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1. Purpose:

To explain to potential vendors how to submit offer/bids using the City & County of Honolulu’s Vendor
Self Service (VSS).

Focusing on the following:
 How to enter and submit a valid Solicitation Response or SR (Offer/Bid).

2. Honolulu Vendor Self Service Website

 Go to: https://www5.honolulu.gov/webapp/VSSPSRV1/AltSelfService

 Login with your User Name and Password.

 Navigate to the solicitation’s Solicitation Detail View page.

3. Creating a SR (Offer/Bid)

 Within the Solicitation Details View, please click on the Create Response link at the top of the
page. You will be directed to the solicitation response screen.

* IMPORTANT *

Only one (1) Bid can be submitted per organization with the same Tax payer
Identification Number (SSN/EIN).



Vendor Self Service – How to Enter a Bid -

City and County of Honolulu 3 of 7
Vendor Self Service

4. Entering Offer/Bid Information

The bidding process is broken into three steps. Use the panel on the left side of the screen to navigate
between steps.

 Step 1: Respond To Lines
 Step 2: Criteria Response
 Step 3: Attach Your Files
 Step 4: Discount Comments
 Step 5: Review/Submit
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Step 1: Respond To Lines

Click on Step 1: Respond To Lines tab to bring up the listing of the commodity lines. The Step 1:
Respond To Lines provides field for entering in the bid price for each commodity line.

1. If Line Type = “Item”, please enter the following fields:

o Unit Price: (Shall include all applicable taxes and freight/shipping costs)
o Delivery Days from Award: (Number Value i.e. 30, if 2 weeks = 14)
o Model Number: (model number and/or part number of the goods item)

2. If Line Type = “Service”, please enter the following fields:

o Contract Amount: (Lump sum total shall include all applicable taxes)

* IMPORTANT *

The City & County of Honolulu will not accept any Bid entered with condition(s).
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Step 2: Criteria Response

Click on Step 2: Criteria Response tab, if applicable.

1. The Step 2: Criteria Response section provides fields for entering your response to the criteria
included in the solicitation. Only evaluation criteria requiring responses will be included in this
section.

Step 3: Attach Your Files

Click on Step 3: Attach Your Files tab, if your bid needs to include attachments.

1. Click on the Attach Files button.

2. Click on Browse to search for the file to upload.
3. Click on Attach File button

4. The Step 3 Attach Your Files tab should now display your uploaded file.
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Step 4: Discounts/Comments

Skip Step 4: Discounts/Comments section.

Step 5: Review/Submit

Click on Step 5: Review/Submit tab to review your response.

1. Use the scroll in the bottom window to review your response.
2. Click on Submit button to submit your response.

3. Click on Ok, to confirm submitting your bid.
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4. A thank you message should indicate that your bid was submitted successfully.

If you have any questions, please contact the help desk at (808) 768-5535 or
bfspurchasing@honolulu.gov .

Additional help guides are available on the City and County of Honolulu Purchasing website:
www.honolulu.gov/pur, under the Help Guides section.


