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This job aid will show you how to create a response to an active bid event.

Part 1: Navigate to Active Negotiations

1. Login to Oracle Fusion.

2. Select Home icon in upper right corner.

k= -

3. Select Supplier Portal tile.

Good morning, TEST USER 1

Supplier Portal Tools Others
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4. Click into the Negotiation tile.

Supplier Portal

>

Negotiations Orders Agreements

Receipts and Returns Invoices Payments

5. Search for the bid event you are looking to create a response for.

a. You can search by bid number, title, or filter by Open status.

Negotiations

Search by number, type, or title Q

Needs Attention Open2 X Closed Unread Messages Filters Clear (2)
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6. Page shows open bid events. Select the blue text link for the bid event number and title.

Navigate to the ellipsis (...) for actionable items
Negotiations

‘ Search by number, type, or title

Needs Attention Open2 X Closed Unread Messages Filters Clear (2)

1item Expand All Collapse All Sort By Published Recently v

0sing within 7 days.
RFx PGW00620: NNG TEST 2025 Mowing I
-
Time Remaining Latest Response Unread Messages
4 Days 20 Hours You haven't responded yet 0

Acknowledge Participation
Accept Terms
Create Response

Download PDF

7. Actions Required
a. Acknowledge Participation

b. Select Create Response in upper-right hand corner.
c. Review terms and conditions in the Supplier Code of Conduct.
d. Select Submit or Decline.

a. If you select Decline, you will not be able to proceed to create a response.
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8. Select Respond by Spreadsheet

Quote 244693 Validate Save

RFx PGW00620: MNG TEST 2025 Mowing

Time Remaining

04 : 20 : 25

Days  Hrs  Mins

Supplier Close Date

SAM B2B TEST PROD, DESMO1 09/15/2025 2:04 PM

I Respond by Spreadsheet I

9. Select Requirements and Lines

Respond by Spreadsheet

Download to fill the details offline.

Requirements and lines 2
Lines only R
Import
Drag and Drop

Select or drop files here.

Cancel ‘ Import

For internal use only Page 4 of 5 Creating a Response to Bid Event / version 1



v BerksHIRE HATHAWAY
ENERGY

10. Open Downloaded File, open in Excel

~

Name Type Compressed size Password pr..  Size F

e NegotiationBHEQ0146-Responsexml Microsoft Edge HTML Docum... 225KB Mo 225KB (

11. Fill out spreadsheet. Green is optional, yellow is required. Save to desktop.

12. Go back to Fusion and drag and drop (or select) file to import. Select Import.

Respond by Spreadsheet

Download to fill the details offline.

Requirements and lines .i,
Lines only .i,
Import
Drag and Drop

Select or drop files here.

o ]

13. NOTE: You will have to add attachments after importing the spreadsheet individually.
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