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Procurement Awards, Notices
and Solicitations (PANS)
POSTING

Before we begin...a quick refresher...

You are required to have written delegated
procurement authority and appropriate
training:

v’ Procurement Delegation No. 2010-01
(12/7/10)
Amendment No. 1 (4/4/11)
v’ Procurement Delegation No. 2010-
02(12/7/10)
v’ Procurement Circular No. 2010-05 (12/7/10)
Training website:

http//spo.hawaii.gov/, Training for State and
County Personnel
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And something new...

THE PROCUREMENT WIZARD

Procurement Wizard

Section One:

{ "ti-':r) Introduction
v Start Here!
| oy

Welcame to the Stote of of Hawall Procurement Wisard. This is the afficial guide to the Exec-
urive Branch and other jurisdictions on the Procurement process for goods, services, and
construction. The Sto ry procurement resources include the Procurement Wizard,
| Hawaif Revised Stantes (HRSL and the Hawail Administrative Rules (HAR)

w

.hawaii.gov

3 State of s
State Procurement Office Qa3
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ﬁ_ Posting of...

* Procurement Notices

¢ Solicitations (RFPs and RFls)
* Awards and Contracts

* Planned Purchases Report

@ Why are we having this session?

Small

P | Competitive | Crisis | Exempt  Restrictivel Purchase Treatment  Total

000 | 382680768 0 111,857,733 4,680,201 117400 0 499,376,100
01 8,619,867 0] 44000807)2575380) 94265 0 133290419
002 | 43695427 0 121163934)3257,057) 1799% 0 54829635
003 | 2943051117 0] 91380957 1,765,174 203400 0] 30364005648
014 | 19271741 0] 51174806)5384713) 148527 0 20945457
015 SL794508) 7981 5072081520607 62403 0 10569174
2016 J4717550 0 0 74750
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ﬁ_ Procurement Notices System (PNS)

®» Procurement Notices System

Procurement Circular 2003-04 (5/09/03; eff.
7/1/03)

Amendment 1 (5/28/03)

® Posting Procurement Awards, Notices, & Solicitations
(PANS)
Procurement Circular 2010-01 (6/15/10)

Purpose of the PNS

To provide the public with a single location for viewing
Chapters 103D and 103F procurement notices.

Q

Procurement Notices
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Procurement Notices Login
" Homepage: Procurement Notices/Bidding Opportunities

€9

&P

=== Procurement Notices (continued)

secsebly comc

& ST Procuremen Orrce S

Tutnay s o Gpen, Tt and Teomsponont Prce

Home

You are here: home

Lojintan
Password

Home | Tems of Use | og in
92003 Stz of Heva. Al Fighs Resane

Refer to Procurement Circular 2010-01 if a login and password
is needed.
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Procurement Notices (continued)

. STATE PROCUREMENT OFFICE

Tutegrity s an Open, Fats and Tramspanent Proca

you are here: home » notices » notices » solcitations menu

Solicitations Menu

accessibity conact

o)

Browse

Currznt Solicitations
All Solicitations

My Records
Search

Curent Solcications
Expired Solicitations

a3

Add new
Solicitation

Home | Root | Terms of Use | & Corinne Higa | Preferences | Log aut

VR

SPO (1/2017)
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Be sure to print public notice on the date that it is
first published.

SPO (1/2017)
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Procurement Notices (continued)

STATEMENT OF ATTESTATION
TFTOR INTERNET POSTING

of the do attost tha
TEGE e
{Check Aappronate statement)
— ter 1020, HR
Snce Witn Section 3-122-16., Hawall Ad strative mules, e atacned
= e S i FERASE Mot es Siestern

[0 Chapter 102F, HRS
A Wit Brast et Clrcular Mo 300304, datad Moy 9. 2007, the attache
st Ot Yo DOStoD to the State @ oty Frecirement Motice Syster
e Fraran

===
Tranatare 3 ===s)
A o PO S L st

SEO Formn-20 maesy

Complete and print “Statement of Attestation
for Internet Posting” (SPO Form-20).

(Notice in the newspaper is optional.)

