Job Aid SO-012

LUCAS COUNTY ))
OHIO ~—

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.

Action

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

0 Employee News

0 My Flags

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

Negotiations
* Create Negotiation

s Manage Negotiations
 Manage Surrogate Responses
e Delete Negotiations

* Research Suppliers

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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Create Negotiation

* Procurement BU Lucas County | v

Negotiation Type Invitation to Bid v

Negotiation Style Invitation to Bid

Negotiation Template Invitation to Bid-Standard Purchas

* Negotiation Currency USD

Outcome Purchase Order

Create

Job Aid SO-012

Overview  Manage Negotiations x  Edit Negotiation: Invitation to Bid 20 x

Edit Negotiation (Invitation to Bid 20): Overview

Currency = US Dollar

Cover
Page

@@@@@

Lines  Contract Suppliers Review
Terms.

The Edit Negotiation (Invitation to Bid xx) page, click the Overview Train Stop.

Last Saved 8122119 1:40 PM

4 Enter a Title, Synopsis, and Close Date.

Overview Manage Negotiations %  Edit Negotiation: Invitation to Bid 20 x

Edit Negotiation (Invitation to Bid 20): Overview
Currency = US Dollar
* Title  Roof Repair
Synopsis Service to Repair Roof

Negotiation Style

General Terms Collaboration Team  Abstract

Schedule

Preview Date

Invitation to Bid

+/ Preview immediately

m/dlyy h:mm a

* Close Date

8/23/19 4:52 PM Y

Negotiation Controls

Response Visibility

Click the Lines Train Stop.

Sealed | v

O : IO IONONO)

Cover Qvervi..{ Lines | Contract Suppliers Review

Page

Time Zone Eastern Standard Time

Terms

Click the + icon to add a line.
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Overview  Manage Negotiations x Edit Negoltiation: Invitation to Bid 20 x
Cover Overview Lines Contract Suppliers Review
Edit Negotiation (Invitation to Bid 20): Lines
Currency = US Dollar

Lines

Job Aid SO-012

Last Saved 8122119 1:47 PM
Time Zone Eastern Standard Time

Manage Default Line Attributes

Line Eﬁq”ism""i"“ *Line Type  Item * Description ;ﬂc::””y * Quantity *UOM  * Location S:ﬂ"l‘:f;':m c“;’:")‘: Start Price
Columns Hidden 5
5 Add Line Type: Goods.
Lines
Actions w View v Formatw o 4 3 N ze =] Detach
Line RoQuisitioning  + Ljne Type  Item * Description ;::“:9“"’ *Quantity *UOM  * Location g:ﬁ,‘l’:f;:’m
1 Lucas Count | Goods W Q. Materials for Roof Repair Project 988 Q 1 Each v  Support§ Q vma/wq e
Rows Selected 1 Columns Hidden 5
6 Add Description.
7 Choose a Category Name.
8 Enter a Quantity.
9 | Selecta UOM.
10 | Select a Location.
11 | Click the Manage Default Line Attributes button.
Lines Manage Default Line Attributes
Actions v View w Formatw 4 # % N e 7 Detach
Line sﬁq“ism""i"“ *Line Type  ltem * Description ;‘fr:':“”y *Quantity *UOM  * Location Sjﬂ:‘:f;’:m c”;:fc"e‘ Start Price
1 Lucas Count | v | Goods | ¥ Q. Materials for Roof Repair Project 88 Q 1 Each v Support¢ Q82919 [
Rows Selected 1 Columns Hidden 5

12

Click Add Predefined Group.

Manage Default Line Attributes (Invitation to Bid 20)

Add Group | Add Predefined Group | A

Actions v View v Format v Freeze (o] Detach ¢ Addfrom List
* Attribute
4 Goods
Manufacturer
Part Number

Delivery Time (In calendar
tays)

Columns Hidden 1

Last Saved 8122119 1:52 PM

Response  Value Type  Target
Required Text

Required Text

Required Number

13

Select a Group from list.

| Packaging

Rows Selected 1 Columns Hidden 1

14

Click Add Attribute.

