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Print Solicitation Document

In this Course you will learn how to print
a solicitation document through the
ISupplier Portal.



ORACLE Print Solicitation Document
USER PRODUCTIVITY KIT

Step 1
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CITYcr CHICAGO 2

TOPAZ e From the login page, click in the User
Name field.
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Step 2

(Oh_HTMUR jspitu O = @ & % | & Login %

<5 & City Abstract Page &) Supp Req TOPAZ P SAP BO Reports &) COCVPH - Signin @ eProcurement Implement.. &) COC-TOPAZ &) CoC-Sapphire & CoC-Emerald

CITYor CHICAGO

Enter the desired information into
the Username field. In this example,
enter "johndoe@upksupplier.com”.

You will need to use your current login
for the City of Chicago's iSupplier Portal.

Abaut this Page
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Step 3

Click in the Password field.
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Step 4

Enter the desired information into
the Password field. Enter "oracle123".

You need to enter your specific
password to access your iSupplier
Portal account with the City of Chicago.
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Step 5

Click the Login button.
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Step 6

AHTMUGAspic B = @ & X | & oracle Applications Home

Catia s s = P The Oracle Applications Home Page will

Logged In As JOHHDOESUPKSUPPLIER.COM

g e now appear.

~ Main Menu | Workfist

o e b - To access the City of Chicago

02-Feb-2016

WOODFORK Sourcing . . . . . .
e solicitation details, click the City of
WOODFORK PO 29-Dec-2015 . . . . .
MOORE, Approval

e e Chicago Online Bidding link.
WOODFORK PO o 29-Dec-2015

MOORE, Approval

KIMLEMAY

WOOOFORK FO 29-Dec-2015

MOORE, Approval

KIMLEMAY

WOODFORK FO 29-Dec-2015

MOORE, Approval

KEIMLEMAY

WOODFORK PO M-Dec-2015

MOORE, Approval

KIMLEMAY

WOODFORK PO 29-Dec-2015 m

MOORE, Approval

KIMLEMAY

= TIP Yacation Rules < Redirect or auto-respond Lo notifications.
= TIP Worklist Access - Specify which users can view and act upon your notifications.

|[Mitp=//eprocurement-dev.cityofchicage.org/ DA_HTML O& jsp?OAFunc=0AH... = ¥
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Step 7

e | s E— Click the Sourcing link.
| Logged In As JOHHDOESUPKSUPPLIER.COM
Oracle ications Home Page |
- Woridist
AT ICY e
From [type |sent~  |Due
WOODFORK Sourcing et Requireed: ndment 1 1o BEQ 58 02-Feb-2016
MOORE, Publish {139304; Machnical and Aute Commadities for All
RIMLEMAY Departments of City of Chicage) 2
WOODFORK PO CITY OF CUICAGD - GRE - ProSery SPO (Task Order) | 29-Dec-2015
MOORE, Approval A}
KIMLEMAY
WOODFORK PO CITY OF CHIC/ ProSary CF Agresment (MCA) 29-Dec-2015
MUORE, Approval 33185, 0
KIMLEMAY
WODDFORK FO I 29-Dec-2015
MOORE, Approval  Agreoment 33181, 1
KIMLEMAY
WODDFORK FO CITY OF CHICAGD - GRE - Commodities Release PO 29-Dec-2015
MOORE, Approval 33164, 0
RIMLEMAY
WOODFORK FO CITY OF CHICAGO - GRE - Commoditivs Reloase PO 29-Dec-2015
MOORE, Approval 33163, 0
RIMLEMAY
WOODFORK. PO CITY OF CHICAGO - GRE - Commodities Relsase PO 20-Dec-2015 .
MOORE, Approval 33182, 0
KIMLEMAY:
= TIP Vacation Bules - Redirect or auto-respond to notifications.
= TIP Worklist Access - Specify which users can view and act upon your notifications.
[ httpw/iep dev. arg/ 04 HTML/OA j5p?0AFunc=0AH... | = %
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Step 8

