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Oracle Sourcing 
HOW TO REVIEW AND RESPOND TO AN RFI/RFP 

 
 

The following pages are instructions on how to access and respond to an electronic Request for 
Information (RFI) or Request for Proposal (RFP). 
 
When your company is invited to participate in one of these events, you and/or someone in your 
company will have received an email notification that your organization has been invited to participate. 
 
To acknowledge and then respond, you must login to your Supplier Portal and follow the instructions 
provided in the slides. 
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Login to account.
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Callout
Invitation notifications will appear here in your worklist.  You may open the message by clicking on the link, or you may go directly to your Sourcing Home Page.
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Text Box
This is what you will see when you launch on the message link.  
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Callout
You may either accept the RFI/RFP by clicking on YES or reject by clicking on NO.  You may also include a message in  your response.  You may also view the details by clicking on the NEGOTIATIONS DETAIL link.
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Text Box
This is the screen you see when you launch from your Sourcing Home Page.
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Callout
There are two sections; "Open Invitations", and "Active and Draft Responses".  You may view the details by clicking on the Negotiation Number.
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Callout
These three tabs are the different parts of the RFI/RFP.  You may click each one individually to see the details.  You are currently viewing the Header.

sarleyk
Text Box
This is the Detail Screen
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Callout
From the dropdown menu, you may select any of the actions listed and then click on "Go" to make it happen.
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Text Box
This is the view of the LINES tab.
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Text Box
RFIs and RFPs do not have lines for quoting.  No action needs to be taken here.
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Text Box
This is the CONTROLS tab.  It shows you the rules for this negotiation.
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Callout
To Acknowledge, select "Acknowledge Participation" and then click on "GO"
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Text Box
This is the acknowledgement Page.  Complete accordingly, and then click on "Apply".
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Callout
To create a response, select "Create Quote" and then click on "Go".
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Callout
Before you can submit a response, you must first READ and ACCEPT the Terms and conditions by checking the box and then clicking on ACCEPT.  To view and read the Terms and Conditions, click on the Terms and Conditions link.
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Callout
To view the requirements/questions on the RFI/RFP you must "expand all".
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Text Box
The expanded requirements view shows the requirements table.  Some of the items in the requirements table are informational and do not require a response.  These are examples of informational items.



sarleyk
Text Box
Some responses are to be made from a drop-down menu as shown in the examples here.
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Callout
These numbers represent the relative weight of each answer. These will be used to score responses.  They may or may not be shown depending on the preference of the RFI/RFP owner.
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Total Score
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Text Box
Some responses are to be entered directly into the response box.  They maybe text or Numeric
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Callout
If you can't finish right away, you may save what you've done by saving a draft.  If you are ready to submit, select "continue".
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Callout
You are given a chance to pull back your response before you submit.
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A confirmation is given when your response has been successfully submitted.