Procurement Notices (continued)

sacsshly ot

& e Procurevan Orece g )

]

o

Tty 00 o, o aud gt P

Home

You e e nofcs  rices )y recors

My Records

(o]

Hone | et Tams of s | Conme g Prefrences Log o
9008 St of i 41 w: Reszriad
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REQUEST FOR PROPOSALS WEBSITE

RFP

ﬂ% Request for Proposals

Stae Pocurment Offce

Please enter jour usemame and passivord tologin.
ez,

Pessunr:

F—

https://gpcprod.spo.hawaii.gov/manage/login.php

SPO (1/2017)
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Request for Proposals (continued)

SleaProurament Offee

Mgeen lanage $PO2
Jser spor-tst
o Vanagerome Wb Sites
o ChangePassiord o Heatf and Human Semces Contacts
+ (hangelP Pl Nanage
g Out o Confacs fr Goods, Sewvcas, and Constuction
Pubic | Nemage | Hanhick
 REPs o et and Hugn Sarvcss
Pubkc | Nenge

(ther Links
o 570 Home
o DAGS Hme

Log Out

Home | spo2] Tems of e | About | SPO2- og Ont
Contact Webmaster| eich Site
Copright & 2008 St o Ranii- All igHsresenvd

Request for Proposals (continued)

State Procurement Office

RFPs for Health and - RFPs for Health and Human $ervices - MANAGE

Human Services
Manage Home RFPs
« Adda NewRFP
Add New RFP
S G—
Pending RFPs + OpenRFPs
Open RFPs + Closed RFPs
Closed RFPs « Search by RFP Number
Search LINKS
+ RFP103F Public Site
Pubi e + SPQ Main Site
Exit
Manage Area

User: spon-est

« Manage Home

« Change Password
« Change P

« Log Out

Home | spo2 | Terms ofUse | About SPO2- Log Out
Cortact Webmaster | Search Site
Copyright @ 2009 State of Hawaii - Allrights reserved.

SPO (1/2017)
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Request for Proposals (continued)

|l A ———
RFPs for Healthand RFP Form

Human Services
Wanagehome
Add New RFP RFP Number:
Pending RFPs

Adding New RFP

Service Title:
Open RFPs

Closed RFPs

Qaarch

Service Description:

Contact Phone:

{Enter oniy mumbers, No spaces or other characiers. Include ares code) 505
Contact s-mall:

Publish Date:

Momaar: mmidayyyn

Number Addenda:

Date of Most Recent Addenda:

(format; mmvddyyyel

Proposal Submittal Deadline - Due Date:

{Mormat; mmidayyyy)

Comments:

Approximate Funding per Year;
(Erinr anly mumtrers. Mo spaces. comss or other charsciers. ) s

Frojected Start Date:

{ormar. mmdd )

Projected End Date:

[t —

Will there be multiple awards or a single award: Mutiplo
* Singla

Awardee:

Save | | Fasel

Request for Proposals (continued)

W

Stale Prourement Ofce

Rt [angge RFPs
L R

/anageHame
AdNewREP RS/ found 8

| T s
/L] HF ]

cojed Vicdm Senvioes for Adul Female Vieims of Domesfic Violenze o Senua Asaul Open
peRfs M8 et Preflus Preschool Seroes- Sisenide (pen
(losedRFPs o InFacity SexOferderand Vicim Senices Open
S o5 Aulizy Nusing Sevics fo Hawei Youth Comecinel Senices Open
ad  SexOffender Treatment Senices, Siatenide (pen
Pue:te osd Cotinwm of Teatment Sevices Open
Eit i Alenefive fo Incarerston for Femele Offerden et e Raal Communty Comecioral Cenler Open
— |l ot Proison of Surogate Patent Senies for Students o the Deparment of Educafion Open
M lio  Altangfie Leaming Center Open
User admiristito
o llanagekome
o Chance Passiod
tChanﬁe P - - AttaCh
 larage Lsers Edit ﬂ Delete B

SPO (1/2017)
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Request for Proposals (continued)

St Procurement Offce

To upload RFPs,

REPs forHealthand | jst Attachments addenda, etc
) .

