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.



HePS Vendor Registration Walk-Through |

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

A State Procurement Office - SP0 Home - Microsoft Internet Explorer
Ele ot Vew Favortes Took Help
CQ-0-B R 6 F @ @- |
divess [ batpfJvwm.spo-hawad.gov/

Contact Information

The State Procurement Office (SPO) serves as the central
coordinator of procurement statutes and rules for all governmental
Program bodies of the State and its counties. Hawaii is decentralized in its
Overview procurement of goods, services, and construction, each jurisdiction
(POF) having authority to purchase, however the State Procurement Office
Procurement remains the central source on matters of procurement policy.

SPO Home Kalanimaku Bldg.
1151 Punchbowl St
Honoluly HI 96813
PO Box 119
Honeluly HI 96810+
o119

Ph: 808 587-4700
Fax: 808 S87-4703
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Registration Information Popup:
Please read

You are now entering a Secure Site.

Registration Information
Please read below before you begin.

Registration consists of the following steps:

Enter Company and Contact Information

Enter Business Information

L N

Select the features and functionality you require

Optional for sellers only,
4. Choose Cominodities and Services your company
sells

5. Verify all information
6. Accept hMembership Agreement
7. Authorize your selection

‘What you need to register:

Internet Browser (Netscape or IF)

o FEither your company's Federal Tax-ID

~" or an owners SSINV

3. DUNS INumber (Helpful but optional)

Credit Card (If vou register for a Value Added
Service)

—

The registration process should take less than 10 minutes to
complete.

Agsistance 13 avalable by emailing support(@sicominnet or
calling (8007 575-9955, M-F Tam-Spm Pacific

[ Click to begin registration ]

Click here to close this popup begin registration.




Step 1 of 7

Enter your company’s contact information.

2 Corporate Information - Microsoft Internet Explorer
File Edt Wew Favortes Tooks Helbp

e Yiep ot
Company and Contact Information|

Astenisked * fields are mandatory

Voucher Coupon

< { if applicable )

Company and Contact Information

Leave Blank

Califomia ¥ | If Other, please specifyy locahdm

y: United States ~

Point of Contact

Fill out all fields

< completely.
US format: s s s
US format: s s s
User-ID mustbe at leasi 5 characiers.
Password musibe ai least 7 characters long with 2 CAPTTAL letiers and 2 numbers.
Cancel Registration |
Heed Help? emadl us at support@sic
D 2002 Secure Internet C ~
l_om 7] 8 @ irtemet
Important! Make sure to write down your User ID and When finished, Click
Password in the exact form that you enter them. They are case- ‘Continue Registration’
sensitive so check to see if your “caps lock’ is on or off. to go to the next page.

Write down login information here. Make sure
to keep this in a safe place.

User ID:

Password:




Step 2 of 7

Enter general information about your business.

2 Business Information - Microsoft Internet Explorer

Ble Edt Mew Favorkes Took Heb o
C-0-BRB | FPe2-8 b &-B
Address @C:\Do:uner\ts and Settings|Sicommnet My Documents\ Sicommblet|Hawail ManualiStep2P ayablePage2. himl v/ . Go

x : ve Hawan on Line

e ! awal!agov 123 Main Street

.t Honelulu, HI 96811

Step 2 of 7
Business Information|
Business Information
< Make sure to enter your company’s

accounts payable information. To
find out why, see the message at the
bottom of the next page.

et a New DUNS Number
|

{] " ~
ety Hams: |Sus Gaeiiih / )
Payable il: |training@sicom
Contact: —— e —
Phone: 619-294-9191 | (-t -dieit) Fax: | (HH - A A

If Accounts Payable address other then company addygss please adjust below:
Street Address: |123 Main Street

City: [Honolulu | State: | Hewai ~| Zip (96811 .
Comntry: !LrlljirlrepIVSIVat?Sﬂ": If other please enter State: B | If your company Isa Iarge
corporation, this applies
only to your local branch.

v (including affiliates )

¥ 0i™the previous 3 tax yvears ( inclading affiliates )

Vj.‘:'late of Home Office: ; V._

¥ independently owned and operated.

| bt dominant in its field of operation.
Its owners ave domiciled in the state of:

(Officers i the case of corporations)

