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1.0racle Fusion Cloud Supplier Portal

1.1 Sign In

To Sign into Supplier Portal, use the link provided in the welcome email.
Then click “forgot password” to reset your password.

Ensievisud fom i - T

Sign In
Oracle Applications Cloud

ETTE TR T

Emginh

1.2 Home Page

When a user logs into the application, the user can see the Welcome page. A Welcome
page has the name of the user, click the Home button task to navigate to the work areas,
and Notification button that shows any action item that is received by the user.

m Motification

Navigation Good afternoon,
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1.3 Navigation

There is one work area, referred to as Supplier Portal

Good afternoon,
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2.0 Overview of Supplier Portal Work Area

2.1 Make Changes to the Supplier Profile and Provide a
Description

Log into your account and go into the supplier portal work area.

Good afternoon,

Scroll down to Company Profile tab andiick Manage Profile.

B Overview - Supplier Partal - 0r X+ v - o
<« & O B &2 httpsy//fa-ewkl-devi-saasfaprodi fa.ocs oracecloud.com/fscml faces/FuseWelcome?_adf.ctrl-state=8931nlj0a 5  %¢ 2 & &
Channel Programs 3

+ Manage Programs Transaction Reports
2 Last 30 Days
Contracts and Deliverables
PO Purchase Amount 26.3K CAD
+ Manage Contracts Invoice Amount 621 CAD
= Manage Deliverables Invoice Price Variance Amaunt =558 CAD

Consigned inventory B Schedules Ovardue or Due Today B Invoices Overdue
= Review Consumption Advices
Invoices and Payments .
Supplier News
= Create Involce

 \View Invoices
= View Payments
Negotiations

= \iew Active Negotiations

« Manage Responses

Qualifications

« Manage Questionnaires

= View Qualifications

Company Profile

= Manage Profile

Click edit and make the changes.
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Company Profile (&

Crganization Detasls  Tax identflors  Addresses  Contacts Y Business Cl Products and Senices

4 General
—. Tax Orgarszaton Type Carporston
S st A
Suppller Ty Attachments None

4 |dentification

p— | Kational Wnsurance Number
Custamer Numbar Corporate Web Site
sic
4 Corporate Profile
Year Estabiished Chial Executive Tiie

Mission Statement Chilsl Exécutive Nams

Click yes to proceed with change request.

/. Warning x

POZ-2130320Making edits will create a change request for the profile. Do you want to continue?

2.2 Inactivate an Address

Click on address tab.
Select the address that needs to be inactive.
Click the pencil icon and select an Inactive Date, then click ok.

6|Page
Supplier User Guide for Town of Aurora — Version August 1, 2023



Edit Prafile l'.']'|;'g||yl|' Hl'l:lli - Oelete Changs Reques! | Rueview Changes Save | Save and Close || Sancel

Crange Descnpbon

-

Organieaien Dol T l0eniiern  Adreidsd  Conintls  Phlemenll Buotingid Clissifcaloed  Produth asd Sevvioel

Action: ¥ Viow ¥ Formal & + SlalE ACKE v

Address Hams & Address Phaone Address Purpose Fax

Main e | Orerng, 4G Bidng
I =

Pi

Remil To

Codumes Hiddan 3

Edit Address: Remit To

® hddress Mame | Remit To * Address Purpose [

& o Rl 18
Country | Carada i

o

Addraid Lirs 2

RFO or Badding

-

Fax -
Address Lirs 1

Email T

Eity

I Inn_-uu&hl-. ¥ & I

Tials  Acirer

2.3 Inactivate a Contact

Click on contact tab.

Select the contact that needs to be inactive.

Click the pencil icon.

Scroll down to User Account area and choose Inactive from the Account Status drop down menu.
Click ok.
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Saluraten v Fhees L

pa— S

Mcidie Hame Fax -

siissics -
Job Title Status Acthe W

+F Adminishiatve contac)
4 Contact Addresses
Actons w View v Fomaiw 3 [ v | Detach
Addross Mame Address Phone Address Pupose

WAgin Cefice Omndenng. RFO or Bsdaing

Columns Hidden §

4 User Account

Acoount Status Actve  +

Mser Mame  Aacibee i com

Insciive

Rohs  Data fooess

2.4 Update Contact Information

Click on contact tab.
Edit the contact.
Click ok.

