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1 Introduction

Welcome to the updated Bidder User Guider for the UNDP eTendering system. This guide is
intended to provide help to bidders that wishes to participate in UNDP bidding events through
eTendering. This section will provide a short introduction to the guide and how to use it.

For first-time users of eTendering, it is recommended to read through the complete guide.
Thereafter, the guide can be used as a reference to look up specific sections that the bidder is
experiencing difficulties with or is uncertain on the process. Please refer to the TABLE OF
CONTENTS: to find the correct section in the guide, or click on the hyperlinks found in the
document marked by underlined italics.

The first section in the guide consists of a description of the UNDP Business Process together
with a flowchart to illustrate the workflow. Thereafter, a quick overview of the different
processes covered in this guide is found in section 3 eTendering Process simplified screenshot
guide. As this section only contains the most important steps, it is recommended to use the full
document as the main reference to ensure that the correct steps are followed.

This is followed by sections 4-6, in which it is described how to find, view, submit and manage
bids in eTendering.

The first time a bidder enters eTendering, a one-time registration process is required. Bidders
only register once, and thereafter enter eTendering with their own user name and password.
Information regarding this process is found in section 7 Creating and managing a bidder profile in
eTendering of this document.

There are three appendixes found at the back of the guide: common definitions used in the
guide, a full list of all UNDP country codes which will be useful when searching for an event in
eTendering, and a guide only to be used when there are changes to bid factors and line items to
an event after a bid has been posted from your side.

If you have questions about eTendering that are not answered in this user guide, please refer to
the separate document eTendering Frequently Asked Questions Release No. 4 that is uploaded in
any of the eTendering events. If you still have questions, please direct them to the UNDP
procurement focal point for the procurement case you are interested in.
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2 Business Process

The eTendering module is designed to facilitate collaboration between buyers and suppliers of
goods and services. Through the functionalities offered in the module, UNDP procurement
personnel can manage bidding events, monitor participation and evaluate offers, and thus
streamline the complete bidding process.

The eTendering system targets many of the fundamental procurement values, such as fairness,
integrity, transparency and accountability. Some of the main benefits of the eTendering system
are:

- No late submissions are accepted: The system will automatically disallow any bids
that are not submitted within the deadline, hence increasing fairness of 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 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 may also submit their bid
online, edit it directly in the system, and receives 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.

When creating a bid event in eTendering, UNDP users have the option of inviting individual
suppliers/fvendors or to make the event public. Any eventual invitation is automatically sent to
all invitees once the event is posted. In order to participate in an event, suppliers must first
register as a Bidder via the bidder’s portal and then enter bids for the events that they are
invited to. Features such as bid factors, allows users to assign weightings and ideal answers for
evaluation purposes.

The system offers the suppliers the possibility to register themselves in the system, search and
view solicitation documents, and participate in a tender by submitting and also editing their bid
online. The system provides automatic notifications on certain stages of the procurement
process to participating bidders.

Suppliers must consult this document and other available resource materials in order to
familiarize themselves with the system. It is the responsibility of suppliers to use the system

properly according to the instructions provided by UNDP.

If a bidder faces any problems or have any questions, kindly address them to the procurement
focal point assigned to the specific event.
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3 eTendering Process simplified screenshot guide

1. Register bidder
Username: event.guest; Password: why2change

User name:

Password:

|
Login |

Change Password | Forgotten Password mﬂ @UN \,E HA
WOMENET

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 comprehensive way for finding information
and connecting countries to knowledge,

UNU Users UNU Atlas Information Centre experience and resources as we help people build

UN Women Users UN Women Atlas Intranet Page a better life.

At I < Welcome event guest, Your Atla
a SFman(e

S 8y
Search:
=aManage e and Place Bidsi
— Register Bidder
=W Place Bids
— View Terms & Conditions
S oY
You have no Event related discussion
threads to display.
See all authorized Forums
ov]

Login here as an existing User.

User ID:
Password:

Sign In

i) Reqister as a Sourcing Bidder

able to bid on events.

i Register as a Supplier

This is for UNFPA Suppliers only. Click here
to register as a supplier user. You must have
a registration code to continue

2 | forgot my password
Click here to reset your password
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2. View bids and attachments

~Atlage-

— My Event Activity
~ Maintain My User Contact

Welcome Bidder User Guide 2, Your Atlas Finance

Event Details

Accept Invitation |

~ My Bidder Profile
— My Categorizations

— My IM Settings
— Maintain IM Info - Hidden

Bid on Event

Bidding Shortcuts:

Event Name: Bidder Guide February 2016
Event ID: UNDP1-0000000484 My Bid Status:
Event Format/Type:  Sell Event RFx
Event Round: 1
Event Start Date: 02/02/2016 09:02 EST
Evlm End Date: 31/03/2016 09:02 EDTI
Event Description:
This is a demo event for the bidder guide February 2016.
Contact: Payment Terms:
Phone: My Bids: 0
Email: Edits to Submitted Bids:  Allowed
Online Discussion: Multiple Bids: Not Allowed
Live Chat Help:
Display: |A|| Lines ¥ Bid Required (2 Line Comments/Files