VA O ol e i M\El Dominant? Only select “Yes’ if your
artners|

8 O S-Corporation © Limited Liability Company O Limited Liab: o I I
¥ O Hispanic American O Afiican American O Native Americaan.laskanl company ISa arge monopo y

o O Asian Indian American O Asian-Pacific American O Feset
p) O Woman Owned ] Minonity Woman Owned

US Citizen? Veteran? |Disabled Veteran? Vietnam Veteran? Military Service
® Yes QO No| O Yes O No| O Yes O No QO Yes O No we

43 { Complete as applicable )

[ Tribal Government

"% [Foreign Supplier

i O 2(a) Program Participant Firm

[ Emerging Business/Other Unlisted Type
[ 5mall Disadvantaged Business

[ California Hispanic Chambers of Commerce

[ Mational School Transportation Association

[ Mational Veteran Business Development Corporation
[Morthern Mew Mexico Supplers Alliance

[JUS Hispamec Chambers of Commerce

i Confinue istration l l Cancel Registration ] IRasatl

Heed Help? ema us ot support@siconum net or call (200) 575- M-F Tam-5Spm Pacific

@ Copyright 1996 - 2005 Sicouumnet, ke, All rights reserved. I
I’

e Click here to Continue

§ My Computer




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:
v" View or respond to bid opportunities at no cost.

v Receive automatic email notifications of bidding opportunities from over 1000 public
agencies.

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

2 Service Plan Selection - Microsoft Internet Explorer

File Edit Yiew Fgvortes Tools Help i
o-ro- @@ 6/ 8 a-% 4-p D
Address éjhup.,l’fvmw jcomm. net fservicelevelSelector  hitml?busClass String=000000 1000000000001 10001 &fromregrecap=18chi_fedtax_2=8acbi_fedtax_7=8chi_fedt v ﬂ Go
~
. = T Hawaiian Getaways
g WBII.QOV 123 Main Street
W , Honoluln, HT 96813
Step 3 of 7
The Market Place - Productivity Plan
. i ) Annual Cost
. .
Functionality Featwres of Solution $33995  $0.00
Congratulations!!
BUYING  All Hawaii resident vendors registering with Sicominnet receive the MarketPlace Productivity Service Plan at no cost.
This upgraded service allows you to:
and « view or respond to bid opportunities at no cost
« receive antomatic email notifications of bidding opportunities from over 1000 public agencies
SELLING « buy and sell from other HI resident vendors by our B2B software module
« create multiple users in a single account
The next step in the process is to select the commodities that yowr company supplies or the services that your company perforins.
This information will provide the linkage to your business from State of Hawaii and other agencies when those goods or services are
required.
You will be choosing from the National Institute of Govermmental Agencies Commoditites Catalog.
Select at least one commodity to move onto the fmal registration steps. You may update tlis mformation from withmm your
eCommerce accomnt, which vou are cirently establishing, at any time
{ Continue Regisiration J [ Cancel Registration J
v
&] D Inkernet

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
by SicommNet, not the State of Hawaii.

You have automatically been upgraded to
SicommNet’s highest service level: The
MarketPlace Productivity Service Plan.
Click here to continue.



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

Select the commaodities, products, and services your company sells.

Step 4 of 7

Bl Edt Vew Favorites Tooks Hep ar

O-O-RR O PO 3-& b £-H B

Address :@hup:n‘\w icomm.net/reg Demaof i dities. htmlFfromregrecap=18curplan=1 céwhatdoyousant=1caSubmit=Continue+Registr stion V! ied Go
~

Hawaiian Getaways
123 Main Street
Honolulu, HT 96813

Stepd of 7
Create Commodities Portfolio

Selectthe commodities or services that your company sells.
You may select from the categories below or use the key word search.

ayal Equipment and Related Products and Services

- Antomotive Products, Vehicles, aimseygyvices
06 - {‘.lotlling, Te-xtile-s, ].almd.lyj!quipment. and Sﬁpplie-s ‘ There are tWO Ways to add
aomunication Equipiont nd commodities:
08 - Computers, Software, Supplies, and Services 1. Dri I I_down Iets you Select

general descriptions that bring
e 15e up sub-categories. See the next
12 - Hardware, Related Equipment, and Services ‘ page for more |nf0rmati0n

- Janitorial and Ce:mi.u Equipment, Supplies.a abOUt thls mEthOd .

