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Bidding Process

Procedure

When you complete these steps, you will be able to navigate the negotiation home page and
submit a Response to a Bid.

The Bidding process begins when Hillsborough County posts a request for a bid. Vendors can
access that request in two ways:

1. An email notification is sent to the Supplier contact person (or people)
2. The Supplier can access iSupplier, and search for open requests on which to bid.

=] T & 5 Action Required: You are invited: Rﬂﬁulzmsmnm Readiness Training) - Message (HTML) ? 3 - x
FILE MESSAGE
Belgnare x ﬁii @_ ﬁ,;i £2 Mesting || 3 To Manager Y Rulesw | S Mark Unread % # Find q
E7 Team Email - B OneNote | [ Categorize - [2) Related ~
8 Junk- Delete | Reply R;;ley Foward [ More~ ||/ pone = Miwe B Actons~ | [* FollowUp Tranf\ate Iy Select= Zoom
Delete Respond Quick Steps ] Move Tags i) Editing Zoom ~

Wed 09/09/2015 4:33 PM
Workflow Mailer -- PROD <wfphctfi@AtOracle.com>

Action Required: You are invited: RFI 6012 (Environmental Health, Safety, and School Readiness Training)
To  Kibride, Gillan

Message ¢ | Notification Detail.ntml (726 B)

Suggested Meetings + Get more apps

Fom  Maitlen, Michelle Company  Hillsborough County and the City of Tampa M
To GILLTAN KTLBRIDE Title Environmental Health, Safety, and School Readiness Training

Sent 09-SEP-2015 16:32:04 '3
Due 16-SEP-2015 17:00:00

D 2654745

review Not speifi

P ified
Negotiation Open September 09, 2015 04:31 pm Eastern Time
Negotiation Close September 16, 2015 05:00 pm Eastern Time
ppler

Supplier Site

To acknowledge your intent to participate, press the Yes button on this page. To dedline the invitation, press the No button. You may enter a note to the buyer in the space
below before acknowledging or declining.

If not logged in, please go to Login and view Negotiation Details page or If already logged in, Please go to Negotiation Details page if you want to view the document
before acknowledging intent to participate and/or to enter a response.

Action History

Num  Action Date Action From To Details =i
1 09-SEP-2015 16:32:04  Submit Maitlen, Michelle (GILLTAN KILBRIDE

Please click on one of the following choices to automatically generate an E-mail response. Before sending the E-mail response to close this notification, ensure all response
prompts include a desired response value within quotes.
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Step

Action

First we will cover Method 1: Email Notification. Notification emails come from
Workflow Mailer -- PROD. They contain the Due date, bid number, links to the
negotiation pages, and a link to acknowledge participation.

1. Date Sent/Date Due -- Date due is the date a response to the bid is due.

2. 1D -- Your iSupplier ID number

3. Number -- This is the bid number

4. Negotiation Open/Close -- The earliest date/time you may create a response, and
the date the bid closes.

Note: Buyers cannot see your response until the Negotiation Close time has passed.
5. Negotiation Details -- Links to the Negotiation Details page.

H T & 5 Action Required: You are invited: RFI6012 Health, Safety, and School Readiness Training) - Message (HTML) ? H - 8 X
FILE MESSAGE
%Igmfe x L*(i rﬁ*(l ﬂiﬂ ] Mesting STD Manager Y TS Rules~ iwarkumaad a"w & Find Q
Team Email - 0 OneNote | Il Categorize - [E] Related =
8 Junk- Delete | Reply nﬂy Forwerd B More~ || v/ Dane 5| Mowe s || PRt Transhte Iy Select- Zoom
Delete Respond Quick Steps ] Move Tags ] Editing Zoom ~

Wed 09/09/2015 4:33 PM

Workflow Mailer -- PROD <wfphctfi@AtOracle.com>

Action Required: You are invited: RFI 6012 (Environmental Health, Safety, and School Readiness Training)
To Kibride, Giian

Message & Notification Detail.ntml (726 B)

Suggested Meetings + Get more apps
e LUmSEF-ZULY LUy -
L 2654745

Negotiation Preview Not specified

Negotiation Open September 09, 2015 04:31 pm Eastern Time
Negotiation Close September 16, 2015 05:00 pm Eastern Time
Supplier HILLSBOROUGH EBS TEST SUPPLIER

Supplier Site

To acknowledge your intent to participate, press the Yes button on this page. To decline the invitation, press the No button. You may enter a note to the buyer in the space
below before acknowledging or declining.

