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New Terminology

– Negotiation Event

• A Negotiation Event is the term used for Bid Events in Oracle Cloud

– Amendment (within Negotiation Event)

• Amendment to the Negotiation Event would occur when new information is added or changed to a negotiation event that is in 
progress (i.e. Bid Addenda)

– Purchase Order

• A Purchase Order (old term: Request for Service) will be used to facilitate payments under a contract

– Lines

• Lines refers to the payment lines associated with a Contract in Oracle Cloud and will be what is populated in the system when
submitting a bid. 
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Portal Administrator

– Once the Supplier nominates a Portal Administrator your Contracts representative will create access in the system

• Once access is created an automatic email from Oracle will be generated and sent with a link to the portal for access.

– Administrator is responsible to manage the profile information for the Supplier company. Primary tasks include 
updating supplier profile information and manage user accounts/access 

• When creating additional accounts, you must click the box for create new user account in order for the system to initiate a registration 
email to the new account holder

• Ensure that when changes are made in the supplier portal that the submit button has been selected.  This will send those changes to 
Williams for approval

• Recommend a bids email box be set up by the supplier.  This box would then be used as the contact for the Negotiation Event and 
would receive all notifications regarding the event
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Accessing a Negotiation Event

– The Contractor contact that is selected by Williams for the bid will receive an email from the system notifying them that 
a new Negotiation Event is active

– Once a notification is received, log into the 
system click the bell notification icon in the top 
right corner

– Click the blue hyperlink for the Negotiation
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Accessing a Negotiation Event

– Clicking on the event will bring up the Terms and 
Conditions for Oracle Cloud use that need to be 
accepted to participate

– Click the Accept Terms box in the top right to 
proceed

– Once accepted reopen the same notification 
(through the bell notification)

– Scroll to the bottom and click View Negotiation
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Accessing a Negotiation Event

– Suppliers may also access the Negotiation Event from the Home Screen by selecting the Supplier Portal icon

– This will open the Dashboard view

– Scroll down while looking at Tasks on the left to 
Negotiations

– Click View Active Negotiations

– This will open active events from which to 
select from



7© 2017 The Williams Companies, Inc. All rights reserved. Supplier Portal Overview  |  07/29/21

Accessing a Negotiation Event

– From the Suppliers list of active events click the blue hyperlink to open
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Reviewing the Negotiation Event

– When open the Cover Page will be 
displayed

– From here the event can viewed and 
responded to

– The Cover page highlights the Close 
date of the event and the Time 
Remaining before the event closes

• Note: the system will not allow the 
Supplier to enter a response after the 
event has closed
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Reviewing the Negotiation Event

– The Overview page is where the 
Supplier can find a link to all the 
documents associated with the bid.  
Typically, the project Drawing and 
Contract Sections II – V

– The General and Terms do not need 
to be reviewed on this page

• General shows setting that were 
selected for the event

• Terms refers to payment terms which are 
covered in Section I of the Contract
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Reviewing the Negotiation Event

– Requirements Contains the bid 
instructions and a list of deliverables 
that are required to be returned with 
the bid

– The instruction can be better viewed 
by clicking Actions, View, View PDF.
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Reviewing the Negotiation Event

– By selecting lines the Supplier will be 
able to preview the Compensation 
lines that will need to be completed 
as part of the response 
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Reviewing the Negotiation Event

– When you select Contract Terms the 
system will display Section I of the 
Contract

– To download a word version of the 
Terms click Download Contract Terms

– Note: If the bid event is using existing 
Master agreements this section will 
be empty
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Creating a Response to the Negotiation Event

– When ready to input your Bid into the Negotiation 
Event click Create Response in the top right of the 
screen

– If any modifications to the event had been made by 
Williams you will need to Acknowledge the event 
Amendments before proceeding to the event.  
Example below
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Creating a Response to the Negotiation Event

– On the Overview screen the Supplier will be able to populate some optional fields

• Response Valid Until date

• Reference number for the Supplier’s internal use

• Any notes to Buyer (Williams)

• Attach any additional information that was not requested in the requirements section
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Creating a Response to the Negotiation Event

– Navigate to the next screen by using 
the circles in the middle of your screen 
or by clicking next

– The Requirements screen contains a 
list of Documents that must be 
submitted 

– To add an attachment, click the plus 
sign

• Choose file type

• Choose file to upload

• Update Title and Description and click ok

• Note: some requirements contain 
attachments that you will need to 
download, populate, and then upload back 
to the system
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Creating a Response to the Negotiation Event

– The Lines screen will be utilized to upload your compensation into the event

– Utilize the Compensation Spreadsheet that was completed as part of the bid as a guide to populate lines in 
Oracle Cloud

– Reference the Oracle Template Excel tab, these lines will match the lines in the system and the Supplier will only 
need transfer the Response Price from the Excel file to Oracle Cloud
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Creating a Response to the Negotiation Event

– When the Lines have been completed, the 
Review screen to can be utilized to review the 
response before submittal

– Once review is complete click the Submit button 
to send your response to the Negotiation Event to 
Williams.

– Note: the Supplier is able to go back into the 
system to modify any submitted information prior 
to the close date of the event
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Questions

– Should you have any questions regarding the bid or the use of Oracle Cloud please contact your Contracts Manager

– An additional training video can be found at the link below

• https://williamscontracts.sharefile.com/d-s556ad0b7ab7d416cadd1be99ed65b0cb

https://williamscontracts.sharefile.com/d-s556ad0b7ab7d416cadd1be99ed65b0cb

