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Online Communications 
  

Procedure 

 
When you complete these steps, you will be able to read and respond to Online Communications 

in iSupplier. 

 
 

Step Action 

1. If you have received an email notification and clicked the "Login and view 

Negotiation Details" page, you should see this screen -- the Negotiations Home 

Page. 

 

Click the Negotiation Number to open the Response. 
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Step Action 

2. The RFQ (Number) window opens. 

 

On the Actions list dropdown, select Online Discussions. 

 

3. Click Go. 

 

 



 

Training Guide 
eBids – Online Communications 

 

 Page 3 

 
 

Step Action 

4. The Online Discussions window opens.  On this screen, you can create, review, and 

respond to messages about this RFQ. 

 

To generate a new communication, click New Message. 

 

 



 

Training Guide 
eBids – Online Communications 

 

 Page 4 

 
 

Step Action 

5. The Create New Message window opens. 

 

Enter the message subject into the Subject field.  

 

6. Enter your message into the Message field.  

Note: Use this section to ask questions or request clarification about the bids, or 

other communications. 

7. If an attachment is necessary, click Add Attachment. 
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Step Action 

8. The Add Attachment window opens. 

 

Name the attachment by entering data into the Title field.  

9. Enter a description into the Description field (optional).  

10. Click Browse, locate the file being attached, and select complete. 

 

11. Click Apply. 
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Step Action 

12. You will receive confirmation that your attachment has been added. 

 

Click Send. 
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Step Action 

13. Click the link for the Message you want to review. 
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Step Action 

14. Click Reply to respond to the Buyer's message. 

15. Click the Print button to print this message. 

16. Click Return to Online Discussions (RFQ 2264). 
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Step Action 

17. If you have no more transactions on this page, click the Home link. 

 

18. You now can successfully conduct online communications for a negotiation. 

End of Process. 

 

 


