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Procedure

Step Action

1. When submitting a quote, Metro will only take Electronic Responses going
forward.

We will NOT accept any paper quotes.

ORACLE

(example: 4u39v23)
Login || Cancel

Login Assistance

Accessibility) None v

Select a Language:
English

About this Page  Privacy Statement Copyright (c) 2006, Oradle. All rights reserved

& Local intranet w0 -

Step Action

2. Click in the User Name field.
3. Enter your company User Name
Example:

Enter "jgregory@ikon.com”

4, Click in the Password field.
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Step Action

5. Enter your companies Password

Example: Enter "Metrogov1"

Click Lo
Login

in

il 3 .
ORACLE" EBusiness suite
B Favorites v Diagnostics Logout Preferences Help
Enterprise Search ‘AH V|| ‘ Go Search Results Display Preference | Standard -
Logged In As JGREGORY@IKON.COM
Oracle Appli Home Page
Main Menu Worklist
Personalize =
Full List
[ Metro isuppler Portal Access Previ Next 25

From |Type |5ubject ‘Sentv |Due
DAY, Sourcing Publish  |You are invited: RFQ 24015 (Test SLM 3) 17-Apr-2012 25-Apr-2012
MELISSA
Wilson, PO Approval Metro Govt Of Nashville and Davidson County -  |11-Apr-2012|
Angela Standard Purchase Order 300458, 0
SPORE, Sourcing Auction | Award Decision: RFQ 16002 (CX4-480 Upgrade (11-Apr-2012|
MIKE Awarded I )
Wilson, PO Approval Metro Govt Of Nashville and Davidson County - | 11-Apr-2012|
Angela Standard Purchase Order 300458, 0 b
SPORE, Sourcing Closed Early: RFQ 16002 (Cx4-480 Upgrade and |11-Apr-2012|
MIKE Negotiation
DAY, PO Approval 0 Govt Of Nashville and Davidson County -  [11-Apr-2012|
MELISSA Standard Purchase Order 300456, 1
DAY, PO Approval Metro Govt Of b nd Davidson County -  |10-Apr-2012|
MELISSA Standard Purchas r 300444, 0
DAY, FO Approval Metro Govt Of Na nd Davidson County - |10-Apr-2012|
MELISSA Standard Purchase Order 300453. 0
DAY, PO Approval Metro Govt Of Nashv nd Davidson County -  |10-Apr-2012|
MELISSA Standard Purchase Order 300454, 0
DAY, PO Approval Metro Govt Of Nashv nd Davidson County -  |10-Apr-2012
MELISSA Standard Purchase Order 300452, 0
DAY, PO Approval Metro Govt Of Na nd Davidson County -  |10-Apr-2012|
MELISSA Standard Purchase Order 300446, 0
DAY, PO Approval Metro Govt Of Na nd Davidson County -  |10-Apr-2012|
MELISSA Standard Purchase Order 300445, 0
DAY, PO Approval Metro Govt Of Nashv nd Davidson County -  |10-Apr-2012|
MELISSA Standard Purchase Order 300455, 0 )

< | B

hitps: {fhobsvhsdbt2 . nashville.org:+443/04_HTMLOA. jspPOAFUNc=FND_WFNTF_DETATLSBNFId=46 1 448addreadCrumb="1are & Local intranet #00% v

Step Action

You will see the following message:

You are invited: RFQ 24015 (Test SLM 3)

1 S
LUl d

|= WILELl . My

To begin adding your information, you will need to select the subject line.

e C ANTES i Took ©
nv REQ 24015 (Test 5L

BA 3%
¥l 3
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ORACLGH E-Business Suite

M Navigator v B Favorites v Diagnostics Home Logout Preferences Help

Oracle Applications Home Page >
You are invited: RFQ 24015 (Test SLM 3)

Yes Ho
From DAY, MELISSA Company Default enterprise name
To DAVID LEFEVE Title Test SLM 3
Sent 17-Apr-2012 15:30:27 Humber 24013
Due 25-Apr-2012 00:00:00
1D 46144

MNegotiation Preview April 17, 2012 03:30 pm Central Time
Megotiation Open April 17, 2012 03:30 pm Central Time
Megotiation Close April 25, 2012 12:00 am Central Time
Supplier IKON v4
Supplier Site

To acknowledge your intent to participate-fress the Yes button on this page. To decline the invitation. press the No button. You may enter a note to the buyer in the
space below before acknowledging eclining.

Please go to Megotiation Details page if you want to view the document before acknowledging intent to participate and/or to enter a response.
Action History

Num  Action Date Action From To Details
1 17-APR-2012 15:30:27 |Submit DAY, MELISSA DAVID LEFEVE
Response

Mote to Buyer

Return to Worklist Yes Ho

Diagnostics Home Logout Prefe

About this Page  Privacy Stater Copyright (c) 2008, Oracle. All rights resenved.

