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 eTendering 
reference 

Document 
reference 

Detailed description 

❶ Event Name 

Descr. 

 

Title of the tender process. 
 

In this field, the buyer should copy/paste the front page of the 
solicitation document. 
 

This information is captured in the PDF file generated by system and the 
email notifications sent to bidders. 

❷ Preview Date 
 

Start Date 

End Date 
 

The date on which the bidders can view the event and download 
attachments in eTendering. 

The date on which the bidders can start submitting bids. 

The deadline for submission of bids. 

System is set in New York timezone.  

❸ Copy From: The buyer can copy details to the event from a template or a previous 
event by following the link. 

❹ Event Settings 
and Options 
 

Event 
Comments 
and 
Attachments 
 
 

Event Header 
Bid Factors 
 
 
 

Payment 
Terms and 
Contact Info 

 

Defines whether partial bidding is allowed (Bid Required On All Lines) 
and if multiple bids are allowed (Alternate Bids Allowed). 

 

The buyer can upload any attachments that the bidders can view and 
download. File names must be shorter than 60 characters and cannot 
contain special characters and non-English Alphabet.  

 

Questions can be set up to which the bidder should provide their answer 
when submitting their bid. The questions can be mandatory (Response 
Required) and have a correct answer (Ideal Response Required), for 
example “Yes”. Pay attention to how and when “Ideal Response 
required” is selected. 

 

The buyer can choose whether multiple currencies are allowed, define 
payment terms, and provide contact details to the focal point of the 
tender. If other bid currencies are allowed, make sure the exchange rate 
is adjusted to match bid deadline. 

❺ Line Items The price schedule is added here, including Atlas Item ID, quantities and 
line comments. From here, the buyer can also copy details from 
requisition, in which case the COA will also be copied to the Purchase 
Order at a later stage. 

Check “Bid quantity” rule at advanced definition to control fix bid 
quantity. Check and clear comments that may be copied from 
eRequisition. 

❻ Bidder 
Invitations 

 

Defines whether the tender is open or limited competition. Bidders that 
are registered in eTendering can be added for direct invitation to the 
event, and bidders that are not registered can be notified by email for 
open competition events only. 

❼ Save Event  When all details are updated, the buyer should press Save Event. 



 

❽ Post Event To post the event for approval, the buyer clicks on Post Event. The event 
is not visible for bidders in eTendering until it has been approved by a 
manager and the preview and/or start dates have passed. 

Tender notices must still be posted in UNDP website, UNGM, etc. 

❾ Approver List  The buyer can view the eTendering event approvers for the BU, and copy 
the hyperlink to send to any approver as necessary. All people 
mentioned in the Approver List are automatically notified once the event 
is posted for approval. 



 

 



 

 eTendering 
reference 

Document 
reference 

Detailed description 

❶ Search for 
event 

 Always search for the event by entering the Event ID or by ticking the 
box “Only show Events I created” and single out the event you are 
working on, to avoid accidentally making changes to other events. 

❷ Navigate 
through pages 

 To view more events in the list. 

❸ Event ID  Hyperlink to the main event page. If the event is not with status 
“Open”, the buyer can only view the event details, and not make any 
changes, from this page. 

❹ Cancel Event 
 

To cancel an event, press this button. An event can never be 
reactivated after cancellation. 

❺ Approval 
Status 

 

Shows the approval status for the event, and the list of approvers for 
the concerned event. 

❻ View Event 
History 

 

This is where the buyer can find and view previous event versions, 
and see who modified them latest and when.  

❼ Analyse Bids 

 

After the closing of the deadline, this button will appear which 
enables the buyer to view all bids, including prices and attachments. 
This is also where the award is indicated after evaluation. 

❽ Create New 
Version 

 

If the buyer wishes to make an amendment to an event, s/he clicks 
on this button to create a new event version. Until the new version is 
posted and approved by the manager, the bidders can only see the 
latest approved version in eTendering. 

Do not create a new version if previous version is pending approval. 

Do not create a new version for completed events. 

❾ View Bid 
History 

 

From here, the basic information on bids received is found. Before 
the bidding deadline, the buyer can view level of participation, and 
after the bidding deadline the bid prices are also available. In case of 
a LOT event, the buyer will conduct the Public Bid Opening from this 
page. 



 



 

 eTendering 
reference 

Document 
reference 

Detailed description 

❶ Display 
Disqualified 
Bids 

To make sure all bids are viewed, even those potentially disqualified by 
the system, the buyer must tick this box and press “Save” at the 
bottom of the page.  

❷ Public Bid 
Opening 
Report 

Press here to generate an automated Public Bid Opening Notification 
that will be sent to all bidders who have a posted bid in eTendering at 
the deadline. 

❸ Generate 
Analyze 
Export-file 

To generate an Excel overview of the submitted bids, including 
answers to Bid Factors and bid prices, the buyer can indicate Go To: 
…Analyze Export. The report can only be sent to Atlas users, but can be 
forwarded to members of the evaluation committee. The report is sent 
as an .xml-file that can be opened in Excel, and it may be used as a 
template for the evaluation report. 

❹ Analyze Total Shows the total bid price and information. 

❺ Analyze Line Shows the bid price and information per line item, and it is also the 
first place where bidders can upload attachments. Check all line items 
for attachments. 

❻ Header 
Comments 

This is the second place where the bidders can upload attachments. 

❼ Answers to Bid 
Factors 

At this place, the buyer can see all answers that bidders have provided 
to the bid factors. 

This is also the third and last place where the bidders can upload 
attachments. If the comments symbol is visible next to a Bid Factor 
response, it means that there is an attachment. 

❽ View more 
bids 

The system only shows three bids at a time. Navigate through the 
pages to ensure that all bids are viewed. 

❾ Awarded 
Status 

Once the evaluation is finalized, the buyer must indicate the awarded 
status for all bidders in eTendering. The bidders can be Awarded, NA 
(Not Awarded, based on not competitive offer) or Rejected (based on 
non-compliance). 

❿ Award 
Summary 

Where the buyer indicates the awarded quantities. 

⓫ Award Details From this page, the Vendors and Purchase Order can be created 
directly through eTendering. If the PO is created through this page, all 
details available in the event will be copied. If the event was sourced 
from a requisition, the COA will also be copied to the PO. The buyer 
can thereafter make any amendments as needed before notifying the 
manager for approval. 
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https://www.yammer.com/undp.org/#/threads/inGroup?type=in_group&feedId=5948100&view=all
http://procurement-notices.undp.org/
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https://etendering.partneragencies.org/
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 Create new vendor from bidder
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