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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.

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

View All 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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Viewing All Messages

Infroduction

Suppliers can send and receive review messages for a number of events including
Tenders, contracts and initiatives. Messages exchanged will be available to review
within the relevant activity.

There are some system-based messages or notifications that are also available to
review.

This process looks at viewing all messages that have been received and shows you
how to search for specific messages too.

Steps

1. | From the Home page, select the Tools tab.

Good afternoon, Tony Fargus

Supplier Portal Tools

) » Notifications

Finding all Messages

2. | Select the Worklist tile to access the
Worklist work area.
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Step Action
3. | The Worklist: Notifications and Approvals work area is displayed.
Bank of England NP M® «
Worklist: Notifications and Approvals @
[woss[v] sctosv vens @ @ | | Y [osoms ~] [mroms  +] < > @
[E] ‘Supplier Profile Change Request 15004 Was Approved by Bank of England Assigned 19.5ep 2025 13:11
Note: The default view is set to be Assigned messages that are within the
Last 7 Days.
4. | Select the Assignment drop-down. Assigned I"I
5. | Select the desired Status from the Assigned v
menu, in this example select Any.
Assigned
Completed
Suszpended
Withdrawn
Expired
Errored
Alerted
Information Requested
6. | Select the Show tasks by created Last 7 Days I:I
date drop-down.
7. | Select the desired range from the Last 7 Days v
menu, in this example select All.
Last 14 Days
Last 30 Days
Al
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Step Action

8. | The results are displayed and available for review.

Bank of England

Worklist: Notifications and Approvals &

nRp® «

[wtoma || sctorsw vews @ @ | | [ v] [ @
Status Ll Title State From User Assigned
El o Is Overdue Assigned GlenBambrick  22-Sep-2025 10:40
5} oo 15004 aby Assigned 16.50p2025 1311
[} Negoialion NEG1000045 (GPABGO1) Was Giosed. Completed Lesley Austin 09-Sep-2025 1159
(o] Negotiation NEG1000048 (BPANOBCO1) Was Closed Completed Glen Bambrick  09-Sep-2025 11:34
B Your Resp 4310 RFQ Withdrawn Tony Fargus 09-56p-2025 11:25
B Your Response Quote 4008 to RFQ NEG1000045 (CPABCOT) Was Submitted Withdravm Tony Fargus 09.5¢p-2025 11:23
5] Awiard Decision for Your Response 4004 to Negotiation NEG1000046 (BPABCOT) Completed GlenBambrick  09.Sep-2025 1031
(o] Negotiation NEG1000046 (BPABGO1) Was Closed Completed Lesley Austin 09-Sep-2025 10:17
9. | Select the Next icon to view further P
pages of messages.
10.| The results are displayed and available for review
Bank of England NnBe ®
Worklist: Notifications and Approvals &
[wimalv ]| sgmse vews @ @ | | [ < [= a
Status = Title State From User Assigned
2] Award Decision for Your Respanse 4005 to Negoliation NEG 1000047 (GPABCO1) Completed GlenBambrick  09-Sep-2025 09:53
& Negatiation NEG1000047 (CPABGO1) Was Clased Completed Glen Bambrick  09.Sep-2025 09:42
B Your Response Cuate 4005 to RFQ NEG1000047 (CPABCO1) Was Submitted Withdrawn Tony Fargus: 08-56p-2025 09:40
B Vour Response Guote 4004 to RFQ NEG1000046 (BPABCO1) Was Submitted Withdrawn Tony Fargus 09-8ep-2025 09:39
(7] You Are Inviled to Negotiation NEG1000048 (BPANOBCD1) Completed 08-Sep-2025 15:58
(] ou Are Invited to Negotiation NEG1000047 (CPABCO1) Completed 08-5ep-2025 15:54
(=] You Are Invited to Negotiation NEG 1000045 (BPABCO1) Completed 08-Sep-2025 15:46
(0] ou Are Invited to Negotiation NEG1000045 (CPABCO1) ‘Completed 08-Sep-2025 15:31
(o] Negotiation NEG 1000044 (GG_GPABGO1) Was Closed ‘Completed GlenBambrick  08-Sep-2025 12:27

11.| Select the Previous icon to return to ]
previous messages.

and the time period to expand or narrow your search.

Note: At any time, you can refine the search by updating the message status

Searching for specific Messages
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Step Action

below.

