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:

v" What is UNDP eTendering?
v" How to register as a bidder
v' How to reset a forgotten
nassword

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:

SNX XX

SX

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.



User name: f‘{'{.} U N D [ S
event.guest é”"—- W)

Password:

why2change é—-—-
Login |

Change Password | Forgotten Password @UN :=5;

WOMEN

IS S

To obtain support: Other resources: A t | as
UNDP Users UNDP Atlas Service Centre

UNFPA Users My UNFPA "Atlas" signals our global presence and a reliable

UNOPS Users UNOPS Atlas Intranet Page and cor'np_r?}_'nien.«:._l\.re way for finding |nri:nrn'|at|-:-r1
and connecting countries to knowledge,
UNU Users UNU Atlas Information Centre experience and resources as we help people build

UN Women Users i . ranet Page alter life.

https://etendering.partneragencies.or

Important Messages:

Last updated on 27 May, 2016 at 11:00 AM New York time (ET)

Atlas applications are working normally. If you encounter any issues, please report them to
your respective help desks.

Please clear your browser cache before signing onto ATLAS.

This site for authorized users only
version 1.8
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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



At I : VWWelcome event guest, Your Atla
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Search:
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gaManAacc Cveni> and Place Bid
Register Bidder

d Place Bids
- Vew Terms & Conditions

i

ow

Q

You have no Event related discussion
threads to display.
See all authorized Forums

o
Login here as an existing User.

User ID: |

Password: |

| Reaqister as a Sourcing Bidder
Click here to register as a bidder g

ﬁfl Re
This is jers only. Click here
to register as a supplier user. You must have

a registration code to continue

be

? | forgot my password
Click here to reset your password
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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.


Atlasimne. SRS

Bidder Registration
Step 1 of 6: Preliminary information.

These questions will determine the type of bidder you will become.

* Required Field

1. Please select the type of bidder which best describes you.
* Business é—-“_
Individual

Z. What type of bidding activities are you interested in?

Select Business if you are a
company

v' Select Individual if you are an
Individual Consultant

Buying goods/Services
Selling goods/Services

CBOlh i — Select Both

Next == | Cancel Registration

* Required Field
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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.


CAtlggee

Bidder Registration
Step 2 of 6: User Account Setup

Create a user account for your company. Optionally, if you want to add another user to access this

account please click on the "Save and Add Another user’ button. You can repeat it to add as many
users as needed.

* Required Field

“Company Name [Bidder Users Guide é———__
URLID:http:/f é"—'§

User Information

“First Name Bidder é—-—ﬁ%
“Last Name USer Guide é——-.

Title Executive Director 4——-__
“Email ID | example@example.com é———_. B

“Telephone [1231231231 (—gq—-_

Fax |

*User ID|bidder.guide1 (User's account login name.) éﬁ_.

v' Enter a valid email
address

v" The user name
cannot contain

special characters or

@dd Anc:ther@

Cancel Registration |

== Back

* Required Field
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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.



Atlggime

Bidder Registration
Step 3 of 6: Primary Address

Flease provide a Primary Address for your company. If your company has multiple site locations, the
Frimarny Address would be the main headquartars.

* Required Field

Primary Address

If your address is not located in the USA, Please click on the ‘Change Country’
link and select the country before yo i3 ress.

Change@!!

Country: United States

*Address 1: |

Address 2: |
Address 3: |
*City: |
County: |

*State: Q, Postal:

== Back | Next == | Cancel Registration

* Required Field
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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.
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Choose your country from the countries in the list


Bidder Registration
Step 3 of 6: Primary Address

Flease provide a Primary Address for your company. If your company has multiple site locations, the
Frimary Address would be the main headquarters.

* Required Field

Primary Address

If your address is not located in the USA, Please click on the ‘Change Country’
link and select the country before you enter the address.

Country: Denmark Change Country
*Address 1: Marmorvej 51 é—-—- ) )
Adﬂressi-l F|” Out a” fle|dS
Address 3: | marked with *
Address 4; |

*City: |Copenhagen é——-—__
Region: | Q Postal: |

Next :—}D Cancel Registration

* Required Field
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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.


Bidder Registration
Step 4 of 6: Other Account Addresses

* Required Field

The Primary Address you have entered for Bidder Users Guide is: /
Marmorvej 51

Copenhagen, Denmark

_ This ste

If you need to make corrections, click the Back button and edit your fields.

p IS
|

Other Account Addresses

Because you will be bidding on events as both purchaser and seller of goodsiservices, you must
provide Bill To, Ship To, and Invoice addresses.

Check boxes below to indicate addresses that are different from your Primary Address:

[ ] Bill To Address your company's accounts payable department (for when you purchase
goods/senvices).

[] Ship To Address default location for where we ship your order (for when you purchase
goods/services).

[ Jinvoice Address your company's accounts receivable department (for when you sell
goods/senvices).

Cancel Registration

* Required Field
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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


Bidder Registration
Step 9 of 6: Address Contacts

Flease enter additional addresses as necessary. (This is required only if your Primary Address is not
used for all address types.) Next, please designate each of your registered users to an appropriate

address category. [f you're not sure which address category is the best match, choose "Primary

Address”.
* Required Field

Designate as Contact for

Bidder USer Guide Primary Address

|Primary Address v

Bidder User Guide 2

== Back @ Cancel Registration |

* Required Field
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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


Bidder Registration

Step 6 of 6: Terms and Conditions

Make sure you read the terms and conditions fully before continuing.

* Required Field

| 3ree to be bound by the following Terms and Conditions:

—1erms and Conditions of Use of the Web Site:

The use of this web site constitutes agreement with the
following terms and conditions:

(a) The UNDPF maintains this web site (the “Site”) as a courtesy

to those who may choose to access the Site ("Users™). The
information presented herein is for informative purposes only.

