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Step 1

In the Supplier Portal, click the View

Agreements
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Shipments
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CITY OF JACKSONVILLE a 3 - Ste p 2

Active Solicitations [ pore |

Time Zone Eastern Standard Time
4 Search Manage Watchlist Saved Search Open Invitations j

Click the Solicitation link.

*+ At least one is required

Solicitation “* Invitation Received Yesﬂ
= Title Response Submitted No ﬂ
Solicitation Close By m/dlyy S Solicitation Open Since m/diyy [y

Search Reset = Save..
Search Results

Actions w View v Format w

Ps Create
Salicitation ~ Title E;"r:ai“i“g Close Date Respﬂ:;’:; ‘;‘:'r'ﬁcipm Mgl;:;;g: View PI
Enter Title for Solicitation Here mTQ 21 Days 23 Hours  10/25/19 1:07 PM o
8085-19 ITQ Solicitation 14 Ta 5 Days 21 Hours 10/9/19 11:39 AM o [For ]
808319 ITQ Solicitation 10 TQ 1 Day 20 Hours 10/5/19 10:27 AM o o]
< >

Columns Hidden 4




Supplier Messaging

CITY OF JACKSONVILLE - Step 3
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Currency = US Dollar Time Zone Eastern Standard Time
Title Enter Title for Solicitation Here Open Date  10/3/19 1:51 PM

Click the Messages button.

Time Remaining 21 Days 23 Hours
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Step 4

Online Messages (ITQ 8087-19) [ bone |

Time Zone Eastern Standard Time

Title Enter Tille for Solicitation Here Status  Active (Locked) CI I C k th e C re at e b u tto n.
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CITY OF JACKSONVILLE - Step 5

Online Messages (ITQ 8087-19) [ pore |

send Message x
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v Click in the Subject field.

* subject | ]

|
Messages j [
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Online Messages (ITQ 8087-19)
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To City of Jacksonville
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Enter the desired information into

= Suhjectl
Messages
Actions w View v F
Subject
Messag:

Attachments None sj=

® nm | the Subject field. Enter "Enter Subject
for Message".
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CITY OF JACKSONVILLE - Step 7

Online Messages (ITQ 8087-19) [ pore |

send Message x
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To City of Jacksonville

Click in the Message Details field.
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Actions v View v F

Subject Date

* Message
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Online Messages (ITQ 8087-19)
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Step 8

Enter the desired information into

the Message Details field. Enter "Enter
Message Details Here".
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Step 9

Click the Send button.
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Step 10

Online Messages ( 8087-19) @

Time Zone Eastern Standard Time

Title  Enter Title for Solicitation Here Status  Active (Locked) Cl | C k th e DO n e b utto n .
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CITY OF JACKSONVILLE - Step 11
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CITY OF JACKSONVILLE 7 3 - Step 12
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Step 13

Supplier Portal

Order Number Q

. o End of Procedure.
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