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Infroduction

Learner Guidance

This step-by-step guide has been designed to help provide you with the confidence
and system skills required to fulfil your role.

Prerequisites
Navigation Video
Procurement Overview Video
Objectives

After completing this exercise workbook, you will be able to:

Respond to Tender Messages
Note

Please remember that every effort has been taken to make the service and training
documents as accurate and up to date as possible, but software, hardware and their
related information do change, therefore the documents are living documents, and
will be subject to updates over time to match system changes.

Remember to always check for any current releases of software, such as patches or
new versions.

The images within these training documents may differ slightly from the actual
Oracle screens used as it is possible to save custom searches and amend page
layouts (adding, removing, reordering columns of data).

Please also note that where screen shots show the word “Negotiation”, users
will see the word “Tender” in their Oracle screens.
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Responding to Tender Messages

Infroduction

Suppliers will review open Tenders that the Bank make available on the Supplier
Portal.

Messages can be communicated between the Bank and Suppliers via the Supplier
Portal. The Bank may send individual messages to suppliers or send them to all
participating suppliers. Suppliers should reply in a timely manner to the Bank.

This process looks at a supplier response to messages received via a Tender.

Steps

Action

Reviewing the Message from the Home page

1. | From the Home page, select the Supplier Portal tab.

Good afternoon, Tony Fargus

My Team Supplier Portal Tools

Supplier Portal
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Step

Action

Messages can be seen in the Things to Finish area in the lower part of the
page. Messages can be viewed directly from this area by selecting them.

Alternatively, messages can be viewed using the Notifications icon located at

the top right of the page.

Bank of England

Good morning, Tony Fargus

Supplier Portal  Tools

ApPS

-

Supplier Portal

Things to Finish

1hourago

Online Message for

You Are Invited to
Respond to
Questionnaire
Development of Aut.

Note: Regardless of how you view the message, replying is performed in the

same way. This is covered in step 9 onwards.

Reviewing the Message in the Tender

3. | Select the Supplier Portal tile to
access the Supplier Portal work -
area. EE
Supplier Portal
4. | The Supplier Portal work area is displayed.
Bank of England oR ® «
(«}
2
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Step Action

5. | Under Tasks, select View Active Negotiations

Tenders. =
= View Active Negotiations

—
* Manage Responses

6. | The Active Tenders page is displayed.

Bank of England

Active Negotiations

4 Search

—

* Negotiation Close By | dd-mmm.yyyy fo Negotiation Open Since | dd-mmm-yyyy fe
(o] [t o]
Search Results
Actions w View v Fomatw % | Detach Acknowtedge Participation || Create Response
Negotiation  Time Your Will Unread Response
Negotiation  Title Type Remaining ~ C10s¢ Date Responses Participate Messages oW POF Spreadsheet
NEG100002¢  Oracle Fusion ELS Support RFQ 6Days21 Hours  00-5ep 202509 0 M= m

Note: Any unread messages are shown in the Unread Messages column.

7. | Select the Unread Messages
hyperlink.

Unread
Messages

1

8. | The Online Messages page is displayed including the Tender number.

Bank of England

Online Messages (RFQ NEG1000024) @

Title  Oracle Fusion ELS Support Status  Active

Time Remaining 6 Days 21 Hours
Messages
Adtons v Vieww Fomsty 4+ @ 5 &7 Detach

Subject Status

4 8 Updated close date

Read

Updated close date and intent to respond: Details

From  Bank of England To TonyFargus

Date  01-5ep-2025 10:20

Attachments  None

nd wie nead 2 few days 1o review and respond to

5 of a fow reported erfors which are in fact
ot

hat you vl be able to submit a response.
>

Close Date 03-Sep-2025 0900

aop ® «
[ s g Jf oo |

ime Zone Greenwich Mean Time|

From To

\:-m,.m,

Date

If there are any attachments, they will be visible via a hyperlink.

Note: The message content is displayed in the lower part of the page.

9. | Select Reply.

Reply

Supplier Portal
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Action

10.| The Message content is displayed.
Reply to Message X

To Bank of England

* Subject | Re: Updated close date and intent to respond |

On 01-Sep-2025 10:20 Eurcpe/London, Bank of England wrote

Good Morning,

Please note we have extended this negotiation amid a couple of changes here.

=
Message Please be aware that the close date is drawing close and we need a few days fo review and respond to
clarifications.

Instructions are attached regarding the process and highlights of a few reported errors which are in fact
standard procedure but completion of the response is incorrect.

Please raise any issues or concermns and kKindly confirm that you will be able fo submit a response.

L

Attachments Mone ==

e B

Note: You should respond to the message clearly below the current message.

11.| Select Send. Send

Supplier Portal Page 5
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Step

Action

12.

Bank of England

Online Messages (RFQ NEG1000024) @

The Online Messages are displayed
messages are retained and visible.

The response is now visible and all

Messages

Actons w View v Formal v o i

{47 Detach
Subject

aallipit et e o eond
I Re: Updated close dae and infent o respond

] Usdited close dste and infent o respond

Title  Oracle Fusion ELS Support

Time Remaining 6 Days 21 Hours

[al=0:

TF

prsae e ) ver

Time Zone Greenwich Mean Time|
Status  Active

Close Date 08-Sep-2025 0900

Status

Updated close date and intent to respond: Details
From  Bank of England

From To Date
Read Tony Fargus Bank ofEngland  01-Sep-20
Replied Bankof England  Tony Fargus 01-Sep-20

Date 01-5ep-2025 10:20

Good Morning

Please nole we have extended this negofiation amid a couple of changes here.

clarifcations.

rect.

13.| Select Done.

Attachments  None
Please be aware thal the close dale is draving dlose and we need a few days {0 review and respond to
Instructions are aitached regarding the process and highiights of a few reported erfors which are in fact
standand procedure but completion of the response s incor

Please raise any issues or concerns and kindly confir that you will be abls to submit a response.

To Tony Fargus

printable Page || Reply |

14.

Bank of England

Active Negotiations

You are returned to the Active Tenders page.

4 search

nRp ®

T

R ————
(g W soved sarch [cpen iters

** Invaon Receved
e

Search Results

Aciors = Vw v Fomatw 51 4 onen [omomects ropeson | crous nespores |

Negotiation  Tite e O Remaining COSDIE o 1Y Pericibate Messages VW PDF g et

NEG1000024  Oracke Fusion ELS Support RFQ 6Days 21 Hours  08-Sep-2025 09. 0 T @ B
15.| Select the Home icon to return to the

Home page.

a
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