Find |

3. Submit bid

Atlas -

~ My Event Activity
~ Maintain My User Contact

Welcome Bidder User Guide 2, Your Atlas Finance Last Login Datetime : 02.Feb.2016 14:17:27 GMT

— My Bidder Profile

~ My IM Settings
— Maintain IM Info - Hidden
- View Terms & Conditions

[ ¢ ]

1202 D

Bidding Shortcuts:

Accept Invitation View Your Bid Activity
M View Bidding Documents
Upload XML Bid Response

Event Name: Bidder Guide February 2016

Event ID: UNDP1-0000000484 My Bid Stattes:

Event FormatType:  Sell Event RFx

Event Round: 1

Event Version: o)

Event Start Date: 02/02/2016 09:02 EST

Event End Date: 31/03/2016 09:02 EDT

Event Description:

This is a demo event for the bidder guide February 2016.

Contact: Payment Terms:

Phone: My Bids: 0

Email: Edits to Submitted Bids:  Allowed

Online Discussion: Multiple Bids: Not Allowed

Live Chat Help:

Display: |AII Lines Zl ¥ Bid Required OLine Comments/Files
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a. Answerto bid factors

2 Manage Events and Place Bids|
— View Events and Place Bids

The event

to questions not specific to any specific item.

— My Event Activity General Event Questions 3
— Maintain My User Contact
— My Bidder Profile Required Questions 3
— My Categorizations
— My IM Settings
— Maintain IM Info - Hidden Hide Event Questions
— View Terms & Conditions =
+r Bid Required * Ideal Response Required

Previous ns 1-3 of 3 Ne»

* l;* Do you accept UNDPs General Terms and Conditions attached in this Bid Event.

Response: Yes b Weighting

Ideal: Yes Add Comments or Attachments

¥ Have you provided all information regarding any past and current litigation during the last five (5) years, in which the bidder is
involved, indicating the parties concerned, the subject of the litigation, the amounts involved, and the final resolution if already

concluded?
Response: No Litigations Add Comments or Attachments
* ‘r UNDP implements a policy of zero il ices, including fraud, corruption, collusion, unethical

practices, and obstruction. UNDP is committed to preventlng identifying and addressing all acts of fraud and corrupt practices against
UNDP as well as third parties involved in UNDP activities. (See

http://www.undp. P yuuL:lkJNDP Anti_Fraud_Policy_English_FINAL_june_2011.pdf and
http://www.undp.org/content/undp! 1t_protest/ for full description of the policies) | have
read, understood and accept UNDP Anti-| Fraud Pohcy I have read, understood and accept UNDP Protest procedure.

Response: | have read, understood and accept UNDP Anti-Fraud Policy, A
I have read understood and accent LINDP Protest orocedure v
| have read, understood and accept UNDP Anti-Fraud Policy, |
have read, understood and accept UNDP Protest procedure

ISeIect Response I

Add Comments or Attachments
Ideal

b. Insert line item quantities and prices

Step nter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for
consideration by the Event Administrator.

Lines in This Event: 2
Lines That Require a Response: 2
Your Total Line Pricing: 4,650.0000 USD

Hide Line Detail

¥t Bid Required () Line Comments/Files

Previous Lines 1-2 of 2 Next Lines

Requested Your Your Unit Bid = 5
Description Quantity Quantity Price Your Total Bid Price

1 ¥ computer 10.0000 10.0000] 450.000000 ,500.0000 USD i ®
2 # PaperFlipchart 2'x 3' PD 100.0000  100.0000f  1.500000 150.0000 USD Bd

At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid
response is complete, submit for consideration.
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¢. Upload attachments

AtlaS""““e Welcome Bidder User Guide

Event Details

- My Event Activity Submit Bid I Save for Later Validate Entries
— Maintain My User Contact

— My Bidder Profile = =
— My Categorizations

— My IM Settings Event Name: Bidder Guide February 2016
— Maintain IM Info - Hidden
- View Terms & Conditions EventID: UNDP1-0000000484 Bid ID: New

Event Format/Type:  Sell Event RFx Bid Date:
Event Round: 1 Bid Currency: St US Dollar
Event Version: 2
Event StartDate:  (02/02/2016 09:02 EST
Event End Date: 31/03/2016 09:02 EDT

Iy]ew/Add General Comments and Attachmemsl

nal Event |

Description:
This is a demo event for the bidder guide February 2016

Contact: Payment Terms:
Phone: Billing Location: United Nations Development Pro
Email: Event Currency: Dollar
Online Discussion: Conversion Rate: 1.00000000
Edits to Submitted Bids:  Allowed
Multiple Bids: Not Allowed

Welcome ide 2, Your Atlas Finance Last Login Datetime : 02.Feb.20 7 GMT |

General Comments and Attachments

 Manage Events and Place Bids
— View Events and Place Bids
— My Event Activity Business Unit: UNDP1  EventID: 0000000484
— Maintain My User Contact

