Board of Water Supply
Professional Service
Consultant Portal
User Guide

&/

Welcome to the Board of Water Supply Professional Service Consultant Portal (Portal).
Effective June 1, 2021, all firms / individuals interested in providing professional services
to the Board of Water Supply (BWS) must use the Portal to submit its qualifications to the
BWS. Qualifications submitted via email, mail, or any other method shall not be accepted.

Notices and awards for professional services will continue to be posted on the BWS
Procurement website at https://www.boardofwatersupply.com/procurement
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Create Account

CREATING AN ACCOUNT

First Mamc *

John

Last Mamiz *
Doe

Phone Mumboer®
BO87480:000

Email *

john.doe@email. com

Terms of Use

By creating an account, | agree to the

To use the Portal, each firm must
create a company account in the
Portal.

Each company will have one (1)
account and each account may
have multiple users.

All users to the company account
may input and edit the company’s
information however, only users
designated as “Admin Users” may
complete the final step needed to
submit qualifications to the Board

of Water Supply. (See the User Profile
Settings & Management Guide for additional
information managing user logins.)

To create a new account, go to the
Portal at:

https://pscportal.boardofwaters
upply.com

‘  a. Complete all fields.

I'm not & robot
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b. Accept the Terms of Use
c. Click “Create Account”

Confirm Registration

An activation link has been sent to the email address
associated with your account. Please click the
activation link in this email to confirm your account.
Once confirmed, you will be able to login to the
system. If you haven't received your activation email,
please be sure to check your spam/junk folder as it
may have been incorrectly flagged as spam by your
email hosting provider.

\

5. The “Confirm Registration” window will
appear. Please click “Return Home”
and check the email account
associated with your account for the
activation email.

6. An activation email will be sent to the

email associated with the login. * If you do
not see the email, please check your spam/junk

folders./
Aloha John Doe,

Please confirm your user login account registration for the Board of
Water Supply Professional Service Consultant Portal by clicking the link
below. This link will remain valid for 24 hours.

Confirm Account

Thank you,

Board of Water Supply
Procurement Office

(808) 748-5071
Professionalservices@hbws.org



https://pscportal.boardofwatersupply.com/

Create Account Sign In

Email

Password *

Forgot Password?

Board of
u Water Supply

Aloha John Doe

Please use the six-digit verification code below to sign into your Board
of Water Supply Professional Service Consultant Portal account. The
code will remain valid for 24 hours.

788385

Thank you,

Board of Water Supply
Procurement Office

(808) 748-5071
Professionalservices@hbws.org
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SIGN IN AND 2-STEP
VERIFICATOIN

To protect the security of your account and
company information, there is a 2-step
verification to sign in.

1.

Every time a user signs into the Portal, they
will be emailed a 6-digit verification code.

This email may take up to 5 minutes to be

received. **If you do not see the email in your
inbox, please check your junk/spam folder.

Enter in the 6-digit code and click “Verify.”

2-Step Verification
An email with the verification code has been sent.
Enter the & digit verification number found in the verification email.

—
7 8 8 3 8 5

B2



COMPANY REGISTRATION

Register Company

The first company user to create an
account will be prompted to complete
the company’s registration.

_ompamy Name *

Pukashell Designs, LLC

To complete the registration, you will
EIN/SSN need the company’s federal
--------- employee identification number (EIN)
or SSN (as applicable) associated
with the company account.

lllllllll

1. Enter EIN/SSN and company/firm
name.

A

2. Click Register
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PROJECT CATEGORIES
THAT DO NOT USE THE
SFR330 FORMAT

&/

» Companies that are submitting qualifications for project categories that
do require the SFR330 information, please skip this section and go to
page 10 of this Guide.
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Board of

Q Water Supply

PROJECT CATEGORIES THAT
DO NOT REQUIRE THE SFR330

Law-Firms R-US, LLC

i . _ » Project categories that do not use the SFR330
Qualification Editor format to submit qualifications do not need to

complete the Qualification Editor.
Part | - Specific Qualifications

]

> Please go directly to the “Submission Dashboard
Foint of Contact and select the project categories that you wish to

submit qualifications for.
Proposed Project

Category Team

Key Personnel
Example Projects

Part Il - General Qualfications
Click “Submission Dashboard”

in the navigation panel.

«—

Submission Dashboard
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SELECTING PROJECT CATEGORIES

Using the Submission Dashboard, a company may select any number of Project Categories it wishes to submit
qualifications for, complete all the fields for the Category using the information that inputted under the Qualification Editor,
attach all required supporting documents, and submit the qualifications.
s o _ ADD ALL PROJECT CATEGORIES YOUR COMPANY
Submission Dashboard  #1 - Click WISHES TO SUBMIT QUALIFICATIONS FOR.

bR 1

“Add/Remove” “Project
Add/Remove Project | <+ {0 start a submission.

Select Project Catego : - .
: gory #2 - Select the appropriate Division and Project

Please select a project category or categories from the list provided. Category from the dropdown menus

e \

Division * .
- Project Category ® -

Executive Support Office

+<— #3 - Click "Add Project.” As Project Categories are added
they will appear in the list.

Division Project Category Submitted Date
Click the trash
icon to remove

Executive Suppart Omce 22-0MESO: Legal Counsel M i' «—
a category
: 22-03ES0: Environmental Litigation & Toxic —

Executive Support Ofmce Tort Legal Services Y .

#4 - Once all desired categories

have been added and appear in

the list, click Continue. —> m

7
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From the Submission Dashboard page, you may:

» Edit/ complete a Project Category submission that has not been

submitted.
Board of

\’J Water Supply

» See the submission date for Project Categories that have been
submitted.

