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View Notifications and Acknowledge Participation 

 

 
 

Step Action 

1.  Click the Bell Notification icon. 
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Step Action 

2.  Click the Negotiation Invitation link. 
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Step Action 

3.  View the Negotiation Invitations and Click the Accept Invitation 

 

 
 

Step Action 

4.  Click in the Comments field (optional). 
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Step Action 

5.  Enter the desired information into the field.  

 

Ex: Enter "I would like to participate in this event.". 

 



 

Job Aid 

 

Date Created: 7/7/2021 1:41:00 PM Page 5 

 

 

Step Action 

6.  Click the Drag files here or click to add attachment link (Optional). 

 

 
 

Step Action 

7.  Click the Add File 
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Step Action 

8.  Select the attachment from a source. 
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Step Action 

9.  Click the Open button. 

 

 
 

Step Action 

10.  Click the Submit button. 
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Step Action 

11.  Click the Home icon. 
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Step Action 

12.   

End of Procedure. 

 

 