If not logged in, please go to Loain and view Negotiation Details page or If already logged in, Please go to Negotiation Details page if you want to view the document
before acknowledging intent to participate andfor to enter a response.

Action History
Num  Action Date Action From To Details
1 09-SEP-2015 16:32:04  Submit Maitlen, Michelle GILLIAN KILBRIDE

Please click on one of the following choices to automatically generate an E-mail response. Before sending the E-mail response to close this notification, ensure all response
prompts include a desired response value within quotes.

| Does your company intend to participate?: Y@s No e

Step

Action

6. Acknowlege Participation -- If you intend to participate in the bidding process,
click Yes.

Yes
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Bl H = Action Required: You are invited: RFI 6012 (Emviranmental Health, Safety, and School Readiness Training) - Message (HTML)
MESSAGE | INSERT ~ OPTIONS ~ FORMATTEXT  REVIEW
o Cut @ ]

C o o= = szl ef . > .
N : Calibri <12 | A AT 4 Eﬂ %, Q > Follaw Up Q
, Cop; Atress Chect | Attach Attach S I High Importance 2
aste 2 . A . |l= = — | = s= | Address Check | Attach Attach Signature oom
T rormatpainter | BT U [ ¥ A= =[5 TS e | A s U Low Importance
Clipboard el Basic Text el Names Include Tags o Zoom
To... wiphctfi@AtOrade.com
=1

@z
Send

Subject Adtion Required: You are invited: RF16012 (Environmental Health, Safety, and School Readiness Training)

Does your company intend to participate?: 'Yes'

Note to Buyer: "

NID[2654745/326320856568621726274726781944283263995@WFMAIL]

? ®H - 8 X

E

Apps for
Office
Apps ~

Step

Action

add a note to the Buyer in the body of the email.

When finished, click Send.

A new email opens with a simple message that you intend to participate. You may

iSupplier and respond to the bid.

Click the link Login and view Negotiation Details.

|L01:|ir! and view Negotiation Detailsl

You are returned to your notification email. You may use on of the links to log into

Important: Clicking these links will launch the iSupplier login screen. Once
you log in, you are taken directly to the RFQ Negotiation page. We are going
to pause here, and look at Method 2: Searching for an Open Negotiation.
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Userlame i qtyaseasy
(Cty: me.Last Name” County:"CNTYacooo:™ soocor is EmpNumber)

Forgot Password.Click Here to Resst

Accessibility None -

Privacy Statement

hitps://projectl appshctfnonprod2dmz2.oracleoutsourcing.com/OA_HTML/OA jspipag « Trusted sites | Protected Mode: Off 43 v ®100% -

Step

Action

Log into the iSupplier Portal with your User Name and Password.
Login

Training Guide
iSupplier - Bidding Process
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E-Business Suite

B Favorites ¥ Logout Preferences Help

Logged In As THATWASEASY
Oracle Applications Home Page

¥TIP Number of open notifications: 3. Please use the Workflow Waorklist to view and respond to your notifications.

Main Menu

Worklist
of T2 From  [Type |subject |[sent~  |pue
Benson, PO Approval BOCCOU - Standard Purchase Order 215212850, (25-Aug-2015
John o
POS Supplier Registration | Hillsborough County and the City of Tampa 24-Aug-2015
and Profile Management  |Supplier Collaboration Network: Registration
‘Approval
Supplier User Registration Hillsborough County and the City of Tampa 24-Aug-2015
Workflow Version 2 Supplier Collaboration Network: Confirmation of
Registration

“TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.

Logout Preferences Help

Privacy Statement

ps://pr 2dmz2 utsourcing.com/OA_HTML/OA,jsp?OAF +/ Trusted sites | Protected Mode: Off 43 v ®I0% -

Step

Action

The Oracle Applications Home Page opens. On the Main Menu, you have three
choices:

Doing Business with City of Tampa
Doing Business with Hillsborough County
Supplier Profile, User and Task Manager

Click the Doing Business with Hillsborough County link.

| Doing Business with Hillsborough Coun

To search for or respond to an RFP, click Bids/RFPs.

This will open the Negotiations Home Page.
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Search Open Negotiations ~ Title -

Welcome, John Doe.

Home Logout Preferences Diagnostics

Training Guide
iSupplier - Bidding Process

Your Active and Draft Responses

Press Full List to view all your company's responses.

