standard 
file attachments – optionally, header files may be 
added – these are not the same as the line-item 
files you may have added earlier  
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Action Illustration 
 
Review Required Delivery Date or  
Length of Contract and Freight info – edit if 
necessary 
 
Calendar Days- Contract Duration / Total number 
of days 
 
CCD ARO - Number of Calendar Days After 
Receipt of Order 
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Action Illustration 

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. 
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Action Illustration 

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 

Solicit Responses from other Commodity 

Suppliers – ability to search for up to 20 

additional commodity codes in addition to the 

line-item code 

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 
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Action Illustration 

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 
 

Sub Contractor Section  

1. Vendors will be able to see the "Public 

Construction Interested Vendors List". 

2. You will be able to upload a "Detail Abstract / 

Information File" which will be available for all 

Vendors to access in their view of the Abstract 

either after the Award is made or at your 

discretion while the solicitation is in "Awaiting 

Award". 

3. You will be able to set up any Bidders 

Attachment(s) to be available for all vendors to 

open and review in their view of the Abstract. be 

reviewed and edited also – see the next page for 

information or to complete the solicitation 

choose: 

Preview Solicitation – Rough Draft Version 

File Solicitation for later action –will save and 

place it in Solicitation Manager/On Hold for 

future edits 

Close Solicitation No Action – This deletes all 

previous work 
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Action Illustration 

Solicitation Manager/On Hold 

 
The saved solicitation is now in the Solicitation 
Manager tab and On Hold sub menu. To access 
the solicitation for viewing, continued work, or 
forwarding, click on the Manage radio button. 
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Action Illustration 

Forward Document to Buyer 

After first saving a solicitation, BWS Level 1 
Branch Heads and Engineers now can 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, 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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Action Illustration 

Forward Document continued.. 

Using the Forward Document To drop down 

menu, the BWS Branch Head/Engineer selects the 

appropriate BWS Level 3 Buyer 
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Action Illustration 

Forward Document continued... 

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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Part 2 – 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. 
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Action Illustration 

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 
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Action Illustration 

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” 
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Action Illustration 

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. 
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Action Illustration 

Review Vendors 

The vendor database may be searched by: 

• Name 

• Commodity Code (a number from the 
search above) 

• City  

• County  

• State  

• Zip 

Click on Review Vendors to see the results 
alphabetically in the bottom frame 

This example shows vendors for Honolulu 
County. 

Click on View to see more information on the 
specific vendor, including name, address, email, 
awards, commodity codes, notepad, and profile. 
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Action Illustration 

Review Vendors continued 

To access Vendor Profile details, click on the radio 
button adjacent to the Vendor’s name. The 
buyer’s view of a vendor’s 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 vendor’s 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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Action Illustration 

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 a new 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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Part 3 – 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. 

Action Illustration 

My Profile 

 
Profile and Password information is found under 
Miscellaneous/My Profiles on the Menu bar. 
 
Passwords must be at least 7 digits long, contain 
a minimum of 2 capital letters and 2 numbers. 
 
Click on the Update User Info button to apply 
changes. 
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Finding Documents 

 

 

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 

IFB yet, only a requisition. Click on Manage to open and continue working on this document and turn it into an IFB. 

After a solicitation has been created there is an option to File IFB for Later Action. Your solicitation can be found again under Solicitation 

Manager/On Hold. Click Manage to open and continue working on this document. 

 

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. 

 

 