s P ——————— Click the Sourcing Home Page link.
| Logged In As JOHHDOESUPKSUPPLIER.COM
Oracle ications Home Page
- Woridist
| Fultet (7) ]
From [type |sent~  |Due
WOODFORK Sourcing 1 BFOSE  02-Feb-2016
MOORE, Publish {139304; Mechnical and Aute Commodities for All
RIMLEMAY Departments of City of Chicage) 2
WOODFORK PO CITY OF CHICAGD - GRE - ProSery SPO (Task Order) | 29-Dec-2015
MUOORE, Appraval TH]
KIMLEMAY
WOODFORK PO | 29-Dec 2015
MUORE, Approvel 33185, 0
KIMLEMAY
WOUDFORK FO I 29-Dec-2015
MOORE, Approval  Agreoment 33181, 1
KIMLEMAY
WOUDFORK FO QF CHICAGO - GRE - Commodities Release PO 20-Dec-2015
MOORE, Approval 4, 0
REMLEMAY
WOODFORK PO CITY OF CHICAGD - GRE - Commodities Reloase PO 29-Dec-2015
MOORE, Approval 33163, 0
KIMLEMAY
WOODFORK PO GRE - Commodities Releass PO 29-Dec-2015 .
MOORE, Approval
KIMLEMAY:
= TIP Vacation Rules - Redirect or auto-respond to notifications.
= TIP Worklist Access - Specify which users can view and act upon your notifications.
|[ httpwiep dev. arg/Cus_HTML/RF jsp id=2... = 5
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Step 9

CITYor CHICAGO

Sourcing

; e The Solicitation Home Page now
e eeesele U L] appears.

Response: Response  Supplier  Negoliation
Humber Status Site

1012 Acthve 28,1

Type Time Left
139308: Mechnical and Auto RFQ 26 days 23 hours
Commodities for All Departments

Click the Search Open
. ——— Negotiations list.

| rull List |

Supplier Site Hegatiation Number Tiths Ty Tine: Leelt
Mo results found.
Quick Links

View
- Drafts . Agie
o Duliverables o Disgualificd
= Parsongl Information s Awarded
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Step 10

CITYor CHICAGO

Sourcing

Search Open Negotations 1 itle 3 |

Click the Number list item.

Fress Full List to view all wff—'mgorv resporisas. " Full List |
i | i
Responsae  Responsas  coane mlhn Unresd
Humber Status Hite Tithe Type Time Left
4012 Actie 98,1 139308: Mechnical and Auto RFQ 26 days 21 hours 0
Commodities for All Departments
of City of Chicago
rullist |
Supplier Site Hegotiation Number Tiths Ty Tine: Leelt
Mo results found.
 Quick Links.
- Ve
- Drofts . Agie
- Dol hlgs « Disoualificd
« Personal Information = Awarded
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AHTMUTE jspitu 2 = @ € X} & Negotistions Home

CITYor CHICAGO  sourcing

Hegotial

tions
o LK e—
Welcome, JOHN DOE. . -

Vour Ackive and Dralt:

Fress Full List to view all your company's responses.

| rull List |
Response: Response  Supplier  Negoliation Uniresnd
Humber Status Hite Type Time Left Monitor
4012 Active 98,1 139308: Mechnical and Auto RFQ 26 days 21 hours
Commodities for All Departments e
of City of Chicago
Full List |
Supplier Site Hegatiation Number Tiths Ty Tinas Lokt
Mo results found.
Quick Links
Miew
. Drafts * Active
o Duliverables o Disgualificd
« Personal Information  « Awarded
» Beiedied

ces Help Diagnostics

Print Solicitation Document

Step 11

Click in the Search Open
Negotiations field.
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Step 12

CITYor CHICAGO  sourcing

s - - Enter the desired information into
Search Open Negotiations  Number T:E

Welcome, JUHN DOE.

the Search Open Negotiations field. In

Fress Full List to view all your company's responses.

Lot | this example, enter "98".

Humber  Status

Type Time Left
4012 Active 98,1 139308: Mechnical and Auto RFQ 26 days 21 hours
Commodities for All Departments
of City of Chicago
| rull List |
Supplier Site Heggotiation Humber

Mo results found.

Quick Links
- View
= Drafts » Adive
o Duliverables o Disgualificd
& Parsonal Information & Awarded
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Step 13

G & City Abstract Page £ Supp Req TOPAZ ~f SAP BO Reports £ COC VP - Signln @ cProcurement Implement...