Law-Firms R-US, LLC Submission Dashboard

Qualiflcation Editor Add/Remove Project
SUDH'IIEEI'IDH DESI‘] Dﬂ'ﬂ rd Division Project Category Submitted Date
Executive Support Ofce 22-01ESC: Legal Counsel M m

22-03ESO: Environmental Litigation & Toxic
Tort Legal Services

Executive Support Office 5/3V2021 9:50 Edit

> Please save a copy of the document/ information you upload and submit through
the Portal. No download/save as a PDF function is available for submissions
that do not use the SFR330 format.
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Projec-Calegary 2301 ES: Legal Counseal - Pravide professianal legal servicesdohe BWS. -
Letter of Interest Services mazy be regured o, but shal not be frnited o, the folosing sres ar specialties:
Admiristrative Law, Bankruptoy, Business (domestic: and-interrational), Cial Litigation, Civi

Rights-nchuding ADA, Collections, Corsdhulional Law, Corstruction:Law, Crirminal Defense,
Emireri Damain, Employment Law including discrimination, Enviranmental Law,

1 i 1 Gavernmental Contracting, LabarLaw, Land ‘Use nchuding planring and zoning,
> _Ple_ase prQVIde the !nformatlon Procurament, Publicand - Charitable Trust Law, Pubiic Finendng, Public Wlity -Commission:
indicated in the Notice to Providers of actians, Real Estate, Tax, and Torts including malpractios, defarmation and cther

Professional Services for the Project e rnational toets.f]

; Lawefirns-or attomeys licensed 1o practios: lawn-the: State of - Howal interested in:being
Category that the company is resainesd 1o i kegal serdces o the BWS i thess areas-shoukd submit s letter of-
su bm|tt|ng qua"fications for. irtares] ogether witha resume-whichindudes infamation abaout Sie-falosing 4]

(11 [Thename af the firmar parsan, She princdpal-place-al business locason-of all:
affices, and contac drformeation;{]

2] Theareals)of imerest forconsideration fram the-areas and specialies isbed

MNota: Sawve and Exit

» All Documents must be combined into a single PDF with a maximum size of 15MB.

# Please note that while the inclusion of pictures is not prohibited, they are not necessary, add to the size of the PDF document and
are highly discouraged

» Documents uploaded for this submission will not be available for download once submitted. Please retain the original for your
records.

After uploading the Letter
To remove uploaded T
+ documents, click the “X”. of Interest, click “Next

Step” . \
‘ Upload ‘

» For final submission steps please see pages 37- 39 of this Guide.

E 22-01ES Legal Services Letter of Interestpdr
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THE QUALIFICATION EDITOR

i
PROJECT CATEGORIES THAT

REQUIRE THE SFR330
INFORMATION

BWS Professional Service Consultant Portal User Guide 6/2021



. i The Qualification Editor is divided into two parts: Part |

\ ) water Supply - Specific Qualifications and Part Il - General
Quialifications. Each part is directly related to the
respective sections of the SFR330 form.

Pukashell Designs, LLC Qualification Editor PART | - SPECIFIC QUALIFICATIONS
A. CONTRACT INFORMATION
| Gualification Editor Mﬁ 2. FROJECT CATEGORY
_ o Part | - Specific Qualifications B. POINT OF CONTACT
Part | - Speciflc Gualiflcations
3 NAME AND TITLE
Point of Contact 4. NAME OF FIRM
- POInt Of ContaCt - SFRBSO PART I (B) 5. TELEPHOME NUMEER 6. FAX NUMBER T.E-MAIL ADDRESS
Proposed Project
Category Team Proposed Project _ . PROPOSED TEAM
Category Team = SFR330 PART | (C) [THIS SECTION MUST BE COMPLETED FOR ALL PROJECT CATEGORIES REQUIRED TO COMPLETE THIS FORM)
Key Personnel
_ 1. PROJECT CATEGORY OF INTEREST
_ Kev Personnel = SFR330 PART | (E)  PROFESSIONAL SERVICE PROVIDER QUALIFICATIONS
Example Projects PART Il - GENERAL QUALIFICATIONS
| {If a firm Wﬁc&s complete for each specific branch office seeking work.)
. . Example Projects = SFR330 PART | (F 2a. FIRM (OR BRA FFICE) NAME 3. YEAR ESTABLISHED 4. DUNS NUMBER
Part Il - General Gualifications ( ) /wf
2h, EET 5. OWNERSHIP
e . a. TYPE
SUDm I-ESIGFI DaEhbDErd Part II B General Guallfl‘:atlﬂns Ze CITY 2d. STATE 2e. ZIP CODE b. SMALL BUSINESS STATUS
Ga. POINT OF CONTACT NAME AND TITLE
7. NAME OF FIRM if block Za is a branch office)
Bh. TELEPHONE NUMBER fc. E-MAIL ADDRESS
Sa. FORMER FIRM NAMEI{S] (¥ amy) 8b. YR. ESTABLISHED

The Qualification Editor allows companies to build their company profile of Point of Contacts, Proposed Teams for the
different Project Categories, Key Personnel, and Example Projects. We highly recommend that consultants take time
to fill in information in the Qualification Editor before starting the submission process. This is particularly important
if you plan to submit for multiple project categories, as all information entered in the Qualification Editor will be available for
you to quickly add to each submission without having to type/copy in the information each time.

If you have used the SFR330 Form Template to prepare your company’s information you may copy and paste the

information from the Template into the information fields in the Portal.
BWS Professional Service Consultant Portal User Guide 6/2021 11



Qualification Editor

Part 1 - Specific Qualifications

Point of Contact

Add Point of Contact

PART | - POINT OF CONTACT

In this section you will be entering the information from Part |, Section
B of the SFR330 Form.

Add the point of contact(s) for the company. If the company has
different points of contact for the various project categories that the
company plans to submit qualifications for, a separate point of contact

should be created for each person.

Hame Title
1.

Qualification Editor 2.
Part 1 - Specific Qualifications 3.
Point of Contact

Last Name " First Nz

Puka John

Title " MName «

Engineer VIl Puka:

Telephone Mumber * Email A

8087485000 puka.

r'd
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Click “Add Point of Contact”

Complete the information fields (name, title, firm name, phone #,

email).
Click “Save”.

Point of Contact

Add Point of Contact

Mame

Puka, John
Shell, Jane

Aloha, Kimo

Title

Engineer VIl

President

Office Manager

The company’s list of Points
of Contact may be sorted
using the dropdown menu. \

First Name
Sortby: Last Name

Title

To edit or delete 7 0

a point of

contact, click the N \ _

appropriate icon. / U
/ 0

12



Pukashell Designs, LLC

Qualification Editor
Part | - Specific Qualiflcations

Point of Contact

Proposed Project
Category Team

Key Personnel

Example Projects

Qualification Editor

Part 1 - Specific Qualifications
Proposed Project Category Team

Add Proposed Team

e

PART | - PROPOSED PROJECT CATEGORY

TEAM

In this section you will be entering information from
Part I, Section C of the SFR330 Form.

