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|I. Disclaimer about the Images in this Document

All photos in this document depict mock request-for-quote (RFQ) numbers, quote numbers, and response
numbers. The images were generated in a test environment (not in the live instance of iSupplier) and are
only intended to be instructional. They do not depict any current iSupplier transactional data or
information.

2. Before Accessing Your iSupplier Account for the First
Time
If You Already Have a Registered iSupplier Account

If you have any questions before you access your account for the first time, contact Sandia National
Laboratories’ (Sandia’s) Supply Chain Help Desk at supreg@sandia.gov. Provide your first and last name, job
title, company name, federal tax identification number, email address, phone number, and fax number.

If You Do Not Have a Registered iSupplier Account

Email supreg@sandia.gov and request an iSupplier user account. Provide your first and last name, job title,
company name, federal tax identification number, email address, phone number, and fax number. A Sandia
administrator will review your information and either approve or deny your request.

3. Accessing Your iSupplier Account for the First Time

If the Sandia administrator approves your account request, you will receive an email (figure 1) with the
following: a link to the iSupplier portal, your username, and a one-time password.

You have been registered at Sandia National Laboratories for access to their supplier collaboration network.
You can log on with the username SARAH@ACME.COM and the password Ab1+29645.

When you first log on, you will be required to change your password for security purposes. Contact
administrator for additional information.

Thank you.

Figure 1: example of registered-user email

In the email, click the log on hyperlink.

NOTE: You will be directed to a new page (figure 2) that will require you to enter your username and one-
time password. You will then be redirected to a page that will require you to change your one-time password.
You cannot access your account until you initially log in and change your one-time password.
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3.1 Changing Your One-Time Password

e Enter your one-time password in the Current Password field (figure 2).

e Enter a new password in the New Password field.

e Confirm your new password by reentering it into the Reenter New Password field.
e C(lick the Submit button.

NOTE: After you log into your account, you will be redirected to the main Oracle screen.

Change Password
Passwords must be at least & characters in length and contain at least one each of the following 4 types of characters:

+ lower case letters (i.e. a-z)
« upper case letters (i.e. A-Z)
+ numbers (i.e. 0-9)

« special characters (e.g. |1@#3$%"&*()_+|~-=\"{}[].", <=7 /)

*
Current Password
*
New Password

* Re-enter New Password

Submit  Cancel

Indicates required field

Password must be at least 8 characters long

Figure 2: Change Password screen

e From the Oracle screen, click the iSupplier Home icon to launch the iSupplier homepage.

Sandia

P‘“""m, E-Business Suite © *x # P Logged InAs

e — +

= *
Welcome to Oracle iSupplier Home: Sandia Sandia’s Account P... Add to Favorites
E-Business Suite 12.2 Subcontract ...

**"Some customers are receiving an
update java message. If you receive this
message, please check the “Do not ask
again” checkbox and select the “Later™
option. This is the safest choice
Java.sandia.gov will always have the EBS-
supported version of Java. Please do not
choosge the other options because they

may cause the EBS application to stop
working™®

You can use the files on this page to
access your favorite pages with one click.
I you need to access other forms thal are
not set as favorites, click the Navigator

(compass) icon at the top of the page and

Figure 3: Oracle screen
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4. Viewing Open Requests for Quotes

1. To view open requests for quotes (RFQ)s), navigate to the iSupplier homepage, and click the Negotiations
tab.

Search PO Number | Go

7 Notifications

Subject

You ant nvited: RFQ 1341062 (Test)

You ang invited: RFQ 1241061 (Test)

Zandia National Laboradories Supplier Collaboration Network: Conf.

LL- Responses To Negotiations

Response Status
N ressults found

MNegotiation Title

| Exceptions

f )
Mo search conducted

|—L Orders At A Glance

PO Number
No results found

Description

Home Orders Shipments Exceptions Producf Assessments Plannimg  Finance  Admin  Sandia Pages

Full List
13-Dec-2018 135716
13-Dec-2018 135319
06-Dec-2018 1453.30
Full List
Time Left
Exception Group Count
Full List
Order Date

Planning
Negotiation

« Sandia Business Opporiuniies

« Imvitabions

+ Responses

Orders

- Agreements

« Purchage Orders

- Purchase Hislony

- Sandia Cotified Payrol
- Sandia GFF
Shipmants

« Delivery Schedules

- Overdus Racspts

« Advance Shipment Notic

Receipts
- Receipls
- Roturns
- On-Time Performance

Invoices

Figure 4: click the Negotiations tab

2. The “Your Company’s Open Invitations” subsection contains all open RFQs that you have been invited to

respond to.

NOTE: The “Your Active and Draft Responses” subsection contains all quotes that you have submitted

previously for other RFQs.

