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Welcome to the Essential Energy Responding to 
a Negotiation User Guide. 
 

 

Why should I use this 
guide? 

This guide provides you with instructions on how to 
respond to a Negotiation via the Supplier Portal. 

Who might use this 
guide?   Suppliers who want to respond to a Negotiation. 

What related documents 
should I refer to? 

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

 Oracle Guided Learning – Quick Reference 
Guide. 

 Navigating the Essential Energy Supplier Portal- 
Quick Reference Guide. 

 How to Download Negotiation Spreadsheet- 
Quick Reference Guide 

Where can I go for 
additional system 
support? 

 For system support, please contact: 
suppliers@essentialenergy.com.au  

 
 
Key Terms   
 
Negotiation: The end-to-end process for Sourcing Goods and Services is called a Negotiation. 
 

 A Negotiation encompasses the end-to-end market engagement processes in Oracle, 
more commonly known as sourcing events/activities or tenders.  

 Negotiations include activities from identifying a sourcing need to initiate the sourcing 
event, through to making a final sourcing decision and awarding a supplier/s through an 
evaluation process.   
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Logging on to Oracle Cloud 
 
To participate in the tendering process, please use the URL: 
https://enno.login.ap1.oraclecloud.com 
 

1. Enter your User ID and Password. 

2. Click Sign In. 
 

 
 
Navigating to the Supplier Portal 
 

1. Click on the Supplier Portal tab. 

2. Select the Supplier Portal icon. 
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Searching for a Negotiation  
 
You can search for a tender that is currently open for responding on your Supplier Portal Task 
Panel. 
 

1. On the left-hand side, click ‘View Active Negotiations’ to launch a search window. 

 
 

 
 
 

2. Enter search parameters in the search criteria fields. 
Search based on Negotiation Reference Number, whether you have been invited to 
respond, a Title or the Negotiation Open and Closing dates. 

3. Click Search. 
 
 
 

 
 
 
 

4. Search results will appear at the bottom half of the screen. 
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Viewing a Negotiation 
 
From an Invitation to Respond: 
 
If your organisation receives an invite to bid on tenders, you will receive a notification in your 
email and on your notification bell in the Supplier Portal. 
 

1. Click the online or offline Notification. 

2. Click the link to open the Negotiation invitation. (Note: you will be asked to Accept 
Terms ahead of viewing the document. Go to the Accepting Terms section below).  
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From your Search Results: 
 

1. Click on a Negotiation Number from your search results. 

 

 
 
 
Accepting Terms: 
 
You will need to accept terms and conditions before viewing the Negotiation. 
 

1. When you are asked to Accept Terms, read the terms and click Accept Terms.  

  

Note 1: If you decline the Terms you will not be able to view the Negotiation. You can 
later Accept Terms to view the Negotiation. 

 

Note 2: Terms are in a PDF format. You will need Adobe to open the document. 
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2. Enter a Comment to verify that you Accept the Terms. 

3. Click Submit. 

 

 

 
 
 
Cover Page 
 
The first page displayed on the Negotiation is the Cover Page. The Cover Page provides key 
Essential Energy information and highlights the different components of the document. 
 

1. When you have read the Cover Page, click Overview. 
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Overview 
 
The Overview outlines key dates on the Negotiation and provides an overview of the document 
including the Title, a Synopsis about the tender and any relevant Attachments. 
 

1. When you have read the Overview, click Requirements. 
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Requirements 
 
The Requirements page is comprised of questionnaires to supplement the bid. You may be 
required to upload attachments to support your response for each listed Requirement. 
 

1. To view details of the Requirement, click on the Requirement.  
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2. View relevant attachments of the Requirement and click Done to navigate back to the 
Requirement page. 

 

 
 

3. Click the Lines page.  
 
 
Lines 
 
The Lines page contains the goods or services needed and includes Description, Category 
Name, Estimated Quantity or Estimated Total Amount and Unit of Measure per line item. 
 

