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Quick Guide S6: Amended Negotiations 

Sourcing Supplier 

 

Amended Negotiations 

 If a negotiation is amended, you must acknowledge the amendments before 

you can submit or resubmit your response.  

 

 The negotiation number for an amended negotiation will start with the same 

first 6 numbers as the original negotiation, but followed by ',1' for a first 

amendment, or ',2' for a second amendment. 

 

 If you submitted a response before an amendment was made, you must 

resubmit your response. Your original response cannot be considered. 

 

 The symbol next to the response number identifies this is an amendment. 

 If invited to participate, the negotiation number will have the same symbol next 

to it. 

 If you view the original or amended negotiation or response, you will be 

notified that there is an amendment.  
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 Click the View Amendment History link. 

 

 

 Click the Show All Details link to view a summary of the amendments. 

 To view additional details, click the Review Changes button.  

 

 

 An amendment description and a summary of the changes are displayed 

against the original and / or amended negotiation number. 

 This may show an update, an addition or a deletion. 
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 You also have a link to the full original and amended negotiations to compare 

the changes. 

o Click on the 'View RFQ' button with the original 6 digit negotiation 

number to view the original negotiation. Then click on the 'View 

Amendment History' link to return to the amendment history screen. 

o Click on the 'View RFQ' button with the original 6 digit negotiation 

number followed by ',1' to view the amended negotiation. Then click on 

the 'View Amendment History' link to return to the amendment history 

screen. 

o Click on the Amendment History (RFQ No) at the top of the screen 

(filepath under the Negotiations tab) to return to the amendment history 

screen. 

 

 

 You must acknowledge the amendment before you may create a response. 

 Click the Acknowledge Amendments button. 

 

 

 The amendment description and summary of changes are displayed again, 

but with an option to acknowledge the amendments. 

 Tick the acknowledgement check box. 

 Click the Acknowledge button. 
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 You will now be asked if you would like to respond to the negotiation. 

 If you are ready to enter your response, click the Yes button. 

 

 You may now enter your response or revise a response created earlier. 

 

 If you had created a draft response or submitted a response to the original 

negotiation, your responses may still be displayed. 

 

 Any area of the negotiation which has been amended will not carry over from 

your original response.  

o For example, if the buyer has changed the line description or quantity, 

your response to that line will no longer be valid or displayed. You will 

need to enter a new response to that line. However, all quotes for 

unchanged lines will remain. 

 

 If the negotiation area remains unchanged, your original response will carry 

over to your revised response.  

o For example, if the buyer adds a new requirement, all previously entered 

requirements will remain. You will be asked to enter your response for 

the new requirement only. 

 

 

 

 

If you need further assistance please call the Customer Service team on: 0300 

1236710. 

 