£ COC-TOPAZ

' Click the Go button.
:Snrmupnnmwnnns Humber + lmﬂim

Nicuar Ao s Dkt

Fress Full List to view all your company's résponses. " rull List |
Respunsa:  Responsa:  Supplier  Negolialion Unresal
Humber Status sHite Type Time Left

4012 Active 98,1

139308: Mechnical and Auto

RFQ 26 days 21 hours
Commodities for All Departments

of City of Chicago
Cruil st |

Supplicr Site Hegotiation Number Tithe Ty Tine: Leelt
Mo results found.
 Quick Links.

| View
= Drafis = Active
o Duliverables o Disgualificd
« Personal Information  « Awarded

» Beiedied

yo.arg/Ca_HTML/ QA ispTpage= foracle/ . |
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Step 14

i Navigator

The Active Negotiations window now
Ac:v; Negotiations ap pears .

| Search
I — S — Your search results will be displayed

o below.

| | | Al |Your Company’s uUnread
Select Humber Titke Contact [Time Left ~ [Close Date | Monitor

A e Y ST P Click the Number link for the solicitation
2. ity of Chicaga . |
you would like to print.

MNegotistions Home Logout Preferences Help Diagnostics

Click the 98,1 link.

select Negotiation: | Respond

[Hitpx/ieprocurement-dev.cityofchicago.org/ OA_HTML/ G jsp?OAFunc=PON_ |
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CITYor CHICAGO  sourcing

1 Navigator v B2

Hi > Active N >
RFQ: 98,1

Title 139308: Mechnical and Auto
- 7

fur All Dep
City of Chicago
Status  Active (Locked)
Time Left 26 days 23 hours

Header | Lines  Controks | Contract Terms

Actions || Create Quote = E
= ol Open Date  02-Feb-2010 20:33:53

Closas Date 29-Feb-2016 20:313:56

Buyer WOODFORK MOORE, KIMLEMAY
Quote Style  Seabed
Outcome  © ies Blanket Ag

crif c i for All Depa

Event

« of City of Chicago.

Terms
Effective Start Date Total Agreement Amount
Effective End Date Minimum Releass Amount
Bill-To Address (35- ADMIM OFF Payment Terms IMMEDIATE
Ship-To Address 035 ADMIN OFF Carriar
FOB Freight Terms
Currency
RFQ Currency USD Price Precision Any
_ Re nts
show All Detatls | Hide All Detail
Detalls Section

(=} 3hovs Section 01

Step 15

Print Solicitation Document

The Solicitation details window now

appears.

Click the Actions list.
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R c < @ 1oz Step 16

CITYor CHICAGO  sourcing

Click the Printable View list item.
H > Active N >
RFQ: 98,1
Actions  Create Quote E
Title 139308: Mechnical and Auto |Create Quobe
G e fur All Deg = ol Open Date 03
City of Chicago Closs= Date  2€0nline Discussions
Status  Active (Locked) |
Time Left 26 days 23 hours |view Quate History E
Header | lines  Controks | Contract Termes Icr e
Buyer WOODDFORK MOURE, KIMLEMAY Event m
Quote Style  Seabed Amendment Description T =
Outcome. € jas Blank g |Export to Spreadsheet
s [+ s foar A D ants of City of Chicwgo.
Terms
Effective Start Date Total Agreement Amount
Effective End Date Minimum Releass Amount
Bill-To Address (35- ADMIM OFF Fayment Terms IMMEDIATE
Ship-To Address 035 ADMIN OFF Carrier
FOB Freight Terms
Currency
RFQ Currency USD Price Precision Any
_ Re nts
Show All Detads | Hide Al Detail
Detalls

(=) 2how Section 01
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Step 17

AHTMLOA2pC D= @ ¢ X | & pFg: 581

Supp Req- TOPAZ ~f SAP BO Reports & COC VPN - SignIn € cProcurement Implement... £ COC-TORAZ 5 CoC-Sapphire & CoC-Emerald

Sourcing

Click the Go button.

Actions
Title 139308: Mechnical and Auto
- 7

for AR (i = of Open Date  02-Feb-2010 20:3. X
city of Chicago Closas Dt 29-Fush-2016 20:23:56
Status  Active (Locked)
Time Left 26 days 23 hours 5

| Header | Lines  Controk. | Contract Terme

Buyer WOODDFORK MOORE, KIMLEMAY Event
Quote Style  Seabed This s the ip
Outcome  © s Blanket Ag
i € e for All Deps ants of City of Chicgo.
Terms
Effective Start Date Total Agreement Amount
Effective End Date Minimum Releass Amount
Bill-To Address (35- ADMIN OFF Payment Terms IMMEDIATE
Ship-To Address (35 ADMIN OFF Carriar
FOB Freight Terms
Currency
RFQ Currency USD Price Precision  Amy
- Requirements
Il petaits | Hide Al il
Detalls Section

[httpw//eprocurement-dev.cityofchicago.arg/ OA_HTML/ GA isplpage= foracle/ .
| | bt e iy go.arg/ é| 15pIpag
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Step 18

(OA_HTMUOA spiC D = 8 ¢ X | & rro-981

CITYor CHICAGO  sourcing

. » Click the Open button to open the PDF
R file. This will show you the entire

Actions  Frintable View - @

el oo cnioseiy sl OE i, B solicitation document in PDF format.

