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1. Introduction 

how to:  

• 

 

•  

Keep in mind that the manual is a living document which may be updated in the future. 

Before you take part in a negotiation, always make sure you have the most current version of 

the Negotiation Manual at hand.  
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2. Process for Negotiations  Overview 

 

 

Alternative 1  Supplier initiates: 

 

The supplier creates the renegotiation in the Supplier Portal based on the Price Agreement. 

The supplier initiates the renegotiation with ICA buyer and create a first offer.  

For the supplier, the process of the renegotiation consists of 4 main steps:  

1. Create a Renegotiation in the Supplier Portal 

2. Send in your first offer to the created renegotiation 

3. Attach documents supporting your motivation for renegotiation 

4. Approve new Price Agreement 

 

Example of email when supplier initiates negotiation (e.g. 11875): 
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Alternative 2  ICA initiates: 

 

ICA creates the renegotiation based on a Price Agreement or, alternatively, based on the 

agreement requirements that the buyer or the supplier wish to use as a basis for negotiation. 

The buyer will then invite the supplier to a renegotiation which the supplier will be notified of 

by a generated e-mail.  

After this the negotiation will take place in the system, resulting in a Price Agreement. 

For the supplier, the process for this type of negotiation consists of 3 main steps:  

1. Review the requirements and acknowledge participation 

2. Create and submit an offer 

3. Approve Price Agreement 

 

Example of email when ICA buyer initiates negotiation (e.g. 11382): 
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3. Renegotiation Scenarios 

A renegotiation can be started either by ICA or by the supplier. Suppliers can create 

renegotiations directly in the Supplier Portal. Here we have listed different scenarios for how 

a renegotiation may begin. 

Renegotiation: 

• Renegotiations of existing, active items may be initiated by the supplier directly in 

the Supplier Portal 

Important! You may be required to provide documentation to support your request 

for a price change, e.g. documentation about changes in the costs for raw material 

• Renegotiations of existing, active items may also be started by ICA through the 

buyer contacting the supplier and inviting them to a negotiation 

Private Label Items 
If you are a supplier of Private Label items, you negotiate these outside the Supplier Portal 

unless otherwise agreed with your Purchasing Manager. 

Tobacco supplier 
If you are a tobacco supplier, you negotiate your items outside the Supplier Portal. This 

applies to both news negotiations and renegotiations. Contact your purchasing manager. 

Bargain deal items  
Bargain deal items will continue to be processed according to existing routines outside the 

Supplier Portal. Contact your Category Manager and your Buyer if you wish to negotiate over 

bargain deal items.  
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4. Negotiation - Start 

ICA Supplier portal 

Log in to the Supplier Portal and follow the steps below. 

Click here to go to the Supplier Portal. Click the Supplier button: 

 

Click on the Supplier Portal*(1) button:  

 
Note: Item Information  is only used by Fruit, Vegetables and Flower suppliers.  
(*new Supplier Portal live 2025-02-27) 

 

On the start page of the Supplier Portal, click on the Applications & Tools menu tab (1) and 

then on the Negotiation icon (2): 

 

  

https://ejoa.fa.em2.oraclecloud.com/hcmUI/faces/FuseWelcome
https://ejoa.fa.em2.oraclecloud.com/hcmUI/faces/FuseWelcome
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Manage Negotiation - Overview 

This negotiation guide describes the functionality where you, as a user (supplier), can get an 

overview of existing negotiations in different statuses. From here you can navigate to the 

detailed view of an individual negotiation or create a new renegotiation or new item 

negotiation. 

The Manage negotiation page is divided into three different tabs:  

All, Open and Completed:  

 

 

In the All tab, it is possible for the supplier user to view all negotiations statuses.  

• Search functionality: (Negotiation number, title, description) (One search bar for all). 
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In the Open tab, the supplier user can view all open and draft negotiations.  

Upper segment -  (A) - requires user action to move 

from Draft to Open status. Lower segment  (B) are ongoing open 

negotiations. 

• Search functionality (Negotiation number, title, description) (One search bar for all). 

 

  

In the Completed tab, the supplier user can view negotiations with status completed. 