~ My Bidder Profile Attachments

— My Categorizations
— My IM Settings

View Event Attachments

— Maintain IM Info Attached File
- Yiew Terms & Conditions bidder_registration_20.JPG General Attachment 1
bidder_registration_19.JPG General Attachment 2 ml

Add New Attachments
Attached File

Upload

Attachment Description

Comments

Add New Comments

OK Cancel |
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d. Validate entries

ALlgy™=
h:
Event Details
Bids
— View Events and Place Bids
=My Event Activi SubmitBid | | SaveforLater | Validate Entries |

— Maintain My User Contact
— My Bidder Profile

— My Categorizations
— My IM Settings Event Name: Bidder Guide February 2016
— Maintain IM Info - Hidden EventID: Lo
|- View Terms & Conditions vent1D: UNDP1-0000000484 de ID: New
Event Format/Type:  Sell Event RFx Bid Date:
Event Round: 1 Bid Currency: USD| USDollar
Event Version: 4
Event Start Date: 02/02/2016 9:02AM EST
Event End Date: 31/03/2016 09:02 AM EDT
View/Add General Comments and Attachments
Hide Additional Event Info
e. Submit bid
L b
> Manage Events and Place Event Details
Bids.
— View Events and Place Bids
o e Submit Bid Save for Later_| Validate Entries |
— My Bidder Profile
— My Cateqgorizations
— My IM Settings Event Name: Bidder Guide February 2016
— Maintain IM Info - Hidden EventID: Lo
|~ View Terms & Conditions VERL: UNDP1-0000000484 Bid ID: New
Event Format/Type:  Sell Event RFx Bid Date:
Event Round: 1 Bid Currency: USD| USDollar
Event Version: 4
Event Start Date: 02/02/2016 9:02AM EST
Event End Date: 31/03/2016 09:02 AM EDT
View/Add General Comments and Attachments
Hide Additional Event info

4. View bid

Atlages

View, Edit or copy from Saved Bids

— View Events and Place Bids Welcome, Bidder Users Guide

— My Event Activity
— Maintain My User Contact

— My Bidder Profile Event Name: Bidder Guide February 2016
— My Categorizations o
_ My IM Settings Event ID UNDP1-0000000484 Event Round: 1
— Maintain IM Info - Hidden . Sell Event RFx Event Version:
 ew e B.Con Event Format/Type: . . 2
Event Start Date: 02/02/2016 09:02 EST Multiple Bids Not Allowed
Event End Date: 31/03/2016 09:02 EDT Currency US Dollar

Bid ID |Round | Version | Bid Status
11 2 Posted postea | 28032019 04”E’I I Edit Bid Response Copy Cancel Upload

Return to Event Search
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5. Cancel bid
Atlag-

View, Edit or copy from Saved Bids

— View Events and Place Bids Welcome, Bidder Users Guide

— My Event Activity

— Maintain My User Contact
— My Bidder Profile Event Name: Bidder Guide February 2016

— My Categorizations %

- MyIM Seftings Event ID UNDP1-0000000484 Event Round: 1
- Maintain (M Info_Hidden __| | gyqn¢ Format/Type: Sell Event RFx Event Version: 2
View Terms & Conditions

Not Allowed

Event Start Date: 02/02/2016 09:02 EST Multiple Bids
Event End Date: 31/03/2016 09:02 EDT Currency US Dollar

Bid ID

Return to Event Search

At I a Sﬁnam Welcome Bidder User Guide 2, Your Atlas Finance Last Login Datetime : 02.Feb.2016 14:17:27 GMT

Cancel Bid

— View Events and Place Bids
— My Event Activity

— Maintain My User Contact
— My Bidder Profile Event ID: 0000000484 Event Version: 2

— My Categorizations
— My IM Settings Event Name:  Bidder Guide February 2016 Event Format: Buy

Business Unit: UNDP1 EventRound: 1

— Maintain IM Info - Hi
— View Terms & Conditions Bid ID: 1

Bid Status: Posted
Last Saved: 08/03/2016 04:44 EST

Return to Event Search

Are you sure you would like to cancel this bid? (18058,325)

Click Yes to cancel the bid
Click No if you do not want to cancel this bid.
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4 Finding and viewing Bid Events

This section contains instructions on how to search for and view bid events, including how to
find and view solicitation documents for a particular tender.

4.1 Searching for a Bid Event in the system

The eTendering system does not send automatic notifications to potential bidders when an
event is posted. UNDP publishes procurement notices in the UNDP Procurement Notices
website, UNGM, and other media as relevant. In the procurement notices, UNDP offices who
are using the eTendering system to receive bids will make reference to the eTendering system
and the concerned Event ID.

If a bidder is invited directly through eTendering to participate in a Bid Event, they will receive
an email notification containing information about the bid as well as the attachments and a
direct link to the event page in eTendering.

When the bidder log into eTendering, the below page will appear. Ongoing events will be
shown in the middle section of the page.

