Job Aid SO-002

LUCAS COUNTY

OHIO ~—mm \j)

Awarding by Bid/Quote

Audience: Buyer, Procurement Manager

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

Action
Step

1 Log into Oracle. Home Page -> Procurement > Negotiations
A;lel;D’A THOMASSON
2 Negotiations > Task > Manage Negotiations.
Negotiations
¢ Create Negotiation
¢ Manage Negotiations
e Manage Surrogate Responses
|E| e Delete Negotiations
« Research Suppliers
3 | Click Search.
4 The Manage Negotiations page displays. Select a Negotiation line in 'Closed' status.
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Overview  Manage Negotiations x

Manage Negotiations m

Time Zone Eastern Standard Time

b Search Advanced Manage Watchlist Saved Search My Negotiations. v

Search Results

Actions v View v Format v 4 [E P B il Freze & Detach o Wrap
Negotiation  Negotiation Title Negotiation g1z Monitor  Time Remaining Close Date Responses 14,0729 owner
218 Bid for Sold Waste Supplies Invitation o ... Draft Notapplicable  828/19 10:00 AM 0 "Rath, Michas!
2 Bid for Supplies Invitation o ... Active (Locked) 8Days 17 Hours 812819 10:00 AM 0 "Rath, Michael
4 Bid for Supplies. Invitation to ... Closed (Locked) 0 Seconds. 8/14/19 4:50 PM 1 "Rath, Michael
31 Purchase of Medications Invitation ... Completed, purc. Lo 0Seconds 815019 9:30 AM 2 0 "Rath, Michael
3 Purchase of Medications Invitation to ... Amended (Unse.. Not applicable 8/28/19 9:00 AM 0 FRath, Michael
Columns Hidden 7
If the Negotiation is locked, click the Negotiation Id to open the document.
Actions w View v Formatv 4= |5 B = Freeze Detach Wrap
. . Negotiation
Negotiation Negotiation Title g Status
Type
21 & Bid for Solid Waste Supplies Invitation to ...  Draft
2 Bid for Supplies Invitation to ...  Active (Locked)
Bid for Supplies Invitation to ...  Closed (Locked)
Purchase of Medications Invitation to ...  Completed, purc...
3 Purchase of Medications Invitation to ...  Amended (Unse...

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

Invitation to Bid: 4 \‘m 23

Analyze ¥
Currency = US Dollar Time Zor | Time
Title  Bid for Supplies Open Date  8/14/19 4:38 PM M "
Status  Closed (Locked) Close Date  8/14/
« Vi >
Tine Remaining 0 Seconds Abstract Status  Postt  Cancel ow
Manage Abstract > Duplicate  »
Table of Contents Cover Page Manage Collaboration Team
Cover Page Reassign Owner
Overview o
Greate New Round
Lines Invitation to Bid

Contract Terms

Suppliers

LUCAS COUNTY
‘ OHIO == )

Bid for Supplies
Bid Number: 4
Closing Date: 8/14/19 4:50 PM

Closing Time:

Lucas Count,
Michael V DiSalle Government Center

6 A warning message is displayed noting that buyers will be able to view responses. Click Yes to
acknowledge and proceed.

Warning x
If you unlock this negotiation, buyers will be able to view all responses. Do you want to continue? (PON-2085255)

Yes No
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7 | Click Ok.

8 | Click Actions > Manage > Unseal.

ez D

Award »

Time Zor | Time
Open Date  8/14/19 4:38 PM Monitor »
Abstract Status  Po Cancel View »
Manage Abstract 3 Duplicate ~ »

L
Manage Collaboration Team

Reassign Owner
Create New Round

Create Surrogate Response

9 | Awarning message is displayed. Click Yes to acknowledge and proceed.

Warning X

If you unlock this negotiation, buyers will be able to view all responses. Do you want to continue? (PON-2085255)

Yes | No
10 | Click Ok.
11 | Click Actions > Award > View Automatic Award Recommendation.
Sa
Actions ¥
Award Negotiation
Oper View Automatic Award Recommendation Monitor »
Close Complete Award Manage »
Abstract € View Response History View »
Duplicate >
| &
12 | Review: Recommended Award Summary - Award by Supplier, Potential Savings

Recommended Award Details - Select the Recommended Award.
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Overview Manage Negofiations %  Invitation to Bid: 2,2 X  Automatic Award Recommendation: Invitation to Bid 2,2 x

Automatic Award Recommendation (Invitation to Bid 2,2)

Currency = US Dollar

Title  Bid for Solid Waste Supplies

Time Remaining 0 Seconds.

4 Recommended Award Summary

Award by Supplier

Award Amount

Recommended Award Details
View v Format v Freeze [ Detach I Wrap
Supplier

AMMT Corporation

4 AMMT Corporation: Recommended Award Lines

View v Format v Freeze [o| Detach Wrap

Line item Description

1 Tost ltem for Bidding
Total

Columns Hidden 3

Status  Closed (Unsealed)

Close Date  8/19/19 6:07 PM

Potential Savings
Current Value 100.00
Recommended Award Amount  90.00
Potential Savings 10.00
Potential Savings Percent 10.00%

1008 AMMT Corporation

or St Supplier
Supplier Site 2oPP
Thomasson, A... 1008

Total

Response

Rank Quantity

1 10

Recommended Recommended Potential Potential
Response

Award Quantity ::’"'fg Response Price  Award Amount

Job Aid SO-002

Award Amount Savings. Savings (%)
90.00 10.00 10.00

90.00 10.00 10.00

Potential Potential
Savings  Savings (%)

9.00 90.00 10.00 10.00

90.00 10.00 10.00

13

Click the Accept Recommendation button.

Accept Recommendation @

14

The confirmation message displays. Click the Ok button.

« Confirmation

X

The award for negotiation 2,2 was saved as a draft.

OK

15

Click the Complete Award button.

Avardy Spreacshet | + | Actons » | competeAvara J§ bane

16

Select *Outcome Select Complete without creating purchasing documents.
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Complete Award x

You cannot make changes to award decisions after completing the negotiation.
* Qutcome Create purchasing documents now
Create purchasing documents later

® Complete without creating purchasing documents

OK Cancel

17 | Select: Notify suppliers about award decisions.
18 | Click Ok.

19 | Click Ok.

20 | Click Submit.

21 | Verify that the Bid was awarded.
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