- Fuinishines-mm-Felated Services

- Maintenance and Repair of Eqffipiaent
- Miscellaweous Comnodities and Services
20 - Paper, Printing Equipment, and Related Products and Services

12 - Public Works, Park Equipment, and Constuction Services

- Safety and Protection Equipment and Related Services

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

- Sporting, Athletic, and other Outdoor Equipment and Services ‘
- The Trades: Electizcal, Engmeermg, HVAC, Plunbmg, ;md

30 - Water and Sewer Treatment Equipment, Supplies, pfid Services

Keyword Search:

[ |[Go]

or press Enter to search

[

Manage Selected Commodities ] [ Continue Registration | Cancel Regisiration

Meed Help? Email us at support@sicomm net or call us at (B00) 575-9935, M-F Tam-5pm Pacific

© 1998 - 2002 Secure Internet Commerce Network

&1 Pone

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




Step4 of 7

Create Commodities Portfolio Continued

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

3 08 - Computers, Software, Supplies, and Services - Microsoft Internet Explorer
Fle Edt View Favorkes Tools Help o

C-o-BR | A e 2-% | A-B0 @B

.ui,l’nlngrilenCategory.htn'l?rimcaegurymdclasss=2 v . Go

You can add entire classes I >
| * awau. gov

Hawaiian Getaways
123 Main Street

of commodities or...

Step 4 of 7

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

Description

TER HARDWARE AND PERIPHERALS FOR MINI AND MNAIN
BANE COMPUTERS

0 O 920 DATAPROCESSING, COMPUTER, AND SOFTWARE SERVICES
* . Already added.

Heed Help? Emal us at Tt sicommen et or call us at 5759955 M.F Tam-5pm Pacific
'F SUpp s PR

©Copyright 1996 - 2002 Al rights Teserved. M

Sooee Once you have made your
- selections, (you can pick
more than one) click here to
return to the previous page.

Your Commaodities 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 commaodities in
your profile.

Note: Once you have registered you have the option to change or update your company information, user
information, or commodity selections through the ‘Profiles Manager’ menu option at any time. We recommend
you periodically review this to ensure you receive notification of opportunities that fit your growing business.




Step5of 7

Review the information you entered.

A Account Registration Recap - Microsoft Internet Explorer

e Edt Wew Fgvorkes Tooks Help -

0-0-RBRBOG|APred-& pa-BD

fcdress | http: fumw sicomm et hawsijreg e i
el

Hawaiian Getaways
123 Main Street
Honolulu, HT 96813

_‘,_'\éawaff. gov

Step 5 of 7
Verify Information)
Tue Nov 30, 2004

Verify All Information
Company Information Make Changes

B oA N ATeE vt Getaways
I
E N Compay AddTessd 123 ) [nin Street
I
IR H oLl
T StatelOther 1l
EE i Pastal Code: 051
[ ot U
Point of Contact / (O Make Changes
| Pleasereviewthe
. LmstName:cousf jnformation you
Owner
il entefed _before
e19.290 continuing. If you
need to make any

susann| : N
. mswasisof changes just click
S MR the appropriate © Make Changes
I Scial ey N =~ 5| \
T DiesiyCawgayi0]_CIICIE: DN
L Woman Owned: o AN AN
IS itz v s
. Military Sevice:
Service Plan: © Make Changes
_T he Market Place - Productivity Flan
_?&“0.0[] per State of Hawall contractual agreement
I T IR, 209.247.72.228
Comnodities Selected Make Changes
I GG HHESISSINAEeS D es cription
17+

[ ConinueRegistration | [Back| [ Cancel Registration |

Heed Help? Email us &t supporti@sicomm net or call ug at (300) 57 5-095\M-F 7am-5pm Pacific

© 2002 Secure Internet Commerce Network

&1 Done \ D Internet

Click here once you verified
the information is correct.

|-




Step 6 of 7
Services Agreement

42 Public Enterprise Location Information - Microsoft Internet Explorer, (=13}
file Edt Wew Favortes Tooks Help L
0-0-R @ & AP e 2-5% b &-h B

Address @http:,fj\w.sicmnm.na,l’registratnnDemo,rhawai,l‘Sew:eAgreemnk.htm!?meregrecap:JndeFined&curplan=u'|defined&ewhatdnywwmt=mdefined&Ra&n=Radlo&6LbnR=Cnntime- v = [