Edit Profile Change Request: Daintn Change Requast || Beview Changes

Changs Description

Deganizatios Detalls  Tax Mendifers  Addresses  Coniacis  Payments  Business Classificafions  Producls and Services

Actions w  Wiow v Format w + 17| StEtus Aotve = [Detach

Adménistrative

T Job Tite &% Email &% Phone Conlact

MName
] I °

Columers Hiddan T
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Save || Rave and Cloze

User Account  Status

Aciive

Gancel



2.5 Submit a Profile Change Request for Approval

When the changes are made, select review changes.

orRr ¢ @

Edit Profile Cha nge Request: 2001 Delete Change Request | Review Changes | | Save || Bave snd Cleds  Cancel

Change Cescnption

Cugaeization Detafs  Tay idenifiers  Acdeesses Comiects  Payments  Business Cussfications  Produety and Sarvices
Actiora ¥ View w  Format w ¥ B Catach
Category Hams Description

Paper Proguscts Suppier

Click Submit to request for a profile changes.

OB & @

Review Changes Edit || Submit | Gancel

Change Descrption

4 Organization Details
Wi v Format v Dietach

Aftribise Changeed Fiesm Changed Ta

2.6 Delete the Profile Change Request

To delete profile change request, click on Delete change request button.
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Edit Profile Ch: Request: Dedete Change Reques! | Review Changes

Changs DEleTipon

Ovgenizstion Deteils  Tax identifers  Addresses  Comiacty  Paymenty  Busness Classsfcatiors  Products and Senvices

4 General

) somm Aot

Supplier Type Supple v Attachments Hone

4 |dentification

DoU-H-S Musiter Ramcnhad i urancs Numessr
Customer Humiber Eorporsie Web Site
8
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3.0 RFx and Contracts

3.1 View Active Negotiations

From the Supplier portal, under the Negotiations tab, click View Active Negotiations.

This work area is to view all the RFx / bids that you can submit a quote for to the Town of Aurora.

Channel Programs.

& Manage Piograss

Contracts and Deliverabies

» Manage Delverabies
Consigned Inventory
o P Cordusption

Innices and Paymants

Bupplier News

Transaction Raports

PO Purchase Amaint 263K CAD
veicn Aol &1 CAD
mwcsce Price Variance Amount 538 CAD

4 Search Mlanage Weichiist Saved Search Cgen irditaiions w

= Hegotiation “* Invilation Received Yos «

" e Response Submisied Mo«

** Negotiation Close By "] Negomtion Open Since &
Search Reasi Save..
Search Results
Acfons w View w Eorrmal w Datach o Creae
Megotiation Your Wil Unead o= | Response
Wegobiation  Title 7 Time Remaining Close Date Re Pa e e m WVeew POF Spreads

Columns Hidden 4
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3.2 View Attachments Associated with the Negotiation/

Response

Active Negotiations

4 Search

Select the negotiation you wish to view, by clicking on the Negotiation number.

* Hegotistio " ievitation Beceived Yos v
Tk Rasporas Subwnitied Mo
= Negotiation Clois By & Hagotiation Opan Sance g
Search Resel Save..
Search Resuls
Adtioni v View v Forsal w Datach Create R
iation Youar Wil
Negotiation  Title mT Buyer Bupplier Site Time Remaining Close Dale All Responses Responses Participaie Wonit

€

Select Actions, View, then View Attachments.

IRFQ:

Casrancy = Cansdian Dollar

Tims Ramaining B0 Days 19 Howrs

Table of Contents Cover Page

Cover Page

B0 Days 18 Hours 210023 10:010 Ak Eealed 1 Yes

=R

Matseges | Creats Respones | Actions 7 Dgne

beeve i Good: Company

3.3 Acknowledge Participation in Negotiations

If you are going to participate in a bid, you can acknowledge participation.
This will allow the Town of Aurora to know if they should expect your bid.
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Acknowledge Participation

Wil Participate (8 Yas
o

Last Acknowisdgment Wil parscipate

Lasi Ackmowiedgmend Date 117146532 058 AN

O GCancel

3.4 Create Response in Negotiations

Select create a response to participate in a bid.

