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1. INTRODUCTION

The 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 with a system based.

1.1 Purpose
The Purpose of the document is to educate and guide suppliers to submit tender quotes
online via the UJ Tender portal.
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2. Login to the 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, you can click on the following link
and select forgot password.

Existing Supplier already registered on Oracle Cloud, click on the following link:

https://hdgf.login.em3.oraclecloud.com/oam/server/obrareq.cgi?ECID-
Context=1.005xLiHXAakESTDLnA AiZ0000YQ0002mC%3BkXjE

Sign In
Oracle Applications Cloud

User ID

Password

Forgot Password

[English ~

Enter your user id:

Enter password:

Click the “Sign In” button

If you cannot remember your login and password credentials
Click on the Forgot Password link.
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Sileall [
ORACLE APPLICATIONS CLOUD

Forgot Password

User Name or Email

)
() Forgot user name

() Forgot password

You will be able to reset your credentials and a notification e-mail will be sent to your
e-mail address registered on the Oracle Supplier Cloud system.

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

New Supplier Registration Link

https://hdgf.fa.em3.oraclecloud.com/fscmUl/faces/PrcPosRegisterSupplier?prcBuld=30
0000002282157& afrLoop=53090698355699098& afrWindowMode=08& afrWindowld
=null& adf.ctrl-

state=cd2n6vu5a 107& afrFS=16& afrMT=screen& afrMFW=12808& afrMFH=609& a
frIMFDW=1280& afrMFDH=720& afrMFC=8& afrMFCI=0& afrMFM=0& afrMFR=144
& afrMFG=0& afrMFS=0& afrMFO=0

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

1. Provide the Username and Password for the already registered Supplier.

SIGN IN
ORACLE APPLICATIONS CLOUD

thabo.mokoenat11@tes.com

Forgot Password

| English

ORACLE’
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2. Click the “Sign In” Button

Once you sign in, the Application will open.

Supplier Portal
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3. Click on Supplier Portal

2. The following page will be displayed.

Supplier Portal

Search | Negotiations v H Negotiation Number V‘ ‘ o

Tasks e =

Contracts and Deliverables

Requiring Attention Recent Activity
« Manage Confracts Last 30 Days

+ Manage Deliverables
Negotiations

+ View Active Negotiations

+ Manage Responses No data available
Auctions from Seller

« View Active Seller Auctions

+ Manage Seller Auction Bids

M Negotiations Closing Soon
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4. Tender Response Submission

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

Supplier Portal
Search Qrders ¥ Order Number Q

Tasks

Orders

Requiring Attention

Recent Activity
Last 30 Days
Negotiation invitafme

les in Spreadsheet

Agreements

Shipments

Transaction Reports
Last 30 Days

1

No data available
M Negofiations Closing Seon

Supplier News
Consigned Inventory

el

eview Consumption Advices

Invoices and Payments

You can navigate to Negotiations
Click on View Active Negotiations

Supplier Portal

Search ‘ Negotiations V‘ ‘ Negotiation Number v ‘ | Q

Tasks e =

Contracts and Deli les

Requiring Attention Recent Activity

« Manage Contr: Last 30 Days

« Manage Deliv
Negotiations

« View Active Negotiations

No data available
« Manage Responses

Auctions from Seller

« View Active Seller Auctions

« Manage Seller Auction Bids

Il Negotiations Closing Soon

The following page will open with the default search criteria.
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Active Negotiations

4 Search

** Negotiation | ‘

** Title | ‘

** Negotiation Close By |yyyy/mm/dd e ‘

Search Results

Actions w View v Format w Freeze |m| Detach Wrap | Accept Terms
s Negotiation
Negotiation  Title Type

Columns Hidden 4

Done

Time Zone Eastern European Time
‘ Manage Watchlist ‘ Saved Search | Open Invitations v
** At least one is required

** Invitation Received ‘ Yes V‘

Response Submitted ‘ No v‘

Negotiation Open Since ‘ yyyy/mm/dd e ‘

‘ Search H Reset H Save... ‘

Acknowledge Participation = Create Response

Your Will
Responses Participate

Unread
Messages

Response
Spreadshe¢ -

4

Time Remaining Close Date View PDF

Tenders that you were directly invited to, will be visible t on the Search Results.

Active Negotiations

4 Search

** Negotiation | ‘

** Title | ‘

** Negotiation Close By | yyyy/mm/dd e ‘

Search Results

Change the Invitation Received from Yes to No to view all tenders advertised on the supplier portal (arrow showing in blue).