Human Senvices

larageHame L
AddNewRFP  Upload New Atachment

— e e e
OpenREPs

Closed 3FPs

Searth

Putlic ite
Bit

Manage Area

User adminstraor
o Hianage Home

# Change Password
o Change P

o lanage Users

o llanage Goups

o LogOut

Request for Proposals (continued)

State Procurement Office

RFPsforHealthand  Add Attachment

Human Services
T Attach File to RFP No. xxx
Manage Home:

Add New RFP

Name:
Pending RFPs File:

Open RFPs .
Attach File

Closed RFPs

Search

Public Site

Exit

Browse

Manage Area

User: spoh-test

+ Manage Home

« Change Pessword
+ Change P

« Log Out

Home | spo2 | Temns of Use | About | SP02- Log Out
Contact Webmaster | Search Site
Copyright © 2009 State of Jawail - All igh's resened.

SPO (1/2017)
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Request for Proposals (continued)

State Procurement Office

RFPsforHealthand  Attachment Added
Human Services
FP#: XXX

Nanage Home

Add Hew RFP File was successfully uploaded and renamed to rfp6871239652946.pdf
Pendng RFPs
CpenRFPs
Closed RFPs

+ Edit Attachments
+ Home

Search
Publi: Site
Exit

Manage Area

User span-est

« Manage Home

« Change Password
« Change IP

« Log Out

Home | 3pa2 | Terme of Use | Abaut | SPC2- Log Out
Contact Webmaster | Search Ste
Copyright © 2009 Stale of Hawaii - All ights reserved.

Request for Proposals (continued)
State Procurement Office
BFP Humber HTHE. 5704
Tha: Lng Term A Scpmarts et Hesusres LASH. Stabeante
gt syilers of S snd ereces b Pl wth rikecal purpe P i s arg -t
Fenares LASH bor reciaiy 18 it e i hor n¥ Tt XX peracey Title 10X of e Sl Sty Act knowe o5 Medic s snabies sabes 13
Gaogriphe
Arwais) et
hapranmane fungng
por aar; 353000
Progesnes fan dae anewT
Projescs End Date: e
Wl thaws be multiple
etregtom,
o -
Comments.
Important Dates
Custe Pubinhed e
Ous D 12296
Adderda Irformation
Magmber 3l
Adsesds o
Ciate of Vot
Recert
Aaornor
Contast nformation
Deparmers Hesn
Dt Cervriprretal Dristiters
Cane Tert Srarch
e
Coetact Phone: VRO S0 S
Contact s-mal- WAy N hesh g
Gat the RFP
wfsbpace sl
T
26

SPO (1/2017)
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Request for Proposals (continued)

ReFelrhelhand — Raquests forFroposls

Humen Senvices
— i RFRs feund
fone CibkonZEPs e or ene o fmadon ot ReF
[ SN
wl HIH 0045 H') s rg Aesitce s Halh Stz de fufr
Al
HIH 1047 e VDS Tratrent=enso At of 200 Pt 3 HUADS Car S Hah Sekwe  0ET
Pocemenofbeattd R Longem 4 Supprs e LASK v e duah b R
Hin etz FFhHIE 2L s oz S Mo
SaePrernert e FPMHE Hondss et g Amannices S 0
R HIE 24 T4 Hemelzs Emergene rans Pogm AmnSenics Stlewde fu: '
DAGE ore
EE
Gt
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ﬁ_ Is posting of awards and contracts
mandatory?

e Procurement Circular No. 2010-01

* Detailed how to:
* SPO homepage: spo.hawaii.gov
e Search: PANS Overview

ﬁ@; Awards/Contracts Database

What kind of purchases of health and human service do |
need to report on the Award/Contracts database?

a. Any HRS Chapter 103F purchase using the five
methods of procurement:
Competitive, restrictive, treatment, crisis, small
purchase

b. Purchases exempt from HRS Chapter 103F
(including HRS Chapter 42F grants for health &
human services).

(a & b regardless if formal contracts, memorandums of
agreement or understanding (MOA or MOU), and
purchase orders)

15
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&
ﬁ— Awards/Contracts Database (continued)

1. How do | get started?
Obtain a login and password.

(Refer to Procurement Circular 2010-01 if a
login and password is needed.)

