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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.

Action
Step

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

o

Supplier Portal i Getting Started

&

Marketplace Set Preferences Worklist

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

Negotiations

¢ View Active Negotiations

* Manage Responses

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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Active Negotiations E

4 Search

Search Results

Actons w View v Format v 2 Detach Acknowledge Participation ~ Create Response

Your Will Unread Response
Responses Participate Messages V" POF  gpreadsheet

Negotiation ~Title ‘Time Remainis ing Close Date

Viindow replacement Part 2 Invtation o Bid 3 Days 23 Hours 830118 10:51 AW 0 @

Select the Acknowledge Participation button.

7
Acknowledge Participation | Create Response
8 Select the Will Participate Yes radio box and optionally add a Note to the Buyer.
Acknowledge Participation x
Will Participate @ Yes
No
Note to Buyer | | will participate in the bid.|
OK | Cancel
9 Click the OK button.
10 | Click the Create Response button.
Acknowledge Participation | Create Response
11 | Click Accept button for Terms and Conditions.
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Accept Terms and Conditions Fm

Asept the falawing tarms and candiions befora respanding to this negotiation.

By rasponding to this solicitation, the supplier acknowledges and agrees 1o ba bound by the terms &nd conddions of the solicitation and certifies that
the person submitiing the response is aulhorized to sign and bind the supplier. The suppler agrees that a resulling caniract is the complete and

On the Overview page enter Reference Number, Note to Buyer and Response Valid Until, if
applicable.
II,UCAS COUNTY § FJ - o

—_
| JOYO)
vt e o

Creste Response (Bid 2004) Overvew + @ CREE

82610 10540

Tile  Window replacement Part 2 Close Date  &/30115 10:51 AM

Time Remaining 3 Days 23 Hours

General
Suppller  ABC Movers, inc. Response Type @ Primary
Negotiation Currency  USD Altemate
Response Currency  USD
Reference Number 67891234

price Precision 2 Decimats Maximum
Mote to Buyer | Response valid unt 30115

Respanse VallaUnti 85018 1052AM U

Attachments Nore 4

12

Click the Respond by Spreadsheet dropdown.

Respond by Spreadsheet Back

13

Select Format: Rich style spreadsheet.

Export Spreadsheet x

Response Template Requirements and lines
@ Rich style spreadsheet
Light-weight style spreadsheet

Lines only

OK Cancel

14

Click the OK button.

15

Click Open Windows Explorer (Default).
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Opening Negotiation28-

You have chosen to open:
i Negotiation28-Response.zip

which is: Compressed (zipped) Folder (3.6 KB)
from: https://eieb-dev1.fa.usé.oraclecloud.com

What should Firefox do with this file?
® Open with | Windows Explorer (default) e
(O save File

Do this automatically for files like this from now on.

OK Cancel

16 | Open the file downloaded in Windows explorer

~

~ [ Name Type Compressed size Password pr...

] Negotiation28-Response XML Document 4 KB No

18 | Open the file into spreadsheet.

Al - fx

A B £ D E F G H | J K L M r

1 |:_|Window replacement Part 2

2

3 Negotiation Invitation to Bid 28 Company Lucas County

4 Close Date 8/30/2019 10:51 Buyer THOMASSON, AMANDA

5 Negotiation Currency USD Phone 300000009199141

6 Response Currency USD Email athomasson@co.lucas.oh.us
T Price Precision 2 Supplier ABC Movers, Inc.

8 Supplier Site

9

10 General

1 Response ValidUnti____ 8/30/2018 10:52] Reference Number[B789-1234 ]
12 Example: 8/26/2019 11:20

13

1

19 Note to Buyer

14 |Respunse valid until 8/30/19

17
18
19 Last Downloaded 8/26/2019 11:20
20
21

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.
Dwindnw replacement Part 2
Asspanss Ameunt 50, T00]
fovsin | surrcoon | o] o] o] o Poareted oy o] | Tt P gy e e saee
iz e — ! G \
okt T T T () | I : ‘- I T Soppor Ganeces
Attributes T —_—
General | Lines (1 - 3) & . )
Enter required attributes (indicated by yellow fields) into the Response Value fields.
Attributes
Attribute Target Value Response Value
Goods
Manufacturer F&M Moving Products
Part Number 11-222-333-5
5
Delivery Time (In calendar days)
Numeric value only
21 | Enter Response Price and any additional applicable information.
Negotiation Resp
Line Item Revision Start Price| UOM Quantity Price
1 Furniture Moving 50.00 45.00
2 Hand Trucks 15.00|Gross 1 10.00
22 | Enter Promised Delivery Date.
Promised Delivery Date
8/30/2019
8/30/2019
23 | Save As spreadsheet on your hard drive.
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Window replacement Part 2

Fegollaion Imitatian to Bid 26
i Dt 83012019 10:61
Megolislon Currsncy USO

SON, AMANDA
Phiane 300000008198141

Gompany Lucas County
Buyer

Job Aid SO-006b

Responca Currsncy USO Ema
Prica procison 2 Supplar ABG Mavers, nc
Supehn Sile
Lines
[ Y S—L|
Negotation|  Respomsa]  Responss |
~|ume jrem [Revision | start Price|uoM uanty Price Proméssa Daivery Dats ot to Buysr | Target Price| Category Name Locaton ete ta Suppliers
T Furmurs Mg | 5000 | 200 1 B3] Cethorea by B0 1 3 Support Services. |
[z Fana Tueks 1 1 T | i Tam] i W00 oo by B0 i I3 Support Senvces |
Attributes
|Attribute | Target Value
amacturer P g Proocts
ot bumer EEn
Okary Tim (1 camncar days)
wsmartc v any
Btz T T [ oemas | T | T S e by BT T ]
Attributes
=y Target vaan s
[Goots
ot 54 Bunisss Co
[Part tameer CEEH —
E
Davery Ti 1 casocer days)
e oo anvy
Last Downibedic #2601 120
General Lines(1-3)| @& ‘ v

24

Close.

25

Click Respond by Spreadsheet and select Import.

@O

Over... Lines Reviaw

Create Response (Bid 2004): Overview

Time Remaining 3 Days 23 Hours.

General

IR O - (0 CIREDED

Expan

lose Date 8730018 10:61 AM

ol 8726419 10:59 AM
= E45tem Standara Time

Supplier

Negotiation Currency

Response Currency

Price Precision

ABC Movars, i
uso
uso

2 Dacimals Maximum

Response Type @ Primary

Hnarnate.

Referance Number  §769-1234

Respanse Valid Until 8730019 10.52 Al ®

Mote to Buyer Responsa valid il 87018

26

Browse and select the file.

Import Response x

Importing data will overwrite any existing online data.

* File Name | Browse... Copy of Negotiation28-Response.xmi

OK Cancel

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.)

Create Response (Bid 2004): Lines

Gurency = US Doflar

Time Remaining 3 Days 22 Hours.

Actions w Veew w Fomat v Free: Detacn
Line Deseription Requited  Category Name StartPrice Response Prics m uom Line Amount ;m‘;’;;”m,
1 Furniture Moving 88 s0.00 4500 500 maoe g

2 Hand Trucks: R 31 15.00 10.00 1 Gross 1000 B3OS Gy
Blznkets = e 1000 800 1 Boxats 600 wane Ty

Columns Hidden 8

Grand Totals

Al resgonss lines ars Inchudad
Response Amount  63.00

TG O O () CIRCDED

14 BI26/10 11:53 AM
stem Standara Time

Clase Date  8/30/19 10:51 AW

30

Review responses.

31

Click the Save button.

32

Click the Submit button.

33

Click the OK button.
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