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1. INTRODUCTION 

 

University of Johannesburg will now be publishing the tender online which will require the supplier to 

submit the quotes via UJ online portal which will help the organization and the supplier to track the 

Tender easily and make the process faster. This will replace the existing manual Sourcing process to 

system based.  

 

1.1 Purpose 
The Purpose of the document is to educate and guide supplier to submit the tender quotes online via 

UJ Tender portal. 
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2. Login to Portal 

Each Vendor should have a user id and password for the application, If you are not having the 
user id and password for the application kindly contact supplier management team of UJ. 

 

If you are a new supplier i.e. you are not registered to UJ supplier Portal, Kindly register on the 
UJ supplier portal by clicking on the registration link available at UJ website 

 

Please follow the below process to complete the tender response submission. 

1. Provide User name and Password for already registered Supplier. 

 

2. Click “Sing In” Button 

Once you sign in, Application will open. 
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3. View Notifications 
 

1. Click on “Notification” Icon to view the notifications as mentioned in the below Pic 

 

2. Click “Access the Application” link to apply for Negotiation from Notification 

 

 

 

Notification 

View 

Click to access 

Application 
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4. Tender Response Submission 
 

Below Suppliers portal window will appear after Login in to Application. Suppliers uses the below 

window to respond to the Negotiations 

1. Click on “Negotiation Invitation” link Or “Requiring Attention” Blue Image 

 

 

 

 

 

 

 

 

 

 

Click Here 

Or Click here to view 

Tender details 
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2. Click “Create Response” Button to respond to the Negotiation 

 

3. Click “Accept” Button to accept Negotiation Terms and Condition 

 

 

 

 

 

Click Create 

Response 
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The below response overview window will appear 

4. Click “Next” Button to respond to the requirements 

5. Answer all the questionnaire of all sections mention in the tender page. Please note that 

some of the response will require attachments to be attached as a proof of the response 

 

6. Click “Next” to respond to Negotiation lines 

Fill in response line to the Negotiation 
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7. Provide “Response Price” 

 

8. Click “Next” Button to review the Response to Negotiation 

    The review tab on the Supplier Response window will outline the overview of Suppliers response to 

Negotiation Requirements and Lines. 

 

 

 

 

 

Fill in the response 

price of each line 
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9. Click “Requirements” link to view Supplier's Requirement response on the Invitation 

 

Requirements Response overview 

10. Click “Lines”  link to view the Suppliers response to the Negotiation Line Items on the 

Invitation 

 

Click here to overview 

Requirements response 

Click here to overview 

Line response 
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11. Click “Submit” Button to Submit Negotiation Response to Invitation 

Click “Yes” Button to submit 

 

 

 

 

 

Click Submit Button 

Click “Yes” to submit 
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12. Click “Ok” Button to submission to respond to Negotiation 

 

5. Sign Out Application 
Click “Sign out” To sign out from Oracle Supplier Portal 

   

 

 

 

Click OK 

Click here to 

Sign-out 
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Click “Confirm” Button to confirm the single sign off action 

THANK YOU!! 

 

 

 

 

 

 

 

 

 

 


