CITY OF DETROIT
SUPPLIER PORTAL

How to respond to bids via Oracle Supplier Portal

Step by Step instructions for Suppliers to respond to a Negotiation for the City of
Detroit using Supplier Portal.
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Sourcing for Supplier Portal User
Log into Oracle Supplier Portal using your Contact email address and password.

SIGN IN
ORACLE APPLICATIONS CLOUD

Click on the Supplier Portal icon. You will be directed to the Supplier Portal home page.

CITY of DETROIT

EE

Suppiier Portal

Share thoughts with your colleagues. .. L =8

o/

Set Preferences




The Supplier Portal home page contains all available tasks for the Supplier Portal user.

The Tasks list is on the left side of the page. The Task List displays all hyperlinks to other pages for you. For example, View Invoices
or View Payments.
Several Infolets are displayed - Requiring Attention, Recent Activity, Transaction Reports and Negotiation Invitations.

Supplier News is the method the City uses to send information/notifications/helpful tips. Please continue to check here for all updates.

rupplier Portal
earch Orders El Order Number o,

Tasks
Orders
; Requiring Attention Recent Activity
= Manage Orders Last 30 Days

= Manage Schedules
Agreements
» Manage Agreements

No data available
Shipments

= View Receipts
« View Returns Transaction Reports
Last 30 Days

Deliverables

= Manage Deliverables

]

Invoices and Payments Mo data available

M Schedules Overdue or Due Today
= Create Invoice L
= View Invoices

= View Payments Supplier News

Negotiations **ATTENTION SUPPLIER PORTAL USERS**

= Search or View Current Bid Opporiunities June 05, 2018 -
.
= Manage Responses . . . ) .
If you are having issues with the Create Invoice process, please review the below
Qualifications information.

« Manage Questionnaires 1. The URL for City of Detroit Supplier Portal has changed. Use this URL:
https://ebkk.fa.us8.oraclecloud.com/hcmUI/faces/FuseWelcome

« View Qualificatic i illa Fi
1ew dualimeations 2. Use either Google Chrome or Mozilla FireFox as the browser. Do not use

Company Profile Internet Explorer (IE) as it does not work well.
3. Please open new browser and clear cache (Control+Shift+Delete).
* Manage Profile 4. Using the above URL, log into Oracle using your current User ID and




On the Home Page, on the upper left side, you will see a Bell icon. Click the Bell icon for all notifications for the Supplier.

Motifications

More Details

Enter search terms ':"

Action Required: You Are Invited to Negotiation 1 minute ago :
18103 (RFQ 18038)

Actions

You can also view the Negotiation Invitations on the dashboard.

Requiring Attention Recent Activity Transaction Reports

Last 30 Days Last 30 Days
Megotiation invitations T Invoice Amount 131 uso
Megotiation responses awarded or reject... 1 Invgice Price Variance Amount uso

- Crders opened 48
Receipts 93

F ] Ll
o w

[ TR

H Schedules Overdes or Due Today

B Megotistions Closing Soon
Megotistion Messages

B Invoices Overdus




Under the Task Region (left side of screen), click the link ‘Search or View Current Bid Opportunities’.

Megotiations

« Search or View Current Bid Opportunities

« Manage Responses

gualifications

You can view all active negotiations that you have been invited or have responded.

Active Negotiations

i Search

- Hegotiation

= Title
ek i P
Negotiation Close By P
Search Results
Acticns w+ View v Format v Detach Acknowledge Participation

Hegotiation Title

18102 RFQ 18088

Create Response

Done
Time Zone Coordinated Universal Time
Manage Watchlist Sawved Search Open Invitations Izl

ok

Invitation Received ves Izl
Response Submitted Mo |z|

Megotiation Open Since

Your Wil

Negotiation Type Time Remaining Close Date Responses Participate

RFQ 7 Days 23 Hours  11/23/18 6:28 ... Yes

* At least one is required

Search Reset Save...

