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HIDOE Buyer and Staff IFB Construction Award Protest Module 
 

The HIDOE IFB Construction Award Protest Module provides a protest communication mechanism for 
Vendors/Suppliers/Contractors to electronically submit a protest for a Construction IFB Award directly to the 
HIDOE Buyer and Staff.  Protest submittal must occur within 5-business days following the issuance of an award 
notice.   Protest submittals outside of the 5-business day criteria are not accepted. 
 
Protests shall be adjudicated in accordance with §103D-701, HRS and as amended. 
 
No protest based upon the contents of the solicitation shall be considered unless submitted using the electronic 
submission function on the State of Hawaii Department of Education (DOE) Hawaii electronic Procurement 
System (HePS) website prior to the date set for the receipt of offers. 
 
A protest of an award or proposed award pursuant to §103D-302, HRS, shall be submitted using the electronic 
submission function on the HePS website to the DOE within five (5) working days after the posting of the award 
or after the protestor knows or should have known of the facts giving rise to the protest. 
 
Only responses submitted through HePS shall be considered for protest.  A protest submitted without 
attachments is not acceptable. 
 
The Protest module is an electronic protest notification system based on retrieval storage of responding 
Vendors/Suppliers/Contractors protest submittals containing  uploaded file attachment(s).  This is solely an online 
protest delivery mechanism and all formal aspects of protest management and resolution outcomes are 
conducted outside of HePS. 
 
Protesters are provided a pre-populated protest form based on the company and user information found within 
their respective company‘s HePS eProcurement account.   All company and user contact information posted on 
the protest form is editable.  Additionally, the protest submittal process requires a minimum of one file to be 
uploaded for successful submittal.   Multiple files may be uploaded.  Standard file types such as docx, pdf, xlsx, 
jpeg, png, etc. are acceptable.   Audio, video and executable files are disallowed for security purposes.  



Mandatory uploaded file integrity verification is based on the protester browsing and validating each file as 
readable and containing the correct protest information, prior to submission.  
 

Within the 5-business day window, Vendors/Suppliers/Contractors are able to submit a protest, update and 
resubmit a protest, and withdraw or cancel their protest submittal. 
 

All protest actions are documented with email and date/time stamp screenshots on the intercommunication 
between the protesting Vendors/Suppliers/Contractors and HIDOE Buyers and designated staff for the following: 
 

• When a Vendor/Supplier/Contractor protest is submitted 

• When a Vendor/Supplier/Contractor protest is updated and resubmitted 

• When a Vendor/Supplier/Contractor protest is withdrawn or cancelled 

• When a buyer acknowledges a submitted or resubmitted protest* 

• When a buyer closes a protest 
 

*    Note: A buyer acknowledgement is to let the protesting Vendor/Supplier/Contractor know that their protest 
with a minimum of one (1) uploaded file has been received.  This is an acknowledgement and not an acceptance.  
Formal acceptance, resolution, or non-acceptable of protest are conducted between HIDOE and the protesting 
Vendor/Supplier/Contractor outside of HePS.   



HIDOE Buyer & Staff Protest Module 
 
Background:   Vendor/Supplier/Contractor Protest Submittal Process 
 

Action Illustration 

 

Protests for HIDOE Construction 
Awards must be electronically 
submitted via HePS within 5 - business 
days following the award date.  Protest 
submittals must include at least one 
(1) file attachment containing the 
protester’s rationale. 
 

• When an award is completed, 
all responding Vendors, 
Suppliers, and Contractors will 
have a gray Protest button 
adjacent to their solicitation 
response found in their account 
under Agency Opportunities 
tab and Past Responses 
submenu 

 
 

 
 
  
 

 
 
 
 
 

 
 

  



Vendor/Supplier/Contractor Protest Submittal Process continued 
 

Action Illustration 

 

• Using the Protest button, a 
protest submittal form displays 
with pre-populated with 
solicitation, award, and  
Vendor/Supplier/Contractor 
HePS account company and 
user point of contact 
information  

 

• Solicitation number 
 

• Award number 
 

• HIDOE Job Number  
 

• Job Title 
 

• Company Name 
 

• Company HePS account number  
 

 
 
 

 

 
Top of Protest Form 

 

 

 
  



Vendor/Supplier/Contractor Protest Submittal Process continued 
 

Action Illustration 

 
 

• All company and user 
information fields are editable 
by clicking within a field and 
editing/updating information 
 

• Single or multiple files must be 
uploaded in order to 
successfully submit a protest 

 

• To upload file(s) click on the 
Upload File(s) button 

 

• Either a single file or multiple 
files may be uploaded.    
 

