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How to Use the Oracle Supplier Portal for Negotiations

EFFECTIVE 01/01/2019 REVIEW Finance Department

REVISED APPROVAL N/A

1. Purpose

To provide direction on using the Oracle Supplier Portal to access and respond to RFPs in St. 

Croix County’s Enterprise Resource Planning System (ERP).

2.   Oversight

This procedure is established and maintained by the Finance Department.

3.   Standard Operating Procedure

Once set up as a Supplier in Oracle a Supplier Contact User Account will be created and a 

welcome email sent to the provided business contact.  Click on the link provided to establish a 

username and password.
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Click Sign In Button.

The Username is the email address from welcome email.  Click Forgot Password Link.
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Check your e-mail for password reset information.

Click on link provided to reset your password.

Enter and confirm password.  Click Submit Button.



How to Use the Oracle Supplier Portal for Negotiations Page 4 of 10 1/1/2019

Enter Username (email) and Password.  Click Sign In Button.

Notification of password change will be sent.
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When invited to participate in a Negotiation (RFP) you can review the specifics by opening the

attachment.  If you would like to bid on the Negotiation, click Accept Invitation Link.

Add a comment if desired.  Click Send Button.
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Using the Related Links allows you to view and submit a bid for the Negotiation.

When clicking one of the links you will be taken to the Oracle log-in screen.

Enter your Username and Password.  Click Sign In Button.
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To view the specifics of the Negotiation you can click on the Table of Contents Links.

When ready to respond, click Create Response Button in top, right corner of screen.

Complete General Overview Page.

Response Valid Until:  Enter date

Reference Number (optional):  Enter number

Note to Buyer (optional):

Attachments (optional): Click + Icon to add

Click Next Button.
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Complete Requirements Page.  Click the grey arrow next to the section on right side of screen 

to advance to the next set of requirements.  To attach documents, click the + Icon.  Then go to 

Actions and Add.

Click Next Button when finished with requirements.

Enter Response Price on Create Response Page. Promised Delivery Date is optional. Click Next 

Button.
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To review before submitting click on each of the Overview, Requirements, and Lines Tabs.  

When satisfied with response, click Save Button.

Click Actions > Validate to make sure everything is completed as needed.

Click Ok Button.

Note:  If there are any errors or missing information, you will get an Error Box listing the 

issues to be fixed or completed.
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Once validated, click the Submit Button.

Click Ok Button.

Once the Negotiation is awarded, notification will be sent to responders.  A contract and/or 

Purchase Order will then be initiated.

If you do not receive the award, the Total Award Amount will show $0.00.




