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Log in and navigate to the Supplier Portal



Click on the bell notifier and open the online message notification



View the message details



Click on the view message details link



Click Reply



Enter a message > Click Send



Click Done



Alternatively, click on the negotiation invitations link in the recent activity infotile



Click on the negotiation number from the search results



Click Messages



Click the + icon to create a new message to the Negotiation Owner



Enter a subject and message > Click Send



Click Done
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