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Supplier Respond via Spreadsheet 

Audience: Suppliers 

Purpose: Importing negotiation lines by spreadsheet effectively reduces negotiation creation 

time by completing a spreadsheet file offline that Lucas County uses to import your line 

information. This feature is especially useful for negotiations with a large number of lines or 

complex lines with multiple attributes. This job aid will assist you with using a spreadsheet file by 

importing it to your new negotiation. 

Note: Trainstop refers to the numbers indicated in the top, center of the page. 

 
Step 

Action 

3 Login to the Home page and click on the Supplier Portal icon. 

 
4 Under Tasks (left of screen), select > Negotiations > View Active Negotiations link. 

 
5 Use the criteria to search a single agreement or click the Search button to display a list of 

agreements. 
6 Select a Negotiation from the list. 
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7 Select the Acknowledge Participation button. 

 
8 Select the Will Participate Yes radio box and optionally add a Note to the Buyer. 

 
9 Click the OK button. 

10 Click the Create Response button. 

 
11 Click Accept button for Terms and Conditions. 
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 On the Overview page enter Reference Number, Note to Buyer and Response Valid Until, if 

applicable. 

 
 

12 Click the Respond by Spreadsheet dropdown.  

 
 

13 Select Format: Rich style spreadsheet.  

 
14 Click the OK button. 

15 Click Open Windows Explorer (Default). 
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16 Open the file downloaded in Windows explorer 

 
18 Open the file into spreadsheet. 

 
 
 

19 Review and optionally enter a comment in the Note to Buyer field. 
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20 Click the Lines tab in the workbook. 

 
 Enter required attributes (indicated by yellow fields) into the Response Value fields. 

 
21 Enter Response Price and any additional applicable information. 

 
22 Enter Promised Delivery Date. 

 
23 Save As spreadsheet on your hard drive. 
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24 Close. 

25 Click Respond by Spreadsheet and select Import. 

 
26 Browse and select the file. 

 
27 Click the OK button. 

28 Review any notes to the buyer. 

29 Click Lines Trainstop. (Trainstop refers to the numbers indicated in the top, center of the page.) 

 
30 Review responses. 

31 Click the Save button. 

32 Click the Submit button. 

33 Click the OK button. 

 

 