Home Orders Shipments Negotiations Exceptions Product Assessments

Search Open Negotiations Title || Go
Welcome,
Your Active and Draft Responses

Press Full List to view all your company’s responses

Planning Finance Admin Sandia Pages

Full List
Response Number Response Status Supplier Site Negotiation Number Title Type  Time Left M
No results found.
Your Company's Open Invitations
Full List
Supplier Site Negotiation Number Title Time Left
1341062 Test 358 days 7 hours
1341061 Test 358 days 7 hours
Quick Links
Manage View Responses
Figure 5: manage RFQs on the Negotiations page
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3. To view an RFQ in the “Your Company’s Open Invitations” subsection, click the hyperlinked negotiation
number.

Home Orders Shipments Negotiations Exceptions Product Assessments Planning Finance Admin Sandia Pages

Search Open Negotiations Title v Go

Welcome,

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
1341062 Test RFQ 358 days 7 hours
1341061 Test RFQ 358 days 7 hours
Quick Links
Manage View Responses
= Drafts + Active
+ Deliverables « Disqualified and Withdrawn
+ Personal Information  + Awarded
* Rejected

Figure 6: click the hyperlinked negotiation number

4. On the RFQ page, the following four tabs contain the RFQ’s details: Header, Lines, Controls, Contract
Terms.

e To view the entire RFQ), click each of the four tabs.

e Check the “Notes and Attachments” subsection in the Header tab to review any attachments and/or
additional information.

Homs Oeden  Shpeweds  Megolisfions  Eacephond  Predic  Assesumenss Pty Freos  Adee  Basda P
Vagulatony +
RFQ: 1341082
Actonn  Adeowiedgs Pacpation v| | Go
Ve st
Slatus  Ackve Open Dute  11Dec 2018 100256
Tiwss L 358 s T e o Duase OF-EH60-3618 80,00.08
Hor gy Limas Loy o Conlirie Tiniowrd Tp—
eyt Oufcoms  Slandard Polthass Order
Crpoe Syl P [v#re

Dedtrigteon Tl bt Feoliaban Suriaags

Terens.

B To Addeens  SANDU LABYS - 4F Payment Teoms.  WET 30

Ship. T Addewas  SANDUA LARS - ARG Camrien

ol Frreghe Termy
Currency
RFG Comeny  USD Price Poncisien Ay

Raquirgmsenis
Dartails. Spamaon

Mg riiu] Roune
Hotes and Atachments

W 1o SuppisT
Titke Trpe Dewerigtion Categosry Last Updated By Lant Updated Unage Update Tickcte

iz il Bl

Figure 7: details of the RFQ are contained within these four tabs
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5. Downloading an RFQ’s Attachment

Under the RFQ’s Header tab in the “Notes and Attachments” subsection, click a file name to open an
attached file.

Notes and Attachments

Hote to Suppliers

MarkView Tithe Type Description Category Last Updated By Last Updated Usage

' / File Attachment A To Supplier 05-Feb-2010  One-Time

Update Delete)

Figure 8: Notes and Attachments subsection of the RFQ's Header tab

6. Responding to an RFQ

NOTE: When viewing an RFQ, you can perform several actions by selecting the different options in the

Actions dropdown menu (figure 9).

6.1 Acknowledging Participation

1.
menu, and then click the Go button.

To notity Sandia that you intend to bid, select “Acknowledge Participation”

in the Actions dropdown

OF-Dwe- 200 000000

Dwirome  Siandend Pthase Order

Mame  Ordwn  Shomant. MegORMIONS [ roeptarn.  Product | Avsenum Farmng  Fnasce  Admn  Sands Page
Magob st
RFQ: 1341062
Teie Tesi
Tiaden  Acten Dpes Date L340
Wi L 358 Say T betasrs Closs Dais
Meader  Lines  Conls it Toores
Faryer
Gsole Stybe  Biewd Eveal
Descrpmon  Test o rbQobatan Muiia0e
Terms

[u:-ﬂ [ et _-..v_'l e

|

e i 10O 84

Figure 9: Actions dropdown menu on the Negotiations tab

2. If your company wishes to participate, select the Yes radio button on the Acknowledge Participation page.
You may also include a comment to the subcontracting professional (i.e., buyer) in the optional Note to

Buyer field. Click the Apply button.

