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Introduction

Overview The purpose of this document is to introduce the Supplier Portal and how
to navigate and respond to a Negotiation (RFP, RFQ, RFI). You will be able
to use the supplier portal to:

e Acknowledge and respond to a Negotiation
e View active negotiations and manage responses

e View your qualifications questionnaires that are a part of the
onboarding process

High-level Once a negotiation is opened for responses you will:
Process Flow e Receive an email invitation with a link to the RFx
e Select the RFx link in the email
e Loginto the Supplier Portal
e Read the terms and conditions of the negotiation
e Accept the terms and conditions

e Access the negotiation package

e Download PDF version of RFx and read all requirements in
preparation for providing your response

e Submit responses to the negotiation

e Loginto the Supplier Portal to view the award results after the
event has closed
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Navigating the Supplier Portal

Your Oracle home page shows a global header, which you will find on every
page of the portal. The global header contains the Oracle logo, icons and
your user initials. Other information or icons and buttons are added to the
global header as you progress through the process of responding to a
negotiation (RFP/RFQ/RFI).

The icons allow you to:
e Navigate to the tasks you want to accomplish.
e Open the Settings and Actions menu.

e Access work areas to complete your tasks.




Navigating the Home Page

The Home Page Below is animage of the Oracle home page.

S AT&T

Good afternoon, Matthew Baird!

Contract Management Supplier Portal

ApPS

+

Suppler Portal

Things to Finish

O DALE BAKER

Others

Callout Element Used For

Number

1 AT&T logo Select this hyperlinked logo to return to the home page.
2 Home, Watch list , and Hover over each icon to reveal its label.

Notifications icons

e Atany point you can click the Home icon to return to
the home page.

e Use the Watchlist to open pages for key items that
you're tracking.

e The Notifications or Bell Notifications icon will display
messages and tasks that you must act upon.
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Navigating the Home Page, Continued

Callout Element Used For
Number
3 Settings and Actions Menu  To open this menu, click your initials. You can set your

preferences, accessibility settings, and sign out.
The options you see in this menu may depend on your role.

4 Tabs This section contains a set of work area apps for a related
set of tasks.

e The Contract Management tab contains tasks related to
managing contracts. Pease note, this functionality is not
available to suppliers now.

e The Supplier Portal Tab is where you will access the
portal and respond to negotiations.

5 Apps Section Open your work areas from this group of icons in this
section. For example, select the Supplier Portal to open
the portal work area.

e Theicons available in the Apps section depend on the
tab you select.

6 Things to Finish In this section you can view a list of your open notifications
and take required actions. For example, you can approve or
reject a new notification even without opening it.
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Navigating the Portal Work Area

The Portal Work Your Portal work area shows the global header, which you can find on every page of

Area the portal. As you navigate to other pages in the Portal, you will see the title of the
page you are on in the global header.

Below is an image of the Supplier Portal work area and its elements.

3
§ | =
Callout Element Used For
Number
1 Page Title This area of the global header will display the title of the

page you are currently on. In this example you are on the
Supplier Portal page.
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Navigating the Portal Work Area, Continued

Callout Element Used For
Number
2 Search In this area, you can search by Negotiations, Negotiation

Responses, and Questionnaires.

Search | Negotiations v

egotiations
Negotiation Responses
Questionnaires

Tasks

You can also search by Negotiation number and by
Negotiation Title by selecting the drop down arrow.

Negotiation Number v

Negotiation Title

3 Tasks This area displays links to the various task you will perform
in the portal.

e For example, the Negotiations section. This is where
you will respond to invitations to bid, view, and manage
your active negotiations.
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Navigating the Portal Work Area, Continued

Callout Element Used For
Number
4,56 Infolets Oracle Fusion Cloud Procurement infolets are visual,

actionable, and personalized information cards
summarizing critical data about specific objects.

They make key performance indicators easy to view,
understand, and act upon.

The Recent Activity infolet card can be expanded by
clicking the double arrows in the lower right corner.

You can view a list of activities over the last 30 days
(default) or the last 7 days.

You can click the infolet or click hyperlinks in the infolet
to drill down to view more information.