Welcome Bidder User Guide 2, Your Atlas Finance Last Login Datetime : 02.Feb.2016 14:17:27 GMT

At I a SFinan(e

Personalize Content | Layout Help

Search: =
©]

 Manage Events and Place Bids
View Terms & Conditions

[Open ITB - Simple. RFx 021032016 08 43 EST 31/02/2016 08 43 EDT
Version - V1
gmk" Guide Febuary  gey 02/02/2016 09.02 EST 3110312016 09.02 EDT

See all of my events

To find an event in eTendering, bidders can use the search functions within the system. When
entering eTendering, go to Manage Events and Place Bids = View Events and Place Bids.

Main Menu >
Manage Events and Place Bids

== My Event Activity [F== Maintain My User Contact
0= View recent bid activity W=\ aintain the company contact with which you are associated.

= My Bidder Profile == My Categorizations == My IM Settings

"
ns e e | ) . it or e cmeoizatons. ] £ Your st nstant iessaging setngs.

=== Maintain IM Info - Hidden
8= instant Messaging Detal Page

If you know the event you are looking for, search by entering the Event ID and click on Search.
The event ID is consistent of the country code (please refer to g Appendix Il: List of country
codes for the full list) and the Event Number.

Page 11


http://procurement-notices.undp.org/
https://www.ungm.org/
https://etendering.partneragencies.org/

Atl a Sﬁnan(e ' Welcome Elisabet Elisabet, Your Atlas Finance Last Login Datetime : 31.Mar.2016 11:41:55 GM

View Events and Place Bids

— View Events and Place Bids

Enter search criteria to locate an event for viewing or placing bids.
— Maintain My User Contact
— My Bidder Profile

— My Categorizati

— My .JSeg,’;; o Use Saved Search: | E
— Maintain IM Info - Hidden

v Search Criteria

- View Terms & Conditions Event ID: I\UNDP1 ~ 0000000612 I Results Should Include:
' I Sell Event
Event Name: [ [JPurchase Event
Event Type: I M Request For Information
Event Status: | E

Include Declined Invitations?

Search | Clear

Search Results

Manage Saved Searches Save Search Criteria Advanced Search Criteria

First K 1of1 n Last
EventiD Event Name Format End Date

smus

UNDP1-0000000612 Bidder User Guide February 2016 Sell RFx 28/04/2016 04:31 EDT Accepted

Please note that the tick-boxes under the header Results Should Include: should remain as per
the screenshot.

If you do not know the event you are looking for, you can expand the search options by clicking

on Advanced Search Options. In the advanced search, you can enter /tem Description and
Category Description.

Kindly note that this function includes search fields that have to match the descriptions exactly

as per the tender. Therefore, it is recommended to use UNGM and UNDP Procurement Notices
as the primary source of ongoing tenders.

Welcome Bidder User Guide 2, Your Atlas Finance Last Login Datetime : 02.Feb.2016 14:17:27 GMT

View Events and Place Bids

Enter search criteria to locate an event for viewing or placing bids

Maintain My User Contact

~ Search Criteria

~ My Bidder Profile

— My Categorizations £ '—Ll

~ My IM Settings | | Use Saved Search: v

Maintain IM Info - Hidden

View Tesms & Condions Results Should Include:

Event ID: | -
(] Sell Event

Event Name: IPurchase Event
Event Type: | v [vIRequest For Information
Event Status: [ 2|

lInclude Declined Invitations?

Search l Clear

Manage Saved Searches Save Search Criteria [Aavances Search Cmeual

Search Results

UNDP1-0000000484  Bidder Guide February 2018 Sell  RFx 31/02/2016 09.02 EDT
UNDP1.0000000503  Open ITB - Simple Version - V1 Sell RFx 31/03/2016 08 43 EDT
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When you have located the event you are looking for, click on the Event ID link to go to the bid
page.

Welcome Bidder User Guide 2, Your Atlas Finance Last Login Datetime : 02.Feb.2016 14:17:27 GMT

View Events and Place Bids

Enter search criteria to locate an event for viewing or placing bids

~ Search Criteria

My Bidder Profile [
— My IM Settings Use Saved Search: v
|

Maintain IM Info - Hidden

-~ View Terms & Conditior T 2
View Terms & Conditions Event ID: [UNDP1 - 0000000484 Reful‘s Should Include:
¥ sell Event
| Event Name: [v] Purchase Event
| Event Type: I 4 [v]Request For Information

| Event Status: I v

Include Declined Invitations?
|

Item Description:

Category Description:

Start Date: From: | 5 Through: | 3

End Date: From:  [08/03/2016 [y Through: | ]

Sleai Manage Saved Searches Save Search Criteria Basic Search Criteria

Search Results | a8 First B 1 o1 B Last

‘Mll! D Event Name. Format | Type End Date Status

Bidder Guide February 2016 Sel  RFx 31/03/2016 09:02 EDT Declined

4.2 Viewing Bid Events
This section contains instructions on how to view the solicitation documents, express interest

to participate and subscribe to the event.
4.2.1 Viewing bid event and solicitation documents

When you have clicked on the specific bid event, the below screen with basic information of the
Bid will appear. Please take particular note of:

- Event Version: If the event has been changed, the event version will no longer be
version “1”. Please note that the bidder is responsible for making sure that they submit
their bid in accordance to the latest event version.