Unread Wiewr Response
Messages PDF Spreadsheet

0 frov] ER




Click on Negotiation Number link to review the details

Active Negotiations

Ti
4 Search Manage Watchlist Saved Search Cpen Invitations
g P

##

Megotiation ** Invitation Received “es Izl
** Title Response Submitted No |z|
* Negotiation Close By [iga Hegetiation Open Since [
Search Reset Save...
Search Results
Acticns w View v Format w Detach Acknowledge Participation Create Response
- - - Your Wil Unread View Response
Negotiat Titl Negotiation T Time R Cl Daty
egotiation He egotiation lype Time Remaining ase = Responses Participate Messages POF Spreadsheet
18103 RFQ 18088 RFQ ¥ Days 23 Hours  11/23/18 6:28 ... Yes a ror En




On the left side of the screen, the Table of Contents is listed.

Each link (blue) is a section you can review.

RFQ: 18103

Cumrency = US Dollar

Table of Contents Overview
Regquirements
Lines
Contract Terms
Expand All
¢ General
Schedule

Megotiation Controls

Title RFQ 18088

Status Active (Loded)

Time Remaining 7 Days 21 Hours

Title RFQ 18088

Synopsis RFQ 18088

Unlocked By

Unlocked Date

Preview Date

Close Date 11/22/18 8:28 AM

Response Visibility Sealed

Messages

Open Date  11/15/18 6:49 AM

Close Date 11/22/18 8:28 AM

Buyer LENAWILLIS

Outcome  Blanket Purchase Agreement

Unsealed By
Unsealed Date

Attachments Ncne

Open Date  11/15/18 8:48 AM

Award Date

Create Response  Actions w Done

Time Zone Coordinated Universal Time]




Highlight the Negotiation Number and click on View PDE to download the PDF.

Active Negotiations

¢ Search

= MHegotiation

= Title
- i P
Negotiation Close By &
Search Results
Acticns w View v Format w Detach Acknowledge Participation Create Response

Hegotiation Title

18102 RFQ 12088

Time Zone Coordinated Universal Time

Open Invitations Izl

Manage Watchlist Sawed Search

** Invitation Received Yes Izl
Response Submitted Mo |z|
Megotiation Open Since [1gm
Search

Reseat Save...

Your Wil
Responses Participate

Unread
Messages

Response

Hegotiation T Time R ini Cl Diaty
egotiation Type Time Remaining ose Date Spreadsheet

RFQ 7 Days 23 Hours  11/23/M18 6:28 ... es 0 BR

You can select either Open with or Save File for the Negotiation.

Opening 18103_SUPPLIER.pdf

==

You have chosen to open:

18103_SUPPLIER.pdf

which is: Adobe Acrobat Document

from: https://ebkk-devl fa.us8.oraclecloud.com

What should Firefox do with this file?

Openwith | Adobe Acrobat Reader DC (default) -

@) : Save File

Do this autornatically for files like this frem now on.

You are able to review the PDF.



Acknowledge Participation in Negotiation

To Acknowledge your participation, under the Search Results section, click the dropdown arrow on Actions > Acknowledge Participation

Search Results

View v Format w

[A-:xn:}'-.'.'lEdgE Participation l

Create Response

View PDF

Export Response Spreadshest

OR

Highlight the row of the negotiation from Active Negotiation screen and click the Acknowledge Participation button.

Actions v View v Format w w  Detach l Acknowledge Participation 1reate Response

Your Wil Unread Wiew Response
Negotiati Titl Negotiation T Time R ini Cl Dat
egotiation e egotiation fype  Time Hemaining ose = Respenses Participate Messages POF Spreadsheet
18103 RFQ: 18088 RFQ 7 Days 20 Hours  11/23/18 8:28 _.. es a wm En




A secondary window will display. Select Yes or No on Will Participate and provide information, if desired. Click OK button.

