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Work Standard Summary: Where to go for help in negotiation responses. 

 
Disclaimer: The following images are intended to be used as a reference and may not be exact. 

 

Essential Tasks: 

1. When creating a response for the negotiations, a message can be sent to the Contract Specialist for help. 
They will be notified via email and a notification within AIMS. To do so, select the “Messages” button. 

 

2. The “Online Messages” page will appear for the negotiation. Under “Messages” any previous messages can 
be found and viewed. To add a new message, select the “+” icon. 
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3. Enter necessary information into the message such as the “Subject” and the message contents, then select 
“Send”. 
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4. The message that was sent can now be seen under “Messages”. Select “Done” to return to the negotiation. 

  

5. When you receive messages, a notification will appear at the bell in the top right, and an email will be sent to 
you. 

When viewing the negotiation, a (1) will appear beside “Messages” when there is an unread message.  
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6. This is an example of what the message in reply would look like.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 


