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This is a Statkraft specific manual, a general help function can always be found in the upper right 
corner of the portal. 
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Navigating in the Statkraft supplier collaboration portal 
When you have logged on to the Statkraft supplier collaboration portal, you will be able to download 
the RFP-documents and register your intent to participate in the process.  

 
 
You can access your own “home”-menu by clicking home in the upper right corner. There you will 
have access to all the RFP-processes you are invited to and the contracts you are awarded. 

 
You can enter each request or contract by clicking the link. 
 
If you register intent to participate in a RFP-process, a question and answer box and a box for 
delivering your bid appears: 

  
 

To ask a question and look at 
previous questions and answers 
click here.  

To upload your bid documents, click 
here. Remember to confirm your 
delivery. 
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Questions and Answers 
 

 
Please note that you have 500 characters to write a question directly into the “Ask a question” box, 
and it is only possible to upload one document per question asked. 
 
All answered questions will be displayed on the left. 

 
 

Uploading bid documents and confirm delivery 
When uploading bid documents, browse your computer by clicking “Select file” for multiple documents 
or “Browse” for a single document. 

 

Write your question/comment in the 
text box, and/or upload a document 
by clicking the “browse” button, and 
then click “Ask now” 
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When you have selected your document(s) remember to click “Upload”, and for multiple documents 
you also need to click “Finish” before you are transferred back to the RFP. 

 
 
When you have selected all the relevant documents you want to deliver, you need to confirm your 
delivery by clicking on the “confirm delivery” button. Otherwise, the delivery will not be registered, 
and the documents will not be transferred to Statkraft after the response due date.  
 
No delivered documents are available for Statkraft employees before the response due date has 
passed. 

                 
 

Please note, that you are able to delete 
delivered documents or add new 
documents up until the response due 
date. If you do so, you need to re-confirm 
your delivery, for the documents to be 
registered. 



User manual - Statkraft Supplier Collaboration Portal   
 

Page 5 of 7 
 

Response clarifications 
After you have delivered your bid documents, and the response due date has passed, response 
clarifications will be carried out in the Statkraft supplier collaboration portal. A new dialog box for 
response clarifications will appear. 

 
 
 

 
 
 

To see your unanswered questions 
or previous clarifications, press the 
“Response clarifications” button. 

Click "Answer the question" button 
below the question to write a 
response. 
 
Please note that you have 1000 
characters available for your 
response and/or you can attach one 
document to your clarification. 
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Your answered clarifications can be found under the “Answered response clarifications” menu by 
clicking the  icon. 

 
 

Contract drafting and awarded contracts 
If your company are awarded a contract, you will be able to find it under the “My contracts” menu on 
the home screen of the supplier collaboration portal.  

 
 
The contract details page now displays draft documents to be finalized in cooperation between your 
company and Statkraft. The finalized documents will also be displayed on the same contract details 
page.  
 

To post an answer (or answers) 
you need to mark it as ready to post 
by clicking the "Post" checkbox and 
then click "Post all marked 
questions". 
 
Questioner will be notified about your 
answer by email after you click "Post 
all marked questions" 
Please remember that only posted 
questions are visible to the Statkraft. 
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To update a draft document you need to press edit, make your changes and save the document on 
your computer. If you press view, you will open a read-only version of the document. By clicking 
“Comments” you will see all previous comments on the document.  

 
After saving your changes, the document is still checked out to you. To check in with your changes, 
you need to press “Update”, find the document on your computer, write a comment on what type of 
changes you have made, and press update. If you press “Unlock”, you check in the document without 
saving the changes. 
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