Megotiations Home Logout Preferences Help Diagnostics

About this Page

Privacy Statement

Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages
No results found.
Your Company's Open Invitations
Full List
Supplier Site Negotiation Number Title Type  Time Left
2764 New Negotiation RFQ 25 days 10 hours
Quick Links
Manage View Responses
« Drafts * Active
s Deliverables & Disqualified
* Personal Information e Awarded
* Rejected

Copyright () 2006, Oradle. All rights

Step

Action

This is the Negotiations Home Page.

logging on to bid.

will show here.

its entirety.

Your screen is divided into several sections, which are blank if this is your first time

The first section is Your Active and Draft Responses. This section will remain
blank until you start or save a draft response to a bid. Once you have a response, it

When a response is displayed, you can click on your response number to view it in

Page 6



N Navigatorv B Favorites ¥

Search Open Negotiations  Title = [[so ]
Welcome, John Doe.
Your Active and Draft

Press Full List to view all your company's responses.

Home Logout Preferences Diagnostics

Training Guide
iSupplier - Bidding Process

Negotiations Home Logout Preferences Help Diagnostics
About this Page

Privacy Statement

Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages
No results found.
Your Open Click Full Listto see a
I\ full List ||| | list of all open bids

Supplier Site MNegotiation Number Title Type  Time Left

2264 New Negotiation RFQ 25 days 10 hours
Quick Links
Manage View Click Negotiation Number

to see the bid to which

 Drafts o Active you have been invited
« Deliverables e D
o Personal Information s Awarded

* Rejected

e All rights reserved

Step

Action

Search Open Negotiations.

detailed instructions on reviewing a Bid.

The second section is Your Company's Open Invitations. This is where your
open invitations to bid will be if you are a registered iSupplier user. If no bids are
showing, you may choose Full List to see all open bids, or search for a bid using

To view the bid, click the Negotiation Number. Use the Review Bids document for
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M Navigator ¥ B2 Favorites v Home Logout Preferences Diagnostics
Search Open Negotiations  Twle  |»|[ |60
Press Full List to view all your company's responses. Full List
Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages
No results found.
‘Your Company's Open Invitations
Full List
Supplier Site HNegotiation Number Title Type  Time Left
2264 New Negotiation RFQ 25 days 10 hours
Quick Links
Manage View Responses
e Drafts * Active
« Deliverables « Disqualified
« Personal Information e Awarded
o Rejected
Step Action
10. If the bid does not show up on the Negotiations page, or you cannot locate it on the
Full List, you can search for the bid.
To search for an open bid, click the Search Open Negotiations list.
Title -
11. You can choose to search by Title, Number, Contact, Category, Line or Event.
Note: Search by Number is the preferred method.
Select Number.
Number |
12. Enter search criteria into the Search Open Negotiations field.
13. Click Go.
Go
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Negotiations >

Active

N Navigator v B Favorites v Home Logout Preferences Diagnostics

Search

Note that the search is case insensitive

Number
Title
Category

2259

Search reslts Event
[5] Cot

Contact
Line

Click the

Negoiation Select Negotiation: | Respond |

Number to Selectumher Title |contact  [Time Left~ |Close Date |All Responses Your Company's Responses Monitor Unread Messages
review the full ® Testing Line Types - RM Benson, John @ days 3 hours 12-Jun-2014 11:56:24 Sealed 0 ]

negotiation

Return to Negotiations

About this Page

Privacy Statement

Negotiations Home Logout Preferences Help Diagnostics
Copyright (22005, Oracie. Al rignts reserve

Step

Action

14.

The Active Negotiations window opens.
All search results are displayed below the search criteria.

From this window, click on the Negotiation Number to see the full negotiation.

15.

The Negotiation RFQ: #### screen opens.

If you have not responded via email, then select Acknowledge Participation from
the drop down list when the Negotiations screen opens.

Click Go.

16.

The Acknowlege Participation screen opens. The default response is Yes.

Click Apply.
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N Navgator v B2 Favorites ¥ Home Logout Preferences Diagnostics

Negetiations >
Active Negotiations

Search
MNote that the search is case insensitive
Number |2259 Contact
Title Line
Categary Event

[e]
Select Negotiation:

Select Number Title |Contact  [Time Left = |Close Date Al l Company's Monitor Unread Messages
2259 Testing Line Types - RM Benson, John 9 days 3 hours 12-Jun-2014 11:56:24 Sealed 0 m 0

Return to Negotiations

Negotiations Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement Copyright (6} 2006, Gradie. Al rights reserved

Step Action

17. Now we will create a response.
There are two ways to create a response:
1. From the Search screen, select the negotiation and then click the Respond button.

