Responding to Amendments

Procedure

Training Guide
Bidding Process — Responding to
Admendments

Complete the following steps to respond to an Amendment.
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iSupplier Portal

N Navigator v B Favorites v

Home | Orders | Shipments | Finance | Bids/RFPs

Search PO Number - =3

Ilmiﬁral:'ns

Home Logout Preferences Diagnostics

Subject

Required: 1 to RFQ 2264 (New Negotiati

Hillsborough County and the City of Tampa Supplier Collaboration ...

Hillsborough County and the City of Tampa Supplier Collaboration ...

|l; Orders At A Glance

fuders,
Full List o Agreements
Date o Purchase Orders

o Purchase History
Stipments,
o Overdue Receipts
Becelots,
o Receipts
* Returns

06-Jun-2014 10:51:38
02-Jun-2014 15:23:24
02-Jun-2014 15:23:23

PO Number Description

No results found.

About this Page  Privacy Statement

tlappshd d2d eoutsourcing.com/0A_HTML/OA... |

psi/fp

Order Date

Home Orders Shipments Finance Bids/RFPs Home Logout Preferences Help Diagnostics

Ful List o On-Time Performance
Invoices
o Invoices

Eayments
« Payments

Step Action

Click the Bids/RFPs link.

1. When the Buyer initiates an Amendment to an open RFP/RFQ, a notification is sent
out to all Bidders. When the notice is received, click the Negotiation Details link in
the email, and log into iSupplier. The iSupplier Home Page window will open.
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L Sl © hetps //projectisppshi. O » @ B & X | @ Negotiations Home x
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Sourcing

N Navigator v B2 Favorites Home Logout Preferences Diagn:

Search Open Negotiations ~ Title - IEI
Welcome, John Doe.
Your Active and Draft

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

Response Supplier  Negotiation

Unread
Number Response Status Site Number Title Type Time Left Monitor Messages
u@ Resubmission 2264 New RFQ 22 days 7 hours ] 0
- Required HNegotiation
92 (&) Draft 2264 New RFQ 22 days 7 hours i) o
- Negotiation

(&) negotiation has been amended and requires your action to be considered for award.

Your Company’s Open

Supplier Site HNegotiation Number Title Type  Time Left
2264,1 News Negotiation RFQ 22 days 7 hours

Quick Links

Manage View

+ Drafts + Adive

s Deliverables s Disqualified

s Personal Information  Awarded
* Rejected

Megotiations Home Logout Preferences Help Diagnostics

About this Page  Privacy Statement

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

Step Action

2. The Negotiations Home Page window opens.

Note: there is a comma 1 (2264,1) for the new negotiation. This means an
amendment was created for this negotiation. Also, there are warning symbols next
to your Responses indicating changes that need reviewed.
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N Navigator v B2 Favorites ¥ Home Logout Preferences Diagna:

Negotiations >

/A Warning
RFQ 2264 has been amended. To be considered for award you must acknowledge each amendment and submit (or resubmit) all your responses to ensure that they

comply with the changes.

I

View Amendment History
RFQ: 22641
Actions | Create Quote - [ee]
Title New Negotiation Create Quote
Status Active Open Date (™
Time Left 22 days 7 hours Close Date |O" sions
Header | Lines Controls Contract Terms View Quote History
Buyer Benson, John G 2 cknoviladge Amendments
Quote Style Blind Amendment Description {View, Amendment History  [Ment
Outcome Standard Purchase Order
Description Printable View
Export to Spreadsheet M
Terms
Bill-To Address CCC-County Finance-AP (Global Payment Terms
Ship-To Address Multiple (See Below’ Carrier Best Way
FOB FOB - Destination Freight Terms Freight Included
Currency

RFQ Currency USD Price Precision Any

Show All Details | Hide All Details

Action

The RFQ (Number) window opens.
A Warning displays at the top of the screen, alerting you that an amendment exists.

