HePS
Hawaii eProcurement System

How Do | Cancel an Award and Award to Another Vendor?

Start by finding the current award in the
Awards History Section. You can dDo this
2 ways.

On the main tab select Award History

On the sub-tab, select the solicitation type
to the right of All> (RFB, RFI, RFP, or
RFQ). A list of all awards in the particular
type will appear.

Select the Details button for the award you
want to cancel. The Notice of Award will
appear.

Or

On the main tab select Award History.

On the sub-tab, select Search Awards.
Find the award you want to cancel by using
one of the methods shown.
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State of Hawaii

State Procurement Office
1151 Punchbowl St.

‘/ Room 230A

Honolulu, HI 96813

My Award's issued in the last |200 days: | Select an Award from the list box v
List: MyAward's: ®  Agency Award's: ¢ ﬂ Sorted By: | Award Date DESC v

OR
Get Award for Document: Get Award
OR

of: MyAward's: Agency Award's: ©

Find By Text sort: AWARD NBR DESCENDING ONLY

Award's issued in the last |31 days:

View Award Trensfer Log

Scroll to the bottom of the Notice of Award
and click the arrow on the Select an
Action dropdown.

Select Cancel/Split/Re-Award Award and
Execute Action. A new page will appear.

Approvals Manager |
RFQ|Contact Us[Help [Logout

Manager| Awards Manager “Award History
Linked Awards Locator [Award Expiration Tracker RFB_RFI Rl

Search Awards

YB—.‘

IManage Assigned pCard

) Quantity Unit

Floor Stripper and Cleaner
SUPER SHINE-ALL, HILLYARD HILO014006 4GALICASE
NEUTRAL FLOOR CLEANER 3M 23806 TWO 2.5GALICASE

Buyer: JOYEL HORITA 808-831-6741

JOHNSON STRIDE CITRUS NEUTRAL CLEANER 03904 4 GAL/CASE 300
001 GAL 7.74
/AT THIS TIME RFQ IS BRAND SPECIFIC. PRODUCTS LISTED ABOVE ARE ACCEPTABLE BRANDS
\AVWARD WILL BE BASED ON PRICE AND AVAILABILITY (PLEASE NOTE AVAILABILITY IN "COMMENTS")
MAHALO

2322.00

(485-55) (nt)
Account: G2008023M - 3019 - B - 5200900

Sub-Total: 2322.00

Review Abstract

Total: 2322.00

Create New Reauisiion
pped at $5000, applicable to this award in accordance with the

ferenced in the solicitation. Payment should be made to 19.74

SicommMet will bill, via separate invoice. t
Solicitation Instructions and Terms and Conl Creats New Solicitation

Transaction
P2 ISicommnet Inc . and is due within 30 day:
" ¥ Creste Changs Order

General
Comments: View/Ed Intemal Comments
Edit AWARD Desciptions/Instructions
Instructions:

Freight | Handiing Included in Price
1: Print Document
REMINDER: PRICE IS PER GALLON e EE R

Email Document to below

CURRENT HAWAII STATE GENERAL EXCISE TAX AND ANY YOUR UNIT PRICE

MAHALO! Re-Email Document to Vendor
Cancel/Spit/Re-Award Award By: JOYEL HORITA
Re-view Email Distribution

Certficate of Vendor Compliance

AWARD Summary Report
Select an action v|and

Execute Action Back to Search Awards

[ioyel 2 horta @hawail gov
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A - ain |Solicitation Manager| Create wards Manager |[EEECEILPGRUTET: rovals Manager [Misc [ crpuee
(;omplete the fr;aahson andd er(na|l ﬁectlodn at) B M =L _
the top to notify the vendor (or all vendors Wistbe entared -
that you are taking this action. ——
At the least, notify the vendor that is being
Cance”ed Optional email notification of action

Subject: |

Select Stage this Purchase Order for re-
award

Copy to Reason
This action will cancel the current award
and re-stage the original Abstract. back in.
You will find by selecting:

Email Requisitioner: Self: All responding All notified

Awards Manager tab and RFQ subtab; or to: Aawared Vondors [~ = e vondors: AT
Create an Award/RFQ QUiCk link. Status: [Sekect @ purchase order, enier @ subject, body and select a recpient to send,
Toggle clear_| Review emal_| Heb | Transactions Log Backto PO Display

Email is not cleared after processing, it can act as a skeleton for other documents.
Options include sending a notification to 1: Awarded Vendor, 2: Requisitioner, 3: yourself, 4: all responding vendors,
5: vendors who received an email nofification, and &: all of the above.

Instructions: To send a notification: select a purchase order, enter the subject, email body and recipient. You will be prompted
for missing fields.

\W"ﬂ“aimn of sending the email will be requested prior to submission.

Pemanantly Delete this Purchase Order Demate Purchase Order to a solicitation On-Hold

At Stage this Purchase Order for re-Awand | Demate Purchase Order to a requisiien In'Work |
clions:
Clear panel Duplicate Sol /PO for another award |
Detail Recds: 1 PO Details:1

Back to PO Display
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