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In this Course you will learn how to 
submit a response to a solicitation 
document through the iSupplier Portal 
for the first time. In this scenario there is 
no addenda created for this solicitation. 
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Step 1 

From the login page, click in the User 
Name field. 
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Step 2 

Enter the desired information into 
the Username field. In this example, 
enter "johndoe@upksupplier.com". 
 
You will need to use your current login 
for the City of Chicago's iSupplier Portal. 
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Step 3 

Click in the Password field. 



Submit a Response - Non Construction (First Time - No Addenda) 

Step 4 

Enter the desired information into 
the Password field. Enter "oracle123". 
 
You need to enter your specific 
password to access your iSupplier 
Portal account with the City of Chicago. 
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Step 5 

Click the Login button. 
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Step 6 

The Oracle Applications Home Page will 
now appear. 
 
To access the City of Chicago 
solicitation details, click the City of 
Chicago Online Bidding link. 
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Step 7 

Click the Sourcing link. 
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Step 8 

Click the Sourcing Home Page link. 



Submit a Response - Non Construction (First Time - No Addenda) 

Step 9 

The Solicitation Home Page now 
appears. 
 
Click the Search Open 
Negotiations list. 
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Step 10 

Click the Number list item. 
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Step 11 

Click in the Search Open 
Negotiations field. 
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Step 12 

Enter the desired information into 
the Search Open Negotiations field. In 
this example, enter "98". 
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Step 13 

Click the Go button. 
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Step 14 

The Active Negotiations window now 
appears. 
 
Your search results will be displayed 
below. 
 
Click the Number link for the solicitation 
you would like to submit a response to. 
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Step 15 

The Solicitation details window now 
appears. 
 
Click the scrollbar to scroll down to the 
attachments section of the page. 
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Step 16 

The first thing you should do is 
download all of the attachments to your 
computer. Some of these attachments 
will be required for your to fill out and 
upload along with your response. 
 
Click the ATTACHMENT 02 AFFIDAVIT 
OF ELIGIBLE BUSINESS FOR BID 
INCENTIVE FO link in this example. 
Your solicitation document may have 
many more attachments for you to 
download and fill out. 
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Step 17 

Click the Open button to open the 
document. 
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Step 18 

You can now save the PDF file to your 
computer. Some files may be fillable 
PDF documents. Others may require 
you to print, fill out and scan to your 
computer to upload. 
 
Click the Close button. 
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Step 19 

Make sure that "Create Quote" is 
selected in the Actions dropdown list. 
 
Click the Go button. 
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Step 20 

The Create Quote: XXXX (RFQ: XX) 
window now appears. This is your draft 
response for this solicitation. You can 
always save this as a draft to come back 
and work on later. 
 
Click the Add Attachment... button. 



Submit a Response - Non Construction (First Time - No Addenda) 

Step 21 

You will now be uploading all of the 
required documents which you 
downloaded in the previous steps after 
your have filled them out. 
 
Click in the Title field. 
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Step 22 

Enter the desired information into 
the Title field. In this example, 
enter "Upload of attachment". 
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Step 23 

Click in the Description field. 
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Step 24 

Enter the desired information into 
the Description field. Enter "Upload of 
filled out attachment". 
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Step 25 

Click the Browse... button. Search your 
computer for the file you want to upload 
and click ok. 
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Step 26 

Click the Apply button. 
 
If you wish to add additional documents, 
click the "Add Another" button and 
upload the next file.  
 
You can always come back at a later 
point in time and add additional 
attachments. 
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Step 27 

Next you will scroll down to the 
Requirements and answer all of the 
questions. If you miss any questions you 
will receive an error when trying to 
submit and will need to come back and 
update your answers. 
 
Click the Requirement 01 list. 
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Step 28 

Click the 02 list item. 
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Step 29 

Click the scrollbar. 
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Step 30 

Click the scrollbar. 
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Step 31 

Click the Lines link. 
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Step 32 

Here you will provide pricing for the lines 
in this solicitation document. 
 
Click in the AMBULANCES, 
SINGL... field. 
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Step 33 

Enter the desired information into 
the AMBULANCES, SINGL... field. In 
this example, enter "24". 



Submit a Response - Non Construction (First Time - No Addenda) 

Step 34 

Click in the AMBULANCES, 
SINGL... field. 
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Step 35 

Enter the desired information into 
the AMBULANCES, SINGL... field. In 
this example, enter "2". 
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Step 36 

Click in the AMBULANCES, DUAL 
... field. 
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Step 37 

Enter the desired information into 
the AMBULANCES, DUAL ... field. In 
this example, enter "1". 
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Step 38 

Click in the AMBULANCES, DUAL 
... field. 
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Step 39 

Enter the desired information into 
the AMBULANCES, DUAL ... field. In 
this example, enter "2". 
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Step 40 

Click in the UNMARKED MID-
SIZE... field. 
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Step 41 

Enter the desired information into 
the UNMARKED MID-SIZE... field. In 
this example, enter "1". 
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Step 42 

Click in the UNMARKED MID-
SIZE... field. 
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Step 43 

Enter the desired information into 
the UNMARKED MID-SIZE... field. In 
this example, enter "2". 
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Step 44 

Wherever you see a "target" on a line, 
there are additional details you have to 
provide.  
  
Click the Update button (Pencil icon) for 
all lines in which you see a target icon. 
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Step 45 

Scroll dow to the Attributes and provide 
your answers. You are only required to 
answer the "Required" attributes but 
may also answer the "Optional" 
attributes. 
 
Click in the Required field. 
 
Note: Attributes are the areas where 
you will be able to enter alternate items 
for a solicitation if the City is accepting 
them for the solicitation. 
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Step 46 

Enter the desired information into 
the Required field. In this example, 
enter "No". 
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Step 47 

Click the Apply button. 
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Step 48 

You will need to complete those steps 
for all lines where the target line is 
visible.  
 
If you miss a line, you will receive an 
error when trying to submit your 
response and need to update the lines 
that were missed. 
 
Click the Continue button. 
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Step 49 

You can now review your submission. 
Once you are satisfied you can submit 
the response to the City of Chicago. 
 
Click the Submit button. 
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Step 50 

You will receive confirmation that your 
response has been submitted. 
 
Click the Return to Sourcing Home 
Page link. 



Submit a Response - Non Construction (First Time - No Addenda) 

Step 51 

You have just finished submitting a 
response for a solicitation document on 
the City of Chicago's iSupplier Portal. 
 
To submit a response to a solicitation or 
view other organizational details, please 
use the provided training  materials for 
the action you wish to complete. 
 
End of Procedure. 
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