Click the Actions list, select the Acknowledge Amendments list item.
Acknowledge Amendments

Click Go.
GO
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Attachment  |File

Lines
Mo changes exist.
Controls
No changes exist.
Contract Terms

Sections / Clauses

Details | Action
jfiide updated

Text

Title [Type |Description

Attachment

Type
Clause

Amendment Description

|category  |Last updated By |Last updated usage
To Supplier  CNTYD3388 06-Jun-2014 One-Time
Title Amendment Description

ABILITY TO PROVIDE:

Megotiations Home Logout Preferences Help Diagnostics

utsourcing.com/OA_HTML/OA...
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Update Delete  Publish to Catalog
' B

Compare With Standard
[Es)

All bidders are required to PROVIDE AND INVOICE for the products they quote. The Agency has no method of payment to any party
other than the awarded vendor. All items awarded to a vendor must be invoiced by the vendor in accordance to the invoicin...

Cancel | | Acknowledge

Copyright (<) 2008, Oracle. Al rights reserved.

Admendments

Step

Action

P

The Acknowledge Amendment window opens.

Click the Compare with Standard button.

The Amendment Description contains details about this amendment.

Scroll through the new document. In this example, you can see one of the clauses in
the Terms and Conditions has changed.

The Compare Clauses window opens.

Notice in the first text box there is an underlined sentence. This is the sentence that
has changed.
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hange to Plain Text Mode

All bidders are required to PROVIDE AND INVOICE for the products they quote. The Agency has no method of payment to any party other than

the awarded vendor. All items awarded to a vendor must be invoiced by the vendor in accordance to the invoicing instructions stated below. Updated
clause.

TIB - ABILITY TO PROVIDE (Non-Standard Clause)

hange to Plain Text Mode

All bidders are required to PROVIDE AND INVOICE for the products they quote. The Agency has no method of payment to any party other than

the awarded vendor. All items awarded to a vendor must be invoiced by the vendor in accordance to the invoicing instructions stated below. Updated
clause.

Changes made to this clause in the contract.

Return to Ack led (RFQ 2264,1)

Megotiations Home Logout Preferences Help Diagnostics

About this Page Privacy Statement

Copyright () 2008, Oracle. All rights reserved.
psi//projectl d2d utsourcing.com/OA_HTML/OA...
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Step

Action

Click the Return to Acknowledge Amendment (RFQ 2264,1) link.
[Return to Acknowledge Amendment (RFQ 2264,1)|
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(— s 2 https://projectlappsh.. O = @ B & X | & Acknowledge Amendment ... % L]

Sourcing

N Navigator v B2 Favorites v Home Logout Preferences Diagnostics

Negotiations > RFQ: 22641 >
Acknowledge Amendment (RFQ 2264,1)

To be considered for award you must acknowledge each amendment and submit (or resubmit) your response to ensure your response Acknowledge
complies with the changes. =

[T accept the terms and conditions of the RFQ and also acknowledge the changes made to the RFQ amendment document 2264,1.

I

Header
Label RFQ 2264 RFQ 2264,1
Amendment Description Here you will find the amendment description details

MNotes and Attachments

RFQ 2264
Title [Type |Description  |Category  |Last Updated By |Last updated  |usage Update Delete  Publish to Catalog
Attachment File Attachment To Supplier CNTY03388 02-Jun-2014 One-Time _/7 m Q
RFQ 2264,1
Title [Type |Description  |Category  |Last Updated By |Last updated  |usage Update Delete  Publish to Catalog
Attachment File Attachment To Supplier CNTY03388 06-Jun-2014 One-Time _/7 m Q

You are now back in the Acknowledge Amendment window.
Under the header section you will see a brief description of the addendum.

Check the option | accept the terms and conditions of the RFQ and also
acknowledge.

O]

Click Acknowledge.
Acknowledge
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Sourcing

M Navigator v B Favorites ¥ Home Logout Preferences Diagnostics

Eg Confirmation

All amendments of Negotiation 2264 have been acknowledged successfully. You may now
respond to the negotiation. Do you want to proceed?

I @ response has been submitted previously, resubmission is required to ensure the response
complies with the changes.

Negotiations Home Logout Preferences Diagnostics

About this Page  Privacy Statement

Admendments

Step

Action

10.

Click Yes to acknowledge the Confirmation.
Yes

11.