Home Orders Shipments Negotiations Exceptions FProduct Assessments Planning Finance Admin - Sandia Pages

Negoliations = RFQ: 1341062 >
Acknowledge Participation (RFQ 1341062)

1.5 DUPARTMENT OF

Cancel  Apply
Wil your company participate? Yes
No
Note to Buyer You have the oplion 10 explain any details
pertaining 1o your participation here
Figure 10: Acknowledge Participation page
Sandia National Laboratories is a multimission laboratory managed and operated by National Technology and Engineering Solutions of -
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6.2 Creating a Bid/Quote

1. Select “Create Quote” in the Actions dropdown menu, and then click the Go button.

—
Home Orders Shipments MNegotiations Exceplions Froducl Assessments Planning Finance Admin  Sandia Pages

Negotiabons >

RFQ: 1341062

——— Actions [EIETIETY v| Ge
Title Test
Stalus  Actve

Open Date  12-Dec-2018 10:02 56
Time Left 357 days 16 hours

Close Date 07-Dec-2019 00-00:00

Header Lines Conlrols Conlract Terms

Buyer
Quote Style  Biind
Description  Test for negoliation message

Figure 11: selecting options in the Actions dropdown menu

Outcome Standard Purchase Order
Event

2. On the Header tab of your quote (figure 12), populate the following fields:

¢ Quote Valid Until — Your quote will remain valid until this date. You can select a date by clicking the
calendar icon to the right of the box.

¢ Reference Number — Add your own internal tracking number.

e (Optional) Note to Buyer — Add any additional information that you want the subcontracting
professional to know.

3. You may add attachments that you want the subcontracting professional to view. Click the Add

Attachments button under the “Attachments” subsection. Follow the ensuing instructions to add a file or
a URL.

Home Orders Shipments Negotiations Exceptions Producl Assessments Planning Finance Admin  Sandia Pages

Negoliations = RFQ: 1341062 =

Create Quote: 2170018 (RFQ 1341062) Cance] ViewRFQ  Quote By Spreadshest  Save Draft  Continue

Title Tes Time Left 357 days 16 hours

Close Date 07-Dec-2019 00:00:00

Header | Lines
Supplier Quote Valid Until  (14-Dec-2018 19.45.00)
RFQ Currency  USD T Reference Number
Quote Currency  USD Note to Buyer
Price Precision  Any
Attachments
Tite Type Description Category Last Updated By Last Updated Usage Update Delete

No results found.

Contract Terms

Preview Contract Terms
Variables

Details Section Clause

Variable Description Value
Mo variables found

Deliverables

5 indicates delverable is overdue  *  Indicates responsible party failed to perform the deliverabla

Deliverable Name Due Date Status
No Deliverables found.

Alert Update

Figure 12: add attachments to an RFQ
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4. After you populate the fields in the Header tab, click the Lines tab.

Home Orders Exceplions Product Assessments

Planning Finance Admin  Sandia Pages

MNegoliations > RFQ: 1341062 >

Create Quote: 2170018 (RFQ 1341062) Cancel  View RFQ

No results found.

Contract Terms

Variables

Title Test Time Left 357 days 16 howrs
/ Close Date 07-Dec-2018 00:00.00
Header  Lines
Supplier Quote Valid Until 14Ok 15:00)
RFQ Currency USD Reference Number

Quote Currency  USD MNote to Buyer

Price Precision  Any
Attachments

Add Attachment

Title Type Description Category Last Updated By Last Updated

Usage

Quote By Spreadsheet  Save Dralt  Conlinue

Update Delete

Preview Contract Terms

Figure 13: click the Lines tab on the Negotiations page

5. On the Lines tab, populate the following fields:

® Quote Price — include the pet-unit price of the goods and/or services that you will deliver/provide.

NOTE: to determine the quote total, multiply the quote price by the quote quantity (e.g., quote price

$100 x quote quantity 10 = $1000 quote total).

e Promised Date — select the date that you promise to deliver/provide your goods and/or setvices. To

specify a date, click the calendar icon to the right of the field.

Home  Orders Excep Product Assessments FPlanning Finance Admin Sandia Pages
Negoliations > RFQ: 1341062 =
Create Quote: 2170018 (RFQ 1341062) Cancel ViewRFQ  Quote By Spreadsheet  Save Draft  Continue
Title Test Time Left 357 days 16 hours
Close Date 07-Dec-2019 00.00:00
Header Lines
RFQ Currency  USD Quote Currency  USD
Price Precision  Any
Line Ship-To Start Price Target Price Quote Price Unit Target Quantity Quote Quantity Promised Date Quote Update
1Test SANDIA LABS - ABQ 100 EACH 10 10 29-Dec-2018 G Yes ﬂ P »
© Indicates more information requested. Click the Updata icon I

