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Part 1 - Creating and Releasing 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.  

 

 

 

 

  

  



6 
 

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 Info 

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 

 

 
  



10 
 

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 

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 
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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: 

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                                                                                                                              
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Action Illustration 

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 
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Action Illustration 

Once you click ok on the Approval routes check 
pop-up, when all reviews and edits are done, click 
the Release Solicitation B202300069 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 information 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). 
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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 

To begin, click on the On Internet Icon      

Action Illustration 

Amending a Solicitation 

All parts of a solicitation may be reviewed, 

edited, or amended as necessary – in addition 

this page contains this information: 

Click on the small round button next the number 

of responses to view names of vendors who have 

responded – prices are not displayed 

Pre-Bid Conference – vendors may optionally 

sign up to attend. Click on the check box to view 

attendees 

Question/Answer Period – Click here to view and 

respond to vendor questions 

Vendors – if Agency Domiciled Vendor option 

was chosen, click on here to review that list 

Solicitation Files – click on the link to view your 

attachments 

To begin amending a solicitation, click on the 

word Amend which is a link. 
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Action Illustration 

Amending a solicitation continued.. 

Before you begin the amendment, a separate 
popup window will appear called the Vendor 
Response Tracker.  It shows: 

• Vendors who have already responded 

• Vendors who were emailed the 
solicitation (Review Email Recipients 
button) 

• Vendor who have opened their email or 
logged in and viewed the solicitation 
(Review Vendors Who Viewed 

Solicitation Detail button) 
 
To continue the amendment process, close this 
informational window. 
 
This window can be opened at any time by 
clicking on the Toggle Respondees View button. 
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Action Illustration 

Mandatory Step 1 

Before anything can be changed on the page you 
must first enter in a reason for the amendment 
by typing in your reason in the REASON TEXT box. 
This information is included on email notifications 
to the vendor regarding your amendment. 
 
Mandatory Steps 2-6 may be reviewed and 
edited. Click on the text links to open those areas. 
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Action Illustration 
 

Optional Solicitation Sections may be opened 

by clicking on the text links. 
 
To amend information on the line item (quantity, 
unit of measure, description, attachments, 
commodity code) click on the Amend button in 
the lower frame. The process is the same as when 
you were editing the original solicitation. 
 
To add another line item, click on the 
Add Item 2 button in the center of the page in 
the lower frame. The process is the same as 
described earlier in Steps 8-14. 
 
To finish and release the amendment, click on the 
Release Amended Solicitation button or you may 
choose to save your changes and File Amended 
Solicitation for Future Release. 
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Action Illustration 
 

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 
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Action Illustration 

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 
 
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 notify them of your actions. If using, the 
email must be completed first before any action 
is taken. 
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Action Illustration 

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 On Net 
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. 
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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. To begin, click on the Create an 

Award Icon and click on Close Scheduled OnNet Solicitations link first and then on the IFB link 

   
Action Illustration 
Closed solicitations appear as a list in the bottom frame.  

To open the solicitation and view the responses click on the 
Lump Sum button. Line Item (Split Awards) will be covered 
on page 34. 

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

Enter a check mark in the first square box next to the number 
of responses to move the solicitation on-hold or the second 
box to delete the solicitation. If choosing to delete, you will 
prompt to enter a reason. The third box allows you to use the 
Hide feature, select the ‘Hidden’ check box. This will prompt a 
popup to appear that indicated the solicitation has been 
hidden 

Then click on the Move Selected Solicitations to On 
Hold/Delete/Hidden button. 

In addition, you may send an optional email to notify vendors 
of your actions by completing the email in the upper frame. 

Confirmation popup messages will appear with an 
explanation of the actions you are taking. 
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Action Illustration 
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 may click to create 
the abstract page as an Excel file (cvs). 
 
The page shows all relevant information about 
the vendor and their bid and has buttons or 
websites that have information about pre-bid 
conference, Professional and Vocational Licensing 
(DCCA), Federal Excluded Parties List, vendor 
response tracking, questions and answers and the 
ability to upload vendor attachments.  
 