The Create Quote window opens.

*Important* When an amendment is created, you are required to resubmit

your response. Your prior response will be saved, so you may simply submit
again. If any updates are necessary, respond to each one, and then resubmit the

response.
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2 https://projectlappsh.. O = @ B & X | & Create Quote: 93 (RFQ 2264.., % =

Sourcing

N Navigator v B2 Favorites Home Logout Preferences Diagno

Negotiations > RFQ: 22641 >
Create Quote: 93 (RFQ 2264,1)

Cancel | | View RFQ | | Quote By Spreadsheet | [ Save Draft | | Continue
Title New Negotiation Time Left 22 days 7 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

1
Title [Type |Description Category [Last Updated By |Last updated [Usage  Update Delete
Required Attachment Name  File  This is a description for the attachment From Supplier JOHNDOE@TRAINING.COM  06-Jun-2014 One-Time j m
Expand All | Collapse All
Target
Focus Title Value Quote Value
(= Requirements
€ [ Section
Type Response to this requirement here -
[ httpsi//project d2d utsourcing.com/OA_HTML/OA... | .
Step Action
12. Click the Lines tab.
Lines
13. Notice your line information is still saved. You can update this information as
necessary.
Click the Continue button.
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N Navigator v B Favorites ¥ Home Logout Preferences Diagnostics

Negotiations > RFQ: 22641 >
Create Quote 93: Review and Submit (RFQ 2264,1)
Cance] | | Back | [ validate | | Save Draft | | Printable View | | Submit | |=
Header
Title New Negotiation Time Left 22 days 7 hours
Supplier TRAINING COMPANY Close Date  28-Jun-2014 18:16:13
RFQ Currency USD Quote Valid Until
Quote Currency USD Reference Number
Price Frecision Any HNate to Buyer
Attachments B
Title [Type |Description |category  |Last updated By |Last updated |usage  update Delete
equired Attachme e File This is a description for the attachment From Supplier JOHNDOE@TRAINING.COM  06-Jun-2014 One-Time _/J i

Requirements

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

Contract Terms

Preview Contract Terms

Variables
Details Section Clause Variable Description Value
Mo variables found.
[httpsi/7projectt d2d utsourcing.com/OA_HTML/OA... | B

Step Action

14. The Create Quote: Review and Submit window opens.

Click the Validate button to check to see if the amendment has been addressed
roperly.
Validate

15. You will receive Confirmation of the validated data.

Note: If you miss a required action, a warning message will appear, and you will
need to resolve the message prior to re-submitting your quote.

Click the Submit button.
Submit
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Sourcing

N Navigator v B2 Favorites ¥ Home Logout Preferences Diag

[ Confirmation
Quate 93 for RFQ 2264,1 (New Negotiation) has been submitted.

Return to Sourcing Home Page

Negotiations Home Logout Preferences Diagnostics

psi//p d2d utsourcing.com/OA_HTML/OA... |
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Step

Action

16.

You will receive confirmation that your quote has been submitted.

Click the Return to Sourcing Home Page link.
[Return to Sourcing Home F‘amﬂ

Page 10



- - -
L Bl dl & hitps://projectiappsh.. O ~ @ B & X | @ Negotiations Home x
< =

Sourcing

T Navigator v B Favorites ¥

Home Logout Preferences Diagnostics

Search Open Negotiations  Title -
Welcome, John Doe.
Your Active and Draft

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

Response

Response supplier  Negotiation unread
Number Status Site Number Title Type Time Left Monitor Messages
93 Active 2264,1 News RFQ 22 days 7 hours ] 0
Negotiation
Your Open
Full List

Supplier Site HNegotiation Number Title Type Time Left

No results found.

Quick Links

Manage View

e Drafts * Acive

s Deliverables s Disqualified

o Personal Information e Awarded

* Rejected

Megotiations Home Logout Preferences Help Diagnostics

About this Page

Privacy Statement

psi//projectl

utsourcing.com/OA_HTML/OA... |
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Step

Action

17.

Click the Home link.

Home

18.

You now can successfully respond to amendments created for a negotiation
document.

End of Process.
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