~
Hawailan Getaways

123 Main Street
Honolulun, HI 96813

paawall.gov

Step 6 of 7

Services Agreement

Services Agreement

The following legal agre ement must be accepted before using the service.
Sicommnet Online Services Agreement ( SOSA )
Sicommnet Online Services Agreement (SOSA) |
PLEASE READ BEFORE CLICKING "I AGREE™ BUTTON BELOW. |
THIS AGREEMENT CONTAINS LEGAL OBLIGATICNS. CLICKING "I AGREE™ IS YOUR ELECTRONIC
SIGNATURE AND WILL LEGALLY BIND YOU TO THIS AGREEMENT

This Sicommnet Online Service Agreement ("305A" or "Agreemwent™) applies to
Sicommnet's Web sites ("Site”) and electronic content, including but not limited
Lo procurement tools, such as bid-and-response, and other services or forums
that might be added in the future. We refer to each and all of the above as
"Sicommnet Services" or "Sicommnet Service™. You, the person visiting and
ucilizing this=s Site, are referred to as "You" or "Yours®”. Sicommnet's Web sites
include those on the Sicomm.net domain as well as on other Internet domains
operated by agents, Sicommnet's alliance parctners, or Sicommnet.

If You are registering for a particular Sicommnet Service, You must read the
S038A before eclicking "I Agrees” helow.

TABELE OF CONTENT
1. Acceptance of 3CSA
|2. Future changes to Site, S05A, and other Sicommnet Terms and Conditions ~|
| | Agree, Continue Registration | [Back | L | Do NotAgree, Cancel Registration ]

Heed Help? email us at support{@sicomm net or r&@[ﬂ) 575.9955, M-F Tam-5pm Pacific ]
Done Internet
El N\ ®

Click here to continue. You cannot
complete vendor registration without
agreeing to the Services Agreement.

If you would like to print a copy of the SicommNet Online Service
Agreement, it is available on www.sicomm.net. Just scroll down to the
bottom of the page and click *SOSA’. You can then download and
print the file as an Adobe .pdf file by clicking the ‘view as .pdf’ button
at the bottom of the page.



http://www.sicomm.net/

Information Popup
Marketplace Registration Survey

A http:/hwww.sicomm.net - Marketplace Registration Survey - Microsofl Internet Explorer E|E|E|

CONGRATULATIONS ON BECOMING A El
MEMEEE OF THE "MARKETPLACE"
WE WISH YOU A HIGH RETURN
ON YOUR INVESTMERNT

Alliance Partners:
PLEASE LET US ENOW, HOW YOU HEARD gi"&fﬂ"sf;:?gs-';’m
___ABOUTTHEMARKETPLACE | s oeermee

{Referred from public saency orsgencywebsite Il BIS Marketplace
CHARO Matketplace

CHCC f SDOHCS

Iret

I arketplace com

&] one \ oD Inkernet

\

Once you make your selection from this
drop-down menu, you will automatically
be taken to step 7.




Step 7 of 7

Your account has been created.

rosoft Internet Explorer

Bl Edt Wew Favoikes Tooks Hep
0-0o-@B@ 6 r @ 8-% | &4-@B D

Address | €] hitp: iy
| . Hawailan Getaways
aWa GV 123 Main Street
¥ Honolulu, HI 96813

Step7 of
Create Ac:

Please wait while we setup your account.
This may take up to 1 minute.

Hawaiian Getaways

g P0000D053083 Database Stucture

Success. Your Marketplace account has been established.

Click here to logm.
An email confirming this ransaction has been sent to: sus
A copy of the email which has been sent is shown below.

Nov 30, 7004)
Company Information
PONNOONSSORY

[ [vepee

N v
P St 1
I 2P Pl il 51

Point of Contact
Sue

Gemnill

Owner
susanne(@aol.com
619-294-9191

snsanne

Business Information
557-68-1123
[ miversity Categony Hisp nic Awmerican

Yes

Yeor

Service Plan:
| PTSRIRRRR T1:c MIarket Place - Productivity Plan
_ﬂ. 0.00 per State of Hawaii confractual agreement

209.247.72.128

Commodities Selected
Description

Acct: PO00D00059089 PTYO2XX
HAWATIIAN GETAWAYS

SUE GEMMILL

123 Main Street

Honolulu, HI 96813

Attn: Sue Gemmill

——————————— Statement of Account - Wbr: BASEC26583 —----—---—=nn
Date: Tue Wov 30, 2004

LI QTY UOM Description Amgunt

1 1 ¥R Marketplace B2B and Agencies $0.00

Start Service: Tue Nov 30, 2004
End Service: Wed Nov 30, 2003

For guestions regarding this notice please c.
800-575-9955

Thank you for the spportunity to be of service.
Sicommnet
Secure Internet Commerce Network

Email sent

Need Help? Email us at support@sicommnet or call us at (800) 5759955, M.F 7am-Spm Pacific
©2004 Secure Infernet Commerce Network

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

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

—] Here is a sample of the
» email you will receive.

