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In this Course you will learn how to 

submit a response to a construction 

solicitation document through the 

iSupplier Portal for the first time. In this 

scenario there is no addenda created for 

this solicitation. 
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Step 1 

From the login page, click in the User 

Name field. 
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Step 2 

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. 
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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 "******". 

 

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 

The Oracle Applications Home Page will 

now appear. 

 

To access the City of Chicago 

solicitation details, click the City of 

Chicago Online Bidding link. 
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Step 7 

Click the Sourcing link. 
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Step 8 

Click the Sourcing Home Page link. 
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Step 9 

The Solicitation Home Page now 

appears. 

 

Click in the Search Open 

Solicitations field. 
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Step 10 

Enter the desired information into 

the Search Open Solicitations field. 

Enter "151441". 
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Step 11 

Click the Go button. 
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Step 12 

Click the Select Radio Button option for 

the solicitation that you would like to 

respond to. 



Submit a Response - Construction (First Time - No Addenda) 

Step 13 

Click the Respond button. 
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Step 14 

The Terms and Conditions window now 

appears. 

 

Click the scrollbar if necessary to scroll 

to the bottom of the window. 
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Step 15 

Click the I have read and accepted the 

terms and conditions option. 
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Step 16 

Click the Accept button. 
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Step 17 

The Create Quote window now appears. 

 

Click the View RFQ button to go and 

download any attachments that are part 

of this solicitation document. 
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Step 18 

Click the OK button. 
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Step 19 

Click the Actions list. 
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Step 20 

Click the Printable View list item. 
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Step 21 

Click the Go button. 
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Step 22 

Click the Open button to open the PDF 

document. This will show you the entire 

solicitation document in a PDF format. 
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Step 23 

You can review this document. You can 

even save this document to your 

computer and review it at a later time. 

 

Click the scrollbar and review the 

document. 
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Step 24 

Click the Close button once you are 

finished reviewing the document. 
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Step 25 

Go back into iSupplier and scroll to the 

bottom of the solicitation page to find the 

"Notes and Attachments: section. 

 

Click the Title link for any of the 

attachments. 
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Step 26 

Click the Open button to open the 

attachment from the City. 
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Step 27 

You can review these attachments and 

save them to your computer. Some of 

these attachments will be required for 

you to download, fill out and re-upload 

as a part of your response. 

 

Click the Close button once you are 

finished reviewing the document. 
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Step 28 

Repeat those steps for all attachments. 

 

Once you have downloaded all of the 

attachments, click the Go button for 

"Create Quote". 
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Step 29 

Click the Add Attachment... button. 
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Step 30 

Here you can add all of your filled out 

attachments that you would like the City 

to review. 

 

Click in the Title field. 
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Step 31 

Give your attachment a title. 

 

Enter the desired information into 

the Title field. In this example, 

enter "Filled Out Attachment". 
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Step 32 

Click the Browse button and search 

your computer for your attachment and 

apply it here. 
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Step 33 

Click the Apply button. 
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Step 34 

You will repeat those steps for all of the 

attachments you have to add for this 

solicitation document. 

 

Click the scrollbar and scroll down to the 

Requirements section of the window. 
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Step 35 

The requirements are questions the City 

will ask you based on the solicitation. 

 

You must provide answers to the 

requirements. 

 

Click the First Requirement list. 
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Step 36 

Choose your answer from the drop 

down. 

 

Click the Yes list item. 
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Step 37 

Repeat that step for all the requirement. 

First read the requirement and then 

provide your answer. 

 

Click the scrollbar. 
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Step 38 

Some requirements will allow you to 

type in your answer. 

 

Click in the Key Technical Personnel 

and Key Support Personnel 

Responsibility field. 
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Step 39 

Type your answer into the box provided. 

 

Enter the desired information into 

the Key Technical Personnel and Key 

Support Personnel 

Responsibility field. In this example, 

enter "Type Answer to Question Here". 
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Step 40 

Some questions will ask for a numeric 

value only. 

Click in the (Numeric Value only) field. 
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Step 41 

Give your answer by typing a number. 

 

Enter the desired information into 

the (Numeric Value only) field. In this 

example, enter "1". 
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Step 42 

Some questions will ask for you to give 

a date as the answer. 

 

Click the Last Year Worked 

together button. 
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Step 43 

Click the Calendar Icon button. 
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Step 44 

The Pick a Date window will appear. 

 

Click the Choose year list. 
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Step 45 

Click the 2014 list item. 
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Step 46 

Click the Choose month list. 
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Step 47 

Click the June list item. 



Submit a Response - Construction (First Time - No Addenda) 

Step 48 

Click the date link for the day that is in 

the month and year listed to select it. 
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Step 49 

Once all of the requirement questions 

have been answered, click the scrollbar 

and scroll back to the top of the page. 
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Step 50 

Click the Lines link. 
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Step 51 

For construction solicitations, you will 

need to enter the pay items for the line. 

 

Click the Update button (Pencil Icon) for 

the line. 
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Step 52 

Scroll down to the Pay Items if 

necessary. 

 

Click in the Quote Price field for the first 

pay item. 
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Step 53 

Enter your quote price for the pay item. 

 

Enter the desired information into 

the Quote Price field. In this example, 

enter "100". 
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Step 54 

Repeat those steps for all of the pay 

items listed in the solicitation document. 

 

Once all of the pay item prices have 

been entered, click in the Quote 

Price field. 
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Step 55 

Enter the total amount of all the pay 

items in this field. 

 

Enter the desired information into 

the Quote Price field. In this example, 

enter "15620". 
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Step 56 

Click the Apply button. 
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Step 57 

Once all of the fields have been filled 

out, click the Continue button. 
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Step 58 

You may receive errors when you click 

continue. Most common errors will 

include missed requirement questions 

where you will need to go back to the 

header and answer the missed 

questions. 

 

The second most common error for 

construction will be your pay items are 

not matching the total quote value you 

entered. The system will automatically 

calculate the total of the pay items and 

display the amount in the error. In order 

to submit your response you will either 

need to update the pay items to match 

your quote total or copy and paste the 

right quote total from the error and 

populate the quote total field with that 

value. 

 

Press [Ctrl+C] to copy the quote total. 
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Step 59 

Go to the Quote Price field and paste 

the copied total or enter the total from 

above. 

 

Press [Ctrl+V] to paste the copied quote 

total. 



Submit a Response - Construction (First Time - No Addenda) 

Step 60 

Click the Continue button. 
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Step 61 

You will now be able to review your 

response before submitting. 

 

Click the scrollbar and review your 

response. 
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Step 62 

Once you are finished reviewing you can 

either go back and make changes or 

click the Submit button. 
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Step 63 

You will receive confirmation that your 

response has been submitted to the 

City. 

 

Click the Return to Sourcing Home 

Page link. 
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Step 64 

You have just finished submitting a 

response for a solicitation document on 

the City of Chicago's iSupplier Portal for 

a construction solicitation. 

 

To submit a response to a solicitation or 

view other organizational details, please 

use the provided training  materials for 

the action you wish to complete. 

 

End of Procedure. 