The UMDP grants permission to Users to visit the Site and to
download and copy the information, documents and matenals
(collectively, “Materials”) from the Site for the User's personal,
non-commercial use, without any rnight to resell or redistribute v
them or to compile or create derivative works therefrom, subject

< 2>

== Back Finis@ Cancel Registration

* Required Field
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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.


Bidder Registration

Bidder registration for Bidder Users Guide was successful.

You will receive a confirmation email with your username and password. Please note there may be
delay in granting the necessary access to you. Therefore, please close this browser completely and

wait for 15 minutes and use the ur provided in the email
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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.




v" Clear browser history

v' Re-open the eTendering
website

v" Login with your own user

unt

S — T - - - R

© If there ar2 problems with how this message ic displayed, dick here to wiew it in 3 web browser,

From: psagent-LNDPFES 1-donotreply Bundp.org Sent: Tue 0203016 14:02
To: |8 Roland Koxnay
(o
Subjech Bidder Registration Approved.
- "] -
f!z

Bidder Registration Approved

Dear Bidder,

UNDP has approved your regisiration to become a bidder. Your username and temperary password are provided below. If you haven't already signed oui of the system, please sign out now and close the browser. In order to ensure proper access is granted fo you, please wait about one hour and use the link provided below to login fo the
system Once you are logged into the system, the system prompts you to select a new password that is only known fo you.

Us~. 1) amd Password

ser ID: bidder guide
Password: 027TW1INL2E
UIRL

e

L
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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. 




.

User name:

bidder.guide1

Password:

UNDP Users
UNFPA Users
UNOPS Users
UNU Users

Change Password | Forgotten Password

To obtain support: Other resources:

UNDP Atlas Service Centre
My UNFPA
UNOPS Atlas Intranet Page

UNU Atlas Information Centre

> 7 TUN !
- C F
WOMEN E4

Empowered ez, I

Rl UNITED NATIONS
- UNIVERSITY

Atlas

"Atlas” signals our global presence and a reliable and comprehensive
way for finding information and connecting countries to knowledge,
experience and resources as we help people build a better life.

Important Messages:

Last updated on 17 Nov, 2015 at 7230 PM Mew York time (ET)

Pleaze clear your browser cache before signing onto ATLAS.

Atlas applications are working normally. If you encounter any issues, please report them to your respective help desks.
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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


Password Change Request

Your new password should meet the
following criteria :

e Minimum 8 characters and maximum 16
characters

e At least one UPPERCASE LETTER

e At least one lowercase letter

e At least one number

e New Password must be different from any
of the last 3 passwords that you have used.

bidder.guide1 please change your current password before continuing.

Old Password’

New Password’

Confirm New Pas

—>
—>

Change Paaswunj) Clear this form


Presenter
Presentation Notes
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.


Password Change Information

bidder.guide1 your new password has been set.
Use this new password the next time you log into your account.

CONTINUE
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Click continue.


Atlas Account Security Profile
For security purposes, the secret hint and answer provided will be used in the event that you have forgotten your password.

Please select a hint question from the list provided and specify the answer below:

Password Hint @ CD!D

Answer - [blue &

@ Clear this form
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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.


At I a SFinance Welcome Bidder USer Guide to Atlas Community!

Search:

¢

E- B

@ There are no avents to view.
[» Manage Events and Place Bids
— View Terms & Condifions

Event Name Event Type Start Date/Time

test event nbofiification to ;

e fetos s st o REY 29/01/2016 05:57 EST
invited bidders

UNFPAJUNDP event  ppy 29/01/2016 06:07 EST
noftific ation email

End Date/Time:
260272016 05:5T7 EST

290212016 0607 EST

See all of my events
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You have now completed the registration and can start submitting bids.


B

User name:

Password:

Login

—

Change Passwo orgotten Fas@

To obtain support: Other resources:

UNDP Users UNDP Atlas Service Centre . . .
"Atlas” signals our global presence and a reliable and comprehensive
UNFPA Users My UNFPA way for finding information and connecting countries to knowledge,

UNOPS Users UNOPS Atlas Intranet Page experience and resources as we help people build a better life.
UNU Users UNU Atlas Information Centre
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If you do not remember the password to your profile, you can reset it by clicking on forgotten password link.


Forgotten Your Password

Flease enter your Atlas login 1D and e-mail address.
Veulllez taper votre nom d'utilisateur et 'adresse electronique correspondante.
Escriba su nombre de usuario y la correspondiente direccion e-mail.

Atlas Login ID: " |bidder guide1 &—

e-mail address:" [ example@example com &

@ Clear this form 1
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Type in your username and email address that you have used for registration and click on submit.


Please provide the answer to the guestion below:

Hint Question : Favorite color

Hint Answer Ihlue 4‘ B
Submit ‘
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Provide your answer to the password hint question and click submit.


.

ubject Your Atlas password has been resetf.

*** PLEASE DO NOT REPLY TO THIS MESSAGE AS THIS IS A SYSTEM GENERATED | ***
Dear Bidder USer Guide,
On vour request, vour Atlas system password has been reset.

Please use the password provided below as vour temporarv password. After initial successful login, the svstem will prompt vou to specifv vour own
permanent password.

Your Atlas temporary password is: 9PHUA3ZE

Remember - your new password should
meet the following criteria :

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

e Minimum 8 characters and maximum 16
characters.

e At least one UPPERCASE LETTER

e At least one lowercase letter

e At least one number

e Must be different from any of the last 3
passwords that you have used.

ERS |
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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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