
Construction Prequalification Application - Revise Response

If the City of Portland has requested 
additional information or has invited 
you to renew your application, you will 
receive an email that includes 
comments explaining what updates 
or additional information is needed 
(see example). This guide will show 
you how to revise your original 
response in Ariba.

Click the "click here" link in your email 
notification to begin. You will be 
redirected to the Ariba login page.
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Once you've logged in to Ariba, you will see a screen like the example below. You can 
use the maximize/minimize button in the upper right hand corner to expand the form. 
Click the "Revise Response" button at the top of the page, then click "OK" when the 
pop-up box appears.

2



Construction Prequalification Application - Revise Response

There may be different reasons why you need to revise your response - for the 
purposes of this guide, we will demonstrate an update to Project History. Click the 
"Add PROJECT HISTORY" button - you will be redirected to a page where you can 
complete the required fields. 
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Click "Add an Additional 
Project History" and a 
new section will appear.
Complete the required 
fields, then click "Save" 
in the upper right hand 
corner. 
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When you are finished with your revisions, scroll to the bottom of the page 
and click "Submit Entire Response," then click "OK" in the pop-up window. 
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Additional Resources:

If you have questions about this process, please 
email PrequalApps@portlandoregon.gov for support.

for Ariba related questions outside of prequal, please 
email SAP.Ariba@portlandoregon.gov.
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