Figure 14: fill in the quote price and promised date

6. After you populate the fields in the Header and Lines tabs, click the Continue button.

Cance] Wiew RFQ  Quole By Spresdshest

Home Oideds Shipments Megotistions Excepliond  Proded  Atsessments  Panfing Fidnde  Admin  Sands Pages
Nagotiasons > RFC 1341067 »
Create Quote: 2170018 (RFQ 1341062)
Tide Tex Time Left 357 days 16 howrs:
Ciosse Date 07-Dec-2015 00:00:00
Header  Lines
RFQ Cummescy  USD Quote Currescy LSO
Prich Procision Ay
Line Ship-To Start Price Target Price Quote Price Unit Target Cuantity Quote Quantity Promised Date
1 Test SANDIA LABS - ABO 100 EACH 10 10 25-Dec-2012 S
D inaicates mare mfgrmation requesied. Chck he Updale icon

Save Draft  Continue

Update

s |

Figure 15: click Continue on the Lines tab to continue creating your quote

Sandia National Laboratories is a multimission laboratory managed and operated by National Technology and Engineering Solutions of
Sandia LLC, a wholly owned subsidiary of Honeywell International Inc. for the U.S. Department of Energy’s National Nuclear Security
Administration under contract DE-NA0003525. SAND2019-1552 TR

u.s oxpARTENT OF ——
@ENERGY AL Page 8 of 17

Version 2

Sandia
National
Laboratories




7. You will be directed to a page titled Create Quote ##HHH#H##: Review and Submit RFQ #H#HHHHH).
Ensure that your quote is accurate. Choose one of the following options depending on your preferred
action:

Cancel button

Takes you back to the Negotiations tab

Validate button

Notifies you if any errors were found

Printable View button

Back button

Takes you back to the Lines tab

Save Draft button

Saves your draft to a Manage Draft Responses page

Submit button

Opens a pdf of your draft Sends your quote to the subcontracting professional
Home (Ouders Shipments MNegoliations Ewxceplions FProdud Assessmenis Flanning Finance Admin  Sandia Pages
Negotiations > RFGE 1341062 =
Create Quote 2170018: Review and Submit (RFQ 1341062) Cancel Eack  Validste Save Dvaft  Printablo View  Submt
Header
Tithe Test Time Left 357 days 16 hours
Supplser Close Date 07-Dec-2019 00:00-00
RFQ Currency  USD Quicde Valid Until
Quote Currency  USD Redarence Number
Price Precision  Any Note to Buyer
Attachments
Tithe Type Description Category Last Updated By Last Updated Usage Upaiate Dabete
No Fasults feund,
Contract Terms
Preview Contract Tenms
Variabies
Details Section Clause Variable Description Value
No waslables found
Deliverables
U Wndficates delverabli i overdue % Indicates nespondible paity Hilid 10 pitorm the deliverable
Deliverable Name Due Date Status Alart
Mo Delerabies found
Lines
Quiote Total (USD)  1,000.00
Line Line  Ship-To Start Price Target Price Ouote Price (USD) Unit Target Quantity OQuote Quantity Line Total Need By Date Promised Date
® Tesl 1Tesl SAMDIALABS-ABO 100 EACH 0 10 1.000.00 20-Dec-2018 08:25:00

Figure 16: Choose one of these six options

8. When you are satisfied that your quote is both

accurate and complete, click the Submit button.

Home Orders Shipments Megofiations Exceplions Producl Assessments Planning Finance  Admin
MNegoliations > RFQ 1341062 »

Create Quote 2170018: Review and Submit (RFQ 1341062)

Header

Title Test
Supplier
RFQ Currency

Quote Curmency

usp
usp

Price Precision  Any

Sandia Pages

Cance] Back Validate Save Draft  Printable View  Submit

Time Left 357 days 16 hours
Close Date 07-Dec-2019 00:00:00
Quote Valid Until
Reference Number
Note to Buyer

F iéﬁre 17: click Submit when the quote is accurate and complete

Sandia National Laboratories is a multimission laboratory managed and operated by National Technology and Engineering Solutions of
Sandia LLC, a wholly owned subsidiary of Honeywell International Inc. for the U.S. Department of Energy’s National Nuclear Security
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9. After you successfully submit your quote, a confirmation screen will appear.

Finarce Admin  Sanda Pages

L

Time Left 357 da)

Close Date 07-Dec-
CQuote Vadd Uintl
Reference Kumbset
Note 10 Baryer

Last Updated By Last Updated

Home Orders Shipments Megofisions Exceplion: Frodud  Assessments  Planning
Negolabors » RFO 1341062 »
Create Quote 2170018: Review and Submit (RFQ 1341062)
Header
Titke Teat
Supples
RFQ Currency USD
Ouwole Currency USD
Price Precision  Amy
)
Tidle Type Description Category
Ne results found
Contract Terms b Confimaation
Cuole 2170018 for RFQ 1341062 (Tes!) has beon submilled
Variables Ratan o Sourang Home Paga

Figure 18: confirmation screen

submitted.

e Navigate to the home screen.

