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Introduction:  
 

This guide will instruct users through the steps necessary to use the Event Discussion Forum’s in 

UNHCR’s Supplier Portal.   

The Discussion Forum is to be used to ask general questions or clarification about the posted Events, 
all questions received by UNHCR related to an Event will be made public for all Potential Suppliers to 
view.  Please do not include sensitive or identifiably information into the queries, UNHCR will only 
ever respond to the general theme of the query.  
 
UNHCR will respond to questions via the Discussion Forum as soon as possible.  
 
If you have any issues or need assistance, please contact the Vendor Mangement Unit with Strategic 
Sourcing in the Email Subject Line.  VMCA Email Address.   
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Step Action 

2. Click on the Event Discussion option 

 

 

 

Step Action 

3. Click on the Subject link.  

 

Step Action 

1. Navigate to the Discussion Forum Page 
Main Menu >> Manage Events and Place Bids >> Discussion Forum 
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Step Action 

4. Click on Event Discussion Folder.  

 

 

Step Action 

5. The Event Discussion Box is displayed. 

 

Click Reply. 
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Step Action 

6. Enter the Message to be sent to UNHCR.  

 

Note: All Discussions will be made public, please do not write sensitive or identifying 

information into the message.  
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Step Action 

7. The Message is now listed under the Base Folder.  

 

 

Step Action 

8. To review the Response from UNHCR please see the following steps.  

 

Click the Event Discussion link. 

 

 

Step Action 

9. Click on the Subject link. 
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Step Action 

10. Please note the two replies below:  

 

Orange Box = Responses that are Public and all Bidders can access.   

Red Box = Response from a direct Discussion that only the specific Bidder can 

access.  

 

 

 

Step Action 

11. Clicking on the links will open up the response from UNHCR.  

 

 

Step Action 

12. Below is the view from a 3rd Bidder that is reviewing the response made public 

by UNHCR.  

 

Click the link.  
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Step Action 

13. The Bidder can now review the Public response by UNHCR.  

 

If the Bidder would like to respond, Click Reply and follow the previous 

instructions.  

 

Training Complete.  

 

 