Active Negotiations Done

stern Standard Time

e,
4 Search Manage Watchlist| Saved Search Open Invitations v

** Al least one is required

** Negotiation ** Invitation Received Yes v
** Title Response Submitted No v
** Megotiation Close By  m/diyy Y Negotiation Open Since | midlyy Y

Search |Reset Save..

Search Results

Aclions w View v Format w Froaze | Detach Wrap  Accept Terms | A g

Negotiation ~ Title #;Pegmahn" Time Remaining Close Date

Response

o cinat eonread \iewpDF  GResPOnse

000030-22 _ IRFQ B0 Days 19 Hours  2/10/23 10:01 AM 1 Yes o

Columns Hidden 4

E: |

3.5 Respond by Spreadsheet

Select Response Spreadsheet to respond by spreadsheet.
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D D E_.l-'.

Active Negotiations Cane

Time Fone Eavinrn Standard Tima

4 Ssarch Mamage Wetchiist | Seved Ssarch Ogen invalions w
" Wegotistion " jpwitation Received Yes w
* Tithe Reapormn Submitied Mo v
** Wegolistion Closs By & Regotistinn Dpan Smce i

Search Resel Zave..

Search Results

Agtions. w View w Formal w Dutach Bk i i Cradba
o Negotiation o Your Wil Unread [ Response
Megolten. . The Type Ao P g - Chcan D Fesponses Participate messages Y POF |gpreadsneat
_ RFG 80 Daryw 1 Mours  2r10r23 10:01 A 1 v 0 -]

Columns Hidden 4

3.6 Bid Submission for Mid-Value
3.6.1 Navigating to the Bid

From the Home area of the Oracle portal, click on the invitation notification.
Important note: The Oracle platform refers to Bids as a “Negotiation”. This is a Bid and is not to
be negotiated, that terminology is the default Oracle terminology.

4 hours ago * 2
ACTION REQUIRED F
You Are Invited to
Negotiation 23- A
PROC-000073 0
(Example for Supplie..

This window will pop up. From this window you can view the Bid PDF, view the bid, or create a
new response by clicking on the various areas indicated below:
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wited to Negotiation 23-PROC-000073 (Example for Suppliers - Mid Value Quaote in Oracle)

Megatiatian Invitation

Example for Suppliers - Mid Value Quote
in Oracle
The Corporation of the Town of Aurora
o Charbene Waters
AF O 23 PROC-DO0OT 3
ers TIA0Z3 §:50 AM

es BI323 10:00 AN

fe MAIN
TR 859 AM
Wou are receiving this notification from company The Corparation of the Town of Aurora

because you are identified &= a polential suppler far our organizalion. We are requesting
propatals Dased on the requinerents found in e altached fle

Within this file you will also Sind detalled instructions including information such as
subrmission procedures, time frames, and evalualion criena Your paricipason is opiional
ard your rasponse vall be electroniCaly prodessed Ihrough Gur profurement apokcabion

I ol 0 nol wanl 1o neteie Tulune nolifications, of would BKe us 10 redinect this MBsEags 1o
anglhesr person in your arganization, write 1o us at his e-mail address: CWaters@awera ca

Thank you

Charlena Walers

& 23 PROC-0D00T3_SUPPLIER pdf H_PDF wvergion of Docurnent and Gute requirements ]

Wiew Negotiabon H Click 1o navigatie 10 the bid information and requinsments I

Craate New Response 'ﬂ Click to start responding to quate

Acknowiedge Parlicpation

Click on the ‘View Negotiation’ button.
You will be brought into the bid where you can review the specifications, requirements, and
terms. This is not where you will submit a response, this area is to first review the Bid.

3.6.2 Review the Bid

Once you click into the bid, it lands on the “Cover Page”. On the left side you will see a Table of
Contents with links. Clicking on these links brings you to each different area of the Bid.

