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 SUPPLIER 

  

VIEW AND RESPOND TO A 

NEGOTIATION 
 

View and Respond to a Negotiation in the Supplier Portal 

 

View and Respond to a Negotiation in a Spreadsheet 

 

 

View and Respond to a Negotiation in the Supplier Portal 

1. You receive an email notification when a negotiation is published for your response. To view and respond to 

this negotiation, log in to Oracle. After you log in, you can also see the negotiation in Things to Finish on the 

Homepage. 

 

 

2. Click Supplier Portal. 

 

Purpose: This job aid provides the steps 

for responding to a negotiation in the 

Supplier Portal or on a spreadsheet. 
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3. Click View Active Negotiations under the Negotiation section on your Tasks list.  

 

 

4. Select the correct number in the Negotiation column. 

 

 

5. To view a PDF of the negotiation, click Actions, then View, then View PDF. The PDF downloads. 

 

Note: This is the same process you follow if you receive an amended negotiation and would like to view it. 

 

 

6. Click Create Responses in the upper right. 
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7. Enter a Response Valid Until date, the Reference Number, and a Note to Buyer, if needed, and add any 

necessary attachments. 

 

 

8. Click Next in the upper right. 

 

 

9. Read and fill out each section of Requirements. Navigate between sections by clicking on the arrows or 

selecting a section from the dropdown. 

 

Note: If required, upload any documents on this screen when prompted, such as a Certificate of Insurance. 
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10. Click Next in the upper right. 

 

 

11. Enter the Response Price and Information for each Line. 

 

 

12. Click Next.  

 

 

13. Review your Response and click Submit. Your response is evaluated by Republic Services. 

 

 

 



 

5   View and Respond to a Negotiation  

Copyright © 2022 Republic Services. All rights reserved. 

01/31/22 

   |    

 

View and Respond to a Negotiation in a Spreadsheet 

1. You will receive an email notification when a negotiation is published for your response. To view and respond 

to this negotiation, log in to Oracle. After you log in, you will also see the negotiation in the Things to Finish 

section on the Homepage. 

 

 

2. Click Supplier Portal. 

 

 

3. Click View Active Negotiations under the Negotiations section on your Tasks list. 
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4. Select the correct number in the Negotiation column. 

 

 

5. Click Create Response in the upper right. 

 

 

6. Click the drop-down arrow beside Respond by Spreadsheet and click Export. 

 

 

7. Select the radio buttons in front of Requirements and lines and Light-weight style spreadsheet. Then click OK. 
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8. A Zip file downloads. Extract the Zip and open the .xml file from the folder in Excel. 

 

 

9. In the General tab of the Excel file, provide answers to the questions. A response is required in the highlighted 

yellow cells and a response is optional in the highlighted green cells. 

 

Note: You cannot attach any uploads in the Excel file. Any attachments must be uploaded in the Supplier Portal. 
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10. Navigate to the Lines tab and provide any responses to the lines. Remember, cells that are highlighted in 

yellow are required; cells in green are optional.  

 

 

11. To save the file, click the Save icon in the top left. 

 

 

12. Navigate back to the Create Response Page in the Supplier Portal. 
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13. Click the drop-down arrow beside Response by Spreadsheet and click Import. 

 

 

14. Choose the file and click OK.  

 

 

15. The data from the .xml file automatically populates in Oracle. Click Review to ensure all the information 

populated correctly. 
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16. Click Submit in the upper right. 

 

 

17. Your response will be evaluated by Republic Services. 
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