Acknowledge Participation *

Supplier S5ite DETROIT

Will Participate @ Yes
Mo

Note to Buyer : | am participating in cument
negaotiation and will
provide our best services

and 'EtEE-.l

Last Acknowledgment Will participate

Last Acknowledgment Date  11/15/18 §:52 AM

OK | Cancel

Once completed, the status for Will Participate will display.

u d Wi Ry
Hegotiation Title Negotiation Type Time Remaining Close Date Wes :;:5 P‘;‘: Spf:ap;:::et
18103 RFQ 18088 RFQ 7 Days 20 Hours  11/23/18 6:28 . Yes ] ot En
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Supplier Response to Negotiation

Highlight the Negotiation Number, click Create Response button which will open Response detailed page

Active Negotiations

Time Zone Coordinated Universal Time
4 Search Manage Watchlist Sawved Search  Open Invitations |Z|

> Megotiation ** Invitation Received Yes |Z|

** Title Response Submitted Mo |Z|

- Negotiation Close By Y Megotiation Open Since i

Search Reset Save...

Search Results

Actions w View v Format w = . Detach Acknowledge Participation Create Response

. L . Your Wil Unread View Response
Megaotiat Titl Negotiati T Ti R Cl Diaty

egotiation e egatiation lype  Time Remaining ose . Responses Participate Messages PDF Spreadsheet
18102 RFQ 18088 RFQ 7 Days 23 Hours  11/23/18 6:28 ... s ] fror] (i

11



Create Response: Qverview Page

You can add information on the Overview page:

Supplier's Reference Number for your tracking purposes
Note to Buyer

Upload any Attachments

Response valid until MMDDYY

Attachments - add any/all attachments

Create Response (Response 9003): Overview

General

Title RFQ 12088

Time Remaining 4 Days 2 Hours

Supplier ARROW OFFICE SUPPLY CO

Supplier 5ite DETROIT

[

Hegetiation Currency SD

[

Response Currency SD
Price Precision 2 Decimals Maximum

Response Valid Until  11/20/18 425 AM Y

Messages | Respond by Spreadsheet ¥ Actions ¥ Hext

Response Type

Reference Humber

MHote to Buyer

Attachments

Close Date  11/23/18 6:28 AM

@ Primary
Alternate
18088-1887878
Responding to the negotiation and will try to give out
best services and price. Please confirm once you

receive guote from us

None =

Ti

Save ¥ Submit Cancel

Last Saved 11/19/18 4:25 AM
ne Zone Coordinated Universal Time

Once completed, click Next button.

12




Create Response: Requirements Page

Review and respond to all requirement questions. On the far right side of the page, there are several sections for reviewing. Click the
dropdown arrow to see the next sections. The small arrow on the right side will move you to the next section as well.

Create Response (Response 2005): Requirements

Time Remaining 22:39:15

Section 1. Proposer's Attachments and Affidavits

* 1. Below document is necessary for you to upload slong with the proposal:
Combined Cerificates of Authority
a. Uploaded
®) b. Not Uploaded

Response Attachments None=j=
Comments

[}

®) 8. Yes
b. No
————

. Bidder has read and complies with sll provisions stated in the INSTRUCTIONS TO BIDDERS

Messages Actions ¥

Close Date  2/12/19 10:28 FM

Back

Next Sawve ¥  Submit Cancel

Last Saved 2/12/19 11:44 P
Time Zone Coordinated Universal Tim

Section 1. Proposer's Atta.. IZI 3
Section 1. Proposers Afta..,

Section 2. Proposers Comm...

Once completed, click the Next button.

13




Create Response: Lines Page

Enter your Response Price for all lines. Do not enter any dollar value in the Response Minimum Release Amount.