Done

Time Zone Eastern European Time

‘ Manage Watchlist | Saved Search | Open Invitations v

** Invitation Received

Response Submitted ‘ No v‘

** At least one is required

Negotiation Open Since ‘ yyyy/mm/dd F"g |

1 Search H Reset H Save... ‘

Actions w View w Format w Freeze |m' Detach Wrap Accept Terms  Acknowledge Participation  Create Respbnce
L Negotiation Ba = Your Will Unread ,,. Response
Negotiation  Title Type Time Pewiaming Close Date Responses Participate Messages View PDF Spreadshee «
—— »

Click on the search button
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Active Negotiations Done

Time Zone Eastern European Time

b Search ‘ Manage Watchlist | Saved Search | Open Invitations v

Search Results

Actions v View w Format w Freeze .ﬁ Detach Wrap Accept Terms  Acknowledge Participation | Create Response ‘

e Negotiation i Your Will Unread ,,. Response
Negotiation  Title Type Time Remaining Close Date Responses Participate Messages View PDF Spreadsheet
47 RFP UJ 10/2023 RFQ 21 Days 4 Hours 2023/04/06 12:0... ( 0 [P0 ] _F’:E
46,1 RFP UJ 15/2023 PROCUREMENT OF TWO (2) 16 000L D... T Tender 1 Day 4 Hours 2023/03/17 12:0... 0 [For ] _:’:E
45,2 RFP UJ 01/2023: Appointment of a Panel of Chairpersons f... T Tender 8 Days 4 Hours 2023/03/24 12:0... ( 0 [rov ] ffﬁ

Columns Hidden 4

All available tenders will be visible on the list.
Click on the Negotiation number to respond to a tender.
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2. Click the “Create Response” button to respond to the tender.

RFQ: 47 g Create Resy Actions ¥ Done
Currency = Rand Time Zone Eastern European Time
Title RFP UJ 10/2023 Open Date  2023/03/15 4:03 PM
Status Active Close Date  2023/04/06 12:00 PM

Time Remaining 21 Days 4 Hours

Table of Contents Overview

Overview Title RFP UJ 10/2023 Buyer Mojabeng Malebo

Requirements Synopsis SUPPLY AND

) INSTALLATION OF A b Qutcome Purchase Order

ines FULL “

Contract Terms H Attachments RFP UJ 10 2023 - TENDER PACK.z
Expand All
» General
» Terms

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

Accept Terms and Conditions

Accept the following terms and conditions before responding fo this negofiation.

asdigd
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The below response overview window will appear.

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

Overv... Reguir... Lines Review

Create Response (Quote 4004): Overview

Last Saved 2020/04/21 9:37 AM
Time Zone Eastern European Time

. R Close Date  2020/04/22 10:16 AM
Title Demo RF
Time Remaining 1 Day
General

Soppler. ¥ gum Reference Number
Negotiation Currency ZAR
Note to Buyer

Response Currency ZAR

Price Precision 2 Decimals Maximum Attachments None ==

Response Valid Until  yyyy/mm/dd h:mm a E"e

Answer all the questions of all sections mentioned on the requirements page, this will form part of the analysis

and evaluation process. Please note that some of the responses will require proof of documentation, so please
attach it

© @& o O

Overview Requirements Lines Review
Create Response (Quote 6001): Requirements @ g pond by Spr \ v | Actions v  Back Next | Save ¥  Submit | Cancel
Last Saved 2023/03/17 12:16 PM
Time Zone Eastern European Time
Time Remaining 14 Days 1 Hour Close Date 2023/03/31 1:43 PM

Section 1. Pre-Qualification

Section 1. Pre-Qualification v | )

* 1. Are you a registered company or entity?
() aYes

) b.No

* 2. DO YOU HAVE A VALID TAX COMPLIANCE STATUS CERTIFICATE?
(@ a Yes

) b.No
* 2.a.1. Please enter the Tax Clearance Number

‘ 1234545
* Response Attachments FNDWRR 512732 before change.pd ==

* 2.a.2. Please enter Tax clearance Expiry Date
‘ 2023/08/17 e |

5. Click “Next” to respond to Negotiation lines.

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

o ® 6 O

Overview Requirements Lines Review
Create Response (Quote 6002): Lines @ Messag pond by Spr \ v | Actions v Back Next | Save v | Submit Cancel
Curreney = Rand Last Saved 2023/03/17 1:12 PM
v= Enter your Time Zone Eastern European Time
Time Remaining 6 Days 23 Hours response Close Date  2023/03/24 12:45 PM
_ price
Actions w View w Format w Freeze Detach Wrap
* . . .
Line Description Altefna_te Line Create Alternate Category Name Start Price Ret  ise Price Estlmatgd uom Line Amount Estimated Total
Description Quantity Amount
1 test )= COMPUTERS .-.408 100.00

