Quick Reference Card for GSM Suppliers in BAAO
1. Login 4. Negotiation Status
The pie chart displays the number of negotiations awaiting supplier
response. Click the filter button next to “In-Flight” and choose “Pending”
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Login Process:

e . to isolate the negotiation line items requiring response.
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Log into an Existing Account

UserName

[suppterxvz

Password

Enter your login credentials
in the ‘User Name’ field
2. Type your password in the
‘Password’ field and press
enter or click the ‘Log In’
button
¥ 3. After logging in, you will be
routed to the BAAO landing
page

cn

Note: These are indicated in the grid with a red highlight next to the line.
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4. In the case on a login failure,
you will receive an error
on the screen
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2. Negotiation Details
You will land on this page. Make sure the name of your company appears at
the top of the screen.
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o : 5. Supplier Response: In-Dashboard and CSV Upload
S To respond to a negotiation line item, do one of the following:
— = Supplier Response Option: In-Dashboard

3. Filter
Click the blue filter button to open and close the side panel filter. Set filter
options as appropriate by Fiscal Quarter, Commodity Mgr, etc.
Note: This filter will apply to all data showing in the page.

3. Enter quote attributes by clicking the list
| button, filling the fields and clicking “Save.” |

4. Click “Submit.”

” . Suggested for start of quarter and muitiple negotiation line items
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i 4. Upload the CSV.
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3. Save the file locally. Enter quote
attributes. Complete fields indicated
“Response Required.” Do not modify
other fields. Save the changes.
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5. Intelligent Quote Response will indicate errors and in
some cases suggest corrections. Click “Details” to download
the file, adjust as necessary, save locally and upload again. Num e

Upload process completed.
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