(The same login and password work for both the
RFP and Awards/Contracts databases)

ﬂ% Awards/Contracts Database (continued)

Stae Pocurment Offce

Please enter jour usemame and passivord tologin.
ez,

Pessunr:

F—

https://gpcprod.spo.hawaii.gov/manage/login.php

16
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Awards/Contracts Database (continued)

2.  Onthe Manage SPO2 click on “Manage” to add
or amend an Award/Contract entry.
Stee ProcrementOffce
Maneres _ [anage SPO2
Uz zpones:
o lanageHome— Web Sites
o Change Passuord o Heglth and Human Sevigs
+ Change P Pz Manage
* LegQut + Contacts for G2
Pabiz| Manage | Hen
o R7Ps for Heath ard Fumen Senices
Ptz Manage
Other Links
+ 830 Home
+ DAB3 Home
Log Qut
Home |spo2 | Tems of Jse | Abaut | $702- Log Ou
Contect Viebmeder | Search Site
Copyight ©2009 Stz of Hanai - Al ights szried
33
)
Adding a New Contract (Awards/Contracts)

Click “Add a New Contract” for a new entry.

Click “Search for Contracts” or “List All Cogftracts” to amend an existing contract.

Be Aware: You will only see entries thgf are entered under the same login and
password.

‘Contracts for Health Contracts for Hgfilth and Human Services - MANAGE

and Human Services
Manage Home CONTRACTS D#

e Add a Mew Cohtract
® Search for Contracts

Contract - NEW

Contract - SEARCH = List All Contracts
Contract - ALL PROVIDERS
Providers = List All Providers
= Add a Mew Provider
Fublic Site Bsfore adding & new provider, plesss check that the provider is not aiready included,
Exit ATTACHMENTS

Manage Area ® List All Attachments

User: administrator MANAGE

= Mamage Home = Contracts by Users

g:gggz ﬁ':lass‘.\.rord = Incomplete Contracts
e Dump Database

Manage Users
Manage Groups LINKS
Log Cut = Contracts Public Site

= SPO Main Site

17
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-.j ,
@_ Adding a New Contract (continued)

6. Click “Yes” to add a new contract.

Contract Form - Page 1

You are about to create a new contract. Do you want to proceed?

Yes No

ﬂ Adding a New Contract (continued)

7. There are 4 pages to enter contract information.
Page 1: General Information & Demographics
» Contract/PO number,
» Department, division, branch/office,
» Provider, service description,
» Geographic areas,
» Target & special population, if any,
» Start date, end date, possible extensions

18



HRS Chapter 103F, Posting to PANS

Adding a New Contract (continued)

[
Contract Form - Page 1

' ContractID
Cwmer
-, Contractior PO) Number:
Department:
Division:
Branch/Cffice:
Provider:

1

Service:
Description:

Geographic Areas:
Target Populations:
Special Population, if any:
Start Date:

immAsdy !

End Date:

[yl

Possible extensions to:
(it

Notice of Award Date:
(e

Harwesit [ Kansai TI0mai (7] st [ Mook [7] Db 7] Ststewide

02 Fla-s F1en1 [ nzear 1820 2058 159 an cter [ raries ©lan

 SamiOciobagel || Remet
Skip To Page: 12| 114

Adding a New Contract (continued)

Page 2: Method of Procurement

a. To add a new contract, click “Add New.”

Contracts for Health Contra
and Human Services

Manage Home
Contract - NEW
Contract - SEARCH
Contract - ALL
Providers

Public Site

Exit

Cont?étlor PO) Number: test

Manage Area

User: spoh-test

=+ NManage Home

= Change Password
« Change IP

= Log Out

Add a Method of Procurement to continue

SPO (1/2017)

19
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Adding a New Contract (continued)

W
Adding a New Contract (continued)

b. A page will appear where you will indicate the “Method
of Procurement” and the citation (RFP, PEH, RH, statute,
or rule number)

‘5 Method of Procurement and Number Form
Contract Number: fest
Method of Procurement: Compefitive-Afier the Fact Secondary +
RFP, PEH or RH Number, as applicable: il I EREEIEL]
Exempt- Contractw/ Gov. Agency
= Restictive
= Small Purchase
Treatment
3

c. Click “Save & Go Back to Page 2” to check information

State Procurement Office

entered.
“anai.goy,
iy “';::'. Method of Pr and Number Form
e Contract Number: I~
Method of Procurement: .
RFP, PEH or RH Numbser, a3 applicabls:

S GoducruFaged | |Reset

Caovmgnt § 2000 Sume o W - 4 15 AT

SPO (1/2017)

20
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Adding a New Contract (continued)

If corrections are needed, click on the blue edit (pen)
icon to go back to the previous page.

