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How to Communicate on a Negotiation Through
the Supplier Portal - Quick Reference Guide

This guide provides information and the steps to
communicate on a negotiation via the Supplier
Portal.

Why should | use this
guide?

Who might use this e Suppliers wanting to communicate on a

negotiation in the Supplier Portal.

guide?

What related documents

should | refer to? e How to respond to a negotiation user guide.

Step Description Screenshot

After you login, click on Notifications

your Notification Bell 1% pgnding Notifications /= More Details

to view your

notifications. ) o
Enter search terms

L1

2. Click on your Online

Message notification. FYI: Online Message for Negotiation RFP 134 (test) | 4 minutes ago

Was Received

Anusha Kauhwvar

@ enno-dev2.fa.api.oraclecloud.com/fscmUl/faces/adf.task-flow?tz=Australia%2FSydney&df=mediu...
Edit

Online Message for Negotiation RFP 134 (test) Was Received Dismiss

Time Zone Australian Eastern Standard Time (New South Wales)

4 Details
Assignee John Company Essential Energy Pre\éi:g
From Essential Energy Negofiation Title tfest Open Date gf't‘Nuv—ZMD 454
Assigned 05-Mov-2020 8:24 30-Nov-2020 447
Date  AM Negotiation 134 Close Date FM
H Expiration 05-Dec-2020 824
3. View the Message. Date AN

Task Number 227337

4. Click on the Message
Details link.

4 Recommended Actions

« Print or reply to this message.

4 Message Details

Subject Key dates

Message Hi John

Please find key dates on the Cover Page Train Stop.

4 Related Links

« View Message Details 4

+ \iew Negotiation: 134
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5. To create a response,
click the Reply icon or
the Reply button.

Online Messages (RFP 134) @

Printable Page m

Time Zone Australian Eastern Standard Time (New South Wales)
Title test Status  Active (Locked)

Time Remaining 25 Days 3 Hours Close Date 30-Nov-2020 447 PM

Messages

Actions v View w Format v Freeze ) Detach Wrap

Subject Status From To Date
4 i Key dates

Bl Key dates Read Essential Energy  John Wills 05-Nov-2020 8:22 £

Printable PageI Reply |

Key dates: Details
From  Esseniial Energy To John Wills

Date  05-Nov-2020 8:22 AM Attachments  None

HiJonn

Please find key dates on the Cover Page Train Stop.

6. Insert your Response.

7. Click Send.

Reply to Message x
To Essential Energy

* subject Re: Key dates
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On 05-Nov-2020 8:22 AM Ausiralia/Sydney, Essential Energy wrote
HiJohn
Please find key dates on the Cover Page Train Stop.

* Message

Thanks for your prompt response,

Cheers.
John

Attachments None =

Send  Cancel
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Sending an online message to Essential Energy via the Supplier Portal:

Step Description Screenshot

1. On your Supplier Portal
Home Page, scroll
down and click View
Active Negotiations
on the bottom left-hand
side of your screen.

Negotiations

+ \iew Active Negotiations

Search Results

: Actions w | View v  Format w Freeze Im Detach Wrap Accept Terms
2. Click on the

Negotiation you would -~

Iikegto commL)J/ nicate on Negotiation  Title Ty on

Type
134 9 test RFP

Columns Hidden 4

3. Click on Messages at

the top right-hand side Messages | Create Response m

of your screen.

Messages

4. C“Ck On the + Symbol Actions » View w Format v

Subject

Freeze iy} Detach Wrap

Status From To Date

Send Message

To Essential Energy

* Subject a
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5. Enter a Subject. e |

6. Insert your Message.

7. Click Send. * Message

Attachments None ==

Send | Cancel
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