- Event End Date: the deadline for submission of bids.

To view the solicitation documents attached to the event, click on View Bidding Documents.
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Welcome Bidder User Guide 2, Your Atlas Finance Last Login Datetime : 02.Feb.2016 14:17:27 GMT

Event Detalls
My Event Activity g » _
— Maintain My User Contact Accept Invitation _ | Bidding Shortcuts:  View Your Bid Activity
- b der Pt |
— My IM Seffings Upload XML Bid Response
— Maintain IM Info - Hidden
- View Terms & Conditions
Event Name: Bidder Guide February 2016
Event ID: UNDP1-0000000484 My Bid Status:
Event Format/Type:  Sell Event RFx
Event Round: 1

Event Start Date: 02/02/2016 09-02 EST

Ev-m End Date: 31/03/2016 09:02 EDTI

Event Description:
|This is a demo event for the bidder quide February 2016.

Contact: Payment Terms:

Phone: My Bids: 0

Email: Edits to Submitted Bids:  Aliowed
Online Discussion: Multiple Bids: Not Allowed
Live Chat Help:

Display: [AllLines ~] + Bid Required (2 Line Comments/Files

Find | View A | 51 | &

Clicking on View Bidding Documents will lead to the screen below, where all documents
attached to the event will be visible. To view each document, click on the magnifying glass.

Please note that the browser must allow pop up-windows to download the attachments!

At I a Sﬂ"’"“ ‘Welcome Bidder User Guide 2, Your Atias Finance Last Login Datetime : 02.Feb.2016 14:17:2

Search: B
T ®
 Manage Events and Place Bids/

e vent Acthaty Event Header Comments and Attachments
~ Maintain My User Contact
bl Lo Event ID: 0000000454
alegonzations
A Settings

|- st Bl 12012 0 Lo

~ Maintain 1M Info - Hidden [AtchedFile  |AtchmentDescripon |
mRR Lok 3 CanaRony 1 bidder_registration_20.JPG |General Attachment 1
2 bidder_registration_19.JPG |General Attachment 2

4.2.1 Accept Invitation — Express interest to participate in bid
If you are interested to participate in the event, click on Accept Invitation. This will enable
automatic notification if any changes are made to the event. If you are interested to participate,

it is highly recommended to accept the invitation.

Accepting invitation does not bind bidders to submit a bid.
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Welcome Bidder User Guide 2, Your Atias Finance Last Login Datetime : 02.Feb.2016

- Manage Events and Piace Bigs|  EVENt Details
View Events and Place Bids
~ My Event Activity

— Maintain My User Contact Accept Invitation | Bidding Shortcuts:  View Your Bid Activity
= MW%M Bid on Event View Bidding Documents

L Upload XML Bid Response
— Maintain IM Info - Hidden

Event Name: Bidder Guide February 2016

Event ID: UNDP1-0000000484 My Bid Status:
Event FormatiType:  Sell Event RFx

Event Round: 1

Event Version: 2

Event Start Date: 02/02/2016 09.02 EST

Event End Date: 31/03/2016 09:02 EDT

Event Description:

This is a demo event for the bidder quide February 2016.

Accepted events will be marked with status “"Accepted” on the eTendering main page after
login. If you click on Status the column will display all accepted events first in the list.

Welcome Bidder User Guide 2, Your Atlas Finance Last Login Datetime : 02.Feb.2016 14:17:27

View Events and Place Bids

anage Events and Place Bids
AR CE U IRENEE RN Enter search criteria to locate an event for viewing or placing bids.

— My Event Activity
~ My Bidder Profile
— My Gategorizations
~ My 1M Seftngs Use Saved Search: | |2
— Maintain IM Info - Hidden |
— View Terms & Conditions Results Should Include:
Event ID: [
[V Sell Event
Event Name: |/ Purchase Event

Event Type: I LV [V Request For Information
Event Status: I :

Include Declined Invitations?

Manage Saved Searches Save Search Criteria  Advanced Search Criteria

Search Results

Event ID Event Name |Format | Type End Date
UNDP1-0000000484 Bidder Guide February 2016 Sell RFx 31/03/2016 09:02 EDT I
UNDP1-0000000502 Open ITB - Simple Version - V1 Sell RFx 31/03/2016 08:43 EDT Accepted 1
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4.2.2 Decline Invitation

If you have accepted an invitation to a bid and regret your decision, you can decline invitation.
This will disable all automatic notification in the event of changes to the bid.

Click on Decline Invitation.

