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INTRODUCTION: 
 

Purpose 
            In This Chapter, you will learn how to manage the Sourcing Cloud module (Supplier response) 

 

 

 

Scope 
This procedure covers the following functional areas: 

 

- Create and submit supplier quotation 

- Send online messages by the supplier user. 

- Upload quotation by spreadsheet 

 

 

System References 
         The following system references are used: 

         Sourcing Cloud Service. 

  



 
 

Approval Email 
 

➢ Once you receive this email that means that you are invited to participate in a tender with 
LEEJAM and submit your quotation Tender Title 

• From: Buyer name 

• Close date: After this date, you can’t submit any quotation for this tender 

• Click on the tender hyperlink to transfer to your supplier portal and submit your 
quotation 

• Then Log in with your username and password 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 

 

Supplier Portal 
 

❖ Open view active negotiation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

❖ Choose the tender and click on Acknowledge participation to share your 
participation decision with LEEJAM procurement team 

 

 
 

 
 

 
  



 
 

 
Once you choose your participation decision LEEJAM team will receive your decision on 
whether you will participate and prepare your quotation or not 
 

 
 
Click on Create Response to start creating your quotation 
 
 

 
 

➢ Overview page 
 
At the overview page check the Close date and the Time remaining until this date the click 
next to transfer to the next page  
 

 



 
 

 
➢ Requirement Page 

 
The LEEJAM requirements page is a pre-qualification questions specified by LEEJAM team to 
be a guide for them to make the awarding decision  
 

 
 
 
At this screen you have pre-qualification questions from 3 sections transfer the sections from the 
sections list of values and reply to all of them if you see ADD icon that means that it is a 
required attachment for this question 
 

 
  



 
 

 
➢ Lines Page  

 
On the lines page as shown it is the needed items by LEEJAM company 
 

• If you have an alternate item for any of these needs you can submit it  

• Specify your response price for each line 

• It is required to enter the promised delivery date for all of LEEJAM needs 
 

 

 
 

 

 



 
 

 

Then review your quotation and submit   



 
 

  

Send an Online Message to LEEJAM team 
  
If you have any clarification, you can message LEEJAM team through the Online Messages tool 
 

• Click on the message’s icon 

 
 
Enter your message and send it to LEEJAM team 

 
 
  



 
 

Upload quotation by spreadsheet  

 

If you received a tender with a lot of lines you can upload your quotation by spreadsheet  

• Export the template  
 

 
  
 
 
  



 
 

Then extract the ZIP file 

 

 
Open by XML  

 
 
 
  



 
 

Reply to all of LEEJAM pre-qualification questions and transfer to the lines file  



 
 

 

Enter your response price and promised delivery date then save the file 

 

 

Import the Excel file with your responses 

 



 
 

 

 

 

 

 