€ a D Internet




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.

I Home >> ” Solutions == " Milestones " Resources => |] Partners |

e-Procurement Solutiq If you ever forget your
password, click here.

\ for the Public & Private Seq
| % /

i

[ Forgot Your Password? ]

User 1D |

Py | |

®* g-Procurement Solutions For: |_ ‘Vendor Registration ]

=3 Government Agency & Public Sector Buyers

=» Wendors & Suppliers

|Search In SicammMNET.|  Search

=% Private Sector Buyers (B2B)
=) Corporate Diversity Outreach Managers

® e-Procurement Services:

B milestone Headlines:
=» Prompt Payment Services

=) iCatalog Purchasing Engine >> Press Release January, 2005 -

SicommNET lounches new website and

5 whou vendor portal.

jcommNET's e-Procurement Services and Solutions?

Use these links to learn

icornmMET's BaSEC e-procurement solution to organize, autornate
tire procurement process. SicommMET's fully web based solution

ez for electronic requisition, solicitation, bidder responze, award,
n and distribution. e-Catalog: can be autermnatically erested from
5. Each solution process supports the agency’s predetermined

more about SicommNet.

asing authority is centralized or decentralized, Additionally, Public
Agencies can significantly increase their opportunity exposure by utilizing the

>> Press Release October, 2004 -
Mew York City Animal Control Center
signs agreement to use the SicommMNET

e-Procurement system.

MarketPlace's extensive wendor databasze and associated bid distribution capabilities,
Agence: csm uze thiz zolution ta get their apportunity notifications aut to hundreds of
thauzands of vendorz, nation-wide and immediately decresze costz by increasing
cormpetition,

vendors and Suppliers use SicommNET's MarketPlace system to reduce the time and
effort required to sesrch for public sgency solicitations while incressing the number of
business opportunities they receive. Vendorz alse immprove their effidency and
productivity by electronically responding to Public Agency requests for quotations, bids
and propesals.

Buyers in Small and Medium Businesse: use SicommNET
additional suppliers, or subcontractors, and to autornate
izsuing electronic solicitations and eledronic purchase orde
Diversity Outreach Managers use SicommMNET's MarketPlace
conduct business with female, minarity, vetran or sarvice di
businesses.

Click here for our SOSA (SicommNet
Online Service Agreement).
o

About SicommNET | Privacy | Code of Conduct | SOSM Site Map |

Corperations and Large Businesses use SicemmNET's Mark
center, linking them to thousands of suppliers, subcontrackors and diversity b

Contact Us | FAQ

D Inkernet

Note: Itisa good idea to bookmark this page (www.sicomm.net). Internet
Explorer users, from the Favorites menu select ‘Add to Favorites’. Netscape and
Mozilla users, from the Bookmarks menu select ‘Bookmark This Page’.



http://www.sicomm.net/

The Market Place
Your New Account

Market Place Features I

Click here, then . ;
select a sub-menu to Modify your profiles
view and respond to
opportunities.

associations

Manage agency |

‘2 BASEC FASTTRACK B2B - Microsoft Internet Explorer

-BX)
Ele Edt View\ Favorkes Tooks Help o
{ R @ P @ a-% b &-H B
Address : g omm.net fasttrackb2bf ast TrackFrameDriver htmi? get hatchRespor J PlusCne=16&pass(peCutiessage=ho+Solicikation]s)+closed+this+se ¥ a&:

e e e

”"""‘ Solicitaton Tutorlal | PO Tutorial | Tutorial Mode | Coldact Us | Help | Logo
~
HAWATL AWAYS

Use the top frame to I The top row is | “*=¢| Sub-menus load
navigate through the the Tab-bar. HI%f - peneath the Tab-bar

Market Place.
’
..
e ST
.r’ JICEN

Productivity Service

No Solicitation(s) closed this session.

5 B Internet
L