You can rearrange the infolet cards by clicking and
dragging them on the page.
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Navigating the Active Negotiations Page

Introduction Below is an image of the Active Negotiations page. On this page you will be able
to:

e Search for negotiations
e Acknowledge participation in negotiations

e Create responses to negotiations

= ATRT

Active Negotiations [ Done |

Time Zone Central Standard Time
s

4 Search Manage Watchlist | Saved Searc

o vepotnton [} vt rcained v
" Title Response Submitted [ No ~
" Negotiation Clase By | mi e Negotiation Open Since | mid/yy e

4 Search || Reset || Save..

Search Results 5 7
[ vee rome, B s o [ —|
New Gadgets for OT_dwb v2 RFQ 13Days 3Hours 32823 1:113PM Yes 0 @ i
Callout Element Used For
Number
1 Page Title This area of the global header will display the title of the

page you are currently on. In this example, you are on the
Active Negotiations page.
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Navigating the Active Negotiations Page, Continued

S ATET

Active Negotiations | pone |

Time Zone Central Standard Time

Manage Watchlist | Saved Searc

4 Search

= Mgt [ = iwaton Racoea [0
™ Tile Response Submitied | No
** Negotiation Close By | m/d fe Negotiation Open Since te

4 Search || Reset || Save...

Search Results 5 7
Actions v View v Formal w I © Detach T I Ci
Callout Element Used For
Number
2 Saved Search Select the drop down arrow to view the search options. The
default value is Open Invitations.
Open Invitations v
Closing in Next 7 Days i
Closing Today
Personalize
3 Search Criteria You can search by the negotiation number, title, and/or

close by date. Note: the ** by each of the fields. This
indicates that at least one field requires data to be entered.

e Inmost cases, you may search by the negotiation
number or title.

e The first two fields on the far right contain default
values. You can select the down arrow to change the
value. The options are Yes or No.

e To see negotiations that have been open since a
particular date, you will enter the date into the field.
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Navigating the Active Negotiations Page, Continued

S ATET

Active Negotiations

4 Search

| Done |

Time Zone Central Standard Time

** Negotiation :] ** Invitation Received | Yes v
[===]

Search Results 5

Achions v View v Format w I Detach IACMOMMM Participation Create Response

[— Nogooton T g 00 N e vewpr RO
Callout Element Used For
Number
4 Search, Reset, Save Once you have entered your search criteria, select the

Search button to see the results.

e Use the Reset button to clear your search criteria.

Select the Save button when you want to create a Saved
Search. The search will appear in the Saved Search drop
down.

Create Saved Search X

* Name

[Dsen Invitations copy ]

Set as Default

Run Automatically

OK || Cancel

Enter the name of the search and select either:

1. Set as Default (if this is a search you will use often)

2. Run Automatically (select the search from the drop
down)

Select OK.
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Navigating the Active Negotiations Page, Continued

=T

Active Negotiations

4 Search

Time Zone Central Standard Time

Manage Watchlist | Saved Searc|

3 2
- Nzgmmmnz ** Invitation Received | Yes v
Search Results
ogorston 10 el S e

Callout Element Used For

Number

5 Actions, View, Format The Actions menu displays a list of options that can be
performed on an active negotiation. Select the negotiation,
then select Actions to view the available options.
The View menu displays options for formatting and sorting
the Search Results (e.g., adding, or reordering columns).
The Format menu offers the option to resize and wrap
content in columns.

6 Negotiation List This area displays information on all of your active
negotiations.

7 Acknowledge Participation, The Acknowledge Participation button is used to indicate

Create Response your intent to participate in a negotiation. It does not,

however, obligate future participation.
Select the Create Response button after you have reviewed
the details of the negotiation document.

8 Done Select Done to close the page and return to the previous

page.
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Negotiation

In this section, you will learn how to respond to a negotiation through the Supplier
Portal.

13
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Accept and View the Terms and Conditions

1. Open the Negotiation Invitation email. The subject line may contain “Action Required: You Are
Invited to Negotiation # Title of Negotiation.

|Action Required: Terms and Conditions for Negotiation (Alternate Communications Systems_EWW)I Inbox x

Sourcing Manager -« i sender

tome »

Terms Acceptance
Alternate Communications
Systems_EWW

Setup Enterprise

From Sourcing Manager

Opens 411/23 5:26 PM
Closes 4/25/23 5:00 PM

| Accept Terms Decline Terms

Supplier Contact ~ Elaine TestAccount

Terms and Conditions

As an integral part of this RFx, Supplier is required to carefully and thoroughly review
AT&T's draft agreement attached hereto as Exhibit A

2)  Supplier should NOT axpact AT&T to negoliata any terms or conditions of the draft
agreement aftached hereto as Exhibit A

3)  ATAT anticipates that it will execute an agreament with the selectad Supplier(s), if
any, substantially in the form of Exhibit A.