City of Chicago Closas Date 29-Feb-2016 20:33:56
Status  Active (Locked)
Time Left 26 days 23 hours 2

Header | Lincs  Controbs | Contract Terms

Buyer WOODFORK MOORE, KIMLEMAY Event
Quote Style  Seabed This is the ip
Outcome  © ies Blanket Ag
st [+ s foar A Desps -t of City of Chicagn.
Terms
Effective Start Date Total Agreement Amount
Effective End Date Minimum Releass Amount
Bill-To Address (35- ADMIM OFF Payment Terms IMMEDIATE
Ship-To Address 035 ADMIN OFF Carriar
FoB Freight Terms
Currency
RFQ Currency USD Price Precision Any
ke

Show all Detatls | Hide All Detail i
» s
|+1 Show Sectio] Do you want Lo open or save 98_1_US.pdi from dev.ityolchic i Save | v | Cancel x
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| File Edit View Window Help

[Beae- | B E G| @R DE T K
L d ’T‘f;s_{"_‘;| =) () | 101% | = |H £ Tools | Comment Share

City Qf Chicago BID98,1

BID9E1
Commodities for All Departments of City of Chicago.
Specification Number: 139308
Target Market
Required for use by: DEPT OF PROCUREMENT SERVICES

Rid/Proposal Submittal Date and Time: 0833 PM Central Time, 29 FEB 2016

Deadline for QGuestions: 0900 PM Central Tune, 31-DEC-2015
Buyer: WOODFORK MOORE. KIMLEMAY
Email Address: resthimiicmryofchicago.org
r: 312-T44-8703
on Conference Date and Time: 0835 PM Central Tune, 25-JAN- 2016

u Conference Location: 100 LaSalle 5t Chicago IL 60457
Site Visit Date & Time: 03:35 PM Central Tume, 25-JAN-2016
Sile Visil Location: 101 LaSalle 51 Chicago IL 60487

[+ 2how Section 01

Print Solicitation Document

Step 19

This will open the printable PDF
document for this specific solicitation.
This document will include all of the
details for the entire solicitation.

You can save this document to your
computer to access at a later point of
time.

Once you have finished using the
document, click the Close button.
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it oeg/OA_HTMLGA zpC D = & ¢ X | & arg:s81 Step 20

Sourcing

Click the Home link.

Actions  Printable View -
Title  139308: Mechnical and Auto
e = For Al Dep = ol Upen Date 02-Feb-2010 20:33:53
City of Chicage Clos: Date 29-Feb-2016 20:23:56
Status  Active (Locked)
Time Left 26 days 23 hours =2

| Header | lines  Controks | Contract Terme

Buyer WODDFORK MOURE, KIMLEMAY Event
Quote Style  Seabed This s the ip
Outcome  © ies Blanket Ag
i o s foar A D -t of City of Chicagn.

Terms
Effective Start Date Total Agreement Amount
Effeective End Date Minimum Releasse Amount
Bill-To Address (35- ADMIN OFF Payment Terms IMMEDIATE
Ship-To Address (35 ADMIN OFF Carriar
FOB Freight Terms
Currency
RFQ Currency USD Price Precision  Amy
- Requirements
Show All Detads | Hide All Detail
Details Section

| [Wttps//eprocurement-dev.cityofchicage.ara/ DA_HTML G4 jsp?_re=FNDRO
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Step 21

e G B sartnmmmermans s You have just finished printing a

Cxate Apptcasons e Poge SR solicitation document from the City of
ot Chicago's iSupplier Portal.

|t ]

ol - To submit a response to a solicitation or
e - view other organizational details, please
et L use the provided training materials for
e the action you wish to complete.
it - End of Procedure.

auto-
= TIP Worklist Access - Specify which users can view and act upon your notifications.
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