IRFQ: 23-PROC-000073

Curency = Canadian Dollar

Titl

Statu

Time Remainin|

Table of Contents Cover Page
Cover Page
Overview
Requirements /}:“:\

AURORA

Contract Terms

THE CORPORATION OF TOWN OF AURORA (TOWX)

DEPARTMENT: COMMUNITY SERVICES
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3.6.2.1 Cover Page

The cover page has titles and details about the bid including open and closing dates:

IRFQ: 23-PROC-000073 [(essages [

Cover Page

=
AURORA

URORA TOWN)

3.6.2.2 Overview Area

The Overview page is where you can view all the Bid instructions, terms and conditions by
clicking on the various areas and arrows:

Table of Contents Qverview
Cover Page Title  Example for Suppsers - Mid Vaiue Quote in Orace
Ovenien Synopsie
Requirements i
u Unlocked By
Contract Terms Unlocked Date

Expand All
4 General

4 Introduction

non-binding quotstion for the Daliverskles dascribed in this IRFQ

son sourcing module

plsted in full and recumed an, of before the above date-and time,

S Iy LA S S S —— e p——

Schedule
Preview Date
Close Date  &:31/23 10:00 AM
Negotiation Controls

Response Visibility Sesled

Lines

Rank Indicator 1

Rarking Method P

4 Terms
4 Instructions
TERMS AND CONDITIONS

‘Eidders shall view the Definitions and Terms and Conditions wisich shall form pant of the IRFQ documen:

Click THIS LIWK on the Town of Aurora web sitz to access the Definitions and Terms and Conditions.

Businass Tarms

3.6.2.3 Review the Specifications/Attachments

The right side of the Overview page has an “Attachments” area. This is where specifications and
drawings have been uploaded for your review. Click on the document filename to download it.
Bidders are responsible for reviewing all attachments and must acknowledge that they have
reviewed when they create their response:
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Messages | | Action

Time Zone Easter|

Open Date 7/20/23 8:59 AM

Close Date  8/31/23 10:00 AM

suver [

Outcome Purchase Order
Unsealed By

Unsealed Date

Attachments Specifications.docx

3.6.2.4 Review the Requirements

The requirements section has all the submission information that will be required from all
Bidders for the Bid. This includes acknowledgements (such as conflict of interest or
acknowledgement that the specifications have been reviewed) and information requested (for
example references).
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Title E=ample for Suppliers - Mid Value Quote in Cracle

Status  Active (Locked)

Time Remaining 41 Days 20 Hours

Table of Contents Requirements
Cover Page .
= 4 Instructions
Crvervisw
Eiidders ar= to rezpond to all the Fequirements listed below
Requirements
Lines

Contract Terms

Summary
Wiew v Format v Freeze 1r Detach Wrap

Regquirement Requirement Text
4 1. SPECIFICATIONS

1. Specifications. The Bidder ackmowdedges and azrees that all attached Specifications, drawimzs and'or doouments have bean rac

4 [7]2. ALTERNATES

When the Town has specified 3 brand name. f any Bidder would e to quote an equivalent altamsats,
absolute discretion, whether a preposed altemate product is acceptable. If the Town deems, atits abg)

For Bidders that ARE proposing alternate products:

1. Download Table A provided
2. Complete the tsble with proposed products
3. Select option 3 - "We ARE submnitling Aternate producis and have sttached Table A - Aiernate Prog
4. Upload the completed Takle A in the area provided.
For Bidders that are NOT propesing alternate products:

1. Altemnate Products

1. Selact ootion 3 - "We will NOT be submitling Alternate Products” in the responss area

4 [=3. REFERENCES

Bidders are to list thres (3) references of completed projects of similar size and scope to the work or sarvices described |
NOTE: The infonmation provided with respect to the Bidder’s experience with similar work, ssrvices or goods, shall, o

Inztructions for Providing References:
1. REFERENCES
Dowalaad Table "B” providad
Complste the tabls
Zalect Option 8. Upload area for Completed Table "B" in the responss area
Upload the completed Table "E" in the area provided.

Ealad el

A 74 COMMUNICATION WITH COMPET]

3.6.2.5 Review Lines Section

This section is a preview of the pricing line that will be in the response area.
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3.7 Creating A Response/Submitting Bid

Once you have reviewed the specifications and requirements and are ready to submit a response,
click the “Create Response” button in the top right corner of the page:

QP £

Messnnes| Create Response ‘Actions v ‘ Done

Time Zone Eastern Standard Tin|

Open Date  7/20/23 8:59 AM
e Nata /2433 40-0N ANS

This will open the response area. At the top of this area there are train stops. Bidders are to click
on each of these train stops to navigate through the bid response.

P ——0—0—0

Overview Requirements ines Review

3.7.1 Overview Train Stop

The Town does not require any information to be submitted in the Create Response Overview
Area. All fields are to be left blank. Please move on to the next train stop — “Requirements”.