2. If you are already in the Negotiation>RFQ: #### screen, then go to the Actions
drop down, select Create Quote. Click Go.

The Terms and Conditions screen will open.
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& https://projectlappsh.. O = @ B € X | & Terms and Conditions

M Navigator B2 Favorites ¥ Home Logout Preferences Diagnostics

Megotiations >
Terms and Conditions
The follawing terms and conditions must be accepted before a quote is placed in this RFQ.

Hillsborough County Board of County Commissioners (“County”) does not warrant or make any representation as to the -
content, quality, accuracy, timeliness, and/or completeness of the information and materials contained or referenced in its' | |
Supplier Portal ("Portal"). All information and materials in the Portal are subject to change without natice and at the Caunty’s
sole discretion. The County reserves the right to review all information and materials in the Portal and to monitor all use of
and activity on the site and to remove or choose not make available on or through the site any information and materials.
Access to and use of the Portal is restricted to authorized users. You, the user, agree not to share your password, account
information or access to the site. You are r far the of your password and account
information and are responsible for all activities that occur under your password or account ar as a result of your access to
the site. You agree to notify the County immediately of any unauthorized use of your password or account.

The Portal software itself may not be copied, altered or redistributed in any way.

'You may make factual reference to the names of the County, such as in @ client list, without permission from the County, but
you may not use and/or utilize the County's trademarks andjor service marks for any purpose including, but not limited to,
promotional or other public purposes without the express prior written approval of the County. Further, information and
materials provided by the Portal are provided exclusively for informational purposes and da not constitute a legal contract
between you, the user, and the County. Any communications made by you, the user, through the Portal are not deemed and
do not constitute legal notice to the County.

The County is not liable for any direct, indirect, consequential, special, exemplary, punitive andfor other damages, including,
but not limited to attorney's fees, arising from and for related to any access to andfor use of the Fortal or any of the
information and materials contained therein. The County reserves the right, in its sole discretion, to modify or depart from
the terms and conditions of the Portal, or from the policies and procedures of the County, at any time and without prior
natice to you, the user.

By choosing to view, access or use the Fortal, you, the user, hereby specifically acknowledge and agree to the terms and
conditions of this Disclaimer.

LOGIN DISCLAIMER

The computer you are using is about ta be connected to a business network and/or system established by Hillsborough
County ("County™). All business systems and files accessed on the County’s business network/system are for authorized
business users only. Users (authorized or unauthorized) have no explicit and/or implicit expectation of privacy.

|Any use of business systems and files on the Caunty’s business network/system may be intercepted, monitared, recorded,

I

Step Action

18. Review the Terms and Conditions. Scroll to the bottom of the screen to accept the
Terms and Conditions.

19. Check the option | have read and accepted the terms and conditions.

20. Click Accept.

Note: Accept is not available until the "I have read and accepted..." option is
selected.

Accept
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N Navigator v B2 Favorites v Home Logout Preferences Diagnostics

Negotiations > RFQ- 2264 >
Create Quote: 91 (RFQ 2264)

Cancel | | View RFQ | | Quote By Spreadsheet | | save Draft | | Continue | |2

Title New Negotigtion Time Left 22 days 9 hours
Close Date  28-Jun-2014 18:16:13

Header Lines

Supplier TRAINING COMPANY Reference Number

RFQ Currency USD
Quote Currency USD Note to Buyer |
Price Precision Any

Attachments

Title Type  Description Category Last Updated By Last Updated Usage Update  Delete
No results found.

Requirements
Expand All | Collapse All
o
Target
Focus Title Value Quote Value

= Requirements

€4 [ Section

Step

Action

21.

The Create Quote: (Response Number) window opens.

Scroll down to the Requirements section of the window.

22.

Complete all blank fields in the Requirements section. This will vary with each
RFP or RFQ.

23.

When a date field is required, you can click the Calendar icon to enter the date.

