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Creating Personalized Views

Audience: Buyers

Purpose: You may wish to search frequently for RFQs that are in draft status. This job aid assists
you with saving that search for re-use in order to save time entering parameters.

Action

Step
1 Log into Oracle. From the Home page, navigate to Procurement > Negotiations.

AMANDA THOMASSON

Share thoughts with your colleagues...

0 Employee News

0 My Flags

2 | From Negotiations, click the Task icon and select Manage Negotiations.

Negofiations
* Create Negotiation

¢ Manage Negotiations

Manage Surrogate Responses

Delete Negotiations

Research Suppliers

Deliverables
* Manage Deliverables
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3 From the Manage Negotiations window, click the Advanced button.
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Overview  Manage Negotiations x

Manage Negotiations

4 Search

Procurement BU ~
** Negotiation

** Negotiation Title

Search Results

Job Aid SO-009

Time Zone Eastern Standard Time

T~

** status v

Advanced Manage Watchiist Saved Search My Negotiations v

** Atleast one is required

** Owner THOMASSON, AMANDA v
Line Description

Search Reset | Save...

Actions v View v Fomatw 4 T EF (7 Freeze iDetach o Wrap
Negotiation  Negotiation Title ?;‘?:“"‘i““ Status Monitor  Time Remaining Close Date Responses Mes:ag:: Owner
No search conducted
4 Select Status: Equals > Draft.
*%k
Status Equals ~ | Draft v

Select Negotiation Type: Equals > Invitation to Bid.

Negotiation Type Equals v

Invitation to Bid

Click the Save... button.

Manage Negotiations

4 Advanced Search

Procurement BU Equals v v Negotiation Type Equals
** Negotiation Starts with v Open Date Equals

** Negotiation Title Starts with v Project Equals
** status Equals ~ | Draft v ** Program Equals

** owner Equals ~ | THOMASSON, AMANDA v Line Description Starts with

~ | Invitation to Bid v

Time Zone Eastern Standard Time

Basic Manage Watchlist Saved Search My Negotiations v

** Atleast one is required

&

Search Reset Save.. AddFields ¥ Reorder

Enter a name for the search.

Create Saved Search X

* Name

My Invitations to Bid Dr:

Set as Default

Run Automatically

OK | Cancel
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Click OK.

Click Search.

Click Done.
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