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Respond to Negotiation by Manual Entry 

Audience: Suppliers 

Purpose: You can respond to negotiations by importing a spreadsheet file or by manual entry.  

This job aid will assist you with entering responses manually to a negotiation. 

 
Step 

Action 

1 Login to the Home page and click on the Supplier Portal icon. 

 
2 Under Tasks (Left of Screen) > Negotiations > View Active Negotiations link from the left 

menu. 

 
3 Use the criteria to search a single agreement or click the Search button to display a list of 

agreements.  

 
4 Click to select a Negotiation from the list. 
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5 Click the Create Response button. 

 
6 Click the Accept button for Terms and Conditions. 

 
7 The Overview page displays.  

 
Enter and Response Valid Until, if applicable. 
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Enter the Reference number. Also enter Note to Buyer , if applicable. 
 

 
 

8 Click the Next Button to go to the Lines train stop. Train Stop refers to the numbers at the top, 
center of the page.

 
9 Click the Required Details Icon on the first line. 

 
10 Enter Response Price (required) and any additional applicable information. 

 
11 Enter the Promised Delivery Date. 

 
12 Enter any additional required information indicated by an ‘*’ under Attributes. 
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 Click the Next Arrow to continue to the next line. 

 
13 Repeat steps 10-12 until all lines have been completed. 

14 Select Save and Close 

 
15 Review responses. 

16 Click the Next button to proceed to the Review trainstop

 
17 Review all responses. 

31 Click the Save button. 

32 Click the Submit button. 

33 Click the OK button. 

 

 

 

 

 

 

 