7. Revising a Previously Submitted Quote

1. If an RFQ’s status is still active (see Status column in figure 19), you may revise a quote you previously

e Under the “Responses to Negotiations” subsection, click the response number for the quote/response
that you want to revise.
Home Orders Shipmenis MNegofiations Exceptions Product Assessmenis Flanning Finance Admin  Sandia Pages
Search PO Number E3| Go

Notifications
Full List
Subject Date .
Acknowledgement Required: Amendment 1 to RFQ 1341062 (Test) 14-Dec-2018 08:36.40
You are invited: RFQ 1341061 (Test) 13-Dec-2018 13:53.19
LL Responses To Negotiations
Full List
esponse Status Negotiation Title Time Left
2170019 Active Test 357 days 13 hours
Exceﬁ&nns
Figure 19: click the response number to access and revise a quote/response
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2. From the Actions dropdown menu, select “Create Quote,” and click the Go button.

Homs Oeten Shpmens Mepobiiond Dnciphond  Protedl Adisienetti Pateng  Teace Sdwn Sancs Pagl
T
Quote: 2170019 (RFQ 1341062,1) Artosn B o
Frivees Cormact T
Toe Test e Chia MY
Time Lefl 157 dayn 1) bowrn Clons Cute ©7-Do-2019 009000
e Siphe Bl Ranmmg  Pros Oy
Crecle Cusency  USD [m—
Coavinct Rapplar Lae
fupplery Duote Mermbes Crscte Wit {land
Gusvte Suanes  ACBE
Hote io Hayer
Titie Type Diencription Category Last Updated Usage Update Diese
L
Figure 20: select Create Quote from the Actions dropdown menu
3. Edit your quote, and then click the Continue button.
NOTE: You can edit any open fields (e.g., quote price, promised date, quote).
Home Orders Shipments MNegoliations Exceplions Produc! Assessmenis Planning Finance Admin Sandia Pages
Home > Quole 2170019 (RFQ 1341062.1) »
Create Quote: 2170020 (RFQ 1341062,1) Cance] Rever lo Active Quote  View RFQ  Quote By Spreadsheet  Save Dralt  Continue
Time Test Time Left 357 days 13 hours
Close Date 07-Dec-2019 00:00.00
Header | Lines
RFQ Currency USD Quote Currency  USD
Price Precision  Any
Power Quote L Recalculate
Line Ship-To Start Price Target Price Quote Price Unit Target Quantity Quote Quantity Promised Date Quote Update
1Test  SANDIALABS - ABQ 10 EAcH 10 10 20-Dec-2018 5 Yes[¥]
@ ingicates more information requested. Click the Update icon

Figure 21: click Continue when you finish editing the quote

4. Review your newly updated quote to ensure that all information is accurate and complete, and click the
Submit button.

Hoiné  Ovders Shipmenis MNegoliaions Exceplions Frodud Assescewnls  Plasning Finance Admin  Sandia Fages
Home > Cuobe: 2170018 (RFQ 1341062.1) >
Create Quote 2170020; Review and Submit (RFQ 1341062,1) Conce] Psck  Validate Save Drafi  Printsble View  Submit
Header
Tithe Tesl Time Left 357 days 13 hows
Supplies Ciose Date 07-Doc-2015 00°00:00

RFQ Carmency USD Ouote Walid Until

Guote Currency  USD Reference Numiber

Dy it JY T

Figure 22: submit the revised quote

5. After you successfully submit your revised quote, a confirmation screen will appear.

NOTE: Sandia will only consider the most recently submitted quote for contract award.

[, Confirmation

Quote 2170020 for RFQ 1341062,1 (Test) has been submitted.

Rel

Figure 23: confirmation screen after submitting a revised quote

Sandia National Laboratories is a multimission laboratory managed and operated by National Technology and Engineering Solutions of -
Sandia LLC, a wholly owned subsidiary of Honeywell International Inc. for the U.S. Department of Energy’s National Nuclear Security Sandla
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8. Acknowledging an Amended RFQ

Occasionally, a Sandia subcontracting professional may need to amend an RFQ for which you have already
submitted a quote. When these revisions occur, you will receive an email notification requiring you to
acknowledge the amendment. You must log into the system, acknowledge the amendment, and resubmit your
quote.

1. Log into Oracle.

2. On the homepage under the “Responses to Negotiations” subsection, click the response number of the

quote that you must resubmit.

NOTE: the status column will say “Resubmission Required.”

