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Supplier Manual

1. Supplier Landing Screen / Access

(1) You can access the Contract that
you have been sent to via the
Dashboard upon logging in
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1.1.1. Alternatively, you are able to navigate the system to Contract’s

1.1.2. Open the Contract you have been invited to 

Supplier Manual1. Step-by-Step Guidance

(2) Click on the Contract that you
have been sent for review

(1) Click on “Sourcing” > “Contracts” > “My Contracts” sub-menu
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1.1.3. Reviewing the Contract

(3) Basic Contract Information
will appear under Details > Settings
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1.1.4. Reviewing the Contract

(4) Navigate to Contents Management  > MCD

(6) Once reviewed, either ‘Accept/Decline’
or if you have been given the option to,
you can ‘Create a Counter Proposal’

(5) Click View Document to open up contract
to begin your review
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1.1.5. Reviewing the Contract

(8) You are able to highlight
changes by clicking here

(7) After clicking on ‘View document’ as displayed
on previous page, you can review the document
in detail

(9) Once reviewed click ‘Back’
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1.1.6. Returning the Contract

(10) You are then able to ‘Accept or Decline’
the proposal
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1.1.7. Returning the Contract

(11) Add any submission comments

(12) Action your Approval or Rejection
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1.1.8. Creating a Counter Proposal

(13) If you have the option to create a counter
proposal, and wish to do so click ‘Create
Counter Proposal’



© Hitachi, Ltd. 2016. All rights reserved.

Supplier Manual1. Step-by-Step Guidance

1.1.9. Creating a Counter Proposal

(14) Click ‘Edit’

(15) Confirm to open in word to begin editing
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1.1.10. Creating a Counter Proposal

(17) Once done, click here
This will feed the updates
back into the tool

(16) Your document will then open in
Word allowing you to make your changes

(18) Then you may close

(19) Once Word has closed, ‘Save’
changes in Sourcing Platform
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1.1.11. Returning a Counter Proposal

(20) You can then send the counter
proposal back to Hitachi
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1.1.12. Returning a Counter Proposal

(21) Add any submission comments

(22) Send Counter Proposal
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For Contract Support Queries

Please use the Hitachi Sourcing Platform’s Messaging Board for queries 
rather than email, this enables a tracked and consistent response from 
the correct person responsible for the Contract.
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2. Messaging Board Supplier Manual

1.1. – Using the tools Messaging Board

(2) Input Subject title

(5) Send Message

(4) Attach any attachments

(3) Input Message body

(1) Navigate to the Messages area > Create Message