• Search functionality (Negotiation number, title, description) (One search bar for all). 
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Independent on which tab the user is on:  

• Clicking on a negotiation row should take the user to that specific negotiation 

overview page.  

o 

that negotiation. 

 

• The attribute latest offer status is used to visualize for the user about the current 

status of the negotiation and if an action needs to be performed by the supplier or 

the buyer: 

o Draft: Only shown if there are no other offers 

o No offer included: No offers are included in the negotiation 

o Waiting for reply: Offer is sent to counterpart (ICA) 

o Offer received: Offer is received from counterpart (ICA) 

o Awarded: Offer is awarded by the buyer, and prices are updated on an 

agreement. Negotiation is completed. 
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1a. ICA initiates negotiations 

If ICA initiates a negotiation, you as a user (supplier) should receive an email from the ICA 

buyer, inviting you to the negotiation: 

 

To start negotiation, click on the link in the email or log in to the Supplier portal. 
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1b. Create negotiation 

Follow these steps below to create a negotiation and offer which can then be published to 

ICA. A supplier initiates a renegotiation with ICA by going to Manage Negotiation and click  

Create negotiation button: 

 

In this view the user (supplier):  

• Select items from one of your agreements along with one of the ICA buyers in the 

agreement 

o Select agreement - List all open agreements from the supplier that the user is 

logged in as 

▪ Concatenate the following values  

[Agreement number - Delivery mode - Freight terms] 

o Buyer - List of all buyers that are associated with the agreement 

o Can further filter on Category, Subcategory and brand 

o Search functionality for GTIN and Item description 

• The supplier selects items and clicks Create negotiation (3).  

• It is only possible for a supplier to create one negotiation at the same time (but you 

can have several drafts).  
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To create a renegotiation, you select an agreement with desired values for Delivery mode 

and Freight term (1) which appear in the drop-down list as shown in image: 

 

 

You then select the Buyer (1) in the drop-down list and click on the buyer's name: 

 

 

Now suppliers existing items appear on this agreement and which buyer.  

The user can use the filter function on Category, Sub-category and Brand to more easily find 

the items to negotiate the price of: 
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Click on the items you want to negotiate  by checking boxes on the left.  

By clicking the checkbox Item at the top (1), you select all items: 

 

 

When the user has selected the items to negotiate, click on "Create draft negotiation".  

A popup windows appears that you have created a new negotiation as draft: 
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2. Draft Negotiation - Requires user input 

The user can see all started negotiations without an offer (No offer included) under  

Draft negotiation - Requires user input .  

Click on negotiation row (1) as shown in image to enter negotiation: 
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3. Create Renegotiation  Negotiation details 

In Negotiation details tab the user will find all header details connected to the negotiation. 

Such as terms, dates and contact information. Here the user can add an 

attachment or reject the negotiation.  

The supplier then enters the negotiation details (1) and populates the 

mandatory fields, currently the below:  

• Negotiation reason (2) 

• Description (3) 

• Contact (4) 

• Start & End date of the price agreement (5, 6) 

• Attachment (7) (It is a requirement that the supplier submits an 

attachment as a basis for why they should renegotiate.) 
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4. Create Renegotiation  Items (#) 

In the Items tab the user can see which items are included in the draft negotiation. 

In this example, the negotiation has 21 items that are characterized by the numbers in 

brackets (21). 

 

The user can Add Items (1) or Remove items (2) in this view by marking the item checkbox 

on the left: 

 

If clicking on Add Items button, a new window will open where you can select which items to 

add to negotiation*. If there are many items in this view, you can use filters or search by 

GTIN, Description, Brand (1). Click checkbox (2) for items and then click Add Items (3) button: 

* If you don't get a search result for any item in Add items view, it may be because you already selected all items on the agreement. 

 

After clicking Add Items button, the user is back in the Items tab.  

Next step in the process is to create an offer.  
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5. Create Offer 

The Offers tab will show information regarding the created offers in the negotiation. In this 

tab offers will be listed, and it is possible to expand the offer to see detailed line information. 

