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Supplier Portal – Responding to a Negotiation 
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1. Invitation to Negotiations 

If you are invited to a negotiation, you will receive a notification both by email and in your Bell Icon.  

 

 

 

If you click on the Bell Icon, you can respond with your intent to respond either from there, or from the 

email you will receive.  
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2. Searching for Active Negotiations 

If you are interested in other negotiations that may be available you can go to the link on the left side of 

the screen as seen below.  

 

 

By clicking on this, it will take you to a search menu and you can search for different criteria based on 

what you are interested in.  

There is an option to see negotiations that you have not been invited to by selecting the dropdown as 

shown below and selecting “No”.  
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3. Responding to Negotiations 

If there are active negotiations that you are eligible to respond to, they will appear in the search results. 

If there is one that you would like to respond to, select that negotiation by highlighting the line (click the 

box next to the negotiation number) or click the negotiation number to view the negotiation. You can 

respond from here as well. This process is similar to any place that you can respond to or view 

negotiations.  

 

 

 

Once you click on the Create Response button, this will take you to a page where you will have to accept 

our terms and conditions. You must accept these to continue.  

Once you accept, this will take you to a page where you are able to put information, but is not required. 

 

 

As you did when you created your profile, you can either click at the top of the screen to the next page, 

or click next on the upper left hand side.  
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On the Requirements page, you will need to either accept various terms and conditions pertaining to the 

specific items that are being bid/quoted, or attached additional information.  

Once you’ve done this you can move to the Lines page where you can actually put pricing for each of the 

items being quoted. Each line will have a box labeled “Response Price” where you can put your price and 

to the left of that is a spot to put promised delivery date. While promised delivery date is not a required 

field, please estimate as best you can. Typically a lead time will be requested for each line item also.  

 

 

If there is a small box under “Required Details” this means that line has a line attribute attached to it 

and you will need to select the box in that line to view and respond to that particular line attribute.  

 

 

 

If there is a line item attribute associated with a particular line, you will be required to respond to it in 

order to submit your bid.  

When you have responded to all line items (when required) here you can click on next to move on and 

review your response.  

Once you are ready, click Submit.  

Once your response is submitted and the negotiation has closed, award details may or may not be 

provided if you are not awarded. If you are awarded, you will be notified and once all district required 

protocols have been completed, you will be sent a PO.  
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4. Revising a Response to a Negotiation 

If you have responded and would like to revise your response, go to the left side of your main profile 

under Negotiations and click Manage Responses. Note: If the Buyer has determined that they will not 

allow revised responses, this process will not be possible.  

 

 

You can search for negotiations you have responded to, but it would be recommended that you set up 

saved searches and set them as default. (See General Navigation Instructions) 

Determine which negotiation you would like to revise and highlight that negotiation by clicking to the 

left of the Response number. Click Revise.  

 

This will take you to the response process detailed earlier in this instruction sheet.  
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5. 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. 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.  
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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”.  

 

Click Revise. This will bring up a notification box saying that you must acknowledge all amendments. 

Click Yes.  

 

 

This will bring you to a page where you will acknowledge the amendment. Note: below the 

acknowledgment box, there is a description of why that amendment was done.  
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If you scroll down, you can then see a preview of the line item(s). If you are ready to proceed, click 

submit in the upper right of the screen. This warning will appear, click yes to modify your response. Click 

No to go back to your response search page. Even if you do not create a response, you have 

acknowledged the amendment and your response is submitted.  

 

 

If you choose to modify your response, the steps are the same as creating the original response as 

detailed earlier in this document.  


