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Create Response & Submit - Solicitation Amendment 
 
 

 
Step Action 

1. Click the Supplier Portal link. 
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Step Action 
2. Click the Negotiation invitations link. 
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Step Action 
3. Click the Solicitation Number link. 

 

 

 

 
Step Action 

4. Click on the Actions button. 
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Step Action 
5. Click on the View list option. 
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Step Action 
6. Click on the View PDF list option. 

 

 
 

 
Step Action 

7. Click the OK button. 
Open & View the PDF. 
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Step Action 
8. Click the Actions button. 
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Step Action 
9. Click on the View list option. 

 

 
 

 
Step Action 

10. Click the View Attachments list option. 
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Step Action 
11. To Download all attachments, Click the Actions drop down and click Download 

All. To view and download individual attachment, follow from step 12 
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Step Action 
12. Select the Attachment row. 
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Step Action 
13. Click the Download button. 

 

 
 

 
Step Action 

14. Click the Open with option. 
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Step Action 
15. Click the OK button. 
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Step Action 
16. Click the Done button. 

 

 
 

 
Step Action 

17. Click the Create Response button. 
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Step Action 
18. Click Yes to acknowledge the amendment. 
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Step Action 
19. Scroll down the page and view the solicitation changes. 

 

 
 

 
Step Action 

20. Click the Compare Clause icon to view the clause updates. 
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Step Action 
21. Expand the Standard Clause: SCOPE OF WORK arrow. 
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Step Action 
22. Expand the Current Clause: SCOPE OF WORK arrow to view the changes. 

 
 

 
 

 
Step Action 

23. Click the Done button. 
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Step Action 
24. Scroll up the page. 
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Step Action 
25. Click in the View Original Solicitation button. (Optional) 

 

 
 

 
Step Action 

26. Click the Acknowledge Amendment checkbox. 
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Step Action 
27. Click in the Submit button 
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Step Action 
28. Click on the OK button. 

 

 
 

 
Step Action 

29. Click the Create Response button. 
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Step Action 
30. Click the Add (+) icon to add attachments. 
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Step Action 
31. Click the Browse button. 

 

 
 

 
Step Action 

32. Select the file to attach. 
 

 



Job Aid 

Date Created: 6/24/2021 5:54:00 PM Page 23 

 

 

 

 
 

Step Action 
33. Click the Open button. 
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Step Action 
34. Click on the OK button. 

 

 
 

 
Step Action 

35. Click in the Note to Buyer field. (Optional) 
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Step Action 
36. Enter the desired information into the Note to Buyer field. Example - "Test ". (Optional) 
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Step Action 
37. Click on the Next button. 

 

 
 

 
Step Action 

38. Click the Response Price field 
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Step Action 
39. Enter the desired information into the Response Price. Example - "70". 
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Step Action 
40. Click on the Next button. 

 

 
 

 
Step Action 

41. Click the Submit button. 
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Step Action 
42. Click the OK button. 
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Step Action 
43. Click the Done button. 

 

 
 

 
Step Action 

44. Click the Done button. 
 

 



Job Aid 

Date Created: 6/24/2021 5:54:00 PM Page 31 

 

 

 

 
 

Step Action 
45. Click the Home icon to go the homepage. 
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Step Action 
46.  

End of Procedure. 
 