1. Click “Add Proposed Team” and complete all

required fields.

2. Check the box if the Team Member has branch
offices, indicate each individual branch office that

.
T

will have a key role on the Team.

3. To add additional Team Members, click “Add
Another Team Member.”

4. Upload the Proposed Project Category Team’s

Organization Chart.

5. Click “Save”.

BWS Professional Service Consultant Portal User Guide 6/2021

Part 1 - Spacific Qualifications

Proposed Project Category Team

Tike o Peopesed Tesm D

Ciwvil Engineering

Whatiis the role stahues for the proposed team?

{i} Prim {:} IV Partnar {:} Subcontractor

Irm Heme

Fode In Thin Donirmc]

Pukashell Designs, LLC Prim Consultant
HFeSairam
B30 5. Berctania Stroet, Honolulu, Haeas 96743
[] Check & branch office
‘What i the role status for the sod team?
i tha 5 prapos ami You may - .
SMOnsE oam
remove any 7 HEmeetm

@ Subcontractor

{:}F‘ﬁme

DNP‘arrmr

Irm Heme

Consultants B-US

Team Member.

Fode In Thin Donirmc]

Peojoct Engineor

HFeSairam

#00 5. King Strect, Honclulu, Haveii 26816

[[] Chack i branch office

Add Another Team

Organizational Chart

An Organizational Chart is required for the proposed team for submission.

Please upload your proposed team's arganizational chart
{Must be: PDF and no larger than 15MEB)

‘ Upload Chart |

E I:anCEI

Civil Engineering Org. Chart.PDF X

To remove an

uploaded PDF

document, click

the “x”.
«—
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MANAGING /EDITING PROPOSED PROJECT CATEGORY TEAMS

As you create and add Teams, they will appear in the company’s list of
Proposed Project Category Teams.

Qualification Editor

Part 1 - Specific Qualifications

Proposed Project Category Team

Use the dropdown menu to
sort Teams by Title or
Number of Team Members.

Proposed Team Title Number of Team Members Organizational Chart Sort by: Proposed Team Title «

Proposed Team Title

Architectural Services 3 s Number of Team Members

Civil Engineering 4 Yes . . 4 * ﬁ
Team information may

be edited or deleted
by clicking the \ \
Mechanical Engineer 2 Yes app|icab|e icon. y‘ ﬁ

14
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PART | - RESUMES & RELEVANT PROJECTS OF KEY PERSONNEL FOR THE
COMPANY

» Inthis section you will be entering the information contained in Part I, Section E of the SFR330 Form.

» Complete this section for each key person who will participate in a Project Category that the company intends to
submit qualifications for.

» For each key person, please provide information on up to five (5) projects in which the person had a significant
role that demonstrates the person's capability relevant to her/his proposed role in the applicable project
category.

» Click “Add Key Personnel” to begin creating the person’s resume.

The list of Key Personnel
for the company may be

Resumes of Key Personnel Proposed for Project Category sorted by using the
dropdown menu,
Add Key Personnel
First Name
Mame Title Sortby: Last Mame To edit or
Title _delete th_e
information
DOE, JOHN PRINCIPAL IN-CHARGE A | for key
/ person,
click the
DOE, JANE PROJECT ENGINEER & (] applicable
pencil or
trash icon.
ALOHA, KIMO MECHANICAL ENGINEER & [m]

BWS Professional Service Consultant Portal User Guide 6/2021 15



Resumes of Key Personnel Proposed for Project Category

La=t Namx Furst Narnc

DOE JOHN

Titlo Sorvco Provadod

PRINCIPAL -IN-CHARGE

Totad Yoar= of Expenonco Yoars Expononce with Current Fam
20 15

Firmm Namxc Fum Location (Gity and Seato)
PUKASHELL DESIGNS, LLC HONOLULU, HAWAII

Education (Degree and Specialization)

Education. Provide information on the highest relevant academic degree(s) received. Indicate the area(s) of specialization for each
degree.

Current Professional Registration (State and Discipling)

Provide imformation on current relevant professional registration(s) in a State or possession of the United States, Puerto Rico, or the
District of Columbia

Other Professional Qualifications (Publications, Organizations, Training, Awards, etc))

Provide information on any other professional qualifications relating to this contract, such as education, professional registration,
publications, organizational memberships, certifications, training, awards, and foreign language capabilities

Relevant Projects

=y

- Relevant Projects

Title of Project Location (City and State)
Shell Collection of the 1990's Honolulu, Hawaii

Use dropdown menus to select applicable year.

foar Completed Professional Services ~a \
- Year Completed Construction (If Applicable) -

2015

Brief description (Brief scope, size, cost, etc.) and specific role

Provide information on up to five (5) projects in which the person had a significant role that demonstrates the person's capability
relevant to her/his proposed role in this contract.

Use the check box below to indicate if the project was performed with any office of the current firm.

‘ Add Relevant Project | — Click to Add additional relevant
projects. Enter a maximum of five
(5) projects per key personnel.

e -
16
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PART | - EXAMPLE PROJECTS

In this section you will be entering the information contained in Part I, Section F of the SFR330 Form.

In the Qualification Editor companies may enter as many Example Projects as it would like to that best illustrate the Proposed Project

Category Team’s qualifications and where multiple team members worked together, if possible, that demonstrate the Team's capability to
perform work required for the applicable Project Category. ** After the Qualification Editor is filed in, when completing a submission
companies may select a maximum of ten (10) Example Projects per project category being submitted. (see page 31 of this Guide.)

»  Click “Add Example Project” to begin.

Please use the “SFR330 Example Template” Word Document to create the brief description of the Example Project and relevance to the

respective Project Category. Save the Word document, convert it to a PDF document, and upload the PDF document to the Portal.