Contracts for Health Contract Form - Page 2

and Human Services

Manage Home

Contract{or PO} Number: test

Contract - NEW Add New

Contract - SEARCH

Contract - ALL mEE Competitive-RFP RFP Test
Providers

Public Site [ Go to Page3 ]
Exit SkipToPage: 1[|2[2]4

Manage Area

User: sponh-test

= Manage Home

=« Change Password
« Change IP
-

Log

Out

41

A

dding a New Contract (continued)

Page 3: Funding Information

a. When entering funding for a different contract fiscal
year, click “Add New.”

Nanage Home
Contract - NE!

Contracts for Health co ntrac{ FO mAp age 3
and Human Services
e Contract(o?}ﬂumber. fest

State Pro

W AddNew

| I m—
Coraat-ALL ederl Geerl pecil Tl fetral | Gnerl | Secal | Tl

Providers
Publc Ste

Bt

Funds listed a5 contracted are an esfimate Decause the semices are s nesded and the contract does nof s a fofal amount

Add funding amounts to continue
42

21
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v
@_ Adding a New Contract (continued)

You are required to enter a funding amount.
DO NOT LEAVE BLANK!

State Procurement Office

Contracts for Health Fyings Form
and Human Services

= Fiscal Year: BB -
©" Federal Funds Contracted:
" Genersl Funds Contracted:
Special Funds Contracted:

Check if th fetal year and this
is an estmate. Explain in Comments.:

Fedaral Funds Actually Expended:
; General Funds Actuslly Expended:
. Special Funds Actualy Expended
Comments:

[Bove] [Foset

ﬂ Adding a New Contract (continued)

Example:

Contract Period: 1 year with 3 yearly options to
extend.

Funding: $200,000 per contract year (January to
December)

Total funding for 4 years: $S800,000

FY 2012: $200,000
FY 2013: $200,000
FY 2014: $200,000
FY 2015: $200,000

SPO (1/2017)
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Adding a New Contract (continued)

4. If the funding amount is estimated, be sure to check
the box.

Health Fynds Form
arvices

Fiscal Year: EE - |
Federal Funds Contracted:
General Funds Contracted:
Special Funds Contracted:

Check if the contract does not include total funding by year and thi
is an estimate. Explain in Comments._:

Federal Funds Actually Expended:

General Funds Actually Expended:
‘jwd Special Funds Actually Expended:
Comments:

(Reset)

Adding a New Contract (continued)

5. If the contract crosses into other fiscal years, be sure to
enter the amounts to be expended in each
appropriate fiscal year.

lealth Fyunds Form

vices

Fiscal Year: [2oos S
Federal Funds Contracted:
General Funds Contracted:
Special Funds Contracted:

Check if the contract does not include total funding by year and this [
is an estimate. Explain in Comments._:

— Federal Funds Actually Expended:

General Funds Actually Expended:

v Special Funds Actually Expended:
Comments:

Note: Contract FY NOT Funding FY.

23
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~~ Adding a New Contract (continued)

6. After the close of each fiscal year, enter the actual amounts
expended for each fiscal year.

uth Funds Form
ces

Fiscal Year: [zoos G0
Federal Funds Contracted: -
General Funds Contracted:
Special Funds Contracted:

Check if the contract does not include total funding by year and this [
is an estimate xplain in Comments.:

ederal Funds Actually Expended:

General Funds Actually Expended:
Sp

ecial Funds Actually Expended:

SAVE

~~

Note: You need to update yearly for the life of the contract!

Adding a New Contract (continued)

ooy

If the information needs amending, click on the blue (pen)
edit icon to go back to the previous page.

