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Awarding by Bid/Quote 

Audience: Buyer, Procurement Manager 

Purpose: This job aid will assist you with awarding a negotiation for a bid. 

 
Step 

Action 

1 Log into Oracle. Home Page -> Procurement > Negotiations 
 

 
 

 2 Negotiations > Task > Manage Negotiations. 
 

 
 3 Click Search. 
4  The Manage Negotiations page displays. Select a Negotiation line in 'Closed' status.  
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If the Negotiation is locked, click the Negotiation Id to open the document. 
 

 
 

 5 The Invitation to Bid page opens. Select Actions > Manage > Unlock. 
 
 

 
 

 6 A warning message is displayed noting that buyers will be able to view responses. Click Yes to 
acknowledge and proceed. 
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 7 Click Ok. 
 8 Click Actions > Manage > Unseal. 

 
 9 A warning message is displayed. Click Yes to acknowledge and proceed. 

 
 10 Click Ok. 
 11 Click Actions > Award > View Automatic Award Recommendation. 

 
 12 Review: Recommended Award Summary - Award by Supplier, Potential Savings 

Recommended Award Details - Select the Recommended Award. 
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 13 Click the Accept Recommendation button. 

 
 14 The confirmation message displays. Click the Ok button. 

 
 

 15 Click the Complete Award button. 

 
 16 Select *Outcome Select Complete without creating purchasing documents. 
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 17  Select: Notify suppliers about award decisions. 
18 Click Ok. 
 19  Click Ok. 
 20 Click Submit. 
 21 Verify that the Bid was awarded. 

 

 

 

 

 

 

 


