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1. Purpose: 
 
To explain to potential vendors how to submit bids using the City & County of Honolulu’s Vendor Self Service 
(VSS). 
 
Focusing on the following: 

• How to enter and submit a valid Solicitation Response or SR (Bid).   

2. Accessing City & County of Honolulu’s Vendor Self Service 
(VSS) 

 
• Please go to: https://www5.honolulu.gov/webapp/vss/Advantage 

 
• Please login with your User Name and Password. Only registered users (vendor) will able to 

submit bids. 
 

Please Note: 
For detailed instructions on How to Search for Solicitations and Review Online Bid Proposals, 
please click on the link below: 

• Viewing Online Bid Proposals Guide at 
http://www.honolulu.gov/pur/vssviewingonlinebidproposals.pdf 

 

3. SR Navigational Features 
 

Navigational Feature Behavior 
Page Toggle Buttons 
 
 

Use the First, Prev, Next and Last toggle button to 
switch between the different Commodity Lines of a 
solicitation. 
 
 

Drop Down List  Provides a list of items for selection. 
 

 
Expand /Collapse button  

Selecting the downward arrow will expand tab. 
Selecting the sideways arrow will collapse tab. 
 

 

 
Save Button              
 

Please use the Save button frequently when working 
on entering a Bid.  
 
Saved Bid (s) can be found in the “My Bids”  section 
of VSS 
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Navigational Feature Behavior 
 
Undo button              
 

Click on this button to undo last action.  

 
Attachments Button  
 

Click on this button to include attachments with your 
bid response. 

 
Submit button           
 

Click on this button to submit a Bid. 
 
Please Note: Only submitted bids will be accepted. 

 
Close Button    
 

Click on this button to exit the SR document.  

 

4. Creating a SR (Bid) 
 

• Within a Solicitation document, please click on the Create Response link at the top of the page.   
 

*  IMPORTANT * 
Only one (1) Bid can be submitted per Tax payer Identification Number (SSN/EIN). 
 
 
Please refer to the screen below 
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5. Entering 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: Response Summary 
• Step 2: Commodity Response 
• Step 3: Evaluation Response 

 

 
 

Please Note: 

The Expand/Collapse  buttons are used to open or close sub-section.  

Step 1: Response Summary  
 
Please click on the Step 1: Response Summary link on the left panel and click on the Expand  
buttons for the “No Bid” and “Discount Information” sub sections. Step 1: Response Summary 
provides an overview of the solicitation and fields for “No Bid” reasoning and your company’s prompt 
payment discount policies.  

 
1. Solicitation Summary:  
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2. No Bid:  
 
Complete this section if your organization will not be submitting a bid. 
 
• Select “No Bid” from the Drop down list and enter in explanation in the comment field  

 

 
 
3. Discount Information:  
 

Please, enter your prompt payment discounts here (if applicable). 
 

 
Please see below for a screenshot of full page display of Step 1: Response Summary 
 

 
  

Solicitation Summary

No Bid

Discount Information
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Step 2: Commodity Response 

Please click on the Step 2: Commodity Response link on the left panel and click on the Expand  
buttons for the “Commodity Response”, “Specification Details” and “Shipping &Handling” sub sections. 
 
The Step 2: Commodity Response provides fields for entering in bid price and specifications of 
goods/services being offered. 
 

* IMPORTANT * 

Use the  toggle buttons on the top of the page to switch between the 
different commodity lines being requested.  
 

 
1. Commodity Information:  
 

Displays the commodity information for which you are currently entering your bid price for. 
 

Fields to Note: 
• Line: Line # of the displayed commodity line.  
• Line Type: “Item” or “Service”. 
• Commodity Specifications: General description of the displayed commodity line 
 

 
 
2. Commodity Response: 
 

Please enter you bid price here. 
 

• 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) 
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• If Line Type = “Service”, please enter the following fields: 

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

 

 
 

• Please select “No Bid” from the Response Type  Drop down list if you chose not to bid 
on the displayed commodity line. 

 

* IMPORTANT * 
The City & County of Honolulu will not accept any Bid entered with condition(s).  
 
 

3. Specification Details: 
 

• Please populate all relevant fields concerning your organization’s goods/services. 

 
 

* IMPORTANT * 
If a submittal of a completed questionnaire is required along with online bid response, please see the 
“Including Attachments with Online Bid” portion of this guide for instructions. 
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4. Shipping & Handling: 
 

• Please populate all relevant fields concerning your organization’s goods/services. 
 
 
Please see below for a screenshot of full page display of Step 2: Commodity Response 

 

 

 

Commodity 
Information

Commodity 
Response 

Specification 
Details 

* *

First Prev Go To Next Last 
 
buttons used to switch 
between commodity lines 
being solicited. 
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Step 3: Criteria Responses 
 
Please click on the Step 3: Criteria Response link on the left panel. 
 
The Step 3: 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. 
 

                                             
 
 

* IMPORTANT * 

Use the  toggle buttons on the top of the page to switch between the 
different criteria responses being requested.  
 
 

6. Including Attachments with Online Bid 
 
Please follow the steps below to include attachments with your online bid submittal:  
 

• Please click on the  button on the bottom of the page.  

Shipping &Handling 
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• From the Attachment page, please click on the Upload link.  

 
Please refer to the screen below: 

 
• From the Upload Attachment page, please click on the Browse… button to search for 

and select the document that needs to be uploaded.  
 

• The selected document should be displayed in the “Attachment File:” field. Please click 
on the Upload button to attachment to your bid. 

 
Please refer to the screen below: 

 
• After uploading all relevant attachments, please click on the Return to Document link. 
 

Please refer to the screen below: 
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7. Submitting Bid 
 
After entering in all relevant bid information, attachments and reviewing for correctness. Please follow the steps 
below to submit your Bid to BFS Purchasing Division.  
 

• Please click on the  button on the bottom of the page.  
 

Please refer to the screen below: 

 
 
This completes the electronic bidding process. The screen below will be displayed and a confirmation 
email notice will be send to your organization’s designated email address.  
 
Please refer to the screen below: 
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8. Appendix : Additional Resources 
 

If you any questions, please contact the help desk at (808) 768-5535 or bfspurchasing@honolulu.gov  
 
Please click on the following link to access VSS FAQ’s and VSS Help Guides: 
http://www.honolulu.gov/pur/vsshelp.htm  
 


