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Supplier Portal - Responding to a Negotiation 
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1. Bid Invitations 
 

After you have registered to be a supplier you have the opportunity to be directly invited to specific bids 
based on the Products and Services you selected during your initial registration.  For information on 
updating your profile please see the (Editing your Profile Job Aide). 

When you are invited, you will receive a notification via email (Make sure your email/phone# is always up 
to date).  

Example of Email Invitation: You can view/acknowledge and create a response all via the links within this 
email. 
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You will also receive a notification upon logging into your supplier portal and you can view that alert by 
clicking on the bell icon in the top right corner of your screen. 

 

 

 

2. Where to find Active Negotiations 

You do not need to be invited to a negotiation to participate. Below are the best ways to view open 
negotiations. 

Once you have logged into your portal click View Active Negotiations in your Task Menu 

 

 

 

 

Click the Invitation Received pull down in the top right and change it to No if you were not invited and Yes 
if you were. If there are active negotiations that you are eligible to respond to, they will appear in the 
search results. 
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3. Responding to Negotiations 

You can view the negotiation in more detail by clicking on the blue negotiation number. If you are ready to 
respond simply select the line of the negotiation and click Create Response. You can also create a response 
while viewing the negotiation. 

 
 

 

Once you click on Create Response button; you will be taken to a page where you will need to accept our 
terms and conditions. You must accept these to continue. 
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Once you have accepted the Terms and Conditions you will be taken to the negotiation overview page. 
While none of these fields are required this page will give you the opportunity to add attachments, leave a 
note for the buyer, along with include any internal quote or reference numbers. 

 

 

 

Similarly, to when you created your supplier profile you can use the train stops in the top center of the 
screen or the Next and Back buttons to navigate to the different sections of the Negotiation. 

Click on the train stop or select next to proceed to the Requirements section to continue. 

 

On this Requirements page you will need to either accept various terms and conditions to the specific 
items that are being bid/quoted or attach requested information. Documents we have uploaded for you to 
view are downloadable by clicking the blue hyperlinks.  Examples of items required to be uploaded include 
Drawings and Specs, Debarment Forms, and Contractor Information. (Use the (+) in the Overview section 
to add your attachments see instructions on page 4 of this job aide). If there is a navigation option as 
pictured in the screenshot below there are multiple pages of requirements that will need to be completed. 
Use the Arrows or dropdown menu to navigate to the different pages. 

 Some additional examples of bid requirement can be seen below. 
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Once you have completed this page you can continue to the Lines train stop or click next. To reduce the 
chance that you will experience errors please do not enter any information into these crossed out fields 
from this screen. Instead click the small box on the left of the line number to select the first line (the line 
turns blue when selected) and then click the pencil icon. 

 

 

 

 

Now it’s time to input your response to the line item. When pricing your item be sure to use the UOM 
listed and note the quantity being requested. While not required you can attach spec sheets for the item 
you are quoting along with links to the items in the Note to Buyer section. 

In the bottom portion of this screen, you will see the required line attributes. These can change from bid 
to bid so make sure they are filled out correctly. You will not be able to submit your bid if these attributes 
are not filled out.  

When you have filled out all fields for this line click the arrows in the top right to navigate to the 
next/previous lines. 

You do not need to bid on every line. If you do not want to bid on a line item leave every field blank and 
use the arrows to proceed to the next item. 
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Once you have navigated through all the line items you can click save and close to bring you back to the 
main negotiation screen. 

Click the Review train stop or click next to review your submission. Take this time to ensure that 
everything was filled out. If you missed anything you can use the train stops to navigate back to the 
appropriate section to make your adjustment.  

 

Once you are ready, Click Submit. 

 

4. Errors 

95% of the error’s suppliers experience are from missing required details in the Lines section of the bid 
process. By Following the steps in pages 4-6 you will drastically limit the number of errors that you 
experience. If you do end up with this error, repeat the steps in pages 4-6 and ensure that you have every 
field with a blue asterisk (*) filled out. 

 

Another common place to experience errors is by forgetting to fill out a text field or check box in the 
requirements section of the bid process. You can quickly navigate to this section by clicking on the second 
train stop in the top center portion of your screen. There can be multiple pages of requirements in this 
section so make sure that you have taken the time to fill them all out completely and correctly.  
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Remember if you run into issues we are here to help! You can message us directly through the Bid by 
clicking messages in the top right or you can Email/Call your purchasing agent/buyer. 

5. Revising a Response to a Negotiation 

If you have responded and would like to revise your response, login to your supplier profile and in the task 
menu select Manage Responses 

 

After clicking Manage Responses you will be able to search for the negotiation that you would like to edit. 
Once you have found it, select the line you wish to edit and click revise. 
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You will now be taken back to the response process detailed earlier in this job aide. See step 3. 

Make sure to submit your changes before the bid expires or they will not be considered! 

 

6. Amendments to Negotiations 

All amendments to negotiations will need to be acknowledged in the system for your response to remain 
active. If there is an amendment and you were invited to respond, you will be notified via Email. If you 
were not invited, you will need to monitor that negotiation for any amendments. It is not USD 259’s 
responsibility to notify you outside of the system or monitor for uninvited responders. With the 
appropriate commodity codes chosen on your profile, you will be invited to the appropriate negotiations. 

If you are notified of an amendment, you will be able to click on the button in your Bell icon and 
acknowledge the amendment and revise your response as needed.  

If you were not invited to respond and you have chosen to respond anyway, the “Requiring Attention” 
image on your main profile screen will have an additional number than it had before 

 

 

Click on the “Negotiation Responses” color. As shown above, this is blue. This will take you to your 
responses. When you get to your search results, review each of your response lines. Under “Response 
Status”, it will say “Resubmission Required”. 
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After clicking Revise, a notification will pop up. You must acknowledge all amendments. Click Yes. 

 

This will bring you to the page where you will acknowledge the amendment. Note: Below the 
acknowledgement box, there is a description of why that amendment was done. You can also view any 
attachments that we may add on this screen as well. 

 

 

 

 

 

 

7. Award Notices and Tab Sheets 
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Anyone can view award notices and tab sheets by visiting the following link 
https://www.usd259.org/Page/20068. Click To View Current Bids and Abstract 

 

 

You will be taken to a page that shows every RFB, RFQ, RFP, and occasional RFI. After the status has been 
updated to Awarded you can view the Details by clicking the small gray box highlighted below on the far-
right side of the screenshot. 

 

 

Once you have opened the Details, you will have the opportunity to download both the Award Notice and 
the Response Tabulation (Tab Sheet) by clicking the blue hyperlinks. 

 

https://www.usd259.org/Page/20068