2. Readthe Terms and Conditions.
3. Select the green “Accept Terms” button to view the Negotiation.

4. An email popup displays. You will need to provide a note stating that you accept the terms and
conditions. You can also add attachments to this email, such as, White papers, Supplier
presentations on product offerings/solutions; Supplier supported use cases, Supplier
deployments, Product Roadmap, 3GPP standards, additional product/service offerings, and
warranty information.

You Are Invited to Negotiation (Alternate Communications System... - & X
eqlj.faincoming.1@workflow.mail.usé.oraclecloud.com

You Are Invited to Negotiation {Alternate Communications Systems_EWW)

Mate: You can also add attachments to the task by attaching them to this email

--=Do not edit below this ling---—

Accept Invitation - [[NID]]
oxAQ8TvdiBGuWo1rvDLScTmGS6TVkhn2C4WvZvDOOQIIORLMEMyzMp/426:xEopJBETTGUIF
AKsf3p2IuB/plRv-

IbemSXxGrT9rFFylLTUz1dhS9UVxKcindyvirF VKJODCmm1BjKa 1fArcA%30%3D : [[NID])
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Accept and View the Terms and Conditions, Continued

5. After a few minutes, you will receive a 2nd email.

a. The purpose of this email is to provide the details of the negotiaition. Your participation is

optional.

b. Select the PDF version of the RFx to view the details of the negotiation. You may also
download the file.

One attachment - Scanned by Gmail &

=Ty

= _s;p‘:u.. 4

I accept the invitation. | | Yes, | accept. | | Not interested

6. Select the green “Accept Invitation” button

From Sourcing Manager
RFQ =

Opens 4/11/23 5:26 PM
4125123 5:00 PM

Request for Quote relating to Undenwater Tracking Devices

I Accept Invilation Dedline Invitation

Clo:

ar

ct  Elaine TestAcoount

vedge By 4/14/23 5:26 PM

You are receiving this notification from company Setup Enterprise because you are
identified as a potential supplier for our organization. We are requesting proposals based
on the requirements found in the attached file

Within this file you will also find detailed instructions including information such as
submission procedures, time frames, and evaluation criteria. Your participation is optional,
and your response will be electronically processed through our procurement application.

If you do not want to receive future notifications, or would like us to redirect this message to
another person in your organization, wiite to us at this e-mail address:

Thank you,
Sourcing Manager

a. Anemail popup displays. Type a message stating that you accept the invitation to this
event. You can also add attachments to this email as well, such as

b. You also have the option to decline the invitation.

Note: If you Decline, you will not be able to participate in the event.
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Accept and View the Terms and Conditions, Continued

7. Select Acknowledge Participation link in the email. The sign-in page to the Supplier Portal
displays.

8. Login to the Supplier Portal using the credentials provided to you by AT&T.
9. The RFx cover page displays

10. View the information on the Cover Page.

o
g AT&T

Request for Quote (“RFQ")

Alternate Communications Systems_EWW

a. Select the hyperlinks in the Table of Contents to view the various sections of the Negotiation.
Note: You can download a copy of the RFX by doing the following:
b. Select Actions in the upper right of the window.
c. Select View then select View PDF. The PDF may take a minute to render.
11. Select the Overview link.

a. Select the Expand All link to reveal the information in the General and Terms section of the
Overview Page.
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Accept and View the Terms and Conditions, Continued

12. Select the Requirements link.

= _
—— J— =]

a. View the negotiation instructions.

b. View a summary of the requirements (questions)that also show the Scoring teams involved.

c. Select Preview the Requirement Questionnaire button to view the questionnaire.

13. Select the Lines link.

T - |::~ |'mw~ |,.'.-.._.—- mwr::*-ﬂ-|---~

fm—e)

a. View the summary of the lines associated with the negotiation.
b. Select the hyperlinked item in the Description column to view the details of the item.

14. Select the Contract Terms link.

:l ——

a. View the clauses and deliverables.
b. You can select the Download Contract Terms button to download a copy of this document.

Note: This document serves as an example of the general terms. They are negotiable once the
contract is awarded.

