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1a) When the event is still open:
Sending an Event Message
Ariba Event Messages
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1a) Send an Event Message
Step 1: Enter into Event
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In the Event, click on ‘Compose Message’
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1a) Send an Event Message
Step 2: Compose & Send Message
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You may edit the auto-generated ‘Subject’. 

Please ensure the Event# (Doc#) is left within the 

Subject for ease of reference (E.g. Doc123456 –

Clarification on Dimensions)

Input your message

You may attach file(s) to the Event Message

(Note: Do not submit your proposal via Event Message. Your 

proposal must be submitted as a bid within the Event)
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1a) Send an Event Message
Step 2: Compose & Send Message
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Click on ‘Send’ to send your event message
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1b) When the event is still open:
View NUS’ Response to your Event Message
Ariba Event Messages
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View NUS’ Response to your Event Message
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To view an Event Message response you can either:

Option 1: 
View by Email Notification Hyperlink

Option 2: 
View by Entering Event
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View NUS’ Response to your Event Message
Option 1: View by Email Notification Hyperlink
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When NUS replies/sends you an Event Message (E.g. Corrigendum), you may 

access the Event Message content by clicking on the ‘Click Here’ hyperlink. 

You will then be brought to Ariba Supplier Portal to view the message
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View NUS’ Response to your Event Message
Option 2: View by entering the Event
Step 1: Enter into Event
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Enter into the Event. Then, click on ‘Event Messages’
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View NUS’ Response to your Event Message
Option 2: View by entering the Event
Step 2: View Event Message
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Ensure the appropriate event message is selected

Then, click on ‘View’
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View NUS’ Response to your Event Message
Option 2: View by entering the Event
Step 2: View Event Message
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You will be able to view the Event Message here.

To close the message, click on ‘Done’.

To continue corresponding with NUS, click on ’Reply’
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2a) When the event has closed:
Respond to an Event Message sent by NUS
Ariba Event Messages
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Respond to an Event Message sent by NUS
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When NUS replies/sends you an Event Message, you may access the 

Event Message content by clicking on the ‘Click Here’ hyperlink. 

You will then be brought to Ariba Supplier Portal to view the message

After the Event has closed, NUS may contact you to clarify on 

your bid via Event Message. Ariba will automatically send an 

email notification on the Event Message.
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THANK YOU


