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Resources and Training Materials
http://Hawaii.gov/SPO > HEPS-HIePRO
> HlePRO for State Personnel

e HlePRO Program Manual

— Overview, roles, your responsibilities, who may
have access, and more.

e HIlePRO Buyer Quick Reference

— Step-by-step guide to getting your solicitation on
HlePRO providing you:
¢ Know how to conduct the method of procurement;
* Have specifications, minimum qualifications; and
* Have Administrative requirements.

e SPO 311 Training Reference (PowerPoint)

This Webinar is Designed for

State Personnel who:

— Have or will have written delegated authority to
procure and procure using eProcurement;

— Have taken the required workshops for the
method of procurement to be used (l.e.
Competitive Sealed Bidding Method of
Procurement - SPO 100)

— Have taken SPO 301 HlePRO Buyer Training-parts
A & B;

— Are given access to HlePRO by their Department
eProcurement Administrator; or

— Are Department or CPO Jurisdiction eProcurement
Administrators or Alternates.
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This Webinar is Intended to:

e Provide responsibilities of buyers when using
HlePRO;

e Teach the differences in the mechanics of
placing an IFB (as opposed to a small
purchase) on HlePRO;

e Provide some reminders about common
mistakes in conducting competitive sealed
bidding method of procurement using
eProcurement.

This Webinar will Not:

* Teach everything needed to conduct
procurement, awarding, contracting or contract
administration. (There is not enough time. You
must take the required workshops for the
method of procurement or function.)

* Serve as a refresher on how to conduct
procurement. You should take the class for the
method of procurement again.

* Give anyone access to HlePRO. Only your Dept. e
Administrator can do that. Not everyone should
have access. (Security issue)
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Before You Procure/Administer Contract:
Written Delegated Authority and Training

Before you develop/draft/participate in a solicitation, review, approve,
conduct, manage, or administer a procurement/contract, you must:

e Have written delegated authority per signed and submitted (to SPO)

Form SPO-036.
Note: See Procurement Delegation Memorandum 2010-01, as amended.

— See: http://hawaii.gov/spo
> For State & County Personnel
> Required Procurement Delegation Authority (there is also a link to the
required (mandatory) training requirements site)

¢ Have taken all required training.
Reference: Procurement Circular 2010-05, as amended
Note: Some requirements have changed. Check the website periodically.

— See: http://hawaii.gov/spo
>Training & Informational Sessions
>Training for State and County Personnel
>Training Requirements: Which Workshops Do | need to Take?
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Required Training
HlePRO Buyer Training to Conduct IFBs
Level 2

Method of Procurement
— SPO 100 - Competitive Sealed Bidding
— SPO 150 - Insurance Requirements for Contracts
SPO 127 - Understanding, Detecting and
Preventing Anti-Trust Violations
SPO 301 — HIePRO Buyer Training
SPO 311 — HIePRO Buyer Training for IFBs

If procuring for construction add to the above:
— SPO 130 - Construction Procurements

— SPO 185 - Prevailing Wage, Certified Payroll and
Contract Agency Responsibilities

11

Transition to HlePRO

Timeline
* September -November

— Departments complete determining business
process and enter info;

— Ongoing training;
— Buyers enter HlePRO solicitations as they are
trained.

e December
— Last solicitation in HePS

e January-February 2014
— Retrieve data from HePS
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Buyer Responsibilities
1.Maintain security of HIePRO and its data.
2.Point-of-contact with vendors for the

solicitation.

3.Issues procurement by following the
procurement procedures for the method of
procurement. (HIePRO doesn't do it for you.)

4.Provide clear written specifications, minimum
gualifications as applicable, and administrative
requirements. (HIePRO doesn't do it for you.)

5.Follow the procurement code of ethics.

Point-of-Contact with Vendors

* Itis the buyers responsibility to answer
qguestions about the procurement.

 If you do not know the answer, advise the
vendor you will get back to them. Then find
the answer and get back to them.

* Exceptions:

— Questions on the mechanics of HIePRO - provide
them the HIC contact info.