Verify the total at the bottom for the accuracy of prices entered. Click on Next Button

[Create Response (Response 9003): Lines Messages = Respond by Spreadshest ¥ | Actions v | Back MNext | Save ¥  Submit Cancel
T ol Last Saved 11/19/18 4:57 AM
umr=ney = US Dol Time Zone Coordinated Universal Time

Time Remaining 4

Rows Selected 1 Columns Hidden &

Grand Totals

All response lines except alternate lines are included.
—

IF{espn}nseAmGunt 69,868.50 '

Days 1 Hour

Detach

* Alternate Line
Description

Actions v View v Format w F A &
Line Description
1 SCREW, MACHINE: BRASS ROUND HEAD 1/4" X ..
2 PROBE, SAMPLE: ZTA 20", COSA INSTRUMENT ...
3 HOSE, BURNER: COMP 2 HOSE FLEX COPPER ...

Create Alternate

4

B

Required
De

Category Name

320.72 Sorews. ..

820.27 Inciner...

Close Date

Estimated

Start Price Response Price Quantity

uom

11/23/18 8:28 AM

Estimated Total

Line Amount Response Minimum
Amount

Release Amount

14




Create Response: Review Page

You can review Negotiation Response details before submitting. Click on each tab (Overview, Requirements, Lines).

Owerview  Reguirements Lines

General
Supplier ARROW COFFICE SUPPLY CC
Supplier S5ite DETROIT
Megotiation Currency USD
Response Currency USD

Price Precision 2 Decimals Maximum

Response Valid Until  11/30/18 4:25 AM

Response Type Primary

Reference Humber 18088-1887878

Mote to Buyer Responding to the negotiation and will try
to give out best services and price. Please
confirm once you receive quote from us

Attachments Mone

Crverview Lines

Section 1. Classification

* 4. What is your business classification

Comments

15




Crverview  Reguirements
View w Format w Detach
Alt te Li
Line Diescription DE‘:::iap:nr: e Details Category Hame  Response Price UOM Name Line Amount
1 SCREW, MACHINE: BRASS ROUND HEAD 1/4% X 1-1/4 320.72 Sorews.. 151.49 EA 22,723.50
2 FROBE, SAMFLE: ZTA 30", COSA INSTRUMENT #FJ18230 433.09 Chemi.. 14400 EA 20.592.00
3 HOSE, BURNER: COMP 2 HOSE FLEX COPPER 1/2" X 24 890.27 Inciner.. 159.00 EA 28,553.00

You should validate that all details have been entered (Actions > Validate). This will inform you if the Response is missing any required
data. Click Submit button.

- ——
Review Response: Response 9003 Messages | Respond by Spreadsheet ¥  Actions ¥  Back
View Megotiation
Currency = US Dollar .
= View Response FDF Ti
Title RFQ 18082 Close Date  11/23/18 828 AM Validate

Time Remaining 4 Days 1 Hour

A confirmation message will display. It will contain the Response Number for the Negotiation. Click OK to dismiss the message.

» Confirmation x

The response 9003 to negotiation 18103 was submitted.

16




Search the Negotiation number from Active Negotiation page to see updated Response and Status

= Hegotiation 12103 -

Invitation Received ez |E|
** Title Response Submitted ‘“ves Izl
e

Megotiation Close By Megotiation Open Since

Search Reset Sawve...

Fearch Results

Actions v View v Format w Detach Create Response

Negotiation Title

u d Vi R
Negotiation Type Buyer Supplier Site Time Remaining Close Date All Responses nrea e esponse

Messages POF Spreadsheet

Monitor

Responses

18103 RFQ 18088 RFQ

WILLIS, LENA DETROIT 4 Days 1 Hour 11/23/18 68:28 ... Sealed 0 om En
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Respond to an Uninvited Active Negotiation

Under the Task Region (left side of screen), click the link ‘Search or View Current Bid Opportunities’.

Negotiations

* Search or View Cument Bid Opportunities

On the parameter ‘Invitation Received’, using the dropdown arrow select No. Click the Search button.

Active Negotiations Done
Time Zone Coordinated Universal Time
4 Search Manage Watchlist Saved Search Open Invitations E|
** Atleast one is required
** Negotiation ** Invitation Received No E|
** Title Response Submitted No E|
** Megotiation Close By m/dlyy [@ Negotiation Open Since  m/dfyy [

Search Reset Save..