At | a SF Welcome Bidder USer Guide, Your Atlas Finance Last Login Datetime : 14.Mar.2016 10:25:23 GMT
nance

Search:

>Manage Events and Place Event Details
Bids
— View Events and Place Bids
— My Event Activity Decline Invitation l Bidding Shortcuts:  View Your Bid Activity
Sy I_I View Bidding Documents
— My i %
~ My Categonzafions | Upload XML Bid Response
~ My IM Settings

— Maintain IM Info - Hidden

- View Terms & Conditions

Event Name: Bidder User Guide February 2016

EventiD: UNDP1-0000000516 My Bid Status:
Event FormatType:  Sell Event RFx

Event Round: 1

Event Version: 1

Event Start Date: 09/03/2016 6:27AM EST

Event End Date: 31/03/2016 09:02 AM EDT

Provide a reason for the declined invitation in the comments box, and press Continue.

Welcome Bidder User Guide 2, Your Atlas Finance Last Login Datetime : 02.Feb.2016 14:17:27 GMT |

Decline Event Invitation

— View Events and Place Bids

Event ID: 0000000484 Name: Bidder Guide February 2016 |

My Event Activity
— Maintain My User Contact

B e Please select a reason for declining this event invitation:
— My Categorizations

- My IM Settings ®

— Maintain IM Info - Hidden

View Terms & Conditions

Te

Please enter any additional comments:

Continue

0! rch

- Search for events by going to Manage Events and Place Bids = View Events and Place
Bids.

- Allow pop-up windows when downloading solicitation documents.

- Accept Invitation to express interest to participate in the event and to receive
automatic email notifications if any changes are made to the event.

- Accepting an invitation does not bind the bidder to submit a bid to a particular event.
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To start the bid submission process, go to the event mainpage and press Bid on Event.

Welcome Bidder User Guide 2, Your Atlas Finance Last Login Datetime : 02.Feb.2016 14:17:27 GMT

- Manage Events and Prace pigs| VNt Detalls
View Events and Place Bids
~ My Event Activity o . ”
_ Maintain My User Contact Accept Invitation Bidding Shortcuts:  View Your Bid Activity
B My Bidder Profile I Bid on Event View Bidding Documents
¥ Upload XML Bid Response
— Maintain IM Info _ Hidden
- View Terms & Conditions
Event Name: Bidder Guide February 2016
Event ID: UNDP1-0000000484 My Bid Status:
Event Format/Type:  Sell Event RFx
Event Round: 1
Event Version: 2
Event Start Date: 02/02/2016 09.02 EST
Event End Date: 31/03/2016 09:02 EDT
Event Description:
This is a demo event for the bidder guide February 2016.

This will open the bid submission page which generally has three main components for the
bidders to focus on:
- Answers to Bid Factors included in the bid event
- Inserting Line items quantity and unit prices
- Uploading supporting documents and other attachments as requested in the
solicitation documents.

The first step in the bid submission process is to respond to the general requirements of the bid
event. All requirements, or questions, are called Bid Factors and are found on the bid
submission front page under the section Step 1: Answer General Event Questions.

Step 1: Answer General Event Questions

— My Event Activity i
~ Maintain My User Contact Oena Eent Auestions 2
My Bidder Profile Required Questions 3
- My Categorizations
~ My IM Settings
— Maintain IM Info - Hidden Hide Event Questions
I~ View Terms & Conditions

¥ Bid Required * Ideal Response Required

% & Do you accept UNDPs General Terms and Conditions attached in this Bid Event

Response: Yes 2 Weighting
Ideal: Yes Add Comments or Attachments

& Have you provided all information regarding any past and current litigation during the last five (5) years, in which the bidder is
involved, indicating the parties concerned, the subject of the litigation, the amounts involved, and the final resolution if already
concluded?

Response: No Litigations Add Comments or Attachments

+* & uNDP implements a policy of zero tolerance on proscribed practices, including fraud, corruption, collusion, unethical
practices, and UNDP is to ing, i ifying and all acts of fraud and corrupt practices against

UNDP as well as third parties involved in UNDP activities. (Sée
hitp-/Awww.undp. UNDP_Anti_Fraud_Policy_English_FINAL_june_2011.pdf and
hittp:/Avww.undp. i t_protest/ for full description of the policies) | have

read, understood and accept UNDP Anti-Fraud Policy | have read, understood and accept UNDP Protest procedure
Response: | have read, understood and accept UNDP Anti-Fraud Policy, A Weighting
1 have read_understnod and accent LINDP Protest orocedure V.

Ideal | have read, understood and accept UNDP Anti-Fraud Policy, | Add Comments or Attachments
have read, understood and accept UNDP Protest procedure
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Some questions have pre-selected answers, such as Yes/No, numbers, or a comments box
where the answer is typed. For questions where multiple answers can be selected, press Select
Response as per the above screenshot to view and click all appropriate tick-boxes.

Event questions can be marked with two kinds of symbols:

- Bidrequired: it is required to answer the question to submit a qualified bid. If this
question is not answered, the system will not allow the bidder to submit the bid.

- Ideal response required: It is required to answer the question as per the ideal response.
In the example below, the bidder has to confirm that they accept UNDPs General
Terms and Conditions attached to the Bid Event by choosing Yes from the dropdown
list. The system will not allow the bidder to submit the bid if they do not choose the
ideal response. Please note that the ideal response is visible to the bidder under the box
where the response is to be provided.

