
Confident iality Notice: This document is confident ial and contains proprietary information and intellectual property of DataHouse
Neither this document nor any of the information contained herein may be reproduced or disclosed under any circumstances with out the express written permission of DataHouse.​​ 1

Hawaii Statements of Qualifications (HISOQ) 
Portal HRS §103D-304
Training Guide
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Overview

You will learn how to:

→Create an account

→Manage your company’s users

→Submit, update, and review statements of qualifications

Business Objectives

What to Expect

→Enhanced user experience and user interface

Key Improvements

→To educate you on how to utilize this vendor portal to participate in the HRS 103D-304 program.
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User Account Management
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Objectives

Learn how to manage your account 

and other users' accounts within 

your company using HISOQ.

Objective 1

Create account and register 

company

Objective 2

Invite users to company

Objective 3

Update My Profile

Objective 4

Manage company’s users
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Create account and register company

Invite users to company

Workflows

Manage company’s users

Update my profile
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Create Account and Register Company
Objective 1
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Create and Verify User Account
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Step 1: Navigate to Sign Up and Create an Account

To create an account, 

→ Select Sign Up

→ Enter required fields, marked with a red 

asterisk 

→ Click ‘Continue’

This step is intended for new users or users 

not associated with a company. If this does 

not apply to you, please refer to step 3.
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Step 2: Verify Your Email Address

Next, verify your email address 

→ In your inbox, look for a message with 

the subject ‘Verify Email Address – 

HISOQ’

→ Enter the verification code in HISOQ

→ Click ‘Verify’

This step is intended for new users or users 

not associated with a company. If this does 

not apply to you, please refer to step 3.



Confident iality Notice: This document is confident ial and contains proprietary information and intellectual property of DataHouse
Neither this document nor any of the information contained herein may be reproduced or disclosed under any circumstances with out the express written permission of DataHouse.​​ 11

Step 3: Sign In and Register Company

Now, sign in and register your company

For existing users:

→ Enter your username and password

→ Click ‘Sign In’

For new users or users not associated with a 

company:

→ Enter your username and password

→ Click ‘Sign In’

→ After sign in, you will see a Register Company 

screen

→ Enter required information

→ Click ‘Register’

Your company is now registered.
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Forgot Password

If you forgot your password:

→On Sign In screen, select ‘Forgot Password’

→ Enter your email address

→ Click ‘Send Email’

→ Navigate to your email, you will receive a 

password reset email

→ Click ‘Reset password’ in the email body

→ Enter your new password

→ Confirm your new password

→ Click ‘Reset Password’

Your password is now updated.
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Invite Users to Company
Objective 2
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User Management

Using the navigation side bar, select User 

Management

In this screen, you can:

→ Invite new users to your company

→ Resend email invite

→ Set a primary contact

→ View all users in your company

→ Edit user information

→ Deactivate user accounts
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Invite Users to Company
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Invite New Users to Your Company

To invite new users to your company:

→ Navigate to User Management

→ Select ‘Invite new user’

→ Enter your required information marked with a red asterisk

→ Click ‘Invite User’

The user will receive an “Invitation to Join Company” email. 

Where they will be prompted to set up their account.



Confident iality Notice: This document is confident ial and contains proprietary information and intellectual property of DataHouse
Neither this document nor any of the information contained herein may be reproduced or disclosed under any circumstances with out the express written permission of DataHouse.​​ 17

Resend Invitation Email to a User in your Company

To resend invitation email to a user in your 

company:

→ Navigate to User Management

→ Select the inline menu for the desired 

user

→ Select ‘Resend’

The user will receive an “Invitation to Join 

Company” email, where they will be 

prompted to set up their account.
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Manage Company’s Users
Objective 3
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Manage Company’s Users
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Edit User Information

To edit a user in your company’s information:

→ Navigate to User Management

→ Select the inline menu for the desired user

→ Select ‘Edit’

→ Select any field and make the appropriate 

changes.

→ To save, click the ‘Save’ button

→ To cancel, click the ‘Cancel’ button
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Set Primary Contact

The user designated as the Primary 

Contact will receive all company 

notifications.

To set a user as a Primary Contact:

→ Navigate to User Management

→ Select the inline menu for the desired 

user

→ Select ‘Set as Primary Contact’

→ You will now see a Primary Contact tag 

next to the user’s name
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Deactivate a User in your Company

To deactivate a user in your company’s 

information:

→ Navigate to User Management

→ Select the inline menu for the desired user

→ Select ‘Deactivate’

→ A confirmation modal will appear, click ‘Yes, 

deactivate’ button
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Update My Profile
Objective 4
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Update My Profile
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Manage Your Profile

In the top right corner, click your profile icon and 

select My Profile

Here, you can:

→ Edit your first and last name

→ Edit your phone number

→ Update your password

To edit your profile:

→ Select any field and make the appropriate changes.

