HePS
Hawaii eProcurement System

How Do | Cancel an Award

NOTE: Once you cancel an award you will not have access to the award, the solicitation, vendor responses or any attachments. You must copy
or print all information for your procurement file before you cancel the award. If you want to award to another vendor who responded to the
solicitation, see How do | Cancel an Award and Award to Another Vendor.
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§ Requisition Cmdty .
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Document Hb Cod
On the main tab select Award History cumentNors e
R2008005261 OFFICE SUPPLIES, GENERAL, Chair "
[T  HAWAIVENDOR 1 02008009716 002008001902 Tue Jul 152008 51521 ] ] State of Hawail
On the sub-tab, select the solicitation type 02003006727 Cushions, All Types as per a
; R2008005248 ENGINEERING EQUIPMENT, SURVEYING " y
m
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RFQ)- A list of all awards in the pafthU|ar " HAWAIVENDOR 02008008704 gggg:ggg?fi 02003001898 Fri Jun 27 2008 49032 Testitem No.1 State of Hawail
type will appear. R2008005230 ENGINEERING EQUIPMENT, SURVEYING )
" HAVWAIVENDOR 1 02008009678 No0s0ser 02003001892 Wed Jun 112008 30504 L T DRAVIING INSTRUNE State of Hawaii
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.  HAWAIVENDOR 3 02008008230 002008001891 Tue Jun 10 2008 38075 MILK, LOW FAT, 1%, 1/2 PINTICONTAINER ~ State of Hawail
Select the Details button for the award you 02008005965
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Scroll to the bottom of the Notice of Award Linked Awards Locator [Award Expiration Tracker - RFQ[ContactUs] el [Logout
and CIiCk the arrow on the Select an Buyer: JOYEL HORITA 808-831-6741 anage Assigned pCard ]
. _ Quantity U
Action dropdown. N I T
. Floor Stripper and Cleaner
Select Cancel/SplIt/Re-AwaI‘d Award and SUPER SHINE ALL, HILLYARD HILOD14006 4GAL/CASE
. . NEUTRAL FLOOR CLEANER 3M 23806 TWO 2.5GAL/CASE
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ExeCUte ACtlon . A neW page WIII appear' 001 JOHNSON STRIDE CITRUS HEUTRAL CLEANER 03904 4 GAL/ICASE 300 7.74 2322.00
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ransaction SicommHet will bill. via separate invcice. pped at $5000, applicable to this award in accordance with the
solicitation Instructions and Terms and Con Create New Solicitation ferenced in the solicitation. Payment should be made to 19.74

Wi v
Sicommnet, Inc.. and is due within 30 day Create Changs Order
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Comments: View/Ed Intemal Commerts
Edt AWARD Descrptions/Instructions
Instructions:
Freight | Handling Included in Price
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Enter the Internal Reason at the tOp. Purchase Order Cancellation/Modification: |D0O2002001831

. . . Internal Reason: |Award cancelled due to lack of fundin
Enter the email section to notify the vendor Must be entered :
(or all responding or all notified vendors)
that you are taking this action. If you plan F=m=m
to re-solicit, be sure to state so in the e-
ma|| and Send the e_ma“ at |east to a|| Optional email notification of action
responding Vendors_ Subject: |Cancellation of Award
This Heps award is being cancelled due to lack of fund
Email to: Select who to send the email to
by checking the boxes. Do not select ALL.
Email body:

Select the Review email button to review

your e-mail. Copy to Reason

Select the Permanently Delete this
Purchase Order button

Email Requisitioner: Self: All responding All notified

Popup messages will appear to confirm to: | Awiarded Vendor: ¥ - i vendors: - vendors: AL T
your actions. Click OK.

Status: |[Email valid to send.

- 1 Toggle clear | Review email | Help Transactions Log Back to AWARD Display
Windows Internet Explorer El

Email is not cleared after processing, it can act as a skeleton for other documents.

€ )  For Purchase order DO2003001891 Options include sending a notification to 1: Awarded Vendor, 2: Requisitioner, 3: yourself, 4: all responding vendors,
\-‘(’ TEEERA. Instructions: 5:vendors who received an email notification, and 6: all of the above.
Permanently delete all document records, NSWUCLONS: (14 send a notification: select a purchase order, enter the subject, email body and recipient. You will be prompted
Eny vendar responses and for missing fields.
T AR RS EEEE Verification of sending the email will be requested prior to submission.
The email entered will be sent to: \ . ——
Awarded Vendor Pemanently Delete this Purchase Crder | Demote Purchase Orderto a salicitation On-Hald |
Stage this Purchase Order for re-Award Demote Purchase Order to a requisition In-Waork
- | |
Clear panel Duplicate Sol/AWARD for another award |
Detail Recds: 3 AWARD Details:3
Windows Internet Explorer Eﬂ Back to AWARD Display

9 Are you sure you want to
\_‘H
Permanently delete all document records,
any vendor responses and
all purchase order records.

For Purchase order DO2008001891
The email entered will be sent to:

Reminder: Once you cancel an award you will not have access to the award, the solicitation, vendor responses or any
attachments. You must copy/print all information for your procurement file before cancelling the award. If you want to
award to another vendor who responded to the solicitation, see How do | Cancel an Award and Award to Another Vendor.
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To See a Listing of Awards You Have Cancelled
1. From the main tab, select Miscellaneous.
2. From the subtab, to the right of History, select the type of Solicitation (such as RFQ). A listing will appear.

Solicitation Manager| Awards Manager Approvals Manager LUEGIENEGIE

,z My Profile | Vendors |User Logs | History > RFB RFI RFP Jg{#] Session Ifo [Contact Us|Help |Logout

rd

L
// 1 500 4 State Procurement Off
= — | Select Award History AT
YEo

2 '_ 1151 Punchbow! Stree
Select the Type of Solicitation (such as RFQ) |

24 Room Mo. 416

Honolulu, HI 96813
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