Hide Event Questions

Event Questions

+r Bid Required

* Ideal Response Required

Previous Questions 1-3 of 3 Next Questions
Do you accept UNDPs General Terms and Conditions attached in this Bid Event.
Response: Yes v Weighting

Ideal: Yes Add Comments or Attachments

5.2 Inserting line items and prices

Step two is to insert the bid quantity and prices under Step 2: Enter Line Bid Responses. At the
top of this section you can see how many items that are included in the event, and how many of
them the bidder is required to submit a price offer for. It also shows the total value of your bid
price after you have entered it in the lines below.

Enter the unit price for each item in the boxes under You Unit Bid Price.

Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for
consideration by the Event Administrator.

Lines in This Event: 2
Lines That Require a Response: 2
Your Total Line Pricing: 4,650.0000 USD

Hide Line Detail

¥ Bid Required () Line Comments/Files

Previous Lines 1-2 of 2 Next Lines

Iomm-i o T I UL ——

4 ¥ computer 10.0000 10,0000 [ 450.000000  §4,500.0000 USD Bd O
2 Y Paper Flipchart 2' x 3' PD 1000000  100.0000f  1.500000 150.0000 USD Bd

At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid
response is complete, submit for consideration.
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To upload your documents that are part of your bid, click on View/Add General Comments and

Attachments.

Atlaso-

iage Events and Place Bids| ~ Event Details
~ View Events and Place Bids
— My Event Activity it Bic i 5
e e corct SubmitBid |  Save for Later Validate Entries
— My Bidder Profile
— My IM Setti i Event Name: Bidder Guide February 2016
— Maintain IM Info _ Hidden __
- View Terms & Conditions Event ID: UNDP1-0000000484 Bid ID: New
Event Format/Type:  Sell Event RFx Bid Date:
Event Round: 1 Bid Currency: USD US Dollar
Event Version: 2
Event Start Date: 02/02/2016 09:02 EST
Event End Date: 31/03/2016 09:02 EDT
JView/Add General C: and |
Hide Additional Event Info
Description:
This is a demo event for the bidder guide February 2016.
Contact: Payment Terms:
Phone: Billing Location: United Nations Development Pro
Email: Event Currency: Dollar
Online Discussion: Conversion Rate: 1.00000000
Edits to Submitted Bids:  Allowed
Multiple Bids: Not Allowed

Press Upload.

Welcome Bidder User Guide 2, Your Atlas Finance Last Login Datetime : 02.Feb.2016 14:17:27 GMT

— View Events and Place Bids
— My Event Activity
— Maintain My User Contact
ly Bidder Profile
My Categorizations

My IM Settings
— Maintain IM Info - Hidden
R P T Y

General Comments and Attachments

Business Unit: UNDP1
Attachments

EventID: 0000000434

View Event Attachments

| L REP L

Attachment Description View

General Attachment 1
General Attachment 2

Attached File
bidder_registration_20.JPG
bidder_registration_19.JPG

Add New Attachments
Attached File

Comments

Add New Comments

OK Cancel |
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Press Browse and select the file that you would like to upload as a bid attachment. Thereafter,
press Upload.

Please note that:
It is only possible to upload attachments with a maximum 6o characters in the file

name!
- Please use the latin alphabet for naming the file. Do not use letters or special characters

from other alphabets and keyboards.

File Attachment

Enter the Attachment Description. Press View to download the attachment, or Delete if you
want to remove an attachment. To add several attachments, press Add New Attachments.

General Comments and Attachments

View Events and Place Bids

My Event Activity Business Unit: UNDP1 EventID: 0000000484
Maintain My User Contact
aintain iser Lontac! Amchments

— My Bidder Profile
— My Categornzations 2
gk View Event Attachments | o
— Maintain IM Info - Hidden | FRNECISIE Attachment Description View
| bidder_registration_20.JPG General Attachment 1
bidder_registration_19.JPG General Attachment 2

B 1202

L
Attachment Description Upload |View

f§Main Bid Document

Add New Attachments
Attached File

eTendering_Instructions_Manual_for_Bidders_July_2015.pd

FAQ_for_bidders_Release_No_3_February_2015.pdf [Technical proposal

Comments

Add New Comments

oK | cancel |

Page 20



5.4.1 Validate entries

Once you have filled out all the information and uploaded all documents as required, you can
press Validate Entries to make sure that all fields are filled accurately.

'-\ L l d bl—mance

Search:
> Manage Events and Place
Bids
View Events and Place Bids
Maintain My User Contact
ategorizatio

My IM Settings
Maintain IM Info - Hidden
View T & Condt

Event Details

SubmitBid |

Save for Later | Validate Entries

Event Name:
EventID:

Event Format/Type:
Event Round:
Event Version:
Event Start Date:
Event End Date:

View/Add General C:

Bidder Guide February 2016

UNDP1-0000000484 Bid ID:
Sell Event RFx Bid Date:
1 Bid Currency:

4

02/02/2016 9:02AM EST
31/03/2016 09:02 AM EDT

and

{USD|  us Dollar

New

Hide Additional Event Info

If any answers are wrong, the system will generate an error message. It will also inform which
parts of the bid are not correct. For the example below, the system informs that the answer to
bid question 1 is not as per the ideal response required.