Example Projects Which Best lllustrate Firm's Qualifications For Project Category

Add Example Project

Project Tithe Location
Roundtop Wells W Honodulu, Hawaii
Dales Resensoir Repairs VI Honodulu, Hawaii

BWS Professional Service Consultant Portal User Guide 6/2021

The list of all Example
Projects for the company

may be sorted by Title or
Location using the dropdown \
ment. Sorthy:  Title

Location

i
s 0
To edit or delete the
information for an Example
Project, click the applicable ~
pencil or trash icon. ~

Ol
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Qualification Editor

Part 1 - Specific Qualifications
Example Projects Which Best lllustrate Firm's Qualifications For Project Category

Tt Location {City and Staac)

Foundtop Wells W1 Honolulu, Hawaii

Use dropdown menus to select applicable year. \
;ﬁé&;nzm;d Pl B ~ — Year Completed Construction (if Applicable) =
Projoct Oramor Point of Contact Namo Telephone Mumbaer
Board of Water Supply Carter Lovebird BOBT4AB1234

Firms Involved With This Project

Firm 1.
Firm Mams Firm Locaticn (City and Seate) Raole
Pukashell Design, LLC Honolulu, Hawaii Prime A-E Civil Engineering
Firm 2.
You may remove TJ Remove Firm
any Firm. —
Firm Mams Firm Location [City and State) Fole
Carter's Creations Honolulu, Hawaii Structural Engineer
Firm 3.
T Remove Firm
Firmn Mams Finm Loscaticn (City and Skt Rolke
Drrews Architects Honolulu, Hawaii Architect

Add Involved Firm | «—— Click to add Firms.

Brief Description of Project and Relevance To This Contract

Please download and upload a brief description of project and relevance to this contract {Include scope, size,
Please use the “SFR330 Example Template” to create the brief

and cost
description of the Project and relevance to the respective Project
#*  Project Example Template Word Doc 4/ Category. Save the Word document, convert it to a PDF document
and upload the PDF document to the Portal. The Template is an
{Only PDF and no larger than 15MB) attachment to the Annual Ad and may also be downloaded from the

Portal. Please note that while inclusion of pictures is not prohibited,
they are not necessary, add to the size of the PDF document and are

E Roundtop Wells VI Civil - Example Project Lpdi ) h
highly discouraged.

‘ Upload PDF ‘
e To remove a PDF click the “X”.

E Cancel Click “Save”.

BWS Consultant Portal User Guide 6/2021
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PART Il - GENERAL QUALIFICATIONS

» Companies with branch offices must submit a separate Part Il for each branch office that has a key role on the team.

» The information fields in this section follow the SFR330 Form Part Il and require:

Part Il - General Qualifications

Add/Remove or Edit a branch/office that will seek work

— Click to Add a Branch or Office
Add Branch or Office

Firm Mame Location

Pukashel Desigms, LLC Honolulu, Hawaii

BWS Professional Service Consultant Portal User Guide 6/2021

() Firm Information

(®) Point of Contact

@ Employees By Discipline
(®) Profile of Firm's Experience

(®) Annual Average Professional Services Revenues

The list of Firms or Branch
Offices may be sorted by
Name or location using the

dropdown menu. \

Firm Mame -

Firm information may be edited
or deleted by clicking the .
applicable icon. — &

]
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& Firm Information

Firm (or Branch Office) Namo *

PUKASHELL DESIGN. LLC Name of Firm (if branch office)

Stroct * City*
630 S. Beretania Street Honolulu
» Fill in the applicable
St Zp code® Firm Information for
Hawaii 96843 your company and Point
of Contact.
Yoor Establishod * DUNS Numbeor *
ke et > Click “Save.”
Ownorship Typo* Senall Businews Status *
Limited Liability Corporation NA
& Point of Contact
Former Firm Names (If applicable)
Point of Contact Mame * Tt *
Former Firm Name Year Establt  Kimo Aloha Offlce Manager
Telephonc Humber * Emiail Address*®
B087485000 aloha kimodemail.com

‘ Add Former Firm Name ‘

- -

BWS Professional Service Consultant Portal User Guide 6/2021
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& Employees By Discipline

Please list all the professional services specialty areas the firm has and the number of employees they have for each specialty area
Please use Appendix list for function code. If you do not see a specific speciality, please use the code 00 and fill in the discipline.

Function Code/Discipline
Discpline *
06 - Architect
00 - Other Discipline
N, 01- Acoustical Engineer
02 - Administrative
+ Add Row 03 - Aerial Photographer
04 - Aeronautical Engineer
05 - Archeologist
Total
07 - Biologist

08 - CADD Technician

BWS Professional Service Consultant Portal User Guide 6/2021

Firm Employees Branch Employees
No N
B 0
No. No
3

Each person may be counted
only once according to their
primary function.

If Part Il is prepared for a firm
(including all branch offices),
enter the number of
employees by disciplines in
the “Firm Employees: column.

If Part Il is prepared for a
branch office, enter the
number of employees by
discipline in the “Branch
Employees” column and for
the “Firm Employees” column.

As disciplines are added they
are greyed out from the
selection box to prevent listing
the same discipline more than
once, however, the “00” code
may be selected more than
once to fill in disciplines that
are not listed.
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PROFILE OF THE FIRM’S EXPERIENCE

» Complete this section for the firm or branch office for which this Part Il is prepared.

» Enter the experience categories which most accurately reflect the firm's technical capabilities and
project experience from the dropdown Appendix list. Use code “XX” for any discipline not on the list
and fill in the description.

» After the listed experience categories, write in any unlisted relevant project experience categories and
leave the profile codes blank.

» For each type of experience, enter the appropriate revenue index number to reflect the professional
services revenues received annually (averaged over the last 5 years) by the firm or branch office for
performing that type of work.

» A particular project may be identified with one experience category, or it may be broken into
components, as best reflects the capabilities and types of work performed by the firm. However, do
not double count the revenues received on a particular project.