Add Predefined Group

Add Group Add Attribute | Add from List

15

Enter an Attribute Description.

Overview  Manage Negotiations x  Edit Negotiation: Invitation to Bid 20 x

Add Attribute

Group  Packaging

* Attribute
Helvetica Bl oy » ’ a & &

s @ = : _—

Packaged with a sealed crate. Shipped on pallet|

B I U S S

Last Saved 8/22/19 1:52 PM

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.

Lines

Requisitioning
BU

7 Detach

Line *Line Type  Item * Description

1 Lucas Count | v | Goods ¥

Q. Materials for Roof Repair Project

Columns Hidden 5

*Category ity *
Nome Quantity * UOM
%8 Q 1 Each v

Job Aid SO-012

Manage Defauit Line Attributes
. Requested Current

Location  pelivery Date Price  StartPrice
suportt Q mayy G

18

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

Goods

| Amount | w |

Materials for Roof Repair Project

| Amount Based Amount Based SERVICES
Goods Goods GOODS
Search...

19

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

Delivery Date.

Lines Manage Default Line Attributes.
Actions w View v Formatv 4/ X% N [ill Freeze [ Detach 3= 1= 72 ol Wrap
. Requisitioning | . . G *Category ity * * Locati Requested Current .
Line B Line Type  Item Description iy Quantity * UOM Location  pel e et ¢ Start Price
1 Lucas County  Goods Materials for Roof Repair Project 988 1 Each Support Service 9/3/19
2 Lucas Count v | Amount| v IRuu! Repair Service %  Q Supports Q. 91319 r‘°|
Rows Selected 1 Columns Hidden 5
Lines /Munage Default Line Attributes
Actions w View v Formatw o # M N (] Freeze '«” Detach - |- 7. < Wrap
. Requisitioning  + . - *Category i+ . . Requested Current .
Line B Line Type  Item Description Nome Quantity * UOM Location o C Pate Price  StartPrice
1 Lucas County ~ Goods Materials for Roof Repair Project 988 1 Each Support Service 913/19
2 Lucas Count v | Amount| v Roof Repair Service %  Q Supports Q93119 [y

21

Click the Add from List button.

Manage Default Line Attributes (Invitation to Bid 190001)

Actions v View v Format ¥ 7| Detach Add Group
* Attribute
4 Goods
Manufacturer
Part Number

Delivery Time (In calendar
fays)

4 Packaging

Packaged with a sealed crate. Shipped on pallet

Add Predefined Group /“ from List

Last Saved 812819 9:36 AM

Response  Value Type  Target
Roquired Toxt

Required Text

Required Number

Required Text

22

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

Add from Attribute List x
4 Search Advanced

Attribute List

Description

Reset

Description

Search Results

Attribute List

Goods Line Item Attributes for Goods
Services Line Attribute for Services
I Services Line Attribute for Services I

Services Test Line Attribute for Services

23

Highlight the added group line and click Add Attribute.

Add Group  Add Predefined Group | Add Attribute

Add from List

24

Add a description for the Attribute and select Optional in the Response field.
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Overview  Manage Negotiations x  Edit Negotiation: Invitation to Bid 190001 x

Edi Atroue oeTEmen

Last Saved 8/28/19 10:13 AM

Group  Services

Attribute 2 &

Properties

Response Optional |

Value Type Text |~

Target
Display target
w Save and Close | ¥ m
Overviow  Manage Negotiaions x  Edit Negotiaion: Invitaton to Bid 190001 x
Manage Default Line Attributes (Invitation to Bid 190001) [ save [ save anaciose
Last Saved 828110 10:18 AM
Actions v View v Formatw /3 N Freeze o) Detach Wrap | AddGroup Add Predefined Group  Add Attribute  Add from List
* Attribute Response  Value Type  Target
4 Goods
Manutacturer Roqured  Toxt
Part Number Required Text
oty T ncatrr Reqred N
4F Packaging
Packaged with a sealed crate. Shipped on pallet. Required Text
4 Sorvices
Optional Text

Building Services

Rows Selected 1 Columns Hidden 1
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