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Amend Negotiations 

Audience: Buyer 

Purpose: There are times when you need to create an amendment to an Invitation to Bid by 

changing details such as amending the closing date or answering bidder’s questions. This job aid 

will assist you with amending a negotiation. 

 
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 Manage Negotiations. 

 
3 Click the Search button. 
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4 From the search results, select a Negotiation in 'Active' status. 

 
5 Click the Actions menu and select Edit. 

 
6 Message will be displayed. Click Ok to acknowledge. 

7 The Edit Negotiation page displays. Click Overview Train Stop to display the Overview page. 



Job Aid SO-001 

3  Last Updated 12/30/2019 

 
8 Make a change to the title. Click within the Title field and replace the current text with amended 

text. 

 
9 Within the amendment Description, enter a description of changes. 

 
 

10 Navigate to Schedule area of the Overview page. Change Close date.

 

 

11 Navigate to the Attachments Icon +, add attachments as needed. 
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Click Ok once all attachments have been applied. 

12 Attachments have been applied 

 
13 Click Publish. 

 
14 Click Ok. 

 