1. View the Line details. 

2. Click the Contract Terms page. 
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Contract Terms  
 

1. From 1 December 2020, the Contract Terms can be found on the Requirements page 
attached under the Commercial Requirements Section called ‘Contract Terms and 
Conditions’.  

 

Note: The Contract Terms page will still be visible but will not be used. 

 

 
 
 

2. To view the contract, click on the Requirements page. 

3. Scroll to the Commercial Requirements section. 

4. Under Contract Terms and Conditions, view the contract via the attachment. 
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Responding to Negotiations  
 
If you have received an invitation to respond to a Negotiation and have decided to respond, you 
can acknowledge your participation to create a response. 
 
Acknowledging Participation 
 

1. Click Actions. 

2. Click Respond and select Acknowledge Participation from the drop-down menu. 
 
 

 
 
 
This will bring up an Acknowledge popup.  
 

3. Select Yes or No and enter a comment to the Essential Energy buyer. 

4. Click Ok to submit. 
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Creating a Response 
 
You can create a response directly from the Negotiation document or by searching your Active 
Negotiations. 
 
Create a Response within the Negotiation document: 
 

1. Click Create Response. 

 

 
 
 
 
Create a Response from the Search Results: 
 

1. Navigate to View Active Negotiations. 

2. Click on the space next to the Negotiation number. 
 

 
 

3. Click Actions. 

4. Select Create Response. 
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This will bring up the response page. 
 
Create Response: Overview 
 

1. Insert an internal supplier Reference Number if required. 

2. Add an optional Note to the buyer. 

3. Use the Attachment field to upload any relevant documentation. 

4. Enter a date to outline the when the response is valid until.   

5. Click Next to progress to the Requirements page. 
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Create Response: Requirements 
 

1. View the Requirements and respond to each requirement. Some will require a text 
response; others will require response by clicking on a radio button and some will also 
requirement attachment of supporting documents. Click on the + Symbol to upload any 
supporting documents (where required). 

 

 
 
This will launch the attachment window. 

 

2. Click on the + Symbol. 

3. Click Choose file to upload a document. 

4. Click Ok. 
 
 

 
 
 



Responding to a Negotiation – User Guide 

 
 

 

| Page 16 
 

 
 

5. Click Save. 
 

 
 

6. To navigate to the next Section, use the drop-down or side arrows and enter the 
details in accordance to the Requirements. 

 
 

 
 
 

7. Click Save. 

8. Click Next to navigate to the Lines page. 
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Create Response: Lines 
 

1. Review the specification for the line item and enter a Response Price. 

2. Click Save. 
 
If alternative lines are allowed, you can create an alternative line to provide an alternate product 
or service by clicking the + Symbol. 
 

 
 

3. Insert an Alternate Line Description. 

4. Enter a Response Price. 

5. Select a Unit of Measure. 

6. Click Save and Close. 
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After clicking Save and Close, the alternate line will be added to the response. 
 

7. Click Next. 
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Create Response: Review 
 

1. Review your response as a whole and navigate through each of the Tabs to review and 
make changes. 

 

 
 
Validating and Submitting a Negotiation 
 
Before submitting the document, validate your work to make sure there are no errors in the 
document. 
 

1. Click Actions. 

2. Select Validate. 
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3. If there are errors, navigate to the errors using the Train Stops and rectify.  

4. After you have amended your errors, click Submit. 

 
 

 
 

 

5. Click Ok to the confirmation message. 
 
 

 
 
 
At this point, your submission will be automatically received by Essential Energy for 
consideration. 
 
If you have any queries about a Negotiation, please use your messaging function within the 
document. If you need assistance in using this feature, please refer to ‘How to Communicate on 
a Negotiation’ quick reference guide found on our website. 
 
If you require further support, please contact suppliers@essentialenergy.com.au. 
 
 
 