Page 12



Pick a Date - Wi z
(& https://projectlappshc d

@ [une  [=] 2014 [E2fe)]

leoutsourci.. @ B ||Quote: 91 (RFQ 2264)

RALogin £ Non-Prod1 £ TestUAT £ Mon-Prod2 [Ed Clerk's VPN - SignIn

Training Guide
iSupplier - Bidding Process

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 6 7
8 9 10 1 12 13 14

5 16 17 18 19 20 2
2 B M4 3 % W B
2% 2 1 2 3 4 5

Responss to this requirement here

https://projectl appshctfnonprod2dmz2.oracleoutse %,100% =

for this requirement.

Contract Terms

TIP Additional Requirements and Specifications are located in the Contract Terms. Click "Pre

Variables

Details Section Clause Variable Description

No variables found.

Deliverables

% Tndicates deliverable is overdue % Tndicates respansible party failed to perform the deliverable
Deliverable Hame

HNo deliverables found.

Cancel View RFQ Ouote Bv Sor

v Contract Terms" button for more details.

Due Date Status Alert

Preview Contract Terms

n

Value

Update

Save Draft Confinue

Step

Action

24.

The Pick a Date window opens.
Pick the appropriate Date to respond to the requirement.
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M Navigator v B2 Favorites ¥

Home Logout Preferences Diagnostics

Negotiations > RFQ: 2264 =
Create Quote: 91 (RFQ 2264)

[[cancel | | view RFQ | | Quote By Spreadsheet | | save praft ‘l‘ Continue | |=
Time Left 22 days 9 hours

Title New Negotiation

Close Date  28-Jun-2014 18:16:13
Header Lines
Supplier TRAINING COMPANY Reference Number
RFQ Currency USD
Quote Currency USD Note to Buyer |
Price Precision  Any
Attachments
Add Attachment...
Title Type  Description Category Last Updated By Last Updated Usage Update  Delete
Mo results found.

Requirements

Expand All | Collapse All
4

<

Target
Focus Title value  Quote Value
[=] Requirements

£ [ Section

[Type Response to this requirement here

psi// projectlappshc leoutsourcing.com/0A_HTML/OA... |

. Training Guide
iSupplier - Bidding Process

Step

Action

25.

You are returned to the Create a Quote page. The field will contain the date.

Click the Save Draft button.

Note: It is very important to save your response while working on it.

You can also save the Response as a draft at any time so you can leave the page and
work on it at a later time.

Save Draft

Page 14
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il & https://projectiappsh.. O ~ @ B € X | @ Create Quote: 91 (RFQ 2261) % L

5 £]NP2Abstracts £ Non-Prod3 2] PROD 2] Non-Prod 4 £ ASTRA Login £ Non-Prod1 £ TestUAT & Mon-Prod 2 |G Clerk's VPN - Sign In

= Requirements it
€ = Section

Type Response to this requirement here -

Use the box to the right ta

answer questions seen here. r
These are display only

requirements.

These requirements need a 13-Jun-2014 B

date to be filled.

These requirements require a |

number to be entered.

Choose a drop down list value - -H
for this requirement,

Contract Terms

~TIP Additional Requirements and Specifications are located in the Contract Terms. Click "Preview Contract Terms" button for more det
Variables
Details Section Clause Variable Description Value 3

No variables found.
Deliverables

A Tndicates deliverable is overdue % Tndicates respansible party failed to perform the deliverable

Deliverable Name Due Date Status Alert Update
HNo deliverables found.

Cancel | | viewRF0 | | Ouote By | | save Draft | | confinue

Step Action

26. You may review the contract by selecting Preview Contract Terms.

Preview Contract Terms

217. At the prompt, click the Open button to open the PDF document.

Open
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R m
|

[ 2264_US_CONTRACT.pdf - Adobe
File Edit View Window Help

ﬁiomzv\@@%\@@@@@@) E‘
\i//g‘@ |é/ \:-'-/‘ Tools | Comment | Share

Request for Quotation 2264

Contract Terms and Conditions

Table of Contents

Terms and Conditi
Samplel
ABILITY TO PROVIDE
AFFIRMATIVE ACTION BUSINESS ENTERPRISE PROGRAM:
ALLOWED ADJUSTMENTS:
APPLICABLE LAW:

ba b b to ko b

Step Action

28. The PDF document will open. This document holds the detailed terms and
conditions for this negotiation.

Click the Close button when you are finished reviewing the document.
[
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B
B

Negotiations > RFQ: 2264 >

[54 Confirmation
Quote 91 for RFQ 2264 (New Negotiation) has been saved as a draft.

