
 

  

Supplier Responds to Negotiations/RFQs 

 
This job aid provides instructions to the supplier on how to respond to negotiations/RFQs. 
 
To respond to a negotiation as a supplier through the Supplier Portal, perform the following steps: 
 
STEP 1 
 

 
 

On the Oracle homepage, click the Supplier Portal tab and select the Supplier Portal app. 
 

STEP 2 
 

 
 
On the Supplier Portal screen, click View Negotiations in the Negotiations section. 
 

Click View 
Negotiations. 

Click the Supplier Portal 
tab. 

Select Supplier Portal. 



 

  

STEP 3 
 

 
  
On the Negotiations page, enter the required negotiation number or title and click the Search icon. 
 

STEP 4 
 

 
 

Click the required negotiation link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Search for the required 
negotiation  

Click the negotiation link. 



 

  

STEP 5 
 

 
 

Once the negotiation opens, select Contract Terms from the Table of Contents. 
 

STEP 6 
 

 
 

You can either view the contract on the negotiation page or download it. 
 

 
 
 
 
 
 
 
 

Select Contract Terms. 

View contract details. 

Click Download 
Contract. 



 

  

STEP  7 
 

 
 

To create a message, click the Messages button. 
 

STEP 8 
 

 
 

On the Online Messages page, click the Create button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the Messages 
button. 

Click the Create button. 



 

  

STEP 9 
 

 
 

Once the Send Message window pops up, enter the required Subject and the Message body. Click the Send  
button. 
 

STEP 10 
 

 
 

Click the Done button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter the required 
subject. 

Enter the required 
message. 

Click Send. 

Click the 
Done button. 



 

  

STEP 11 
 

 
 

On the negotiation page, click the Create Response button. 
 
STEP 12 
 

 
 

Fill in the mandatory fields in the Overview section and click the Next button. 
Note: If required, attach the updated contract in the Attachments section.  

 
 
 
 
 

Click the Create 
Response button. 

Enter relevant Overview 
section details. 

Attach updated contract, 
if required. 

Click the 
Next button. 



 

  

STEP 13 
 

 
 
Enter the relevant details and click the Next icon to toggle to the next section in the Requirements page. 
Note: The Negotiation response will not be sent until all the sections under Requirements page are complete. 

 
STEP 14 
 

 
 
Click the Next button. 

 
 
 
 
 

Enter relevant 
Requirements section 

details. 

Click the Next icon to 
toggle to next section in 

the page. 

Click the 
Next button. 



 

  

STEP 15 
 

 
 
Enter the required Response Price for all line items in the Lines page and click the Next button. 

 
STEP 16 
 

 
 
On the Review page, click the Overview, Requirements and Lines tab to review the entered details. 

 
 
 
 
 
 
 
 
 
 
 

Enter the Response 
Price. 

Click the Overview, Requirements 
and Lines tab to review details. 

Click the 
Next button. 



 

  

STEP 17 
 

 
 
On the Review page, click the Actions button and select the Validate button to check for errors and warnings. 

 
STEP 18 
 

 
 
The Confirmation box validates if there are any errors or warnings.  
If the errors exist, click the OK and make the necessary changes. 
Otherwise, click the Submit button. 

 
 
 
 
 
 

Select the 
Validate button. 

Click the OK 
button. 

Click the 
Submit button. 

Click 
Actions. 



 

  

STEP 19 
 

 
 
The confirmation box indicates that a response to the negotiation has been submitted, click the OK button to 
acknowledge. Click the Done button to proceed. 

 
STEP 20 
 

 
 
On the Active Negotiations page, click the Done button. 

 
 
 
 
 
 
 
 
 
 
 

Click the 
OK button. 

Click the Done 
button. 

Click the 
Done button. 



 

  

STEP 21 
 

 
 
On the Supplier Portal screen, click Manage Responses in the Negotiations section. 

 
STEP 22 
 

 
 
The Manage Responses page keeps a record of all the responses made to the negotiations. 
Click the required Negotiation Title to view the negotiation details. 

 
 
 
 
 
 
 

Click Manage 
Responses. 

Click the required 
Negotiation Title. 



 

  

STEP 23 
 

 
 
Select the different sections under Table of Contents to view the negotiation details. 
Note: Negotiation details from Manage Reponses page are not editable, since they have already been  
submitted. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select Table of 
Contents sections. 



 

  

Respond to Negotiations/RFQs through Spreadsheet 
 
To respond to a negotiation through spreadsheets, perform the following steps: 
 
Repeat the steps 1-11 from Supplier Responds to Negotiations/RFQs through Supplier Portal, and follow the steps below: 
 
STEP 12 
 

 
 
In the Create Response page, click the Respond by Spreadsheet button and select the Export option. 

 
STEP 13 
 

 
 
Once the Export Spreadsheet window pops-up, select the required Response Template type and click the  
OK button. A response spreadsheet gets downloaded to the system. 
 

Click Respond by 
Spreadsheet. 

Select Response 
Template. 

Click the 
OK button.  

Select the 
Export option. 



 

  

STEP 14 
 

 
 
In the response spreadsheet, enter the required information in the Requirements section under the  
General tab.  
Note: The sections highlighted in yellow are mandatory to be filled out.  

 
 
 
 
 
 
 
 
 
 

Enter relevant 
Requirements section 

details. 
 



 

  

STEP 15 
 

 
 
Enter the required Response Price for all Line items in the Lines (1-2) tab. 
Note: The Requirements Scoring tab is pre-populated when the spreadsheet is downloaded. These scores are used  
to compare responses while making award decisions. 
Once the response spreadsheet is filled out, save it in your system and follow the steps below: 
 

 Step 16 
 

 
 
In the Create Response page, click the Respond by Spreadsheet button and select the Import option. 

 
 
 
 
 
 

Enter required 
Response Price. 

Click Respond by 
Spreadsheet. 

Select the 
Import option. 



 

  

Step 17 
 

 
 
Once the Import Spreadsheet window pops up, attach the updated response spreadsheet under the  
File Name section and click the OK button.  

 
Step 18 
 

 
 
Click the Submit button. 

 
 
 
 
 
 

Upload updated 
response spreadsheet. 

Click the 
Submit button. 

Click the OK 
button. 



 

  

STEP 19 
 

 
 
The Confirmation box validates that a response to the negotiation has been submitted. Click OK. 

 
 
 

Click OK. 