If okay, “Go to Page 4.”

h Contract Form - Page 3
& Contract(or PO) Number:

/]3] 2010 50 5200 50 5200 Yes
/1] 2009 50 5100 50 100 Yes §0 5200

Add New

*Funds listed a5 confracted are an estimate because the services are as needed' and the confract does nof Wa total amournt.

- GotoPage4

SkipToPage: 1[2]3]4

24
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W
Adding a New Contract (continued)
-
Page 4: Method of Compensation and Payment, Contact
Information, General Comments, and Major Accomplishments
y A ——————
o Contract Form - Page 4
=== Contractior PO) Number: test
Method of Compensation & Payment
Method of Compensation: Cost Reimbursement = Und Rate 7 Fixed Price I Other
New Service - |s this a new service for the purchasing agency Yes: © No @
Modified Sarvice - Is this a significantly modified service from prior Yes. © Ho &
solicitations? "
later reconciled with the method Yes No &
sbar of unitsreferrals for which payment Yes: © No @
Yes No &
L}
Fimnahy Fase
Saip To Page 112014
49
3

Adding a New Contract (continued)

Contracts for Health Contract Form - Finished

and Human Services

Contract Number test Saved.
Manage Home

= = WIEW this Contract
Contrpt=HEVY - EDIT this Contract

Contract - SEARCH page=1]213]14

Contract - ALL « DELETE this Contract
Providers = Home

Public Site

Exit

Manage Area

User: spoh-test

=« NManage Home

« Change Password
« Change IP

= Log Out

SPO (1/2017)
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i@_ Adding a New Contract (continued)

Getting to the End
>Before logging out, check your work!
>If you are done, log out.

ﬂ Updating Your Contracts
- Awards/Contracts Database

6. Updating or Editing Contract Information
+ Log in; click on Manage..
+ Click on List all Contracts or Search all Contracts.”

(FYI: You can only edit those entries that were entered
under the same login and password. To view all entries by
the department or division, you need to view it from the
public view.)

26
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@_ Updating Your Contracts (continued)
- (Awards/Contracts Database)

What information needs to be added or adjusted during the
life of the contract?

+ Enddate

+ Funding

— Expected funding for the next fiscal year

— Actual expenditures for the preceding year
Contact information

4+ Significant contract accomplishments

.'_

+ Updating Your Contracts (continued)
(Awards/Contracts Database)

Keep info current!

Contact Information
Contact Person:
Phone:

E-Mail:

Comments:
Significant

Accomplshments. Update as
Funding for Conract g app|icab|e

Fiscal Year; 2010

Facenl Funds: 50 50
‘State Fundy: 200 5150
Special Fungs: 50 50
‘Total Funds for FY: $200 $150
Are Total Funds Contractes™: No

Comments:

Fiscal Year: 2009
Comtracteg Expended

Fuderal Funds: 50 50
‘State Funds: $100 £200
Special Fungs: 50 50
“Total Funds for FY: $100 5200
Are Totl Fusgs Contractes™; o

Comments:

27
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@_ The Icons

Blue (pen) icon to edit;
Green (arrow) icon to add/upload an attachment.

Red (X) icon to delete the record.

Q

Planned Purchases Report

28
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@;— Planned Purchases Report

HOW TO POST:

1. Login (email address) and password required
Requests must be directed through your
departmental coordinator. Password will be sent
via email. Password changes allowed.

2. Login website:
http://dags.hawaii.gov/plannedpurchases/

3. Planned Purchases Report: Background, purpose
and posting instructions (PowerPoint
presentation).

http://hawaii.gov/spo/health-human-
svcs/purchasing-health-human-services-hrs-103f
under “Planning”

@ Planned Purchases Report (continued)

\ Sele of Hova
@ Department of Accounting and General Services

Purchases of Health and Human Services

http://dags.hawaii.gov/plannedpurchases/

29



HRS Chapter 103F, Posting to PANS

SPO (1/2017)

-.j : .
ﬁ_ Planned Purchases Report (continued)

~ . State of Hawail
#) Department of Accounting and General Services

Purchases of Health and Human Services

Dmwtws | e e

e End

Thank you for attending today’s workshop!

State Procurement Office
Health and Human Services
(808) 586-0554
state.procurement.office@hawaii.gov

30



