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Adding Attributes to a Negotiation 

Audience: Buyer 

Purpose: When you create a new negotiation, or edit a draft negotiation, you must identify the 
goods or services you want to purchase or for which you want quotes. You can enter lines online 
or bulk load lines from a spreadsheet. The spreadsheet is useful if you are adding a large number 
of lines. This job aid will assist with adding line attributes online. 

 
Step 

Action 

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

 
 

2 From the Negotiations page, click the Task icon, and select Create Negotiation. 

 
3 Select Procurement BU: (Lucas County).  

Negotiation Type: (Invitation to Bid).  
Negotiation Template: (Invitation to Bid-Standard Purchase Order). 
Click the Create button. 
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 The Edit Negotiation (Invitation to Bid xx) page, click the Overview Train Stop. 

 
4 Enter a Title, Synopsis, and Close Date. 

 
Click the Lines Train Stop. 

 Click the + icon to add a line. 
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5 Add Line Type: Goods. 

 
6 Add Description. 
7 Choose a Category Name. 
8 Enter a Quantity. 
9 Select a UOM. 

10 Select a Location. 
11 Click the Manage Default Line Attributes button. 

 
12 Click Add Predefined Group. 

 

 
13 Select a Group from list. 

 

 
14 Click Add Attribute. 

 
15 Enter an Attribute Description. 

 
16 Click the Save and Close button to go back to the Lines page. 
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17 Click the + button to add another line. 

 
18 Select Amount Based for Services from the Line Type dropdown field. 

 
19 Enter text in the Description for Service, select a Category, Location and Requested 

Delivery Date. 

 
20 Click the Manage Default Line Attributes button. 

 
 

21 Click the Add from List button. 

 
22 Click the Search, select Services from the list and click OK. 

 

 
23 Highlight the added group line and click Add Attribute. 

 
 

24 Add a description for the Attribute and select Optional in the Response field. 



Job Aid SO-012 

5  Last Updated 12/5/2019 

 
25 Click the Save and Close button. 

 
26 Click the Save and Close button. 

 
 