Create Response (Quote 22003): Overvie | Messages || Respond by Spreadsneet | ¥ || Actions ¥ |

Title  Example for Suppliers - Mid Value Quote in Oracle Time Remaining 41 Days 20 Hours
Close Date 8131123 10.00 AM
General
supprer

Reference Number

Supplier Site  MAIN
Note to Buyer

Negotiation Currency  CAD

Response Currency CAD Attachments None 4=
Price Precision 2 Decimals Maximum
Response Valid Until | m/diyy hmm a fe
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3.7.2 Requirements Train Stop

The Requirements area contains several steps which include acknowledgements or uploading
information.

When you are in the Requirements area, you will see a navigation button on the right side of the
screen where you can navigate to each response requirement either by clicking the arrows or
choosing from the drop-down menu.

Drop down menu, and arrow (highlighted):

Section 1. SPECIFICATIONS

Section 1. SPECIFICATIONS
Section 2. ALTERNATES
Section 3. REFERENCES
Section 4. COMMUNICATION W...
Section 5. COMFLICT OF INT.

| Section 6. PRICING

e e Lrnem [

3.2.1 Specifications: Respond by clicking the circle to acknowledge the required action.

0o——"—0—0

verview Reguirements Lines Review

ime
[Section 1. SPECIFICATIONS Seclion 1. SPECIFICATIONS D

Section 1. SPECIFICATIONS |

3.2.2 References: The References section is an example of a requirement that bidders must
action by downloading, completing, and uploading a form.

In the “Attachments” area, you will see the form required. Click on the link to download it.
Complete the form and save on your desktop.

Click the circle beside the “a.” After clicking this circle an upload area will appear:

Section 3. REFERENCES

=

1.
Bidders are to list three (3) references of completed projects of similar size and scope to the work or services described in this IRFQ completed
within the last five (3) vears. Municipal references are preferred and, as a minimum, at least one (1) of the required project references should be
from a municipality or similar government agency.

NOTE: The information provided with respect to the Bidder's expenience with similar work, services or goods, shall, once completed, be deemed
by the Town to constitute references and by filling out the form, the Bidder herebyv authorizes the Town to contact any party set out in the table.

Instructions for Providing References:

1. Download Table "B” provided

2. Complete the table

3. Select Option 2. Upload area for Completed Table "B" in the response area
4. Upload the completed Table "B” in the area provided.

Attachments Table B - Referances docy Wi Click this area to download references form.
) Then click button beside "a. " to reveal upload area

.;:;. a. Upload area for completed Table "B”

Upload the completed references form by clicking the “+” button:
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Section 3. REFERENCES

Bidders are to list three (3) references of completed projects of similar size
within the last five (3) vears. Municipal references are preferred and, as a m
from a mumicipality or similar government agency.

NOTE: The information provided with respect to the Bidder's expenience wi
by the Town to constitute references and by filling out the form, the Bidder he

Imstructions for Providing References:

1. Dovwnload Table "B” provided
2. Complete the table

3. Select Option a. Upload area for Completed Table "B" in the respons
4. Upload the completed Table "B” in the

After clicking
Attachments Table B - References.docx button, an upload
area appears.
Click "+" button to
Response Attachments Mong =j= upload completed
farm.

@ a. Upload area for completed Table "B"

*

An Attachments upload window appears.

Click the “+" button and ensure the “Category” is “From Supplier”
Click “choose file” to upload document.

Populate the “Description” field with a short description.

Click “OK".

|Attachments

Actions » View w o= 3

Type Category * File Name or URL Title Description Attached By

From Supplier v+ Choose File | No file chosen | | | MENICK GAMS

Rows Selected 1

i~ |

O [u

3.2.3 Alternates (If Applicable): Some Bids will have an ‘Alternates’ section. Review the
instructions. In the “Attachments” area, you will see the form required.

If you are submitting alternate products, click on the link to download it. Complete the form and
save on your desktop.

Click the circle beside the “a.” After clicking this circle an upload area will appear. Click the “+”
button.

