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Log in and navigate to the supplier portal



Click on the bell notifier to open the notification to review the supplier portal terms of use



Review the supplier portal terms of use



Review the supplier portal terms of use (Continued)

The supplier portal 

terms of use are 

attached and can be 

downloaded

Suppliers cannot view the 

negotiation without accepting 

the supplier portal terms of 

use first



Click Accept Terms

If a supplier cannot agree to 

the supplier portal terms of 

use, the supplier should 

email their redlines to the 

Negotiation Owner and 

click Decline Terms



Optionally enter a comment to the Negotiation Owner > Click Submit

Terms accepted.



Click on the bell notifier to open and review the negotiation invitation notification

Once the supplier portal 

terms of use are accepted, 

the supplier will receive an 

invitation to participate in 

the negotiation event



Click on the negotiation invitations link in the recent activity infotile



Highlight the negotiation in the search results > Click Acknowledge Participation



Select a participation response and optionally enter a note to the buyer > Click OK



Highlight the negotiation in the search results > Click Create Response



Enter the response details on the Overview page > Click Next

Suppliers can 

optionally enter a note 

to the buyer

Suppliers can attach 

Files, Text, and URLs

Suppliers can 

optionally enter a 

response validity date



Enter a response to the requirement 

Click on the arrow to 

move to the next 

requirement section



Enter a response to the next requirement > Click Next



Enter a response price for each line



If additional details are requested for the line, click on the Required Details icon 



Enter a response value for the line price and for each cost factor > Click the arrow to 

move to the next line



Enter a response value for the line price and for each cost factor > Click the arrow to 

move to the next line (Continued). Once the pricing has been entered for all of the lines, 

click Save and Close



Review the response > Click Submit



Click Yes on the warning message



Response is submitted > Click OK
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