To create an offer to a negotiation, the user clicks the Offers tab on negotiation and then 

click Create Offer(s)  which will create an offer in draft status: 

 

 

In the pop-up screen the user can include (+) or exclude (-) items from the offer by clicking 

the marked (-)(+) buttons below. The user can update prices etc. on columns which have a 

yellow label background:

 

 
 

 Please see chapter Edit prices & discounts for more details about how to edit offer in the User 

Interface (UI) and Excel.  
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User can update in the User Interface (UI) or export the offer to Excel, do necessary updates 

there and then import it again. Changes will be applied in the User Interface: 

 
 

The user can Save a draft offer if user want to continue later or Publish it to the buyer. 

If the offer is saved in draft status, the user can either edit, delete or choose to publish it from 

the Offer tab (8): 

 
 

When all mandatory information is filled in, and an offer is created the supplier can publish 

the negotiation by clicking Publish button in top right corner:  

 

 

After Publish, an email is sent to ICA buyer.  

 

You will find the negotiation in the : 

 

 

 Note: Should you receive an error message (e.g. attachment) at this stage that you do not 

understand, please see chapter Error messages  

or take a screenshot of the error message and contact Supplier Support. 
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6. Ongoing negotiations 

The newly created negotiation ends up in tab Open and Ongoing negotiations with status 

"Waiting for reply", which indicates that negotiation has been sent to the buyer (ICA). 

Number of offers  (1) indicates how many offers there are for the negotiation. 

 

 

By clicking on offer status icon (e.g. Waiting for reply) (1) the negotiation opens the Offers 

tab view. 

In this view the user can: 

• Export the offer to Excel 

• Create a new offer 

• Create a counteroffer 

• Accept an offer which will make it possible for the buyer to add the offered prices to 

an agreement 

 

 

Please note the specific Offer ID number (e.g. 11032) and Offer1, followed by supplier name. 

Offer1 means this is the first offer, created by the supplier: 
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The user can expand the offer to get more details. 

Click on arrow icon (>) to view (v)(1) all items (2) in the Offer: 

 

 

By clicking on the negotiation row (2) (except status icon e.g. ), the 

negotiation opens the Negotiation details tab view: 
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7a. Withdraw Offer 

Go into offers (X button) 

counterpart of negotiation that offer has been withdrawn.  

 

 

 

 

 

 

7b. Accept Offer 

The User (supplier) can accept an offer sent in by an ICA buyer.  

 

 

Waiting for Award

that the offer is accepted and ready to be awarded. 

• Disable all other offers 

When an offer is accepted, all other offers are no longer acceptable and their accept 

button disabled. 

• -button is disabled too. 

• If there is an unpublished draft in the offer list, the edit and publish-buttons 

are disabled. 
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• Undo accept 

After accepting an offer, the user should have the option to undo accept before the 

offer has been awarded, i.e. as long as the offer status is  

 
When clicking the undo-button the offer reverts to former state:  

• If it is the most recent offer, the offer status changes back to the former offer 

received  

• If there is a more recent offer, that offer displays its former offer status again.  

All buttons get enabled again. 

 

Accept an offer which will make it possible for the ICA buyer to add the offered prices to an 

agreement. 
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5. Edit prices & discounts more in detail 

In this step, we show how to edit prices and discounts for the items included in the 

negotiation in more detail. 

The user can choose between 2 different ways to edit the offer: 

1. work directly in the user interface (UI) or  

2. work in a downloaded Excel file.  

We recommend downloading an Excel file if there are many items that needs to be updated. 

Here we will now go through both methods. 

Edit Offer in User Interface (UI)  

 
 

The user can update prices etc. in columns which have a yellow label background which are 

editable fields: 

• Supplier Item number: The supplier's item number. Adds to price agreement.  

• Offer List price: Enter price per orderable unit. 

• Offer Discount %: Enter item discount in % percentage per orderable unit. 

If no discount, enter 0 (0,00). 

• Offer Commitment Rebate: Commitment Rebate per orderable unit. If no rebate, 

enter 0 (0,00). 

• Offer Commitment Rebate UoM: Unit of measure for commitment discount. PRO for 

% percentage, MON for currency. 
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When editing, start by clicking into the cell with the value you want to change (double-click in 

the cell will highlight the entire value). 