@ a. We ARE submitting Alternate products and have attached Table A - Alternate Products
* Response Attachments None-'-
) b. We will NOT be submitting Alternate Products

An Attachments upload window appears.
1. Click the “+" button and ensure the “Category” is “From Supplier”
2. Click “choose file” to upload document.
3. Populate the “Description” field with a short description.
4. Click “OK".
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|Attachments

Actions v View w == 3
Type Category * File Name or URL Title Description Attached By
Choose File | No file chosen | | | MENICK GAM/

Rows Selected 1

O [u]

If you are not submitting alternates, choose the “We will NOT be submitting Alternates” option.

3.2.4 Communication with Competitors: Read instructions. If there is a disclosure required,
populate the field with this information. If there are no disclosures, respond “none”.

3.2.5 Conflict of Interest: Read instructions and respond by selection the appropriate option.
3.2.6 Pricing: Respond by clicking the circle to acknowledge the required action.

3.2.7 Addendum Acknowledgement: Respond by clicking the circle to acknowledge the required
action.

3.7.3 Lines Train Stop (Pricing)

The “Lines” train stop is where all fees/pricing are to be entered. In the “Response Price” field,
enter your bid price.

The “Promised Delivery Date” area will automatically populate with the Town of Aurora delivery
requirements date. Bidders are not to change this date.

Create Response (Quote 22003): Lines @

Currency = Canadian Dollar

Close Date 8131723 10:00 AM

Actons v View v Fomat v 7 Detacn

Line Description Category Name Start Price  Response Price “Esu:"

1 Prce for the goods or senices requested TOA Defaut ]

Columns Hidden 8

Grand Totals

Al response lines are included

Response Amount  0.00

3.7.4 Review Train Stop

The Review train stop allows bidders to check their response if needed, before submitting.
Navigate to the various areas by clicking on the “Overview/Requirements/Lines” tabs indicated
below.
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ORACLE

Dverview  Regquitements  Lines

General

Helerence Wamber
Mote bo Buyer

Mg otiation Ciiee

Response Currency  CAD Attachments Mone

Price Precasion 2 Decmals Maormum

Fod g Validl Lintil

VIEW PDF:
To view a PDF version of your submission, click “Actions>View Response PDF.”

Messages Revise| Actions ¥ Done

View Response History

View Response PDF

3.7.5 Submit or Save

You can save your bid as you are working through it by clicking the ‘save’ button in the top right
corner. If you need to save your bid to come back later, click the drop-down arrow beside the
save button and click “save and close”.

If you are ready to submit your bid, click “Submit”.

BRI

Last Saved T/200123 1:41 PM
3.7.6 Revise Bid

***Qnly possible before closing date/time
If you need to revise your Bid, first navigate to “supplier Portal” area in Oracle after logging in:

Receivables Supplier Portal Tools Others

+

Supplier Portal
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Navigate to your bid response through either “View Active Negotiations” or “Manage Responses”:

Supplier Portal
Search [OFCIBI'S V] Order Number
Tasks
Orders
Requ

« Manage Orders
« Manage Schedules

» Acknowledge Schedules in Spreadsheet
Agreements
« Manage Agreements

Channel Programs

+ Manage Programs

Contracts and Deliverables

+ Manage Contracts

+ Manage Deliverables

Consigned Inventory
+ Review Consumption Advices E|

Invoices and Payments
Supg
» Create Invoice

« Create Invoice Without PO
« View Invoices

« \igw Payments
MNegotiations

« View Active Negofiations

« Manage Responses
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In this example, “View Active Negotiations” was clicked. You will see all your negotiations/bids.
Click on the response number beside the bid:

Search Results

Revising a draft response automatically locks it

Actions w  View w Format w i | Detach
Response o i .
Response Status Negotiation Negotiation Titly
22002 Active 23-PROC-000073 Example for Supp

Columns Hidden &

Once you are in, click the ‘Revise” button on the top right corner of the screen:

(s e s <) (o

You can now edit your response.
**|mportant note, you must submit again for you to have a response submitted before the closing
date and time. If you do not, no bid will have been submitted.

3.8 View Contracts

From the Supplier portal, under the Contracts and deliverables tab, click Manage Contracts.