Columns Hidden 6

Grand Totals

All response lines except alternate lines are included

Response Amount 0.00

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

oRoX X0

Overvi... Requir... Lines Review

Create Response (Quote 4004): Lines

Last Saved 2020/04/21 9:46 AM
Time Zone Eastern European Time

Close Date  2020/04/22 10:16 AM

Currency = Rand

Time Remaining 1 Day

Actions v View v Formatvy & Wrap
* Alternate Line

rna Estimated oM
Description

Quantity

Estimated Total Response Minimum

L Amounc Amount Release Amount

Description Create Alternate Category Name Start Price  Response Price

= OFFICE REFRESH 1,100.00 1,100.00 1,200.00 1,100.00

1

Rows Selected 1 Columns Hidden &

Grand Totals

All response lines except aliemate lines are included.
Response Amount  1,100.00
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5. Supplier Response

8. The review tab on the Supplier Response window will outline the overview of the Supplier’s

responses to Tenders Requirements and Lines.
Click on the Lines to view your submitted line response

© & 6 e

Overview Requirements Lines Review
Review Response: Quote 6002 @ Messag pond by Spr \ ¥ | Actions ¥ || Back | Nexi | Save ¥ | Submit
Currency = Rand Last Saved 2023/03/1
Y= Time Zone Eastern Euroj
Title test Time Remaining 6 Days 23 Hours
Close Date 2023/03/24 12:45 PM
Overview Requirements Lines
View w Format w Freeze |y Detach Wrap
Response
Line Description Altern_atg Line Category Name Response Price  UOM Name Line Amount Estimated Total Minimum Attachr
Description Amount Release
Amount
1 test COMPUTERS.-.40¢ 100.00 100.00 100.00 90.00

Columns Hidden 8

Grand Totals

9. Click the “Requirements” link to view Supplier's Requirement response to the Invitation.

® ® O

Overview Requirements Lines Review
Review Response: Quote 6002 @ g pond by Spr \ w | Actions ¥ | Back Nexi | Save | ¥ | Submit  Cancel
c = Rand Last Saved 2023/03/17 1:18 PM
urrency =Ran Time Zone Eastern European Time
Title test Time Remaining 6 Days 23 Hours

Close Date  2023/03/24 12:45 PM

Overview Regquirements  Lines

Section 1. Pre-Qualification Section 1. Pre-Qualification v | )

* 1. Are you a registered company or entity?
a.Yes
b. N
* 2. DO YOU HAVE A VALID TAX COMPLIANCE STATUS CERTIFICATE?
a. Yes
N

* 2.a.1. Please enter the Tax Clearance Number
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6. Submit the Tender

10. Click the “Submit” Button to Submit a Negotiation Response to the Invitation

Click “Yes” Button to

A\ Warning
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11. Click the “Ok” Button to confirm submission to respond to the Negotiation.

P Tender: 69

Messages = Actions ¥ Done

+ Confirmation x

Currency = Rand Time Zone Eastern European Time

The response 6002 to negotiation 69 was submitted.

Title test - Open Date 2023/03/03 12:46 PM
Status Active (Locked) ‘ oK ‘ Close Date 2023/03/24 12:45 PM
Time Remaining 6 Days 23 Hours '
L
Table of Contents Cover Page
Cover Page
Overview

University of Johannesburg

Requirements
Lines

Contract Terms The University of Johannesburg (UJ) is a public university located in Johannesburg, South Africa, with four campuses, namely, Auckland Park, Bunting Road, Doornfontein and Soweto.

Our vision is to be "an international University of choice, anchored in Africa, dynamically shaping the future” and our mission can be described as follows: "inspiring its community to
transform and serve humanity through innovation and the collaborative pursuit of knowledge"

The role of Finance in the achievement of UJ 2025 (GES 4.0) objectives above is that of a world-class empowered strategic partner striving for excellence and stature.

The following are the strategic goals for Finance 2025:
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7.Sign Out Application
Click “Sign out” To sign out from Oracle Supplier Portal

Settings and Actions Sigp Out
RFQ: 47 \

Personalization

Currency = Rand i A i
y Access Accessibility Settings

Title  RFP UJ 102023

Set Preferences
Status  Active
Print Me
Time Remaining 21 Days 4 Hours

Hide Help lcons

Table of Contents Overview Applications Help

e Title  RFP UJ 1012023 About This Application

Requirements Synopsis SUPPLY AND

! INSTALLATION OF A ™ Outcome Purchase Order

ines FULL y

Contract Terms H Attachments RFP UJ 10 2023 - TENDER PACK .z
Expand All
» General
» Terms
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8. Logout Consent
Click the “Confirm” Button to confirm the single sign-off action.

SIGN IN
ORACLE APPLICATIONS CLOUD

Logout Consent

Confirm your Single Sign-Off actien

THANK YOU!!
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