& Profile of Firm's Experience

Please list all the profile of firm’s experience and annual average revenue for the last & years. If you do not see a speciflc experience,
please use the code XX and flll in the discipline.
Please use Appendix list for Proflle code. See the chart below for the "Revenue Index Mumber”

Profile Code / Expenience T ~Revenue Index
A02 - Aerial Photography; Airborne Data and Imagery m
Collection and Analysis
Profilc Codo f Exparsance " A03 - Agricultural Development; Grain Storage; Farm -
C15 - Construction Manage)  Mechanization 4 1
A4 - Air Pollution Control -
AOS - Airports; Navaids; Airport Lighting; Aircraft Fueling 2
AO06 - Airports; Terminals and Hangars; Freight Handling 3
AO7 - Arctic Facilties 4
A0S - Animal Facilities
¢ Modd Row A09 - Anti-Terrorism/Force Protection v
PROFESSIONAL SERVICES REVENUE INDEX HUMBER
1. Less than $300,000 6. 52 millicn to less than $5 million
2. $100,000 to less than $250,000 7. %5 million to less than $10 millicn
3. $250,0:00 to less than $500,000 B. %10 millizn to less than $25 millicn
4. 500,000 to less than 51 million 4. %25 million to less than $50 million
E. %1 millicn to less than $2 million 10. $50 million or greater

Bl -
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& Annual Average Professional Services Revenues Annual Average Professional

Services Revenues of Firm for
Last 3 Years.

Please use the chart below to identify the revenue index number for the following: > Enter the appropriate revenue

index numbers to reflect the

professional services revenues

received annually (averaged over
2 - the last 3 years) by the firm or
branch office.

City and BWS Work

MNon City and BWS Work , _
» Indicate City and BWS work

(performed directly for the City &
County of Honolulu or BWS,
Total Work either as the prime contractor or
subcontractor), non-City and

4 - :

BWS work (all other domestic
and foreign work).

PROFESSIOMAL SERVICES REVENUE INDEX NUMBER » Enter the total work.

1. Less than $100,000 6. $2 million to less than $5 million

2. 3100.000 to less than $250,000 7 %5 million to less than $10 million

3. $250.000 to less than $500.000 8. $10 million to less than $25 million

4 %$500,000 to less than $1 million 9_4%25 million to less than $50 million

5. 1 million to less than $2 million 10. $50 million or greater

Cancel When finished click “Save.”
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PREPARING AND
SUBMITTING
QUALIFICATIONS FOR
INDIVIDUAL PROJECT
CATEGORIES

@




SUBMITTING QUALIFICATIONS FOR PROJECT CATEGORIES

Using the Submission Dashboard, a company may select any number of Project Categories it wishes to submit
qualifications for, complete all the fields for the Category using the information that inputted under the Qualification Editor,
attach all required supporting documents, and submit the qualifications.

ADD ALL PROJECT CATEGORIES YOUR COMPANY

Submission Dashboard #1 - Click
“Add/Remove” “Project WISHES TO SUBMIT QUALIFICATIONS FOR.

Add/Remove Project | *— tQ start a submission.

Select Project Category #2 - Select the appropriate
Division and Project Category
from the dropdown menus. \

Please select a project category or categories from the list provided.

Diwision * -

Add Project
«— #3 - Click “Add Project.”

Dvision Profect Catgory il As Project Categories are

added they will appear in the
list.
Capll.-ill PTIIIJEIIS II-I}TEF"Z.EI.I'CI'I.'IEDIDQICEII SeMVICES A i

<«<— (Click the trash
icon to remove a
22-05WGE Ervironmental Assessments &

Water (umiity Project Managment Senices A . Category’

#4 - Once all desired categories
have been added and appear in \ m

the list, click Continue.
25
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Submission Dashboard

Add/Remove Project

From the Submission Dashboard page, you may:

» Edit/ complete a Project Category submission that has not been
submitted.

» See the submission date of the categories that have been submitted.

» View, download/ save a PDF copy of the submission. Please see pages
40-43 of this Guide for download/save instructions.

Diiwision Project Categony Submitted Date
Capntal Projects 22-02CP: Architectural Services 5/24/2021 19:06 $ PDF Edit
22-05WQ: Environmental Assessments &
Water Qual 282021 115 $ Edit
= Y Project Managment Services T POF :
* PDF

Infrmation Technology 22-00T: SharePoint Consulting Senices [ [7:1

Executrde Support Cfflce 22-MESC:. Legal Counsel [ [7:1

* PDF

Finance 2203F: Ivestment Services [ [7:1
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SUBMISSION

22-02CP: Architectural Services DASHBOARD

ﬁ Part | - Speciflc Qualiflcations

& Point of Contact

B. Proposed Team

. Key Personnel

D. Example Projects

E. Key Personnel Participation

F. Additicnal Informaticn

Fart Il - General Cualifications

O Review

BWS Professional Service Consultant Portal User Guide 6/2021

@ The green check
mark icons will
indicate that all
required fields have
been completed.

>

NAVIGATION PANEL

» While completing a Project
Category submission you may
use the side navigation panel to
jump to different sections.

» The icons indicate the status for
each section.

» For project categories that
require a SFR330, the side
navigation panel will be split

v\between two main sections of:

» Part | - Specific
Qualifications and

» Partll - Genera
Qualifications.

The red X icons
will indicate there O
are incomplete

required fields. progress of a

section.

e Part | - Specific Qualfications

o Part Il - General Qualfications

6 1. PUKASHELL DESIGN, LLC

A. Firm Information

B. Point of Contact

C. Employees By Discipline
D. Profile of Firm's Experience

E. Annual Average Professional
Services Revenues

The open circle
indicates that users
are currently in

Ol o o000

Grey circle
indicates that the
section has not
been viewed by
any user yet.
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COMPLETING A PROJECT CATEGORY SUBMISSION

» Part | - Sections A-E (i.e., Point of Contact, Proposed Team, Key Personnel, Example Projects)
have dropdown menus that allow you to select information entered in the Qualification Editor.
(See screenshots below.)

» When completing a project category submission, if you want to add information that was not
entered in the Qualification Editor, use the dropdown menu and select the option to enter “New”
information in that particular project category submission.

Part | - Specific Qualifications

A. Point of Contact

Please select or fill in the detail below for the point of contact for this project

Sclect Pont of Contact *

Aloha, Ki ¥
This fleld is required e ane

Puka, John
Shell, Jane

-New Point of Contact-

/

» Note: If you add in “New” information
while entering the project category
submission information, the new
information added will not save and
update in the Qualification Editor for
future use.