Create Quote: 91 (RFQ 2264)
Cancel | | View RFQ | | Quote By Spreadsheet | | Save Draft | | ontinue
Title New Negotigtion Time Left 22 days 9 hours
Close Date  28-Jun-2014 18:16:13
Header | Lines |
Supplier TRAINING COMPANY Reference Number
RFQ Currency USD Note o Buyer |

Quote Currency USD
Price Precision  Any

Att
Title Type  Description Category Last Updated By Last Updated Usage Update  Delete
No results found.

Expand All | Collapse Al
&

Target
Value Quote Value

Focus Title
= Requirements

Step Action
29. If attachments are required, click Add Attachment.

Add Attachment...

Page 17
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™ Navigator ¥ B Favorites ¥ Home Logout Preferences Diagnostics

Negotiations > RFQ: 2264 > Create Quote: 91 (RFQ 2264) >
Add Attachment

| cancel | [Add Ancther | | Apply |

Attachment Summary Information

Title
Description

Category From Supplier

Define Attachment
Type @ File
OURL
O Text -

Cancel | | Add Another | | Apply | —

Step Action
30. Name the attachment by entering data in the Title field, i.e., Insurance, EEO, etc.
31. Enter information into the Description field (optional).
32. Click Browse and search your computer for the required document to attach.
33. Click Apply.
Apply
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Negotiations > RFQ: 2264 >

[y Confirmation
Required Attachment Name attachment has been added successfully.

Create Quote: 91 (RFQ 2264)

1 Navigator v B Favorites v

Home Logout Preferences Diag

I

Title New Negotiation

i [E]
Supplier

RFQ Currency
Quote Currency
Price Precision

TRAINING COMPANY
usD
usD
Any

Attachments

Add Attachment...

Title
Required Attachment Name

[Type [Description
File This is a description for the attachment

Requirements

Expand All | Collapse All

Cancel | [ View RFQ | | Quote By Spreadsheet | | Save Draft | | Continue

Time Left 22 days 9 hours
Close Date  28-Jun-2014 18:16:13

Reference Number

MNote to Buyer |

|category  |Last Updated By |Last Updated |Usage

Update Delete
From Supplier JOHNDOE@TRAINING.COM 06-Jun-2014  One-Time

Fn )

o
Target
[ https://projectt d2d utsourcing.com/0A_HTML/OA... | .
Step Action

34.

Click the Lines tab.

Lines

You are now back in the Create Quote: (Response Number) window.

35.

Here you will see all of the lines for this negotiation.

Fill in the pricing for each line on this screen in the Quote Price fields.
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Negotiations > RFQ: 2264 >

N Navigator v B Favo

Create Quote: 91 (RFQ 2264)

Header | Lines

RFQ Currency USD
Price Precision Any

Line Update Ship-To

Indicates more

Title New Negotiation

iThisisalne@® o/ Multiple (See Below) Blind

Cancel | | View RFQ | | Quote By Spreadsheet | | Save Draft | | Continue

Time Left 22 days 9 hours
Close Date  28-Jun-2014 18:16:13

Quote Currency USD

Rank Start Price Target Price Quote PriceUnit Target Quantity Quote Quantity Promised Date
10

[ 100] ach 10

Click the Update icon.

| cancel | | View RFQ | | Quote By Spreadsheet | | Save Draft | | Continue |

Megotiations Home Logout Preferences Help Diagnostics

utsourcing.com/OA HTML/OA... }

Step

Action

36.

s

*Important* Any line that has a red target symbol requires additional information.

Click Update for the line with the target.
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Create Quote 91: Line 1 (RFQ 2264)

T Navigator ¥

B Favorites ¥

Training Guide

iSupplier - Bidding Process

Home Logout Preferences Diagnostics

Description  This is a ine

Unit Each

Start Price

Target Price

Quate Price
Target Quantity 10
Quote Quantity 10

Pay Items

100

“TIP Total pay item amount must add up to the line amount.

Close Date
Quote Currency
Rank

Ship-To
Need-By Date
Promised Date

Cancel

‘Save Draft | Apply |

28-Jun-2014 18:16:13

Multiple (See Below)

e

Attributes
Group Attribute Attribute Type Target Value Quote Value
General Color of paddle Required

HNotes

MNote to Buyer

Attachments

Add Attachment...

I

Step

Action

37.

Here you can see the entire line. You will notice that this line has an attribute. This
attribute is a further description for this line and may require your response.

Enter the appropriate information into the Quote Value field.

38.

