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Vendor Self Service — How to Enter a Bid -

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:
o How to enter and submit a valid Solicitation Response or SR (Offer/Bid).

2. Honolulu Vendor Self Service Website

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

e Login with your User Name and Password.
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Welcome

Honolulu Vendor Self Service will allow you to manage y|
auctions.

Announcements
User ID
| L —
Password
4

Password Reset

¢ 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).
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Vendor Self Service — How to Enter a Bid -

‘wrw honolulu.govipur

Home | Help | AccessibleHelp | Site Map | Logou

Solicitation
Sponses
Solicitations My Watchlist Surplus Auctions
New Search APt Friendly AskBuver '3 Bulletin Board
Welcome, HNL Solicitation: 1500252 Replacement of Water Heater and Valves at HPD HQ B-2
Issued: 12315 Last Amended: 128115 Current Status: Open
Closing Date: 2/13/15 2:00 PM HST Doc Dept: Facility Maintenance L Add this tem fo Walch List
Time Left: 7 Days, 00:29:02 Buyer Name:
Category: <blanks
Type: Request for Quotes(RFQ) —
Buyer Additional Dates  Bid Opening Date: Award Date:
RHoekxs S Intent Posted Date: More... see Events tab

Print Solicitation

Attachments | Additional Information | Terms  Criteria | Events | Q&AList | AmendmentHistory | Bulletin Board

Lot 1: Default Commodity Group

Description Requested More Information
Service Start : 1/19/2015 Vigw Purchase Historv
Service End : 3182015 Commodity : 91468 Plumbing

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

‘v honolulu govipur

Home | Help | Accessible Help | Site Map
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Solicitation
sponses

Solicitations My Watchiist Surplus Auctions

You have 2 messages
4:Information : This response hasn't been submitted yet, any print actions will not reference final information

Welcome, HHL
2:Information : Document validated successfully
I esond o Lines Wiewi Al Details.
Bl cotecianesponse | 1y Oniine Response

Time Left: 7 Days, 00:12:02

I oo vour rtes

| 2 P sol 1500252
Comments i B -

5] Solicitation summary | ENELIENE
Review | Submit o |

[l >

Solicitation 1500252

Procurement Folder: 833902 Solicitation Version Number: 2
Solicitation: 1500252 Amendment: 1

Solicitation Type: Re Status: Op:

Description: Replacement of Water Heater and Valves at HPD HQ B-2 Issued Date: 1,

Closing Date: 2/13(2015
Closing Time: 2:00 P11
Time Left: 7 Days
Public Bid Open Date:
Public Bid Open Tim:

i Riahsi s Mo Nect
4| [ ]
MI Response
I'.I LAYl 2 criteria Response | 13 attacn Your Files | 1 piscountsicomments | 8l reviewrsubmit |
Respond to Lines | No Response for Solicitation ) [ Undo No Response for Solicitation
Copy] [Save|[ GoTostep2 |[Ext]
Lot 1 of 1 : Defaut Commodity Group [ NoResponseforLot || Undo No Response for Lot

Description Your Offer
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Vendor Self Service — How to Enter a Bid -

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)

My Response

1] LRI Tl (2| Criteria Response | |31 Attach Your Files | [ DiscountsiComments | B Review/Submit

Respond to Lines | MNo Response for Solicitation Undo No Response for Solicitation |

Mo Response for Lot Undo No Response for Lot

Lot 1 of 1 : Serta twin extra long bed sets

Description Your Offer
1 F Requested Quantity : 50 Comments:
Response Type: pgig o
if applicable. |
Unit Price : [3g9 | ‘.—
Delivery Days : [g | —
Total :

Alternate Specs Submitted: [~

|Cupy ‘Save| GoToStep2 |@|

Enter the make and model number,

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

o

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

My Response

n Respond To Lines 2 Criteria Response 3 Attach Your Files

5| peview/submit

% Discounts/iComments

Respond to Lines | No Response for Solicitation Undo No Response for Solicitation |

Lot 1 of 1 : Default Commeodity Group Mo Response for Lot | | Undo No Response for Lot

Description Your Offer
il ~ Response Type: pjj - Comments:
Contract Amount : | ‘_
20007! if applicable.
Total: $2,000.00
X Alternate Specs Submitted: [~

Cnpyl Sava” Go To Step 2 ||E|

Enter make and model number here, -

‘CDD‘/ |Save| Go To Step 2 |@

*IMPORTANT *
The City & County of Honolulu will not accept any Bid entered with condition(s).
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Vendor Self Service — How to Enter a Bid -

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.

My Response
1 Respond To Lines 2 Criteria Response E Attach Your Files 4 Discounts/Comments 5 Review/Submit
Attach Your Files Copy H Previous || Save H Go To Step 4 | [Exit
{Optional) I

If you have files you would like to include as part of your response, click the Attach Files button below

Aftach Files | =

Manage Your Attachments

The following attachments are currently part of your response. If you need to delete an attachment, click the delete Duﬂon[as‘, next to the item you wish
to delete.

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

Add files

Use this page to add the attachments for yvour Response. Click "Browse™ to select a file. The maximum size allowed for each file is 10.0MB.

File 1: C\Users\jwuiDeskiop'2 yea rs.bat 4_ =P Bowse.. |TYPE: Standard v

File 2: Browse.. T¥YPE: Standard

File 3: Browse.. TYPE: Standard

File 4: Browse.. TYPE: Standard

File 5: / Browse.. TYPE: Standard
Attach File | Cancel |

4. The Step 3 Attach Your Files tab should now display your uploaded file.
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Vendor Self Service — How to Enter a Bid -

My Response

1 Respond To Lines B attach vour Fites | & piscountsiComments | 3 Review/Submit

Attach Your Files
(Optional)

If you have files you would like to include as part of your response, click the Attach Files button below

Attach Files

Manage Your Attachments

The following attachments are currently part of your response. If you need to delete an attachment, click the delete huttnn(as) next to the tem you wish
to delete.

File Name Date User 1D Attachment Type

3% Zyearsixt 2615 Standard

From1to1Total: 1 First Prev Next Last

{ Previous ]{ Go To Step 4 ‘

Copy { Previous ]{ Go To Step 4 ‘

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.

My Response

1 Respond To Lines 2 Criteria Response 3 Attach Your Files a Discounts/Comments E Review/Submit

W

Solicitation Type: Reguest for Quotes Closing Date: 2(12/2015
Description: Serta Concierge Suite Firm Mat & Box spring, twin extra-long Closing Time: 2:00 PM
Preparer Office: Honolulu Phone: 768-3945

On Behalf OF Office: Honolulu Phone: 768-5535
Buyer: Elisabeth Lemaguist Phone: 768-3945
Department: Budget and Fiscal Services Fax:

Email: elemguist@honolulu.gov Status: Open

Grand Total: $12,600.00

Respond to Lines

&

m

| 3

3. Click on Ok, to confirm submitting your bid.
t Meme fmmws-!bp |

I.e This artinn will submit yoor Rasponze. Do yon wens tn prmceed with

¥ Lhis aclivn?
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Vendor Self Service — How to Enter a Bid -

vy honoluly.gov/pur

Home | Help | AccessibleHelp | SiteMap | Logout

Solicitation
Sponses

upt ET)
infimafion inves

My Watchlist | Surplus Auctions

Solicitations

Response Submitted Successfully

Welcome, HNL

Thank You

Your Submitted Response can
be found under the "My Responses" tab

Click any tab to continue.

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.
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