Qualification Editor

Part | - Speciflc Qualiflcations

Point of Contact
» If you wish to be able to select the

information for other project :
categories, click “Save and Exit” in the Proposed Project
upper right corner of the page and Category Team
return to the Qualification Editor to

add the information in the appropriate Key Personnel

section and save the information.
When you return to the Submission
Dashboard the updated information Example Projects
will appear in the applicable dropdown
menu.
Part Il - General Qualifications

29

BWS Consultant Portal User Guide 6/2021



Part | - Specific Qualifications

B. Proposed Team

Please select or fill in the proposed team for this project.

Soloct Proposed Toam *

» Verify the information that
populates from the
Qualification Editor.

» Remember that any
changes made to the
information that populates
from a dropdown menu
selection will not be
automatically saved in the
Quialification Editor
section. If you wish to be
able to select the
information for other
project categories, click
“Save and Exit” in the
upper right corner of the
page and return to the
Qualification Editor to add
the information in the
appropriate section and
save the information then
return to the Submission
Dashboard to edit the
project category.

> Click “Next Step.”

BWS Consultant Portal User Guide 6/2021

Architectural Services
Civil Engineering
Legal Services
Mechanical Engineer
-New Proposed Team-

E. Proposed Team

< Back

» For each section use
the dropdown menu to
select the applicable
information that you
entered in the
Qualification Editor or
enter New information.

» Click “Next Step”.

Please select or fill in the proposed team for this project.

Title of Proposed Team Set
Architectural Services

What is the role status for the proposed team?

@ Prime O JV Partner O Subcontractor

Firm Mame
Pukashell Designs, LLC

Rales In This Contract
Prime Consultant

Addross
630 5. Beretania Street, Honolulu, HI 96743

[ ] checkif branch office

What s the role status for the proposed team?

@ prime () JovpPartner () Subcontractor

Firm Name
Consultants R-US

Ej Remove Team

Roles In This Contract
Electrical Enginecr

Address
630 5. Beretania Street, Honolulu, HI 96743

[] check if branch office
Add Ancther Team

Organizational Chart

An Organizational Chart is required for the proposed team for submission.

Please upload your proposed team's organizational chart.
(Must be: PDF and no larger than 15MB)

E ORGANIZATION CHART UPLOAD FOR THE CONSULTANT PORTAL DOl

‘ Upload Chart < Back

»
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» In Part | Sections
C (Key
Personnel) and D
(Example
Projects) once a
selection is made

Part | - Specific Qualifications

C. Resumes of key personnel who will provide services for this project category

Scloct Key Porsonnel *

» Companies may add as
many key personnel for

from the v each project category as
dropdown menu ALOHA, KIMO — MECHANICAL ENGINEER applicable by using the
the selection will / A, JOHN — PRINCIPAL -IN-CHA dropdown menu and
gray to avoid SHELL, JANE — PROJEC clicking “Add Key
inserting duplicate ~ ~@d s ™ New Key Personnel- Personnel.”
entries.
i Name Title First Name
» The selections
also appear in the
. . 1 SHELL, JANE PROJECT ENGINEER U
Submission
Dashboard on the
left side of the 2. PUKA JOHN PRINCIPAL -IN-CHARGE o
screen.
< Back Next Step >
Part | - Specific Qualiflications
A. Point of Contact
B. Proposed Team
€. Key Personnals Part | - Specific Qualifications e
1. SHELL, JANE
2 [, D. Example Projects which best illustrate the firm's qualifications for this project category
D. Exampie Projects Present up to 10 projects with emphasis on previous City and Board of Water Supply projects.

1. Dales Reservoir Repairs Vi
Salact Examphe Projact ®

E. Key Parsonnel Participation

Roundtop Wells VI
F. additional Information
Dales Resenvoir Repairs VI

Part Il - General Qualifications

Add Example Project -New Example Project-

Review

Example Project Title

1 Dales Reservoir Repairs Vil

BWS Consultant Portal User Guide 6/2021

» Companies may
add up to ten (10)
Example Projects
for each project
category
submitted.

ai
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Part | - Specific Qualifications

. E. Key Personnel Parficipation
> The selections

made for Key

Place a * under project key numbser for participation in =ame or similar role.
Personnel and

Example
Projects will Exampla Propects Listed in Sechion E
; Mama of Koy Porsonna Ficla in Example Projoct
_aUtomadtlca”y be i 2 3 | L & Fi 8 = 0
inserted to
Section “E — \ PUICA, JOHM PRIMCIFAL IH-CHARGE (]
Key Personnel
Pasr/ticipation” SHELL, JAME FROUECT ENGIMEER (] (]
tables. ALOHA, KIS0 MECHAMICAL ENGIMEER (] (]
> Please place a  —'
“v” for the Example Project Key
Example
Project(s) that Mo, Tk of Exampla Froject from Section F) Mo Titia of Exampk: Progact (frem Secton F
each Key \ Diales Resorvir Ropairs Vil
Personnel T | Honokiu, Howas 6
participated in
the same or 3 | R el 7
similar role.
3 Birdia Mest Unlimied P
» Click “ Next Henolu
Step.”
4 9

5 10 <Back Next Step >
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Part | - Specific Qualifications

F. Addtional Information

Provide any additional information at your discretion.

This fleld is only required if a PDF is not uploaded.

For each project category being submitted that requires the SFR330 Form to be

completed, companies must include the “SECTION F: ADDITIONAL INFORMATION”

listed in the Notice to Providers of Professional Services. Please use the SFR330

Additional Information Template provided below for the Additional Information, save the
document, convert it to a PDF document, and upload it to the Portal. Upload a maximum

of ten (10) PDF documents, each no larger than 15MB.

#  SFR330 Additional Information Template To remove
uploaded
E Project Category 22-03CP Additional Informationpdf s — documents. click '
the “X”

Upload PDF = Back

Next Step >

> Please download and use the “SFR330 Additional

Information Template” Word document from

Portal or the Notice to include the information and
convert the Word document to a PDF to upload to

the Portal.

» A maximum of ten (10) PDF documents, each no
larger than 15MB may be uploaded for Section F.

» Click “Next Step”

BWS Professional Service Consultant Portal User Guide 6/2021

PART | SECTION F
ADDITIONAL INFORMATION

» For each project category being submitted
that requires theSFR330 Form to be
completed, companies must include the
“SECTION F: ADDITIONAL
INFORMATION” listed in the Notice to
Providers of Professional Services.