12.| Specific messages can be found by entering text into the highlighted box

Bank of England

Worklist: Notifications and Approvals @

CEOOI m—

Statuis = Title

=]

1] ‘Suppler Profle Change Request 15004 Was Approved by Bank of England

& Anard Decision for Your Response 4005 fo Negotiation NEG1000045 (CPABCOT)
2] Negoliation NEG1000045 (CPABCO1) Was.Closed

g} Avtard Decision for Your Response 4009 1o Negotation NEG1000043 (BPANOBCOT)
g} Negotiation NEG1000048 (BPANOBGU1) Was Closed

B Your 009t RFQ

B Your Respanse Quote 4005 to RFQ NEG1000045 (CPABCO1) Was Submitied

& Award Decision for Your Response 4004 to Negotiation NEG100004 (BPABCO1)
2] Negoliation NEG1000045 (BPABCU1) Was Closed

?

State
Assigned

Assigned

Compieted
Completed
Completed
Compieted
Withdravn
Withdrawn
Compieted

Completed

[al=0: = BN

From User

Glen Bambrick

Glen Bambrick
Lesley Austin
Glen Bambrick
Glen Bambrick
Tony Fargus
Tony Fargus
Glen Bambrick

Lesley Austin

@

Assigned

22.5ep2025 10:40
19.56p-2025 1311
09-5ep2025 1204
09.5ep2025 1159
09.56p.2025 1140
09-5ep.2025 11:34
09.5ep2025 1125
09.56p.2025 1123
09-5ep-2025 1031

08.8ep-2025 1047

13.| Enter your search text into the
Search field.

14.| Select the Search icon.

NEG1000047

15.| All messages meeting the search criteria are displayed.

Bank of England

Worklist: Notifications and Approvals @

[ ]v] romsw vons @ @ [owoms || [ [ S

Status 3 ___Titie

] I mmnmm«wmmasim.mnnsweimmusamnnnmcmomI

& Negofiztion NEG 1000047 (CPABCO1) Was Closed
B Vour Response Cule 4005 to RFQ NEG1000047 (CPABCO 1) Was Submited
2] Vou A Invited 1o Negatiation NEG1000047 (CPABCOT)

State
‘Gompleted
Completed
Withdravn

Completed

nep ® «

From User
Glen Bambrick
Glen Bambrick

Tony Fargus.

@
Assigned
09-5cp-202509:53
09.8ep.2025 09.42
09-Sep-2025.08:40

08.8ep.2025 1554

Reviewing a Message

16.| Each message can be reviewed in further detail by selecting the message.

Bank of England

Worklist: Notifications and Approvals @

[iiss]v] sbomsv vows @ @ | | [t ] [om v

Status = Title

State
Assigned

Assigned

np ® «

From User

Glen Bambrick

@
Assigned
22.8ep2025 10:40

19-86p-2025 1311

17.| Select the message Title hyperlink.

| Supplier Profile Change Request 15004 Was Approved by Bank of England
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Step Action

18.| The message detail is available for review.

[=] Supplier Profile Change Request 15004 Was Approved by Bank of England - Google Chrom:

fa-eoff-d

- o x
d1.fa.0cs.oraclecloud.com/fscmUl/faces/adf.task-flow?bpmWorklistTaskld=75725b66-11a0-4f0e-af5d-4e1483f87e SalbpmWorklistContext=f4b4c783-7bc4-4e6a-9670-0b69efeBf22f%38%3B.. &
Supplier Profile Change Request 15004 Was Approved by Bank of England

Details

Assignee Tony Fargus

Request 15004 Supplier  Zaffles Training Ltd
Assigned Date  19-Sep-2025 13:11 RequestDate 19-Sep-2025 Supplier Number 1000002
Expiration Date  19-0ct 2025 13:11 Requested By Fargus, Tony

Task Number 3618265 Change Description  Update to Contact Details

Action Details

Action  Approved

Action Date  19-Sep-2025 13:11

Note: The message content is displayed. This may include different option

buttons or hyperlinks according to what the message is regarding and whether
a response is required.

19.| In this example, select Dismiss. Dismiss

20.| Select the Home icon to return to the 0
Home page.
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Change History

Version

22/09/25

Submitted for
second review

v1 — File Initial version created for internal review
created
23/09/25 | v2 - Internal QA | Updates made following internal QA ready for SME
Updates / review.
Submitted for
first review
25/09/25 | v3 — 1stEdit/ File created with no SME review undertaken

v4 — 2n Edit if
required

v5 — Final
version

Business Sign off

Final version

Signed off by
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