17
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Accept and View the Terms and Conditions, Continued

15. Once you have reviewed the various sections of the RFX, you will begin the process of
responding.

April 2023
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Create and Submit Your Response

1. Create your response to the RFX.

a. Select the Create Response button. This will allow you to review and answer all questions in the
questionnaire.

| Messages | Create Response || Actions v | | ugne|

b. The Create Response page displays. This page is titled “ Create Response (Quote #): Overview.
It is the first step in responding to the RFX.

c. Notice the four radio buttons also known as “train stops.” They indicate where you are in the
process of responding to the negotiation. They are clickable and can be used to navigate back
or forward to pages in the process.

d. The train stops are:
1-Overview
2 — Requirements
3-Lines

4 — Review

19
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Create and Submit Your Response, Continued

2. Complete the fields on the Create Response Overview page.

a. Response Valid Until.
i. Select the calendaricon.

ii. Selectyour date and time.

Select Date and Time x
€ | Apn v| 2023|alv| >
SUN MON TUE WED THU FR
Supplier TESTABC Co:
Supplier Site 01C
Negotiation Currency USD " - .
Response Currency USD aa m =
v b v
Price Precision 2 Decimals Maximum
Response Valid Until | m/dlyy hmm a
Alwv Alv ~
AN ® PN
OK || Cancel

b. Reference Number.

i. Enter your prefered reference number for this quote.

Reference Number

Note to Buyer

Attachments ‘.‘oa

¢. Note to Buyer — Though not required, you can add a message for the buyer.

d. Attachments - Select the ¥ icon to add supporting or pertinent documentation if needed.

Note: If you added attachments to your email response, they may appear here.
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Create and Submit Your Response, Continued
3. Select Save and then Next in the Global Header to move to the next train stop, Create Response
(Quote #): Requirements. Section 1 of the questionnaire is displayed.

4. The Requirements questionnaire is divided into sections with 1 or more questions in each section.
£ 2
Ll

I : =]

a. Totheright of each question,m there is a drop down arrow and a right arrow.
b. Use the drop down arrow to move to the next section.

c. Use the right arrow to move to the next question or, if it is the last question in the section, the
arrow will advance you to the first question in the next section.

d. Pay close attention to each question. Some questions may display with a + below the question.

This indicates that you must attach additional information. Select the + in the pop-up window,
select Actions, then selectAdd to attach the file from your computer.

tinior s Vil o o U Tade e AP Fuet B
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Create and Submit Your Response, Continued

5.

Answer all questions in the questionnaire. When you have reached the last question, the right arrow
will be greyed out.

a. Inthe Global Header, select Save and then select Next to move to the next train stop which is
Lines.

You are now on the Lines page at train stop #3 as indicated in the Global Header. On this page, you
will enter your Response Price (your quote) for each line item.

000

OverviewRequirer Lines  Review

7.

a. Toview the details of each line item, select the hyperlinked item in the Description column.

Actions w View w Formstw i’ Detach

Line Description Category Name Start Price | Response Price Total Score. EE‘:‘.’::E uom Line Amount

Calumns Hidden 5§

Grand Totals

Response Amount  0.00

Estimated Total ~ Response Minimum
Amount Release Amouni

t

b. Select the Response Price field for each line item and enter your quote.

c. Select Save and then select Next in the Global Header to advance to the final train stop which is
Review.

You are now on the Review page at train stop #4 as indicated in the Global Header. On this page,
you will review and validate your responses before submitting your quote.

a. Select Actions on the right in the Global Header, then select Validate to ensure that you have
responded to all requirements.

| EEE=E=)

b. When validation is complete, a confirmation message displays. Click OK. If you did not
respond to all requirements, an error message displays.

 Confirmation

22
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Create and Submit Your Response, Continued

8. Submit your response to the RFX.

a. Inthe global header, select the Submit button to send your response.

b. Read the warning message that displays.

£ Warning x

*ou can submit enly 1 response for this negetistion. Do you want to contines? (PON-2085228)

[xes )]

c. If you are satisfied with your response, select Yes.

d. Read the confirmation pop-up window then select OK.

« Confirmation x

The response 2002 to negotiation was submitted

fies)

9. Select Done. You are now back on the Supplier Portal home page.

10. The AT&T Sourcing manager will receive an email notifying of your submittal.

April 2023
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