
E-Tendering

Online tendering system for 
United Nations Development Programme

Presenter
Presentation Notes
Welcome to the bidders instructions video on UNDP eTendering system. This video explains:




Topics covered:

 What is UNDP eTendering?
 How to register as a bidder
 How to reset a forgotten 

password 

http://procurement-notices.undp.org
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What is the UNDP eTendering system
How you can you register as a bidder in order to participate in tender events that are managed through eTendering.
How to reset your password, in case you have forgotten your password.

If you want to see how you can submit bids, please watch the bid submission video for UNDP eTendering system that you can download at http://procurement-notices.undp.org/ 

Detailed written guidelines can be found also in the same page. We strongly recommend that you read the detailed written user guide for proper use of the system.




Benefits of e-Tendering:

 Ensures timely submission of bids
 Electronically sealed bids
 Electronic stamping of the bids
 Streamlines the bidding process & gathers all relevant information at 

one place;
 Electronic Bid Opening Record;
 Provides an audit trail;
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eTendering is an online system that allows companies or Individual Consultants to participate in UNDP tender processes that are managed through eTendering system. The system bring considerable benefits to the bidder community, including:

Ensures timely submission of bids: The system will automatically disallow any bids that are not submitted within the deadline, hence increasing fairness to bidders.

Electronic sealed bids: The eTendering system encrypts the bids submitted in the system and does not allow anyone to view any information provided before the final bidding deadline. 

Electronic stamping of the bids: The system stamps all information submitted by bidders and prevents that anyone alters, deletes, or adds anything to the bid after the deadline of submission.

Streamlines the bidding process and gathers all relevant information at one place: Bidders can retrieve all information and solicitation documents through the system, and there is a possibility to be notified directly in case any changes are made to the solicitation documents prior to the deadline to bid. Bidders can now submit their bid online, and also edit it directly in the system. Bid Receipt confirmation is now done automatically by the system and bidders received a receipt confirmation via email. Additionally, bidders will receive automatic notifications once the evaluation is finalized and the contract is awarded.

Provides an audit trail: As the eTendering system records all activity in the system, it keeps an audit trail for increased accountability and transparency.




https://etendering.partneragencies.or
g

why2change

event.guest
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First time registrants need to access the site through a generic login. Please use the below details to log into the website and complete the registration process that will grant the bidders their own profile in the system.
 
Website: https://etendering.partneragencies.org 
Username: event.guest
Password: why2change

Then click on login
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After logging in, go to Manage Events and Place Bids  Register Bidder to initiate the bidder registration process to register your profile. You will not be able to submit bids without creating your profile first.



 Select Business if you are a 
company

 Select Individual if you are an 
Individual Consultant

Select Both
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STEP 1

In the first questions. select “Business” if your are a company, or “Individual” if you are and Individual Consultant.

In second question select Both, then click on next.



 Enter a valid email 
address

 The user name 
cannot contain 
special characters or 
spaces
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STEP 2

Enter your official registered company name

Enter the website link to your company if you have one

In the second section you can add individual users within your company profile. It is recommended that you enter more than one user.

Enter first name, last name, title, email address, telephone number and choose your username. 

Make sure that:
	you enter a valid email address.
	username does not contain any special characters or spaces

Click on “Save and add another user” to create additional individual users.

Once you have created all individual users as needed, click on next to go to step 3.




Presenter
Presentation Notes
STEP 3 - Provide the primary address for your company

First, change country. By default system shows country as “United States”.

Click on “Change Country” link to choose another country.




Click on 
your 

country
in the list!
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Choose your country from the countries in the list



Fill out all fields 
marked with  *
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Then complete the address. The field marked with an asterisk as “Required field” are mandatory and must be completed. Fields not marked with asterisk are optional and can be left blank.

Once address completed, click on next to go to step 4.



This step is 
optional!
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STEP 4 – Add other addresses.

This step is optional and can be used to add additional addresses, particularly if you are buying goods from UNDP. You can skip this step by clicking on next to go to step 5
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Step 5 – assign addresses to individual users.

You can link the different addresses to individual users. If you have only primary address, that is choses by default for all users. If you have other addresses indicated, you must have at least one of the users linked with the primary address.

Click next to go to step 6
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Step 6 – Accept terms and conditions.

Read all the terms and conditions on using the system and then tick on the I agree box. 

Click finish.
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Click OK.

The system will now send an email with a temporary password to the email addresses provided during the registration process.





 Clear browser history
 Re-open the eTendering

website
 Login with your own user 

account
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The email will look like this. You must now change password of your choice. Before, you must:

Clear your browser history and close it.
Re-open browser: www.etendering.partneragencies.org
Log in using your chosen user name and the temporary password sent by the system. 
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You must now change password of your choice. Before, you must:

Clear your browser history and close it.
Re-open browser: www.etendering.partneragencies.org
Log in using your chosen user name and the temporary password sent by the system. Do not copy and paste the password, instead type it manually.

Click login



Your new password should meet the 
following criteria : 

• Minimum 8 characters and maximum 16 
characters
• At least one UPPERCASE LETTER
• At least one lowercase letter
• At least one number
• New Password must be different from any 
of the last 3 passwords that you have used.
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Type in the temporary password sent by system via email in the “old password” field

Your new password should meet the following criteria – 
�Be aware of the password requirements:

1. It must be minimum 8 characters long and maximum 16 characters.
2. It must contain at least one letter in upper case and 1 in lower case.
3. Must contain at least one digit.
4. Must be different from any of the last 3 passwords that you have used.
�Type in your chosen password in the “new password” field and retype it again in the Confirm new password field.

Click on change password.
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Click continue.
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Choose a password hint question and answer. This question will be asked to you by the system in case you forget your password and would like to reset a new password.

Click on submit.
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You have now completed the registration and can start submitting bids.
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If you do not remember the password to your profile, you can reset it by clicking on forgotten password link.
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Type in your username and email address that you have used for registration and click on submit.
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Provide your answer to the password hint question and click submit.



You must change your 
password the first time you 
log into eTendering! 

Remember - your new password should 
meet the following criteria : 

• Minimum 8 characters and maximum 16 
characters.
• At least one UPPERCASE LETTER
• At least one lowercase letter
• At least one number
• Must be different from any of the last 3 
passwords that you have used.
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Email will be sent to your email address with the new password. once you log in, you will be prompted to change password. Be aware of the password requirements:

1. It must be minimum 8 characters long and maximum 16 characters.
2. It must contain at least one letter in upper case and 1 in lower case.
3. Must contain at least one digit.
4. Must be different from any of the last 3 passwords that you have used.
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