→ To save, click the ‘Save’ button

→ To cancel, click the ‘Cancel’ button
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Update Your Password

To update your password:

→ Navigate to My Profile

→ Select ‘Update Password’

→ Enter your current password

→ Click ‘Verify’

→ Enter your New Password and confirm your new 

password

→ Your password is now updated

You will receive a “Password Updated” email. No action is 

required, it is only for your confirmation.
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Update Qualifications
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Objectives

Learn how to update your 

company’s Statements of 

Qualifications in HISOQ.

Objective 1

Update company information

Objective 2

Update discipline information

Objective 4

Update employee information

Objective 3

Update branch information

Objective 5

Update project information
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Update Qualifications Workflow
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Home Screen

Once you have successfully signed in, 

you will be navigated to the Home screen.

Here, you can:

→ View current open selection periods

→ Access a compilation of all submitted 

qualifications

→ Review and submit your qualifications
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Update Company Information
Objective 1
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Step 1: Navigate to Company Information Screen

To navigate to the Company Information screen,

use the navigation bar and select Company 

Information.
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Step 2: Update General Information

In the General Information tab, you can update 

your company’s details.

To edit:

→ Navigate to the General Information tab

→ Select any field and make the appropriate 

changes

→ To save, click the ‘Save’ button

→ To cancel, click the ‘Cancel’ button
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Step 3: Update Insurance & Required Documents

In the Insurance & Required Documents tab, you can 

enter insurance and legal information related to your 

company.

To edit:

→ Navigate to the Insurance & Required Documents tab

→ Select any field and make the appropriate changes

→ To save, click the ‘Save’ button

→ To cancel, click the ‘Cancel’ button

Company Types other than ‘Individual’, require a 

Certificate of Good standing OR Certificate of Vendor 

Compliance.

Checking ‘Company has E&O Insurance’ requires a 

Proof of Insurance document, Amount of Coverage per 

Claim, and Amount of Deductible.
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Step 4: Upload Company Insurance Documents

You can also upload Company Insurance Documents in the 

Insurance & Required Documents tab.

To upload Company Insurance Documents:

→ Select ‘Upload File’ button

→ Select your Document Type and upload the file

→ Click ‘Upload’

The new document will display in the listing.
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Step 5: Update Project Information

In the Project Information tab, you can update your 

company’s project information.

To edit:

→ Navigate to the Project Information tab

→ Select any field and make the appropriate changes

→ To save, click the ‘Save’ button

→ To cancel, click the ‘Cancel’ button
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Step 6: Create New Project Type

You can also create a Class of Work and Project 

Type Specialization in the Project Information tab.

To create Project Type Specializations:

→ Select ‘Create new project type’

→ Enter required information, marked with a red 

asterisk

→ Click ‘Add’

The new project type will display in the listing.
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Update Discipline Information
Objective 2
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Step 1: Navigate to the Disciplines screen

To navigate to the Disciplines screen,

use the navigation bar and select Disciplines.

Here, you can:

→ Create disciplines

→ Edit disciplines

→ Delete disciplines
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Step 2: Create New Discipline

To create a new discipline,

→ Navigate to the Disciplines screen

→ Select ‘Create new discipline’

→ Enter required information, marked with a red 

asterisk

→ Click ‘Add’

The new discipline will display in the listing
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Delete Disciplines

To delete a discipline:

→ Select the inline menu of the discipline

→ Select ‘Delete’

→ To delete, click the ‘Yes, delete’ button

→ To cancel, click the ‘No, keep record’ button
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Edit Disciplines

To edit a discipline:

→ Select the inline menu of the discipline

→ Select ‘Edit’

→ To save, click the ‘Save’ button

→ To cancel, click the ‘Cancel’ button
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Update Branch Information
Objective 3
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Step 1: Navigate to the Branches screen

To navigate to the Branches screen,

use the navigation bar and select Branches.