SECTION F: ADDITIONAL INFORMATION:

Providers shall upload the information listed below as separate PDF attachments under section “F
Additional Information™ in the Portal. Please use the “SFR330 Additional Information Template”
pravided with this Notice for information that the firm wishes to submit for this section and convert the
document to a POF to upload to the Portal. Please limit the number of attachments uploaded far
Section F to a maximum of ten (10) attachments each nao larger than 15MB.

1. Letter of interest indicating the specific categories in which services are offered.

A Certificate of Vendor Compliance as issued by the State Procurement Office via an anline
system, also referred to as “Hawaii Compliance Express”. Details regarding this online

application process can be viewed at: http://vendors.ehawaii.gov/hce/

3. The following: Please us the “Attachment F Template” to pravide the following information and
convert the Word document to a PDF to upload to the Portal.

a.

b.

c.
d.

e

f

The names and phone numbers of up to five (5) clients who may be contacted, including at
least two (2) for whom services were rendered during the preceding year;

A listing of all projects currently under cantract with the Board of Water Supply and/or the City
and County of Hanolulu;

A listing of all Board of Water Supply projects in the last 10 years.

Past record of performance on contracts with respect to cost cantrol, quality of work, and
ability to meet schedules

QOther pertinent data related fo the project category;

Any promotional or descriptive literature that the firm desires to submit and

Please note that while photos of projects are not prohibited, the inclusion of photos is

discouraged. Focus should be given to providing the information requested in organized, concise,
comprehensive narratives that give BWS a clear understanding of the firm and proposed team'’s
qualifications, experience, history of working together, and commitment to provide the described
professional services.
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PART Il GENERAL QUALIFICATIONS

22-02CP: Architectural Services Part Il - General Qualifications

If a firm has branch offices, complete for each specific branch office seeking work
e Part | - Specific Qualiflcations

Add all firms and branches that are seeking work for this project category
@ Part Il - General Qualiflcations

Select Branch or Firm *
HEew -

PUKASHELL DESIGN, LLC, Honolulu Hawaii
> When completing the information / e
for a specific project category,

Part Il allows users to select e
information that was inputted in
the Qualification Editor to

i i FirmyBranch Name City, State
automatically populate the fields <Back Next Step >
or a new information and input the & _ .
. . . . Part | - Specific Qualifications
information directly into the
Sme|SS|On. Q Part Il - General Qualifications

. 1. PUKASHELL DESIGN, LLC
» If you select a company that is ——— e

listed in the dropdown menu, all
the information inputted for the
company in the Qualification
Editor will automatically populate
for you to review and edit if
necessary. Services Revenues
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A. Firm Information

B. Point of Contact

C. Employees By Discipline

D. Profile of Firm's Experience

E. Annual Average Professional



A. Firm Information

Firm (er Branch Office) Name *

PUKASHELL DESIGN, LLC

Review all information for sections A-E and make changes if necessary.

Name of Firm (if branch office)”

Street ” City *

630 S. Beretania Street Honolulu
State * Zip code ™
Hawaii 96843

Year Established *
1916

DUMNS Mumber *
123456789

Ownership Type "

Small Business Status *

Limited Liability Corporation N/A <Back
B. Point of Contact =
Point of Contact Name * Title *

Kimo Aloha

Office Manager

Telephone Number *

8087485000

Email Address *

aloha.kimo@email.com

C. Employees By Discipline

Please list all the professional services specialty areas the firm has and the number of employees they have for each specialty area

Please use Appendix list for function code. If you do not see a specific speciality, please use the code 00 and fill in the discipline.

Function Code/Discipline

Discipline "

06 - Architect

Firm Employees

Branch Employees

BWS Professional Service Consultant Portal User Guide 6/2021

. Profile of Firm’s Expenence and Annual Average Revenue for Last 5 Years

Please list all the profile of firm's experience and annual average revenue for the last 5 years. If you do not see a specific experience, please

use the code XX and fill in the discipline.

Please use Appendix list for profile code. See the chart below for the “Revenue Index Number”

Profile Code / Experience

Number

Profile Code / Experience *

C15 - Constructinn Mananamant
—— PROFESSIONAL SERVICES REVENUE INDEX NUMBER

1. Less than $100,000

2. $100,000 to less than $250,000
3. $250,000 to less than $500,000
4. $500,000 to less than $1 million

5. $1 million to less than $2 million

Revenue Index

6. $2 million to less than $5 million

7. $5 million to less than $10 million

8. $10 million to less than $25 million

9. $25 million to less than $50 million
10. $50 million or greater < Back

Save and Exit

E. Annual Average Professional Services Revenues of Firm for Last 3 Years

Please use the chart below to identfy the revenue index number for the following:

City and BWS Work

Non City and BWS Work

Total Work

PROFESSIONAL SERVICES REVENUE INDEX NUMBER

1. Less than $100,000

2.%100,000 to less than $250,000
3. $250,000 to less than $500,000
4. $500,000 to less than $1 million

5. $1 million to less than $2 million

6. %2 million to less than $5 million

7. $5 million to less than $10 million
8. $10 million to less than $25 million
0. $25 million to less than $50 million
10. $50 million or greater

< Back st Stop >



22-02CP: Architectural Services SU B M ITTI NG QUAL I FICATI ONS

» You may download and save a copy of the submission
by jumping to any section and clicking the “Save and

ﬁ Part |- Specific Qualifications Exit” button on the top right corner of the screen to go
back to the Submissions Dashboard. (Note:
e Part Il - General Qualifications Download/Save a PDF copy is not available to

submissions that do not use the SFR330 format.)

G 1. Pukashell Designs, LLC
O Jeview Review

» Once all sections have been
completed the qualifications may
be submitted. Only users with a
“‘Company Admin” Role may
submit the qualifications by m
checking the box and clicking the
“Submit” button.

