
HePS 
HAWAII ELECTRONIC PROCUREMENT 

SYSTEM 
 

VENDOR REGISTRATION WALK-THROUGH 
 
To register, click on the “HePS VENDOR REGISTRATION” link.  
The on-line registration form is a straightforward, seven-step 
process that takes approximately 15 minutes to complete.  You 
may use the following step-by-step walk-through instructions to 
assist you with registering. 
 
Should you have any questions regarding your registration, you 
may call Sue Gemmill (our HePS contractor vendor customer 
support representative) at (800) 575-9955, ext. 122.  You may also 
email Sue at sgemmill@sicomm.net. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Type this into your address bar:
http://www.spo.hawaii.gov 

2.  Click on the e-Procurement link.

Wait for the next page to load. 

3.  Click Here: HePS 
Vendor Registration 

HePS Vendor Registration Walk-Through

  



 
Registration Information Popup: 
Please read
Click here to close this popup begin registration.



Leave Blank 

Fill out all fields 
completely. 

Important!  Make sure to write down your User ID and 
Password in the exact form that you enter them.  They are case-
sensitive so check to see if your ‘caps lock’ is on or off. 

Step 1 of 7 
Enter your company’s contact information. 

When finished, Click 
‘Continue Registration’ 
to go to the next page. 

Write down login information here.  Make sure 
to keep this in a safe place. 
User ID: 
Password: 



Enter 

Step 2 of 7 
Enter general information about your business. 

 

Click here to Continue
Make sure to enter your company’s 
accounts payable information.  To 
find out why, see the message at the
bottom of the next page.
If your company is a large 
corporation, this applies 
only to your local branch.

Dominant?  Only select ‘Yes’ if your 
company is a large monopoly. 



Step 3 of 7 
Synopsis of your service plan 

Congratulations!! 
As a Hawaiian resident vendor registering with SicommNet, you receive the MarketPlace 

Productivity Service Plan at no cost. This upgraded service allows you to: 
9 View or respond to bid opportunities at no cost. 
9 Receive automatic email notifications of bidding opportunities from over 1000 public 

agencies. 
9 Create multiple users in a single account. 
9 Buy from and sell to other HI resident vendors by utilizing our B2B software module. 

Accounts Payable Information Please Read:
To fund and maintain the HePS system, 
SicommNet charges a transaction fee of .85% 
of the amount awarded by the purchasing 
agency.  The transaction fee is only charged to 
the winning bidder.  This amount will be billed 
You have automatically been upgraded to 
SicommNet’s highest service level:  The 
MarketPlace Productivity Service Plan.  
Click here to continue. 
by SicommNet, not the State of Hawaii. 

http://www.sicomm.net/registrationDemo/hawaii/
http://www.sicomm.net/registrationDemo/hawaii/
http://www.sicomm.net/registrationDemo/hawaii/


Step 4 of 7 
Select the commodities, products, and services your company sells.

Once you have selected 
your commodities, click 
here to continue. 

2.  The second method lets you use a 
keyword search.  SicommNet 
suggests that you start with general 
keywords and select more specific 
commodities from the search results. 

There are two ways to add 
commodities:   
1. Drill-down lets you select 
general descriptions that bring 
up sub-categories.  See the next 
page for more information 
about this method. 



Step 4 of 7 
Create Commodities Portfolio Continued 

Both the Drill-down and Keyword search methods will 
bring you to a page with more specific commodities. 

Your Commodities Profile tells the agency 
what goods and services your company 
provides.  You will receive email 
notifications any time an opportunity is 
available that matches the commodities in 
your profile. 

Note:  Once you have registered you have the option to change
information, or commodity selections through the ‘Profiles Manag
you periodically review this to ensure you receive notification of

…click here for more specific 
listings.  Multiple selections 
(as appropriate) are ok. 

You can add entire classes 
of commodities or… 
Once you have made your 
selections, (you can pick 
more than one) click here to 
return to the previous page. 
 or update your company information, user 
er’ menu option at any time.  We recommend 

 opportunities that fit your growing business. 



Step 5 of 7 
Review the information you entered. 

C
t

 

Please review the 
information you 
entered before 
continuing.  If you
need to make any 
changes just click 
the appropriate 
circle.
lick here once you verified 
he information is correct. 



Serv t 

Click he
complete
agreeing

If you would like to prin
Agreement, it is availab
bottom of the page and 
print the file as an Adob
at the bottom of the pag
Step 6 of 7 
ices Agreemen
re to continue.  You cannot 
 vendor registration without 
 to the Services Agreement. 

t a copy of the SicommNet Online Service 
le on www.sicomm.net. Just scroll down to the 
click ‘SOSA’.  You can then download and 
e .pdf file by clicking the ‘view as .pdf’ button 
e. 

http://www.sicomm.net/
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On
dro
be
Information Popup 
tplace Registration Survey
ce you make your selection from this 
p-down menu, you will automatically 

 taken to step 7. 



Step 7 of 7 
Your account has been created. 

Here is a sample of the 
email you will receive.

This link will take you 
to the login page at 
www.sicomm.net. 

This is your account 
confirmation page.  
You will also get an 
email confirmation. 



 

Use these links to learn 
more about SicommNet. 

Note:  It is a go
Explorer users,
Mozilla users, f
SicommNet Home Page
Vendor Login 
Enter your login information 
from Step 2 here.  Make sure to 
enter it in the same case you 
used when registering. 
Click here for our SOSA (SicommNet 
Online Service Agreement). 

If you ever forget your 
password, click here. 

od idea to bookmark this page (www.sicomm.net).  Internet 
 from the Favorites menu select ‘Add to Favorites’.  Netscape and
rom the Bookmarks menu select ‘Bookmark This Page’. 

http://www.sicomm.net/


Y t 

Use the top frame to 
navigate through the 
Market Place. 

 

The Market Place 
our New Accoun
Manage agency 

Modify your profiles

Market Place Features
Click here, then 
select a sub-menu to
view and respond to 
opportunities. 
The top row is 
the Tab-bar. 

Sub-menus load 
beneath the Tab-bar 

associations 



 
Notes 