— Policy questions, provide them SPO contact info.
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Ethical Procurement

* Procurement Code of Ethics;

* Essential to the procurement process and
public faith and perception;

e Affects everyone;

* No conflict of interest or appearance of.

— You must be an employee of the state through the
personnel process.
— If you are a vendor to the state, you may not have
access to HlePRO.
e Ref: HRS 103D-101, HAR Chapter 131, Sec
131-1.02

Getting Access/Permission to use HlePRO
* Only your e Administrator can give you access
to HlePRO and will need:
— Your exact email address;
— Your position title;

— The methods of procurement to which you may
have access (use); and

— Any approval paths to which you need to be
subject.
e Each department has its own procedures.
Contact your department for the procedures.
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Questions?

Before Creating your Solicitation
Do your Homework

* HIePRO does not create specifications for you.
Have your specs ready when you create your
solicitation in HlePRO.

» Before creating your solicitation search HIePRO
to ensure the:

— Appropriate correct commodity code is selected.
— Vendors who are appropriate and you want to
respond are in HIePRO.
If they aren’t, let them know you will be issuing a

HlePRO and where to register and get help:
http://hiepro.hawaii.gov. ph: 808-695-4620
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Quantity

The transaction fee is based on the price at
time of award.

Buyer must enter an estimated quantity.

Estimates may be based on estimated or prior
use.

If the quantity is an estimate be sure to:

— state so in the solicitation specifications, and

— indicate if there are any guaranteed minimum
amounts.

REQUIRED for IFBs

Minimum 10 days BETWEEN solicitation
opening and submittal due date.

Attach AG General Conditions
Attach Special Conditions/Provisions
Protest process
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Questions?

Finally, on to HlePRO...

(You may want to take out your HlePRO Buyer
Quick Reference)

http://HlePRO.hawaii.gov

To Enter a Solicitation in HlePRO:
Needed for the Solicitation

Specifications;
Minimum qualifications of vendor;
Administrative requirements;

Timeline (prebid conf, Q & A, submital deadline,
delivery);

Estimated price;
Potential vendors

Other requirements specific to the goods, services or
construction to be purchased.
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In Summary - 3 things

1. HIePRO does not do the thinking for the
buyer.

— Just because it is physically possible to do something
in HIePRO does not mean it is permissible or
allowable.

2. HlePRO is not a method of procurement.

— Itis a tool to make the procurement more open and
efficient.

— Buyer must know which procurement method to use
and how to conduct it.

3. The buyer must have the Specifications.
— HIePRO does not know what you want to buy.
— Commodity codes are NOT specifications.

To Enter a Solicitation in HlePRO:
Buyer Requirements

Written delegated authority;

Taken all required training;

ehawaii.gov account;

HIePRO permissions/access from Dept.
eAdministrator.
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Getting Access to

the HIePRO Training Site
1. You must have a separate Training site
eHawaii.gov account

— You can use the same work email — it is a separate
system.

— Go to https://training-hiepro.ehawaii.gov
— Select Create Free Account and follow Instructions
2. Send an email to hiepro@hawaii.gov containing
the following:
— Your Name
— Your Position Title
— Your Department

— The workshop number and date you took the
workshop (for instance, SPO 301 - 10/22, & 10/24/13)

When Using the HlePRO Training Site

* Vendors also have access to this site for
training.

* Do not enter anything that must be kept
confidential.

* No emails are sent out from this site.

— You will not get the usual notification emails in the
HIePRO Training site.)

e The HIePRO Training site is not connected to
HCE.
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State Procurement Office
http://hawaii.gov/spo
Questions?

Contact your eAdministrator

http://Hawaii.gov/SPO > HePS-HlePRO > HlePRO for State
Personnel > Department and CPO Jurisdiction
eAdministrators

Hiepro@hawaii.gov ~ 586-0554
Mara Smith 587-4704

Stacey Kauleinamoku 586-0571
Bonnie Kahakui 587-4702
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