
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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CREATING AN ACCOUNT

1. To use the Portal, each firm must 

create a company account in the 

Portal.

2. Each company will have one (1) 

account and each account may 

have multiple users.  

3. 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.)

4. To create a new account, go to the 

Portal at: 

https://pscportal.boardofwaters

upply.com

a. Complete all fields.

b. Accept the Terms of Use

c. Click “Create Account”
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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. 

https://pscportal.boardofwatersupply.com/


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.

2. 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.

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

The first company user to create an 

account will be prompted to complete 

the company’s registration. 

To complete the registration, you will 

need the company’s federal 

employee identification number (EIN) 

or SSN (as applicable) associated 

with the company account.

1. Enter EIN/SSN and company/firm 

name.

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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Law-Firms R-US, LLC

PROJECT CATEGORIES THAT 

DO NOT REQUIRE THE SFR330

➢ Project categories that do not use the SFR330 

format to submit qualifications do not need to 

complete the Qualification Editor.

➢ Please go directly to the  “Submission Dashboard” 

and select the project categories that you wish to 

submit qualifications for.

Click “Submission Dashboard” 

in the navigation panel.
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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.

#1 - Click 

“Add/Remove” “Project 
to start a submission.

ADD ALL PROJECT CATEGORIES YOUR COMPANY 

WISHES TO SUBMIT QUALIFICATIONS FOR.

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

#3 - Click “Add Project.” As Project Categories are added 

they will appear in the list.

#4 - Once all desired categories 

have been added and appear in 

the list, click Continue.

Click the trash 

icon to remove 
a category
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From the Submission Dashboard page, you may:

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

submitted.

➢ See the submission date for Project Categories that have been 

submitted.

➢ 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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➢ Please provide the information 

indicated in the Notice to Providers of 

Professional Services for the Project 

Category that the company is 

submitting qualifications for.

To remove uploaded 

documents, click the “X”.

After uploading the Letter 

of Interest, click “Next 

Step” .

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

PROJECT CATEGORIES THAT 

REQUIRE THE SFR330 

INFORMATION 

THE QUALIFICATION EDITOR
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The Qualification Editor is divided into two parts: Part I 

- Specific Qualifications and Part II - General 

Qualifications. Each part is directly related to the 

respective sections of the SFR330 form.

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.

= SFR330 PART I (B)

= SFR330 PART I (C)

= SFR330 PART I (E)

= SFR330 PART I (F)

Point of Contact

Proposed Project
Category Team

Key Personnel

Example Projects
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PART I - POINT OF CONTACT

In this section you will be entering the information from Part I, 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.

1. Click “Add Point of Contact”

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

email).

3. Click “Save”.

To edit or delete 

a point of 

contact, click the 
appropriate icon.

The company’s list of Points 

of Contact may be sorted 

using the dropdown menu.
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PART I - 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 

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”.

.

To remove an 

uploaded PDF 

document, click 

the “x”.

You may 

remove any 

Team Member.

Civil Engineering Org. Chart.PDF  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.

Use the dropdown menu to 

sort Teams by Title or 

Number of Team Members.

Team information may 

be edited or deleted 

by clicking the 

applicable icon.
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PART I - RESUMES & RELEVANT PROJECTS OF KEY PERSONNEL FOR THE 

COMPANY

➢ In this 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.

• A maximum of five (5) Relevant Projects may be entered for each Key Personnel.

To edit or 

delete the 

information 

for key 

person, 

click the 

applicable 

pencil or 
trash icon.

The list of Key Personnel 

for the company may be 

sorted by using the 

dropdown menu.
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Click to Add additional relevant 

projects. Enter a maximum of five 

(5) projects per key personnel.

Use dropdown menus to select applicable year.

16
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PART I - 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.

The list of all Example 

Projects for the company 

may be sorted by Title or 

Location using the dropdown 
menu.

To edit or delete the 

information for an Example 

Project, click the applicable 
pencil or trash icon.
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Please use the “SFR330 Example Template”  to create the brief 

description of the 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.   The Template is an 

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 

highly discouraged. 

To remove a PDF click the “X”.

Click “Save”.

Use dropdown menus to select applicable year.

You may remove 

any Firm.

Click to add Firms.

18
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PART II - GENERAL QUALIFICATIONS

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

➢ The information fields in this section follow the SFR330 Form Part II and require:

Click to Add a Branch or Office The list of Firms or Branch 

Offices may be sorted by 

Name or location using the 

dropdown menu.

Firm information may be edited 

or deleted by clicking the 

applicable icon.
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➢ Fill in the applicable 

Firm Information for 

your company and Point 

of Contact.

➢ Click “Save.”
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➢ Each person may be counted 

only once according to their 

primary function. 

➢ If Part II is prepared for a firm 

(including all branch offices), 

enter the number of 

employees by disciplines in 

the “Firm Employees: column.

➢ If Part II 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 II 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.

22
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Annual Average Professional 

Services Revenues of Firm for 

Last 3 Years. 

➢ Enter the appropriate revenue 

index numbers to reflect the 

professional services revenues 

received annually (averaged over 

the last 3 years) by the firm or 

branch office.