If you have additional information for the Buyer, enter the information into the Note

to Buyer field.

39.

Click Apply.
Apply
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N Navigator v B2 Favorites ¥ Home

Negotiations > RFQ: 2264 >
Create Quote: 91 (RFQ 2264)

Cancel | | View RFQ | | Quote By Spreadsheet | | Save Draft | | Continue

Title New Negotiation Time Left 22 days 9 hours
Close Date  28-Jun-2014 18:16:13

Header | Lines

RFQ Currency USD Quote Currency USD
Price Precision Any
Line Update Ship-To Rank StartPrice Target Price Quote PriceUnit Target Quantity Quote Quantity Promised Date

1Thisisalne® .  Multiple (See Below) Blind 100 Each 10 10

© ndicates more information requested. Click the Update icon.

| cancel | | View RFQ | | Quote By Spreadsheet | | Save Draft | | Continue |

Megotiations Home Logout Preferences Help Diagnostics

ps//projectl d2d utsourcing.com/OA_HTML/OA... |

Training Guide
iSupplier - Bidding Process

Step

Action

40.

Click Save Draft.

41.

Click Continue to access your Response in review mode.
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Sourcing

Negotiations > RFQ: 2264 >
Create Quote 91: Review and Submit (RFQ 2264)

N Navigator ¥

B Favorites ¥

Training Guide
iSupplier - Bidding Process

Home Logout Preferences Diagnostics

Header

Title New Negotiation
Supplier TRAINING COMPANY
RFQ Currency USD
Quote Currency USD
Price Frecision Any

Attachments

Title \Type|Dacription
equired A me e File Thisis a description for the attachment

Requirements

Show All Details | Hide All Details
Details Section
[ Show Section

Cancel | | Back | | validate | | Save Draft | | Printable View | | Submit
Time Left 22 days 9 hours
Close Date  28-Jun-2014 18:16:13
Quote Valid Until
Reference Number
Note to Buyer L4
|category  |Last updated By |Last updated |usage  update Delete

From Supplier JOHNDOE@TRAINING.COM  06-Jun-2014

One-Time  »

Contract Terms
Preview Contract Terms
Variables
psi//projectl utsourcing.com/OA_HTML/OA... | Variable Description Value .
Step Action

42.

The Create Quote (Response Number): Review and Submit window opens.

Click the Select to show information button to see all of your requirements.

43.

Scroll through your response to confirm that your information is correct and

accurate.

44,

When all review is complete, click the Submit button to send your response to the

buyer.

Note: Buyers will not be able to see your response until the Bid Close Date and

Time arrives.
Submit

Page 23




n Navigator v B2 Favorites v Home Logout Preferences

Eg Confirmation
Quate 91 for RFQ 2264 (New Negotiation) has been submitted.

Return to Sourcing Home Page

Negotiations Home Logout Preferences Diagnostics

About this Page  Privas

ps//projectl d2d utsourcing.com/OA_HTML/OA... |

Training Guide

iSupplier - Bidding Process

Step

Action

45.

You will receive confirmation that your quote has been submitted.

Click the Return to Sourcing Home Page link.
!Return to Sourcing Home F‘aue!
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l. Training Guide

1 iSupplier - Bidding Process

e m
|

1 Navigator v B2 Favorites ¥

Home Logout Preferences Diagnostics

Search Open Negotiations  Title - EI

Welcome, John Doe.
‘Your Active and Draft Responses

Press Full List to view all your company's responses. Full List
Response Response Supplier  Negotiation Unread
Number Status Site Number Title Type Time Left Monitor Messages

91 Active 2264 New RFQ 22 days 9 hours 0

HNegotiation #
Your Company's Open Invitations
Full List

Supplier Site HNegotiation Number Title Type Time Left

HNa results found.

Quick Links

‘Manage View Responses

« Drafts * Aclive

s Deliverables » Disqualified

o Personal Information e Awarded

e Rejected

Megotiations Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement

psi//projectl d2d utsourcing.com/OA_HTML/OA... |

Step Action

46. Notice that your response is how under Your Active and Draft Responses section
of the window.

Click the Home link.

Home

47. Next Steps:

Any communications about the bid will be emailed to you. For example, the Buyer
may request additional information, or create an amendment to the bid.

Use the Online Communications document for detailed instructions on how to
respond to Online Communications.

Use the Respond to Amendments document for detailed instructions on how to
respond to Amendments.

End of Process.
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