Publish Selected Vendor Attachments  

Upon solicitation closure, the Construction Bid 
Module allows Buyers the Vendor Abstract 
options to:  
1. Publicly display specific or all 
vendor/contractor submitted file attachments  
2. Publicly display additional files, such as 
redacted vendor/contractor submitted file 
attachments 
3. Click on Publish selected Vendor File 
Attachments for Abstract Review Link 
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 Action Illustration 

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. 
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Action Illustration 

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 choose 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. 
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Action Illustration 

If not using the Intent to Award 
 
When you have selected your vendor and are 
ready to award, click on the Award button. HePS 

will automatically access the Hawaii 
Compliance Express (HCE) system to check for 
vendor compliance and show you the results. 
 
In this example, the vendor is compliant in 3 
areas only and not the 4th area, so they are not 
compliant. If compliancy is not required for this 
award notification you may optionally continue 
the award process by clicking on the Award 
button. 
 
You may also just Close this window and go back 

to the Abstract page view. The results of the HCE 

check are placed on the Abstract page directly 

below the vendor’s response. 
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Action Illustration 

Hawaii Compliance Express – continued 

 
This page shows the results when a vendor is not 
a part of the HCE system. 
 
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 contact 
the vendor by using the Create an Intent to 
Award email system. 
 
You may also Close this window and go back to 
the Abstract page view. 
 
If the HCE system is unavailable a message will 
appear (not pictured). 
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Action Illustration 
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 
•    Competition Comments 
•    1-4 Signed By 
 

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 
 

Contract Templates – Prefilled forms which can be 
added to the award header section. 
 

General Comments – add comments 
 

Line-Item 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 
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Action Illustration 

The final step before releasing the Award 

Notification is to click on the Review/Edit 
Award button on the lower right of the page. 
 
All parts of the award are available for review and 
editing as needed. Pay special attention to the 
delivery or state/end of service dates to be sure 
they are accurate. 
 
Optionally you may add line items, delete line 
items, add comments, change descriptions and 
attachments, and adjust quantities and pricing if 
necessary to complete the award. 
 
The bottom of the page has a link to open an 
optional email to notify vendors of any significant 
changes you made to the award. 
 
Choose the Close No Action button is no changes 
were made or the Save Changes button on the 
bottom of the page.  Popup confirmations 
will appear. 
 
You will be returned to the Award Input page for 
final release action. Click on Select an Action, 
choose Complete Award and click on Execute 
Action. 
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Action Illustration 

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. 

The actual email of the award to the vendor does 
not go out until the nightly batch process. The 
award can be edited at any time 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. 
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Action Illustration 

To create awards by Line Item (Split Awards) 
go to the Awards Manager/IFB 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.  
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 Action Illustration 

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. 
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Action Illustration 

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 and you can 
select the second line item Awarded (In Work) 
and choose a vendor from the drop down exactly 
as before. 
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Action Illustration 

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. 

 
Your 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. 
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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 IFB used for the award, and printing of the PO Summary Report. You 

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

       
Action Illustration 

All Awards List 

Click on Awards History tab and then on RFB sub menu to 
display all awards from an IFB/RFB. 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. 
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Action Illustration 

Your award or the award of others if you had 
chosen to show awards from others will be 
displayed. 

Scroll to the bottom to access other 
functionalities. 
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Action Illustration 

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 
IFB 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 
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Part 5 – Approvals Manager 
This section will describe how to find and view your approval routes and how to check on the status of a solicitation or award that is in approval 

routing. To begin click the Approvals Manager tab. 

Action Illustration 

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 IFBs that need approved by 

someone else. Click In Approval to see those still 
waiting for approval. Click Dis-Approved to work 
on those that have returned to you as rejected by 
your approver. 
 

MY POs – are your awards that need approved 

by someone else.  Click In Approval to see those 
still waiting for approval. Click Dis-Approved to 
work on those that have returned to you as 
rejected by your approver. 
 
This is a sample that shows an 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. 
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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. 
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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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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. 

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. 

 

 