Supplier Portal

Search Oeders w | Crder Humber

Tashks o

Cirders
Requiring Attention Recent Activity

Agreemernis

5 -
Channed Programs '
» Manage Progiams " Transaction Reports
Camiracts and Deliverabies
PO Purchase Amount 317K CAD
Frociice Arount 264K CAD
s Manage Delrverabies Freciice PYICE Varanos Amont 0 CAD

B Schwduios Cverch o Dun Todey

Click Search to see a listing of contracts.
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4 Search

Humber Staits with ~ Amount Eguals w
Name Contains Agresd Amount Equals w
Stalus Equals ~ - Trpe -
Payment Terms w Source Document Number Starts aith w

Search Resulis

Actions w View w = Detach

Humber Name Status Type Start Date End Date Praview ot
19 RFQ Vehickes Actve Contract RRLG 1 lFrs 1123 = ﬂ

33 Contract Tor Ma Antive BiLanbet Aqresr 1T = B

21 BPA for cars Active Bilankei Agreem 1mno2 =] D

28 Tesnplate 8 Clraad GCortrast A2 iis22 = a8

Codumns Hidden &

3.9 View PDF version of Contracts

Click on Preview to view a PDF of the contract.

Manage Contracts

4 Search

Humber Stuits with Amount gt w
Hame Contang  w Agreed Amount Equals -
Faus Equals ~ - Typ= -
Payment Terms w Source Document Number Starts with

Search Resst
Search Resulis
Acions v Vieww 1 I Detach
: Contract

Number Nama Status Type Start Date End Date Praview Docamninits
19 RFQ Vehicles Acthe Contract 191022 el =]

55 Confract Tor Ma Aciive Bitanker Agream 1EATR2 =] a8

21 BFA for cars Actree Bilanket Agreem. 110E2 e 0

20 Tesnplate 6 Clomad Contract TR = a8

Columns Hidden &

3.10 Manage Deliverables

From the Supplier portal, under the Contracts and deliverables tab, click Manage Deliverables.
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Supplier Portal

Search Onden »  Order Number

Tasks o

Orders
Requiring Attention Recent Activity

se3 awarded of rejected 1

Agreements

= Manage Agie

Channel Programs

3.TK CAD

HAK CAD

0 CAD

Manage Deliverables

4 Search >
Deliverable Name Suits with ~ Docurnent Type Equals ~ w
Status Equaly w v Document Number Siarts with
Due Date Egquals v middyy r
Type Equals w
Search Reset Sawe..
Search Results
Actons v View v Formal v
Deliverable Name Status Deliverable Type Document Type Document Number Due Date &% Party Name
Open Corirachal Supplier Coniract L 1422
Open Contractua Supplier Contract 3

1. fa.ocs orackecioud oomfsomiUL fac aWolome?_adf cirl-state=1bi3dgdmar_S&fnd

Change status from open to submitted.
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Edit Deliverable: Milestons

Contractusl

Responsible Party Type  Exlernal

Jo—"
S

Iinternal Party Mame  Town of Aurara

——

Requasier
Details  Atlachiments  Stalus Hstory

Due Dabe Motifications
Dus Date 1220022
Due Date Description

¥ Pric 1o due cate
Poriod & Days
Period 30 Days < On status change
When Afler + When deliverabie is cverdus

Event Confract Active ¥ Escalaie afier due date

C—

Click save and close.

Period 10 Days ¥ On status change
When Afer + When deliveratie Is overdue
Event Contract Started + Escalate after due date

Perod 1 Days

PO —

3.11 Edit Deliverables and Add Notes/Attachments

Click into the Notes area to add notes.
Edit Deliverable: Blueprint

Name Bluegrint
Typa  Confractual

Responsibie Party Type  External

ety s

Intermal Party Name  Town of Aurora

et pary coouact.

Detals  Attachments  Siatus History

* File Name or URL

Mo dala fo display
€

ol sadel sl 2 ed e 1 s e o ebonarkon o s e s 1 e JEssn lblnle ¥ ol el b ndonm UnShdon s € Brfad e e B el o EREELAEFIEBIE TS

Go to the attachment section and click the plus button.
Click save and close once completed.
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Edit Deliverable: Blueprint

MName Biyeprint
Tpa  Contrachal

Responsible Party Type  External

—
s oo

linferral Party Name  Town of Aurora

Imbnsd i skl st 2 ndmr At i s sanhsrin ol s e s 1 S e AR Ls B e e b bR £ B sl s VB el i ERECEAEIAEOIE TV
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4.0 Manage Orders

4.1 Acknowledge and Accept a PO / BPA

From the Supplier portal, under the Orders tab, click Manage Orders.