➢ Indicate City and BWS work 

(performed directly for the City & 

County of Honolulu or BWS, 

either as the prime contractor or 

subcontractor), non-City and 

BWS work (all other domestic 

and foreign work).

➢ Enter the total work.

When finished click “Save.”
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PREPARING AND 

SUBMITTING 

QUALIFICATIONS FOR 

INDIVIDUAL  PROJECT 

CATEGORIES
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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.

#1 - Click 

“Add/Remove” “Project 
to start a submission.

ADD ALL PROJECT CATEGORIES YOUR COMPANY 

WISHES TO SUBMIT QUALIFICATIONS FOR.

Click the trash 

icon to remove a 

category, 

As Project Categories are 

added they will appear in the 

list.

#2 - Select the appropriate 

Division and Project Category 

from the dropdown menus.

#3 - Click “Add Project.”

#4 - Once all desired categories 

have been added and appear in 

the list, click Continue.
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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.
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SUBMISSION 

DASHBOARD 

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 

between two main sections of:

➢ Part I - Specific 

Qualifications and

➢ Part II - General 

Qualifications.

The green check 

mark icons will 

indicate that all 

required fields have 

been completed.

The red X icons 

will indicate there 

are incomplete 
required fields.

The open circle 

indicates that users 

are currently in 

progress of a 

section.

Grey circle 

indicates that the 

section has not 

been viewed by 

any user yet.
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PART I 

SPECIFIC QUALIFICATIONS
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COMPLETING A PROJECT CATEGORY SUBMISSION

➢ Part I - 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.

➢ 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. 

➢ 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.  

When you return to the Submission 

Dashboard the updated information 

will appear in the applicable dropdown 

menu.

29
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➢ 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 

Qualification 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.”

➢ 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”.

30
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➢ In  Part I Sections 

C (Key 

Personnel) and D 

(Example 

Projects) once a 

selection is made 

from the 

dropdown menu 

the selection will 

gray to avoid 

inserting duplicate 

entries.

➢ The selections 

also appear in the 

Submission 

Dashboard on the 

left side of the 

screen.

➢ Companies may add as 

many key personnel for 

each project category as 

applicable by using the 

dropdown menu and 

clicking “Add Key 
Personnel.”

➢ Companies may 

add up to ten (10) 

Example Projects 

for each project 

category 

submitted.
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➢ The selections 

made for Key 

Personnel and 

Example 

Projects will 

automatically be 

inserted to 

Section “E –

Key Personnel 

Participation” 

tables. 

➢ Please place a 

“✓” for the 

Example 

Project(s) that 

each Key 

Personnel 

participated in 

the same or 

similar role.

➢ Click “ Next 

Step.”
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PART I 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.

➢ 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”

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.

To remove 

uploaded 

documents, click 

the “X”.
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PART II

GENERAL QUALIFICATIONS
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PART II GENERAL QUALIFICATIONS

➢ When completing the information 

for a specific project category, 

Part II allows users to select 

information that was inputted in 

the Qualification Editor to 

automatically populate the fields 

or a new information and input the 

information directly into the 

submission.

➢ If you select a company that is 

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

Only users with a role designation of a “Company Admin” may 

complete this section to submit qualifications on behalf of the company.  

➢ You may download and save a copy of the submission 

by jumping to any section and clicking the “Save and 

Exit” button on the top right corner of the screen to go 

back to the Submissions Dashboard. (Note: 

Download/Save a PDF copy is not available to 

submissions that do not use the SFR330 format.)

➢ Once all sections have been 

completed the qualifications may 

be submitted. Only users with a 

“Company Admin” Role may 

submit the qualifications by 

checking the box and clicking the 

“Submit” button. 

➢ See the User Management Guide 

for additional information on 

managing user logins

SUBMITTING QUALIFICATIONS
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➢ To submit the 

qualifications, 

a Company 

Admin user 

must check 

the box and 

click “Accept & 

Submit.
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To:  John.Doe@email.com, Jane.Doe@email.com

CC: Professionalservices@hbws.org

Subject:  Project Category 22-02CP Archaeological  Services - Pukashell Design, LLC

A confirmation email will be sent to 

the email address for:

➢ The Company Admin User who 

completed the submission.

➢ The company contact.

➢ Board of Water Supply 

Procurement Office.

➢ 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.)

mailto:John.Doe@email.com
mailto:Jane.Doe@email.com
mailto:Professionalservices@hbws.org


BWS  Professional Service Consultant Portal User Guide 6/2021
40

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 

qualifications have been submitted from the Submission Dashboard.

➢ From any screen in the Qualification Editor, click the Save 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 save and exit 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 

using.
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Apple Safari

1. Select “Print” from the “File” menu.

2. Select “PDF”, “Save as a PDF”

3. Check the “Print 

Background” box. (The 

“Print headers and footers” 

box is optional.)

4. Rename the document and 

save to your computer.
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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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Microsoft Edge

1. Press CTRL+P to open the print dialog 

menu.

2. Select “Microsoft Print to PDF from the 

“Printer” dropdown menu.

3. Open the “More settings” dropdown check 

off “Background graphics” in “Options” 

(“Headers and footers” are optional.)

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

the document to your computer.
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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 email at 

Professionalservices@hbws.org or by 

phone at (808) 748-5071 

mailto:Professionalservices@hbws.org



