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Upload Response Lines - Supplier 

 

 
 

Step Action 

1.  Click the Supplier Portal icon. 
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Step Action 

2.  Click the Negotiation invitations link. 

 

 



 

Job Aid 

 

Date Created: 6/29/2021 3:25:00 PM Page 3 

 

 

Step Action 

3.  Click the Create Response button. 

 

 
 

Step Action 

4.  Click the Create button. 
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Step Action 

5.  Click the Manage Attachments plus sign. 
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Step Action 

6.  Click the Choose File button. 

 

 
 

Step Action 

7.  Choose the file. 

 

e.g. click on "Blanket Lines Upload" excel file. 
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Step Action 

8.  Click the Open button. 
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Step Action 

9.  Click the OK button. 

 

 
 

Step Action 

10.  Click the Next button. 
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Step Action 

11.  Click the Respond by Spreadsheet drop-down arrow. 
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Step Action 

12.  Click the Export option. 

 

 
 

Step Action 

13.  Click in the Lines only circle. 
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Step Action 

14.  Click the Ok button. 
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Step Action 

15.  Click the Open file link to open the file from downloads. 

 

 
 

Step Action 

16.  Click the Maximize button. 
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Step Action 

17.  Double-click the Negotiation70006-21-ResponseLines.csv file. 
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Step Action 

18.  After the spreadsheet opens, 

Double-click the Response Price column to expand the column for clear visibility of the 

field. click at corner of the box. 

 

 
 

Step Action 

19.  Do the same for Note to Buyer column. 
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Step Action 

20.  Click in the Response Price cell for each line item and enter the price. 
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Step Action 

21.  Enter the desired information into the field.  

 

e.g. type "89". 

 
 

Step Action 

22.  Click the next line item cell under Response Price. 
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Step Action 

23.  Enter the desired information into the field.  

 

e.g. type "75". 
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Step Action 

24.  Click the next cell 

 

 
 

Step Action 

25.  Enter the desired information into the field.  

 

e.g. type "96". 
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Step Action 

26.  Click the next cell. 
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Step Action 

27.  Ex: Enter the desired information into the field.  

 

e.g. type "2000". 

 
 

Step Action 

28.  Click the File Tab button. 
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Step Action 

29.  Click the Save As list option. 
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Step Action 

30.  Click the Browse button. 
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Step Action 

31.  Select any location to save the file  

 

Ex: Click the Desktop  
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Step Action 

32.  Click in the File name field and name the file. 
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Step Action 

33.  Enter the desired information into the File name: field.  

 

e.g. type "Response Lines". 

 
 

Step Action 

34.  Click the Save button. 

 

Note: Make sure the Save as type is CSV (Comma delimited). 
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Step Action 

35.  Go back to the application, 

and click the Respond by Spreadsheet drop-down arrow. 
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Step Action 

36.  Click on the Import field. 
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Step Action 

37.  Click the Choose File button. 

 

 
 

Step Action 

38.  Choose the file you saved 
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Step Action 

39.  Click the Open button. 
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Step Action 

40.  Click the Ok button. 

 

 
 

Step Action 

41.  Click in the Next button. 
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Step Action 

42.  Verify that the responses are uploaded. 

 

Click the Next button 
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Step Action 

43.  Click on the Lines link to review. 
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Step Action 

44.  Click the Submit button. 

 

 
 

Step Action 

45.  Click the OK button. 
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Step Action 

46.  Click the Done button. 
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Step Action 

47.  Click the Done button. 

 

 
 

Step Action 

48.  Click the Home icon to go back to homepage. 
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Step Action 

49.   

End of Procedure. 

 

 