Home Orders Shipments Negofiations Exceptions Product Assessments Planning Finance Admin  Sandia Pages

Search PO Number [>] Go

‘| Notifications

Full List
Subject Date -~
Acknowledgement Required: Amendment 1 to RFQ 1341062 (Test) 14-Dec-2018 08:36:40
You are invited: RFQ 1341061 (Test) 13-Dec-2018 13:53:19
LL Responses To Negotiations
Full List
esponse Status Negotiation Title Time Left
2170018 i) Resubmission Required Test 357 days 15 hours
Cuvnrambiama
Figure 24: click the response number under the Responses to Negotiations tab
3. In the Warning box that appears, click the View Amendment History link.
Home Ordess Shipments Negoliaions Exceplions Producl Assessments Planning Finance Admin  Sandia Pages
Home >
1, Warning
RFQ 1241062 has been amended. To be considersd for award you must acknowiedge each amendment and resubmit your response fo ensure it complies with the changes
View Amendment History s
Quote: 2170018 (RFQ 1341062) Actions  Online Discussions [v] | Go

Figure 25: Warning box

4. You will be redirected to the Amendment History page. To review the RFQ’s changes, click the sunglasses

icon under the Review Changes column.

Home Orders Shipmenis Negolistions Exceplions Product Assessments Planning Finance Admin  Sandia Pages

Home = Quote: 2170018 (RFQ 1341062) =
Amendment History (RFQ 1341062)
To be considered for award you must acknowledge each amendment and submét (or resubmit) all your responses to ensure that they comply with the changes.

Show All Details | Hide Al Details

Details Document Number + Title = Status Acknowledgement Date
2 13410621 Test Active
b 1341062 Test Amented

Acknowledge Amendments

-..\Isi:l:;w Changes
oo

Figure 26: reviewing RFQ changes on the Amendment History page

Sandia National Laboratories is a multimission laboratory managed and operated by National Technology and Engineering Solutions of
Sandia LLC, a wholly owned subsidiary of Honeywell International Inc. for the U.S. Department of Energy’s National Nuclear Security
Administration under contract DE-NA0003525. SAND2019-1552 TR
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5. Once you have reviewed the RFQ’s changes on the Review Changes page, click the Amendment History
RFQ #####HH) hyperlink to return to the previous Amendment History page.

Home Orders Shigements  Megotistions Exceplions Product Assessments Planning  Fmance Admin  Sandis Pages

Home > Guote' 2170018 (RFQ 1341062) > Amendment History (RFQ 1341062) >
Review Changes (RFQ 1341062 RFQ 1341062,1) \

Header

Label RFO 1341062 RFQ 1341062.1
Amendment Descriphon RFQ revised 10 a0d Section I, a5 wed 85 aftachment which clanios answers 10 QuesBons received

Mntas et

View RFQ 1341062 View RFQ 13410621

Figure 27: return to the previous screen

6. Click the Acknowledge Amendments button.

1{@!\& Orders  Shipments Megoliations Exceplions Product Assessments Planning Finance Admin  Sandia Pages

Home = Quole: 2170018 (RFQ 1341062) >
Amendment History (RFQ 1341062)

To be considerad for award you must acknowledge each amendment and submat (or resubmit) all your responses fo ensure that they comply with the changes.

Show All Details | Hide All Details

Details Document Number + Title -~ Status -~ Acknowledgement Date -~ Review Changes
» 13410621 Test Active oo
| 4 1341062 Test Amended

Retumn lo Quole: 2170018 (RFQ 1341062)

Acknowledpge Amendments

Figure 28: acknowledge the amendments

7. Review the RFQ’s changes one last time (figure 29).

8. Acknowledge the amendment(s) by clicking the checkbox at the top left of the screen. Click the
Acknowledge button.

Home Orders Shipments Mogoliaions Exoopions  Produci Assessmonts Planming Finance Admin  Sandia Pages
Home » Cuobe 2170018 (RFQ 1341062) » Amencment History (RFQ 1341062} »
Acknowledge Amendment (RFQ 1341062,1) Cance| Atknowledge
T b COnBitarid 1o Fward you Maisl BONCEIEI0e Sah EMENEMent A JUbma [of retalemit) § o FEIpINGE 10 BNEUNE YOAF TESRONSE COMEEES with T Changes
Bcoepd e leemes. and conabons of the RFQ and aiso acknowiedDe the changes made b The RF O amandament gocumend 13410621
Header
Label RFO 1341062 RFQ 13410621
Armangmant Desorphon RFQ revised 10 300 Sacton B, 35 wall 35 aftachmant which Clanfas answers 10 Questons recehied
Notes and Attachments
RFQ 1341082
Tide . Type Description Category Last Updated By Last Updated Usage Update Debete
Mo resultsound
RFO 1341062.1
Titke Type Daescription Catogory ILast Updated By . Last Updated Usage Update
Chsgasons snd Responsas File Aneers o clarScaton quethons that haye been recewed T Suppher - Vebie 1o Suppier 1 14-De- 2018 One-Tene r
Lines
Mo changes sxisi.
Controls
Mo changes exist
Contract Terms
Mo chamges exist
Figure 29: checkmark the checkbox and click the Acknowledge button
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9. From the confirmation screen, click the Yes button.