> See the User Management Guide Only users with a role designation of a “Company Admin” may

for additional information on complete this section to submit qualifications on behalf of the company.
managing user logins

All sections have been completed and are ready to submit E

» Please review the entire submission before submitting. Once submitted,
you will no longer be able to make changes to your qualifications for the
submitted project category.
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» To submit the
gualifications,
a Company
Admin user
must check
the box and
click “Accept &
Submit.
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By submitting this information, the authorized representative of the company certifles that to the best of their knowledge and belief,
all imformation provided is true and cormect and understand that they may be contacted to verify and'or clarify the information
provided herein. Additionally, the representative cerifles that the company and its principals:

Are not presently debarmed, suspended, proposed for debarment, declared ineligible, or volumtarily excluded by any federal
department or agency,

Have not within a three-year pericd preceding this submission been convicted of or had a civil judgment rendered against
them for commission of frawd or a criminal offense in connection with obtaining, attempting to obtain, or performing a public
ifederal, State or County) transaction or contract under a public transaction; viclation of federal or State antitrust statutes or
commissions of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or
receiving stolen property;

Are not presently indicted for or otherwise criminally or civilly charged by a governmental enfity (federal, State or County)
with commission of any of the offenses enumerated in paragraph 2 of this section;

Have not within a three-year pericd preceding this submission had one or more public transactions (federal, State or County)
terminated for cause or default;

Does not have any conflict of interest in performing services fior the Board of Water Supply andfor the City and County of
Honolulu;

Acknowledge and understand that it is the BWS's imtent for the prime consultant to retain all necessary specialty
subconsultamts required for a project and have no objections to retaining specialty subconsultants (iLe., environmental,
geotechnical, etc.) required for the work under the prime contract with the EWS.

By checking this bou, | agree that | am an authorized representative of the company and approve of the statements made in
this submission.

Mote: Once submitted, you will no longer be able to make changes to your qualiflcations for this project category.

Accept & Submit Cancel
_—
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no-reply@mg.boardofwatersupply.com

. . . . To: John.Doe@email.com, Jane.Doe@email.com
A confirmation email will be sent to CC: Professionalservices@hbws.org

the email address for / Subject: Project Category 22-02CP Archaeological Services - Pukashell Design, LLC

» The Company Admin User who
completed the submission.

» The company contact.

» Board of Water Supply

Procurement Office.

Q Qualifications have been submitted

> Return to Dashboard

» Return to the Submission Dashboard to
download/save a PDF copy of the final
submission for your records. (Note:
download/save a PDF copy is not available for
to submissions that do not use the SFR330
format.)
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Board of

Q Water Supply

Aloha, :
This email is to confirm that the Board of Water Supply has received your
submission of professional service qualifications for Project |
Category:22-02CP Archaeological Services. :
Thank you for your interest in providing professional services to the Board
of Water Supply. |
Thank you,

Board of Water Supply

Procurement Office
(808) 748-5071

Professionalservices@hbws.org
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Download/Save Instructions

Users completing submissions for project categories that use the SRF330 format may
download/save a PDF copy of the submission at any time prior to submitting, and after the
gualifications have been submitted from the Submission Dashboard.

» From any screen in the Qualification Editor, click the [Eaal button at the bottom of the
screen and then click the “Submission Dashboard” in the left navigation panel.

» From any screen in a submission, click the [l button at the top right of the
screen and you will automatically return to the Submission Dashboard page.

» Click the download/PDF and follow
the instructions on the next page
based on the browser that you are

Submission Dashboard

Add/Remove Project

using.
Division Project Category Submitted Date
) 22-05W0Q: Envircnmental Assessments &
Water Quality . : B/28/2021115 4 PDF Edit
Project Managment Sernvices
Information Technology 22-071T: SharePoint Consulting Senvices S29/202118:22 + PDF Edit
Capital Projects 22-02CP: Architectural Services /A + PDF m
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Edit View History Boo

New Window 3N |
New Private Window (3N
New Tab $T E
Open File... #0
Open Location... 3L 4
Na

Close Window oXEW
Close All Windows C{8W
Close Tab HW
Save As... {2S
Share >
Export as PDF...
Import From >
Export Bookmarks...

#P

Print..¢——

2. Select “PDF”,

/ T1af 17 *

poF [l Hide Details
Open in Preview L
Save as PDF &—
Save as PostScript

Add to iBooks

Send in Mail

Send via Messages
Save to iCloud Drive
Save to Web Recelpts

Apple Safari

Printer: @ HP ENVY 4500 series 2 B
Presets: Default Settings B
Copies: |1 Black & White | Two-Sided
Pages: I3 All
I From: 1 ta: 1

Paper Size:  US Letter K] 850 6y 100 inches

Orientation: |I_£ LES Scale: |100%

3. Check the “Print
Background” box. (The
“Print headers and footers”

box is optional.)

Safari

Print backgrounds /

Save as a PDF Print headers and footers

»

Cancel

4. Rename the document and
save to your computer.

Edit Menu...
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Back Alt+Left Arrow
Foarward

Feload Ctrl+R
Save as.. Ctrl+5
Print... Cirl+P
Cast...

Translate to English

View page source Cirl+U
Inspect Ctrl+5Shift+|

Google Chrome

1. Anywhere on the page
“right click” your mouse
" and select “Print” from the
menu.

2. Select “Save as PDF from
the “Destination”
dropdown menu.

3. Check off “Background
graphics” in “Options”
(“Headers and footers” are
optional.)

4. Click the “Save” button.

5. Rename and save the
document to your
computer.
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Print

Destination

Pages

La

More settings

Paper size

Options

Fages per sheet

16 pages

B saveasPDF -
All -
Portrait -

oy
Letter -
1 -
Default -
Default -

[J Headers and footers

Background graphics
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Pr:::r;soﬁ Print to PDF v e @ MlcrOSOft Ed g €

Copies

1
Layout 1. Press CTRL+P to open the print dialog
0 Portrait menu.
O Landscape 2. Select “Microsoft Print to PDF from the
o “Printer” dropdown menu.

ages

Print on both sides

3. Open the “More settings” dropdown check
Frint on one side M off “Background graphics” in “Options”
(“Headers and footers” are optional.)

More settings +

Options 4. Click the “Print” button. Rename and save

(] Headers and footers the document to your computer.

Background graphics
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Mahalo for
expressing an
Interest In partnering
with the Board of

Water Supply!

For Assistance, please contact the BWS
Procurement Office via emall at

Professionalservices@hbws.org or by
phone at (808) 748-5071
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