Supplier Portal

Search Orders “w  Order Number

Tasks o

Orders

Requiring Attention

+ Acknowledge Schedules In Spreadsheet 25 awarded of rejecled

)

Agreaments

6
= Manage Agrecments
5 :
Channel Programs
1 3 .
* Manage Programs Transaction Reports
Last 30 Days
Contracts and Deliverables
PO Purchase Amaunt 31.TK CAD
s Manage Coniracts Inveice Amount 284K CAD
* Manage Dweliverables Inveice Price Variance Amount 0 CaD

Consigned Inventory

Manage Orders &

Headers Schedules

4 Search Advanced Manage Watchlist| Saved Search Al Orders v
Sold-to Legal Entity v Order
Bill-to BU w Status v
Supplier Site A4 Include Closed Documents No v

=

Search Results

Actions w View v Format w P r F Detach

Life  Creation
Cycle Date

PURDDD142-22 1MHMG22 MAIN _ 241600 CAD Open -0 11622
PURDDDI25-22  11/14/22 MAIN _ 1840000 CAD  Closed for Invoicing 1.3 11114022

Order Order Date Description Supplier Site Buyer Ordered Currer Status

Click on the Purchase Order line and it will be highlighted in blue.
Click on Actions drop down and choose Acknowledge.
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Headers  Schedules

4 Search

Sold-to Legal Entity v

BEill-to BU w

Supplier Site v

Search Results

View w Formatw 4 [ I§ " Detach
Edit o N .
Order Date  Description Supplier Site
Export to Excel
1116722 MAIN
GCancel Docurment
111422 MAIN
Acknowledge
111422 MAIN
View FDOF
e —————— 10726022 MAIN
PUR000059-22 10025122 MAIN
PURO00021-22 1azrez MAIN

Advanced Manage Walchlist Saved Search Al Orders w

Crder

Status w

Include Closed Documents Mo~

Search Resel Save..

Buyer Ordered Currer Status c';';:”h g;‘::ﬁ""
2,416.00 CAD  Open 1622

18,400.00 CAD  Closed for Invalcing 117114722

T.850.00 CAD  Open M2z

1,400,00 CAD  Open 10/26/22

1.500.00 CAD Open 12sez

200.00 CAD  Closed for Invoicing 10022022

4.2 Acknowledge Purchase Order Schedules Using Spreadsheet

From the Supplier portal, under the Orders tab, click Acknowledge Schedules in Spreadsheet.

Note: Excel Add-in ADFIl is needed

Supplier Portal

Search Orders w | Order Number
Tasks

Orders

Requiring Attention
+ Manage Ore

+ Mang

» Acknowledge Schedules in Spreadsheet

Agresments

« Manage Agreements
Channel Programs

« Manage Programs
Contracts and Deliverables

+ Manage Contra

+ Manage Del

Consigned Inventory

The Spreadsheet will be downloaded to your computer.

Open the spreadsheet and log in.
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Login

Sign In
Oracle Applications Cloud

English ~

Read Instructions, enter Details and select ‘Upload’.

4
AutoSave ( AcknowledgeSchedules(4) v Jonathan Ghazal

e Home Insert Page Layout Formulas Data

4l dl @ P @D R

Llogin logout Clear  Edit About | Status
All Data Options Viewer

Help  Acknowledge Schedules

Workbook Worksheet ~

To use the sprezdsheet you need to enable macros.
From the Office Button in Excel, cick Excel Options. In Trust Center, cick Trust Center Settings. In Macro Settings, check Enable al macros.

You must be connected to the application to perform download and upload operations.

Update the Spreadsheet with the Latest Data from the Application:
To refesh the contents of the spreadsheet with the lstest data from the applcation, cick Download.

|Acknowledge Schedules:
Accept 3 schedule by selecting accept as your response.
Reject 2 schedule by selecting reject as your response. When rejecting a schedule, 3 rejection reason must be provided.
Propose 3 schedule change by modifying the quantity or the promised date. When proposing a change, 3 reason must be provided.
submit acknowledgment response by selecting the upload action.

Verify Upload Errors:
‘The status column displays the processing status for the uploaded order schedule.
Processed rows will show the status: row updated successfully. Processed splt rows wil show the status: row insertd successfull.
Rows with an upload error will show the status as: update failed. Use the status viewer to examine the error detais.

Instructions
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