Here, you can 

→ Edit branches

→ Delete branches

→ Create branches
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Step 2: Create New Branch

To create a branch,

→ Navigate to the Branches screen

→ Select ‘Create new branch’

→ Enter required information

→ Click ‘Add’

The new branch will be displayed in the 

listing.
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Delete Branches

To delete a branch:

→ Select the inline menu

→ Select ‘Delete’

→ To delete, click the ‘Yes, delete’ button

→ To cancel, click the ‘No, keep record’ button

A branch cannot be deleted with an employee 

associated to it. 

To delete a branch with an employee:

→ Navigate to the Employees screen

→ Select the inline menu of employees under 

the branch you want to delete

→ Click ‘Edit’

→ Add the employee to a different branch or 

delete the employee

You can now delete the branch.
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Edit Branches

To edit a branch:

→ Select the inline menu

→ Select ‘Edit’

→ To save, click the ‘Save’ button

→ To cancel, click the ‘Cancel’ button

Main Office branch is automatically created based on 

address information entered in ‘General Information’.

To edit the Main Office branch:

→ Select the inline menu

→ Select ‘Edit’

→ Select the hyperlink Edit Address Information in 

Company Information Section

→ To save, click the ‘Save’ button

→ To cancel, click the ‘Cancel’ button
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Update Employee Information
Objective 4
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Step 1: Navigate to the Employees screen

To navigate to the Employees screen,

use the navigation bar and select Employees.

Here, you can 

→ Edit employees

→ Delete employees

→ Create employees
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Step 2: Create New Employee

Here you can update your company’s employee information.

To create a new employee:

→ Navigate to the Employees screen

→ Select ‘Create new employee’

→ Enter required information

→ Click ‘Add’

Employees with Level: ‘1 – Principal’ and ‘2 – Associate’, 

require all tabs (Education, Membership, Licensure, and 

History) to be filled out. 

To save as draft:

→ Select ‘Create new employee’

→ Enter information

→ Click ‘Save as draft’

→ To access this draft, select ‘Create new employee’

→ Select ‘Load Draft’.
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Edit Employee

To edit an employee:

→ Select the inline menu

→ Select ‘Edit’

→ To save, click the ‘Save’ button

→ To cancel, click the ‘Cancel’ button
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Delete Employee

To delete an employee:

→ Select the inline menu

→ Select ‘Delete’

→ To delete, click the ‘Yes, delete’ button

→ To cancel, click the ‘No, keep record’ button
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Update Project Information
Objective 5
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Step 1: Navigate to the Projects screen

To navigate to the Projects screen,

use the navigation bar and select Projects.

Here, you can 

→ Edit projects

→ Delete projects

→ Create projects
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Step 2: Create New Project

To create a new project,

→ Navigate to the Projects screen

→ Select ‘Create new project’

→ Enter required information, marked with a red asterisk

→ Click ‘Add’

The new project is displayed in the listing.
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Edit Project

To edit a project:

→ Select the inline menu

→ Select ‘Edit’

→ To save, click the ‘Save’ button

→ To cancel, click the ‘Cancel’ button
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Delete Project
To delete a project:

→ Select the inline menu

→ Select “Delete”

→ To delete, click the “Yes, delete” button

→ To cancel, click the “No, keep record” button
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Review & Submit Qualifications
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Objectives

Learn how to review and submit 

your company’s Statements of 

Qualifications for consideration in 

HISOQ.

Objective 1

Review Qualifications

Objective 2

Submit Qualifications
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Review and Submit Qualifications
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Review Qualifications
Objective 1
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Step 1: Navigate to Qualifications

To navigate to your company’s qualifications for 

the current selection period,

→ Navigate to Home Screen

→ Select ‘Review & Submit’ button
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Step 2: Review Qualifications

To review your company’s qualifications for 

the current selection period,

→ View qualifications, missing information 

will be highlighted in red

→ To update the missing information, select 

‘Go to page’ button

→ Update all missing information

→ Click ‘Save’.

You can now submit your qualifications.
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Submit Qualifications
Objective 2
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Step 3: Submit Qualifications

To submit your company’s qualifications for the 

current selection period,

→ Click ‘Submit’

→ Enter you Position Title you wish to submit to

→ Click ‘Submit’
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Recap

→ Create an account and register company.

→Manage users in your company.

→Manage your profile.

→ Update your company’s qualifications.

→ Review and Submit your company’s qualifications.

After completing this training, you are now able to:

Now, you’re ready to submit your statements of qualifications!
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Mahalo
Global Headquarters:​

711 Kapiolani Blvd, Ste. 500 Honolulu, HI 96813​​

Phone +1 (808) 942-8108​​

Fax +1 (808) 948-9595​​

info@datahouse.com​
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