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Purpose: To respond to Requests for Quotes and invitations to enter into 
Agreements
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Procurement
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Accept or Decline the invitation
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Respond to the Negotiation

To respond to negotiations a contact must be 
assigned the Supplier Bidder role
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1 Accept or Decline the Invitation

1. Click the link in your notifications
2. You can also access the 

negotiation through the Supplier 
Portal and select ‘View Active 
Negotiations’

Access the Negotiation

1. Redpath will issue an invitation to 
negotiate for one of the following 
reasons:

i. Request for Quote
ii. Agreements 
iii. Renegotiate an existing 

agreements
2. You will receive a notification 

informing you that you are invited 
to a negotiation. Click ‘Accept 
Invitation’ or ‘Decline Invitation’, as 
required
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1. Select the negotiation to which 
you want to respond and click 
‘Create Response’

2. You need to perform four steps to 
complete the response

i. On the Overview page:
a. Response validity 

date
b. Reference number
c. Notes for the buyer, 

if applicable
d. Click Next
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ii. Requirements
a. Respond to all 

questions, in all 
sections

b. Click Next
iii. Lines

a. Add the Response 
Price and any 
minimum quantity

b. Click Next
iv. Review

a. All 3 tabs are 
available to review

b. Click Save or 
Submit, if 
acceptable
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