18



All Current Bids will be displayed under the Search Results region. Highlight the row of the Negotiation Number and click on Create
Response button.

Y2 pearcn

: Manage Watchlist gauea gEEI’CH Open Invitations m
At least one is required
= Megotiation ** Invitation Received Mo E

** Title Response Submitted Mo IZ|

= Hegotiation Close By

Hegotiation Open Since [
Search Reset Save...
Fearch Results
Actions v View v Format w Detach Create Response
h{ wil u d Vi Ry
Negotiation Title Negotiation Type Buyer Supplier Site Time Remaining Close Date All Responses Respnn::sr P;ﬂicipate Menitor Mes:;-zis F'I;‘: Spf;ap;:::et
18088 RK-Hostels for Homeless Girls RFF MCCREE, CE... 12 Days 13 Ho... 12118 6:54 PM Sealed 0 o) En

Follow the steps provided in section labeled — Supplier Response to Negotiation - to complete the Response.

19




Sourcing Messaging

Oracle provides a Messaging feature that allows Suppliers to send an email within Supplier Portal.

There are different ways to view messages.

1. Click on the Bell icon and all notifications are displayed.

Motifications

Pending Notifications More Details

Enter search terms ':"

® FYL: Online Message for Negotiation RFQ 18088 F1 seconds ag J-
(RFQ) 18088) Was Received

LENA WILLIS

2. Supplier Portal dashboard — Requiring Attention infolet

Requiring Attention

622

.

M Schedules Overdue or Due Today

[ Megotiation Responses
Negotiations Closing Soon

M Hegotiation Messages

B Invoices Overdue

20



Unread Negotiation Messages X
PLEASE READ
[Vis PATTERSOMN | 2/6/19 6:46 PM

REQUEST FOR QUOTE 18004 LAMPS

Done

You can response to the message by clicking Reply button on the far right of the message.

Online Messages (REQUEST FOR QUOTE 18004) Printable Page  Done

Time Zone Coordinated Universal Time
Title LAMPS Status Closed (Unlocked)
Time Remaining 0 Seconds Close Date  2/6/19 5:00 PM
Messages

Actions w View v Formatw <= [Fl = Detach

Subject Status From To Date

4 EEPLEASE READ

Bl PLEASE READ Read City of Detroit All participants 2/6/19 6:46 P
PLEASE READ: Details Printable Pag
From City of Detroit To All participants
Date 2/6/19 6:46 PI Attachments  None

HELLO, THE QUANTITY WILL BE 20 FOR EACH ITEM

21



Type your reply above the original message. You can attach documents to the message under the Attachments. When completed,
click Send. Your reply is sent to the Buyer.

Reply to Message X

To City of Detroit

* Subject Re: Extending Deadline for Response

Helvetica IZI 2 A w Ly ’ E B . » I =

Hello Buyer

Thanks for the message.
| have already submitted the response to Negotiation 18088,

it ErsnE|

* Message ©On 11/19/18 8:09 AM UTC, City of Detroit wrote
Hellz All Contacts

Due to internal changes to negotiation, the deadline for response is extended for
Negotiation#18088. Those who would like to change the responses , please let me know

Buyer
Cgl Procurement Dept.

Attachments Mone sf=

Send | Cancel

22



Review Message page

Online Messages ( 18004)

Title LAMPS
Time Remaining 0 Seconds
Messages
Actions v View v Formatw == B
Subject
4 [ PLEASE READ

Bl Re: PLEASE READ

[E] PLEASE READ

Re: PLEASE READ: Details

From Josh Trotter

Date 2/13/19 3:58 AM

Reply to the message.