Home  Orders N Produsct  Assessments  Planning  Finance Admin  Sandia Pages
H
Home > Quole 2170018 (RFQ 1341062) =

Acknowledge Amendment (RFQ 1341062,1)
To be considered for award you must acknowiedge each amendment and submil (or resubmit) your response bo ensue your respanse comples with Se changes.

] 1accept the terms and conditions: of the RFO and also acknewiedge e changes made fo the RFQ amendment document 1341062_1

Header
Labeal RFQ 1341062 RFQ1341062,1
Amandmaont Descriphion RFQ revised 1o add Section |1, a5 wel as attachment which clarifies answers Bo quesSions receied
Notes and Attachments
RFQ 1341062
& Confirmation
All amendments of Negotiation 1341062 have been acknowledged successfully. You may now
respond to thi rogotiation. Do you want 1o proceed?
Title Type Description Usage Upsciane Delete
[t I & response has been submitted praviously, resubmission is required o ensure e response comples with
e changes
RFQ1341062,1 No  Yes

Figure 30: click Yes in the confirmation screen

8.1 Revising Your Quote After an RFQ is Amended

1. Revise your quote as appropriate in response to any RFQ changes. Click the Continue button when you
are finished.

NOTE: Once you agree to the amendment, you will be redirected to the Create Quote page. Click the
Lines tab, change any open fields in the quote, and then click the Submit button.

Home Ovders Shipments Megoliabons Exceplions Producl Assessments Planning Finance Admen  Sandia Pages
Homa = Oucle: 2170018 (RFQ 1341082) > Amendment History (RFQ 1341082) >

Create Quote: 2170019 (RFQ 1341062,1) Cancel View RFQ  Quole By Spreadsheet  Save Draft  Continue

Tite Test Time Left 357 days 14 hours
Close Date 07-Dec-2019 00.00.00
Header  Limes
Supphicr Cruple Valid Until  (14-De 18 15430 Mo
RFQ Cumrency USD Reference Numbiet
Ouote Currency  USD Note to Buyer

Price Precision  Any

Attarhmants

Figure 31: click Continue after revising the quote

2. Review the new quote to ensure that it is complete and accurate, and then click the Submit button.

Home Orders Shipments Negoliaions Exceplions Product Asses

Planning Finance Admin  Sandia Pages

Home > CQuole 2170018 (RFQ 1341062) = Amendment History (RFQ 1341062) >

Create Quote 2170019: Review and Submit (RFQ 1341062,1) Cancel Back Validate SaveDraft  Printable View  Submit

Header
Title Test Time Left 357 days 14 howrs
Supplier Close Date 07-Dec-201900.00.00
RFQ Currency USD Quote Valid Until
Quote Currency  USD Reference Number
Price Precision  Any Note to Buyer
Attarhmante

Figure 32: submit the new quote
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3. After you successfully submit your revised quote, a confirmation screen will appear.

'y Confirmation
Quote 2170019 for RFQ 1341062, 1 (Test) has been submitted.

Figure 33: confirmation screen after successfully submitting a new quote

9. Operating the Online-Discussion Feature

Many times, subcontracting professionals require that all communications take place in Oracle. To send a
message, ask a question, or view communications from the subcontracting professional regarding an RFQ, you
must access the online-discussion features available to you in Oracle.

9.1 Responding to a Message in Oracle
1. To monitor an online RFQ discussion, navigate to the applicable RFQ/tresponse.

NOTE: Navigate to the Home screen. Under the “Responses to Negotiations” subsection, click the
response number for the quote/response that you want to revise.

2. From the Actions dropdown menu, select “Online Discussions,” and click the Go button.

NOTE: You can also click the Unread Messages hyperlink (figure 34) to directly open any new messages.

Home Orders Shipments MNegoliations Exceptions Producl Assessments Flanning Finance Admin  Sandia Pages
Home =

Quote: 2170020 (RFQ 1341062,1)

Titke Test
Time Left 357 days 12 howrs
Quote Style Bind
Quote Curmency  USD
Contacl
Suppliers’ Quote Number
Quote Status  Active
Note to Buyer
Tisla Tuns Nascrintinn Catenne | aet |indstad Hlesnn |indate Nalots

31 Unread Messages Actions VTS

Close Date 07-Dec-2019 00.00.00
Ranking Price Only
Supplier
Supplier Site
Quote Valid Until

Figure 34: select Online Discussions from the Actions dropdown menu

3. On the Online Discussions page under the “Messages” subsection, click the text (figure 35) in the Message

column to open the message.