Note: User interface (UI) uses commas (,). If you type a period (.) it will automatically change 

to a comma (,)! 

 
 

blue colour: 

 

 

 

Continue filling in values for columns that you want to change.  

If you are not ready or missing information to fill in, save the Offer. 

Click on the Save button to save your offer in case you need to edit something later. 

 
Once you have edited all the values, take a final look and make sure that all the values are 

correct according to you as the supplier. 

Then click on the Publish button. 
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Exclude Item from Offer in user interface (UI)  

Click on the negotiation row to open the negotiation to be adjusted, go to the Offers tab. 

In the Offers tab the user can include (+) or exclude (-) items from the offer by clicking the 

marked (-)(+) buttons below:
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Edit Offer in Excel sheet 

In the Excel sheet the user can perform the same operations as in the User Interface (UI).  

Include/Exclude item rows, change value in editable cells.  

For editing in Excel (recommended for negotiations with many items), start by exporting the 

offer by clicking Export Excel sheet  button to download an Excel file with items. 

 
 

 

Open the downloaded Excel file (if warning popup message, click Enable Editing).  

 
 

At the top of the file are user instructions how to update price on items in the Excel. The 

columns with information are colour coded: 

1. Yellow marked fields (Mandatory): fields are mandatory to have a value on, even if 

the value is 0  

2. White marked fields (Read Only): fields are only for your information, where you 

cannot change anything 

3. Blue marked fields (Optional): fields are optional to have a value 

 

 
 

 

  



  ICA Negotiation 

27 
 

Starting from the left, fill in the following editable columns: 

• Action: Choose which items you want to include in your offer. 

o Include is default and means that the item is included. 

o Exclude means that the item is not included. 

• Supplier Item number: The supplier's item number. Adds to price agreement.  

• Offer List price: Enter price per orderable unit. 

• Offer Discount %: Enter item discount in % percentage per orderable unit. 

If no discount, enter value 0 (0,00). 

• Offer Commitment Rebate: Format Rebate per orderable unit, change if necessary. If 

no rebate, enter value 0 (0,00). 

• Offer Commitment Rebate UoM: Unit of measure for commitment discount, change if 

necessary. PRO for % percentage, MON for currency. 

 
 

When all the values are updated, save the Excel file on your computer. 

 

Return to Supplier Portal ↗.  

 
  

https://ejoa.fa.em2.oraclecloud.com/hcmUI/faces/FuseWelcome
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Click on Import Excel sheet.  

 
 

Select your saved file. Click Open. 

 

 
 

Now the new values you entered in the Excel file should be updated in the user interface. 

Validation on the Excel import will be performed to ensure data is correct. 

 

 Note: Should you receive an error message at this stage that you do not understand,  

please see chapter Error messages  

or take a screenshot of the error message and contact Supplier Support. 
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6. Approve/Reject a changed Price agreement - Price revision 

If negotiated prices need to be adjusted by the buyer afterwards, based on an agreement 

with the supplier, the buyer will make a change to an existing price agreement. 

The supplier will receive email notification that there is a change that requires approval: 

 

 

To approve or reject the change, go to tab Manage Agreement and search the agreement 

number: 
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Open the agreement by clicking on it. Go to tab Price revision.  

(There should be a number next to it on the right ): 

Click on arrow icon (>) to view items (v)(2). 

View the changes and then either Approve or Reject (3) by clicking on buttons:  

 

 

 

If supplier reject the price revision, you must state your reason for rejecting: 
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7. User Interface (UI)  buttons 

1. Create offer:  Create a new offer 

2. Information: Information about create and update  

3. Withdraw offer: Withdraw offer, the offer will no longer be available to ICA buyer 

4. Export Excel sheet:Export and save file to your local computer for necessary updates 

5. Counteroffer: Counteroffer (see section Offer vs Counteroffer) 

 

 

Accept offer:  

The user (supplier) accepts an offer sent by ICA buyer: 

 

 

Publish & Save: 

Click on the Save button to save your changes. Tip: use this if you go between tabs: 

 
When you are ready, and all values are correct. Then click on the Publish button. After 

Publish, an email is sent to ICA buyer, and all information will be available to the buyer: 
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Arrow buttons  info: 

blue colour: 

 

 

 

Offer vs Counteroffer 

• Offer (1): Based on current prices. That is, the starting prices of the negotiation. 