“ Detach

Status

Close Date

Status

Read

Replied

To City of Detroit

Attachments None

On 2/6M19 6:46 PM UTC, City of Detroit wrote

HELLO, THE QUANTITY WILL BE 20 FOR EACH ITEM

Closed (Unlocked)

2/6/19 5:00 PM

From

Josh Trotter

City of Detroit

Printable Page Done

Time Zone Coordinated Universal Time

To

City of Detroit

All participants

Date

2/13M19 3:58 AM

2/6M19 6:46 PM

Printable Page Reply

23




Acknowledge & Respond to Negotiation Amendment

When an Amendment is completed for a Negotiation, a notification will be displayed under the Bell icon. Click on the Notification link
to open the detailed message for the Amendment.

Notifications

More Details

Enter search terms 01.

® FYl: Amendment 1 for Hegotiation 13104 (RFQ Yesterday *
18104} Requires Your Attention

24



You can acknowledge the Amendment by clicking on the ‘Acknowledge Amendments

T XXXXX, X

4 Details

Assignee

From
Assigned Date
Expiratiocn Date

Task Mumber

M CRAME

LEMA WILLIS

111918 9:19 AM

12718 2:03 AM

656598

Supplier

Company

Hegotiation Title

Negotiation

4 Recommended Actions

* Acknowledge amendment and resubmit your response.

Amendment Date

Amendment Descripticn

4 Related Links

4 Amendment Details

1119018 8:18 AM

Change in Dates and quantities

= iAcknowledge Amendments: 18104, 1;

4 Aftachments

18104, 1_SUPFLIER. pdf

T UIEn EGULIELISTT. To T, 1

ARROW OFFICE SUPFLY CO

City of Detroit

RFQ 18104

15104,1

Prewview Date

Open Date

Close Date

T1/M1918 2:07 AM

12718 9:03 AM

25




The Acknowledge Amendments detailed page will display. Check the Acknowledgement stating you have reviewed and acknowledged
the amendment for the negotiation.

AT E WA T ER e (RFQ 18104)

Cumency = U5 Dollar
Select each amendment to review and adinowledge the changes.

View v Format » Detach

Amendment Title Published Date  Status

Amendment 1 RFQ 12104 TMM918 8:18 ... Active {Lodked)

Columns Hidden 32

Amendment 1: Details

Acknowledgment

| have reviewed the changes and | acknowledge amendment 1 for negotistion 18104,

Amendment Description Change in Dates and guantities

View w Format w Detach
Field RFGQ 12104 RFQ 13104,
Clase Date 11/30/18 9202 AM 1ZTI1E D03 AM
Reguirements
o dats to display:
Lines
Summanry
Wiew w Formst w Detach
Line Itemn Description Category Name Esﬁ;iur:if; uomMm Es"matifnlﬁ; Fleleasgﬂ;\l-‘r;n;::; Start Price
2 e 10032 PROBE, SAMPLE: ZTA 20" COSA INSTRUMENT #FJ19220 492.09 Chemi... 112 EA
a ® 10040 HOSE. BURNER: COMP 2 HOSE FLEX GOPPER 1/27 X 24 580 27 Inciner 100 Ea
Colymne biddap

26



A confirmation message will display. Click OK to dismiss the message.

Confirmation >

The selected amendments to negotiation 18104 were adknowledged.

OK

You will return to the Active Negotiation page.

Active Negotiations

Search

* Ne gotiation
%

Title

= Hegotiation Close By

Done

Time Zone Coordinated Universal Time

[=]

Manage Watchlist Saved Search Open Invitstions

= At least
w4k - .
Invitation Received  Yes Izl

Response Submitted Mo |z|

Negotiation Open Since

Search Reset Sawve...
Search Results
Actions v+ View v Format v Detach Acknowledge Participation Create Response
Negotiation Title Hegotiation Type Buyer Supplier Site Time Remaining Close Date All Responses Your Wi”, . Monitor Unread View Respnnset
181041 RFQ 18104 RFQ WILLIS, LENA DETROIT 16 Days 22 Ho... 127718 9:03 AM Sealed 0 '} En

To respond to the Amendment, follow the steps provided in section labeled — Supplier Response to Negotiation - to complete the

Response.

This completes the many options for Supplier Response to Negotiations,

27

including Messaging.
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