Home Orders Shipments Negoliaions Excepions Product  Assessments  Flanning  Finance Admin  Sandia Pages
Home > Quole: 2170020 (RFQ 1341062,1) =
Online Discussions (RFQ 1341062,1) Cancel  Printable Page
Title Test
Status  Active Open Date  12-Dec-2018 10:0256
Time Left 357 days 12 hours Close Date 07-Dec-2019 00:00:00
Messages
New Message
Subject & Message Status - Sender - Date - Reply
RFQ AMENDED | s your lest message. -Oiginal Messag Unread Sandia National Laboralories 14-Dec-2018 105816 8,
Figure 35: click the message text
Sandia National Laboratories is a multimission laboratory managed and operated by National Technology and Engineering Solutions of Sa -
Sandia LLC, a wholly owned subsidiary of Honeywell International Inc. for the U.S. Department of Energy’s National Nuclear Security ndla
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4. After reading the message, click the Reply button if you want to respond to the message.

Home  Orders Product  Assessments  Planning Finance Admin  Sandia Pages

Home > Quobe: 2170020 (RFQ 1341062.1) > Online Discussions (RFQ 1341062,1) >
Message (RFQ 1341062,1)

Subject RFQ AMENDED
From Sandia National Laboratories

To
Date  14-Dec-2018 1058116
Message | see your lest message. ——-- Original M i Hello, | have miy best and final bid. Thank you, Supplier

=y Reply Print

Figure 36: select Reply

5. Enter a message in the Message field, and click the Send button.

Home  Orders Shipments Negolialions Excepbons Producl Assessments Flanning Finance Admin  Sandia Pages

Home > Cwobe: 2170020 (RFQ 1341062.1) > Online Discussions (RFQ 1341062,1) > Message (RFQ 1341062,1) >
Reply To Message (RFQ 1341062,1)

* Indicates required field

Send To  Sandia National Laboratones
Subject RFQ AMENDED
* Message  —— -Original Message—| | see your test message.
------- Original Message——Hello,
I have resubmitied my best and fnal bid

Thank you,
Suppliar

Cance] Send

Figure 37: send the reply

9.2 Creating a New Message

1. From the Online Discussions page, click the New Message button.

Megotiations  Assessments

Lm'.-a'.-ms > Cuaobe: 2170018 (RFQ 1341062,1) >
Online Discussions (RFQ 1341062,1)
Title Test

Status  Active
Time Left 357 days 14 hours

Messages

New Message &

RFQ AMENDED Hedlo, | have resubmitied my best and final bad Read

Subject & Message Status < Sender <

Open Date  12-Dec-2018 10:02:56
Close Date 07-Dec-2019 00:00.:00

Date <

14-Dec-2018 09:33.56

Cance]  Printable Page

Reply

Figure 38: click New Message

2. Enter a subject in the Subject field and a message in the Message field. Click the Send button.

Negotiations  Assessments

Negotations = Quobe: 2170019 (RFQ 1341062,1) = Online Descussions (RFQ 1341062.1) =
reate New Message (RFQ 1341062,1)

" indicates requined field

send To  Sandia National Laborataries
* Subject RFQ AMENDED
* Message  Hallo,
| have resubmitted my best and fingal b

Thank you
Supplar

Cance] | Send

l

Figure 39: send the new message
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10. For Further Assistance

You now have the tools and knowledge to effectively respond to Sandia’s electronic RFQs. If you have any
questions or problems, email the Supply Chain Help Desk at supreg(@sandia.gov.

I 1. Change-History Table

Version | Effective Date | Summary
2 02/13/19 Updated figures, updated steps, applied corporate template, formatted, added
figure captions, edited for clarity
1 unknown Initial release

Sandia LLC, a wholly owned subsidiary of Honeywell International Inc. for the U.S. Department of Energy’s National Nuclear Security N ' |
ationa

Sandia National Laboratories is a multimission laboratory managed and operated by National Technology and Engineering Solutions of Sandla
Administration under contract DE-NA0003525. SAND2019-1552 TR
Version 2 Laboratories

@kigrsy AYSA Page 17 of 17



mailto:supreg@sandia.gov

	1. Disclaimer about the Images in this Document
	2. Before Accessing Your iSupplier Account for the First Time
	3. Accessing Your iSupplier Account for the First Time
	3.1 Changing Your One-Time Password

	4. Viewing Open Requests for Quotes
	5. Downloading an RFQ’s Attachment
	6. Responding to an RFQ
	6.1 Acknowledging Participation
	6.2 Creating a Bid/Quote

	7. Revising a Previously Submitted Quote
	8. Acknowledging an Amended RFQ
	8.1 Revising Your Quote After an RFQ is Amended

	9. Operating the Online-Discussion Feature
	9.1 Responding to a Message in Oracle
	9.2 Creating a New Message

	10. For Further Assistance
	11. Change-History Table