• Note: Audio, video, and 
executable files are disallowed  

 

 
Bottom of Protest Form 

 

 

  



Vendor/Supplier/Contractor Protest Submittal Process continued 
 

Action Illustration 

 

• Once a file or files are uploaded, 
protesters use the Browse and 
Validate file button for each 
uploaded file 

 

• This is to validate that each 
uploaded protest file 
attachment is readable and 
contains correct information 
 

• If an incorrect file is uploaded, 
the Delete File button is used to 
remove it 
 

 
  

 

 

 

 



Vendor/Supplier/Contractor Protest Submittal Process continued 
 

Action Illustration 

 

• For multiple file attachments 
entries, the names of each 
uploaded file and total number 
of uploaded files will display 

 

 

 

 

 



Vendor/Supplier/Contractor Protest Submittal Process continued 

 
Action Illustration 

 

• After uploading their protest 
files, they use the Submit 
Protest button 
 

• Prior to submittal they formally 
acknowledge that a file integrity 
review was conducted for each 
uploaded file and confirm that 
each file is readable and 
displaying the correct data and 
information  
 

• A snapshot of the file 
acknowledgement is recorded 
 

 
 

 

 
 
 

 
  



Vendor/Supplier/Contractor Protest Submittal Process continued 
 

Action Illustration 

 

• At their final submission step a 
pop-up window occurs asking - 
Are you sure you want to 
Submit the protest?  
 

• By clicking OK the protest form 
and attached file(s) are formally 
submitted  
 

• Protesters also have an option 
to cancel their formal 
submission 
 
 
 
 

 

  

 
 
  



Vendor/Supplier/Contractor Protest Submittal Process continued 
 

Action Illustration 

 

• Note: Protest submittals, 
resubmittals, and withdrawals 
can only be conducted during 
the 5- business day protest 
period following a construction 
IFB solicitation award being 
issued 
 

• Protest actions initiated prior to 
the cut-off period and 
attempted after the 4:30 PM 
HST cut-off time frame at the 
end of the 5-business day 
protest period, will experience a 
pop-up message indicating that 
the protest period has expired 
and a protest cannot be 
submitted 

 

• After the protest cut-off period 
passes protest buttons are no 
longer available to all 
responding Vendors, Suppliers, 
or Contractors  

 

 

 



HIDOE Buyer & Staff Protest Submittal Processes 
 

Action Illustration 

 

• Upon a protest submission, the 
buyer and designated HIDOE 
Staff automatically receive a 
Protest email notification 

 

• The protest email contains 
protesting company user’s 
Name, company name, and 
HePS company account number 
 

• The Buyer and HIDOE Staff click 
on the here link to access the 
submitted protest form 

 
 

 

 
 
 
  

  



Submitted Protest Form Management 

Action Illustration 

 

• The top of the submitted protest 
form contains company and user 
contact information 

 

• This information is used for 
follow-up formal protest actions 
needed to be taken by HIDOE 
Buyer and Staff, outside of HePS 

 
 

Submitted Protest Form Information 
 

 



Protest Form Management continued 

Action Illustration 
 

• The protest form with file 
attachment listing may be 
printed 

 

• The protest form contains 
attached file names and format 
 

• Use the file icon to access and 
view   
 

• Accessed file(s) may be printed 
or saved outside of HePS 
 

• The HIDOE Buyer uses the 
Acknowledge Protest button 
after viewing and validating 
submitted file attachments 
 
 

 
Bottom of Submitted Protest Form 

 

 



Protest Acknowledgement continued 

 
Action Illustration 

 

• The HIDOE Buyer gets a pop-up 
message – Are you sure you 
want to acknowledge this 
protest? 
 

• Click on OK to proceed  
 

• Note:  This action generates an 
acknowledgement email to the 
protester.  
 

• Acknowledgement of a  
submitted protest is not a 
formal acceptance of a protest – 
it simply acknowledges to the 
protester that their protest form 
with file attachment(s) was 
received and under review 

 

 

 
 
 
 
 

 
  



Protest Acknowledgement continued 
 

Action Illustration 
 

• A protest acknowledged 
confirmation pop-up occurs 

 

• Click the Close button 
 

• An acknowledgement 
Date/Time Stamp window 
displays 

 

• The Date/Time Stamp 
screenshot is recorded in HePS  

 

• Buyer uses Back to BASEC 
button to return to Buyer Main 
Menu 

 

• An acknowledgement email is 
sent to the protester indicating 
their protest is received and 
under review. 