Done & Local intranet E 100% -

Step

Action

To view the Negotiation, please click the link

Once you have viewed all necessary documentation and have decided to make a
bid you will need to click Yes.
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Diagnostics Logout Preferences Help

Enterprise Search |A\I

| El Search Results Display Preference | Standard

Oracle Applications Home Page

Logged In As JGREGORY@IKON.COM

Main Menu

Worklist
[#8l1ietro iSupplier Portal Accesd <) Previous Next 25 @&

From |Type ‘Subject Sent = Due
Wilson, PO Approval Metro Govt Of Nashville and Davidson County - (11-Apr-2012)
Angela Standard Purchase Order 300460, 0
SPORE, Sourcing Auction Avrarded sion: RFQ 16002 (CX4-480 Upgrade (11-Apr-2012
MIKE
Wilson, PO Approval 0 Govt Of Nashville and Davidson County - |11-Apr-2012|
Angela Standard Purchase Ort 0458, 0
SPORE, Seurcing Megotiation y: RFQ 16002 (CX4-480 Upgrade 11-Apr-2012
MIKE ) |
DAY, PO Approval etro Govt Of Nashville and Davidson County - (11-Apr-2012|
MELISSA Standard Purchase Order 300456, 1
DAY, PO Approval Metro Govt Of Nashville and Davidson County - [10-Apr-2012,
MELISSA Standard Purchase Order 300444, 0
DAY, PO Approval Metro Govt Of Nashville and Davidson County - |10-Apr-2012|
MELISSA Standard Purchase Order 300453, 0
DAY, PO Approval Metro Govt Of Nashville and Davidson County - [10-Apr-2012|
MELISSA Standard Purchase Order 300454, 0
DAY, PO Approval 0 Govt Of Nashville and Davidson County - |10-Apr-2012|
MELISSA Standard Purchase Order 300452, 0
DAY, PO Approval Metro Govt Of Nashville and Davidson County - [10-Apr-2012|
MELISSA Standard Purchase Order 300446, 0
DAY, PO Approval Metro Govt Of Nashv y - 10-Apr-2012|
MELISSA Standard Purchase Or
DAY, PO Approval Metro Govt Of Nashville and Davidson County - (10-Apr-2012)
MELISSA Standard Purchase Order 300455, 0
SPORE, PO Approval Metro Govt Of Nashville and Davidson County - (10-Apr-2012)
MIKE Standard Purchase Order 300441, 1 3

< | @

https: fhobsvbsdbt2 . nashville org:4443{06_HTMLOA jsp?page=oraclejapps/fnd framewarkinavi i ! h & Local intranet *100% -

Action

Click to access the Sourcing Home Page

10.

Click the Sourcing Home Page link.
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ORACLGH Metro iSupplier Portal Access

i Navigator v B Favorites v Diagnostics Home Logout Preferences Help

Search Open Negotiations ‘Title V|| ‘M
Welcome, David LeFeve.
Your Active and Draft Responses
Press Full List to view all your company's responses. Full List

Response Number Response Status Supplier Site Negotiation Number Title Type Time Left Monitor Unread Messages
No results found.

Your Company's Open Invitations

Full List
Supplier Site Negotiation Number Title Type Time Left
24015 Test SLM 3 RFQ 7 days 8 hours

Quick Links [zanis]
Manage View Responses
» Drafts » Active
e Deliverables « Disqualified
« Personal Information + Awarded

* Rejected

Diagnostics Home Logout Preferences Help

About this Page  Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.

https:/fhobsvbsdbt2. nashville org: 4443/08_HTMLIOA, jsp?OAFURc=PON_NEG_SUMMARYE:_ti=3968new=trustaddBreadCrumb= & Local intranet 00 v
Step Action
11. Find your negotiation and select it
24015
12. Click Create Quote
Create Quote \
13. Click Go
Go
14. Please read the Terms and Conditions before going forward.
15. Once you have read and accepted the Terms and Conditions, Click Accept
Accept
16. You can view all Requirements at this time by expanding all.
17. Click the scrollbar to continue reviewing all the requirements.
18. You will need to supply Metro with all the Subcontractors names if any that you
will be using during the project. Also, please provide their UNSPSC Code,
Amount they will be paid, and their Ownership Classification as this time.
Click Add Another Row to add all subcontractors associated with the project.
Add Another Row
19. Click the Search for Subcontractor Name button to search for their company
name
Q
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Step Action

20. Click in the Search By field.
21. Enter the vendors name in the Search By field.
Example:

Enter "barge"

22. Click Go
Go
23. Once you have found the vendor, Click the Quick Select button.
*
24. Click in the UNSPSC Code field.
25. Enter the desired information into the UNSPSC Code field. Enter "7210000".
26. Click in the Amount field.
217. Enter the amount you will be paying the Subcontractor in Amount field

Example: Enter "2500"

28. If the subcontractor is a small business, minorty owned or other classification,
Click Ownership Classification and define.
W
29. Select their Classification

Example: Small Business

30. Please enter the RFQ Number from the top of Screen

Example: Enter"24015"

31. Click Lines

Lines
32. Click Quote Price
33. Enter the Quote Price

Example: Enter "5000"

34, Click Continue
Continue

Last changed on: 5/21/2012 7:10:00 AM Page 7



System Process Document
Creating a Quote ITB

ORACLE
USER PRODUCTIVITY KIT

Step Action

35. Click Submit
Submit

36.

End of Procedure.
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