• Counteroffer (2): Based on the bid that the counteroffer is made from. 

Example: 

If the negotiation has an item with a price of 10 SEK. And an offer where the item has 15 SEK. 

If an offer (1) is opened: Then the pre-filled prices will be 10 SEK. 

If a counteroffer (2) is opened: Then the pre-filled price will be 15 SEK.  
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8. Price Agreement 

Here you will find general information about Agreements and instructions how to navigate in 

Manage Agreements to find your Agreements in the Supplier Portal. 

Agreements are found under the Manage Agreements tab.  

If there are many agreements in this view, you can use filters or search by agreement 

number or GTIN, filter on status, price type or keyword: 

 

Click on the Agreement number to open agreement details: 

 

Agreement view contains of 3 different tabs - Agreement details, Items and Price revision.  

In the Agreement details tab the user will find details, such as general info, purchasing terms, 

agreement history and buyer and supplier contact information: 
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In the Items tab the user can see which items are included in the agreement.  

In this example the agreement contains of 37 items: 

 

 

Price revision tab: 

For a supplier, this tab is only used if there is a change to an price agreement to approve. If 

negotiated prices need to be adjusted by the buyer afterwards, based on agreement with 

the supplier, the buyer will make a change to an existing price agreement. 

If there are changes to the agreement, it will be displayed here. 

If there are no changes to the agreement  

 

 Please see Approve/Reject a changed Price agreement. 
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9. Automatic email - communication Negotiation & Agreement  

For each action taken by an involved party, such as a supplier or ICA buyer, an automatic 

email is sent along with its negotiation number. This applies, for example to: 

• Initiation and publication of negotiation,  

• Submit/accept/withdraw an offer 

• Negotiation has been rejected 

• Agreement published 

• Price revision rejected 

• Supplier accept price revision 

• Extend time on negotiation 

• Negotiation period extended 

• Reminder when the negotiation is about to expire 

 

Example of email when ICA buyer initiates negotiation (e.g. 11382): 
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10. Error messages 

(UI) Attachment 

It is a requirement that the supplier submits an explanatory attachment that forms the basis 

for the announced price adjustment. This is regulated in the basic agreement.  

Attachment is missing, add attachment (1): 

 

 

(UI) Out-dated version of the application 

Please reload your web browser: 

 

 

(UI) Offer mandatory 

No offer has been created for the negotiation: Offers (0).  

Please create an offer before publishing the negotiation: 
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(UI) Mandatory fields 

Information is missing, e.g. in . Please fill in information: 

 

 

Validation errors  Commitment Rebate 

There are missing values in Commitment Rebate for the GTIN(s) specified in the validation 

error message. Please fill in information in the Commitment Rebate column: 

 

 

Validation errors  Supplier item number 

There are missing values in Supplier item number for the GTIN(s) specified in the validation 

error message. Please fill in information in the Supplier item number column: 

 

 

Validation errors  Agreement start date is overlapping 

This error message means that there is already a price that starts on the same date for the 

same items, same supplier, same conditions. 

You cannot have two different prices on an item at the same time and therefore it warns you:
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11. Contact Information 

If you have general questions, you will find manuals on ICA Levnet: 

https://levnet.ica.se/leverantorsportalen2.0_1 

or in the Supplier Portal under the Manuals tab. 

If you have further questions about the Supplier Portal, you are welcome to contact us at 

supplier support. 

When contacting us, please send a description and screenshot of your problem and attach 

relevant files and preferably GTIN codes of items (copy friendly format) that are in question, 

so that we can provide you with the best and fastest possible support. 

You can reach us via e-mail: supplier.support@ica.se 

 

If you are a Food A-brand supplier please subscribe to our newsletter to receive the latest 

information: Click here. 

  

https://levnet.ica.se/leverantorsportalen2.0_1
mailto:supplier.support@ica.se
https://ica.us7.list-manage.com/subscribe?u=187890bd12fba371888828620&id=3c9e35472c
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