 

• The acknowledgement email 
screenshot is recorded with 
HePS and associated to the 
protester’s eProcurement 
account  

 
 

 
 
 
 

 
 



Protest Updates/Resubmittals 

Action Illustration 

 

• Within the allotted award 
protest period, protesters may 
update and resubmit their 
protest form with revised or 
additional uploaded files 

 

• The Buyer and Assigned HIDOE 
Staff will receive the resubmittal 
email 

 

• Access and review of 
resubmittals protest are the 
same steps for the Buyer and 
HIDOE Staff as receiving an 
initial protest   
 

• The Buyer and HIDOE Staff click 
on the here link to access the 
resubmitted protest form and 
review file attachment(s) 
 

 

  

  



Protest Closure 

 
Action Illustration 

 

• After a protest is reviewed and 
formally processed outside of 
HePS, the Buyer has the ability 
to formally close the protest 

 

• The buyer uses the Close button 
to formally close a protest 

 

 



Protest Closure continued 
 

Action Illustration 

 

• A protest closure email is sent to 
the protester annotating the 
protest has been formally closed 

 

• A screenshot of the closure 
email is recorded in HePS and 
associated to the protester’s 
eProcurement account  

 

 

 



Three Buyer Optional Accesses to Protest Module and Submitted Protests 

 
Action Illustration 

 

Protest Access Option #1: 
 

In addition to the Protest email 
notifications, Buyers may access 
submitted protest form and file 
attachments via: 
 
#1. The Buyer Protest Module found 
on the buyer’s Main menu when 
logging into their HePS account  
 

• Click View Protest Module to 
access protest(s) 

 

 

 
  



Protest Access Option #1 continued 
 

Action Illustration 

 

#1. View Protest Module 
 

• In the Test Buyer example 
above, the buyer has zero (0) 
protests as indicated here 

 
 
 
 
 
 
 

• In this Buyer Protest Module 
example, the buyer has one (1) 
submitted protest 

 

• To access the submitted 
protest form and file 
attachments click on the 
Protest Icon 

 

• The protest form and attached 
file(s) will display for access 

 
Buyer Protest Module with zero (0) protests: 
 

 
 

 
 
 
 
 
 

 

  



Protest Access Option #2 
 

Action Illustration 

 
#2. Protest form access via the award 
certificate drop down menu 
 

• Go to the Awards History tab 
and the RFB submenu 

 

• Click on the award number to 
access the award certificate  

 

  
 
 
 
 
 
 
 
 
 
 
 
 

  



Protest Access Option #2 continued 
 

Action Illustration 

 

#2. Via Award Certificate Drop Down 
Menu 
 

• At the bottom of the drop- 
down menu, select View Protest 
Form 

 

• Click on Execute Action 
 

• The protest form and attached 
file(s) will display for access 

 
Note:  All protest submittals will be 
found at the bottom of the award 
certificate drop-down menu.  If 
multiple protests are submitted, they 
will be available for an individual 
selection and execute action  
 

  

 
 
 
 
 



Protest Access Option #3  
 

Action Illustration 

 
#3.  Protest form access via the Award 
Summary Report 
 

• At the bottom of the award 
certificate drop- down menu, 
select Award Summary Report  
 

• Click on Execute Action 
 

 

 
 
 
 
 

 



Protest Access Option #3 continued  
 

Action Illustration 

 

#3. Via Award Summary Report 
 

• At the bottom of the Award 
Summary Report click on View 
Protest Form 

 

• The protest form and attached 
file(s) will display for access 
 

 

  



Document Status Report Notes and Protest Recordkeeping 

Action Illustration 

 
Document Status Report (DSR) Notes 
contain Date/Time Stamp information 
regarding: 
 

• Protest submittals  

• Protest resubmittals 

• Protest withdrawals or 
cancellation 

• Buyer protest acknowledgement  

• Buyer protest closure 
information 

 
 
To Access the DSR Notes: 
 

• At the bottom of the award 
certificate drop- down menu, 
select Award Summary Report  

• Click on Execute Action 

 

 

 
 
 
 
 
 
 



Document Status Report Notes and Protest Recordkeeping continued 

Action Illustration 
 

• At the top of the Award 
Summary Report click on 
Document Notes  

 

 
 



 

Action Illustration 

  
This is Test Buyer example of 
Document Status Report Notes 
containing the Date/Time Stamp 
information for the following: 
 

• Protest submittals  

• Protest resubmittals 

• Protest withdrawals or 
cancellation 

• Buyer protest acknowledgement  

• Buyer closure information 
 
Note:  In the DSR Notes, protest 
submittals and protest updates or 
resubmittals are Date/Time Stamped 
with the same verbiage – Protest 
Submitted.  The protest email 
notifications delineate the difference 
using the verbiage – Protest 
Submitted and Protest Resubmitted  
 

 

 
 