Message

Please see message(s) at the top of the page. (18058,314)

OK
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Please note that the system only checks if the answers are provided to the minimum
requirements. It does not check that the bidder have provided accurate information or if
any attachments are uploaded. It is the responsibility of the bidder to make sure that all
information required for a qualified bid is included!

5.4.2 Save bid for later
Once the entries are validated and the bidder has checked that all information is accurate and
all attachments are uploaded, it is possible to either save the bid for later submission or to

submit the bid.

To save the bid for later, press Save for Later.

l—\ L I d bl-lnance
Menu &

®
> Manage Events and Place Event Details
Bids.
— View Events and Place Bids

= MyEvent Acivity Submit Bid Save for Later Validate Entries |
— Maintain My User Contact

— My Bidder Profile

— My Categorizations

— My IM Setiings Event Name: Bidder Guide February 2016

— Maintain IM Info - Hidden EventID: e

- View Terms & Conditions NentiL: UNDP1-0000000484 de 1D: New

Event Format/Type:  Sell Event RFx Bid Date:
Event Round: 1 Bid Currency: usD US Dollar
Event Version: 4
Event Start Date: 02/02/2016 9:02AM EST
Event End Date: 31/03/2016 09:02 AM EDT

View/Add General Comments and Attachments

Hide Additional Event Info

Please note the below error message. Save for Later does NOT SUBMIT your bid. A Bid is
successfully submitted only when you click on Submit Bid and when you have received an email
confirmation with an attached copy of your submitted bid.

Save Waring (20001, 104)
Saving for later does not submit your bid and WILL ALSO YOUR BID if you h: Please use the "submit bid” button in order to have a VALID SUBMITTED BID in the system

He nonaeT Bawy sassky Ha ywacTwe, a TAIOKE OT3LIBAET SABKY 6 Tom crysae, cni oa ye noaana. ode: sasexa Guina MIOMAHA Y MMENA CUTY & cucTeme, noxanyiicra uenonssyie kionky TIOJATD 3ARIBKY" ("Submit Bid")
Envegistrer pour envor ultérieur ne soumet pas volre offre et VA PAR AILLEURS RETIRER LA SOUMISSION INITIALE du systéme. 'l vous plait pour avoir UNE OFFRE VALIDE dans le systéme cliquez sur soumettre offre
"t8("Saving for Later’ " A TRt (" Submit Bid")AMR RS R SRS,

5 P s M e o S i 8y e 0SS e G s e g e sy T Y 2 4 i ) i SUDMILBId® s a8 e e

ga de su oferta y, de hecho, SUPONDRA LA RETIRADA DE SU OFERTA en queya Por favor utilice el boton de “Entrega de la Oferta” ("Submit Bid") para

lbios para mas tarde, no constituye
asi tener una OFERTA VALIDA Y ENTREGADA en el Sistema

When you save your bid for later, your bid is not posted in the system. To effectively post a bid,
you must click on Submit Bid.
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5.4.3 Submit bid

To submit your bid, press Submit Bid.

I—\ L I d brmance
Menu B

| Search:

I

> Manage Events and Place Event Details
Bids
— View Events and Place Bids

e e Cant Submit Bid Save for Later Validate Entries |

— My Bidder Profile
— My Cateqgorizations

— My IM Settings Event Name: Bidder Guide February 2016
— Maintain IM Info - Hidden EventID: e
|- View Terms & Conditions YEnLID: UNDP1-0000000484 Bid ID: New
Event FormatType:  Sell Event RFx Bid Date:
Event Round: 1 Bid Currency: USD| USDollar
Event Version: 4

Event Start Date: 02/02/2016 9:02AM EST
Event End Date: 31/03/2016 09:02 AM EDT

View/Add General Comments and Attachments

Hide Additional Event info

The following confirmation will appear:

Atlagem-

Welcome Bidder User Guide 2,

our Atlas Finance Last Login Datetime : 02.F¢

Search:

(©)

<> Manage Events and Place Bids
— View Events and Place Bids

Bid Confirmation

— My Event Activit Your bid has been successfully submitted.

— Maintain My User Contact ) :

—~ My Bidder Profile Bid ID: 1 Bid Date: 08/03/2016 04:15:01 EST

= %v%%ﬂons Event ID: 0000000484 Bidder Guide February 2016

— My g .

= Maintainell\;lnlns;o _ Hidden Event Format: Sell Event Round: 1 Version: 2
— View Terms & Conditions Start Date: 02/02/2016 09:02 EST End Date: 31/03/2016 09:02 EDT

Your Total Price: 4.650.00 USD
OK |

You will also receive an email confirmation with the following automated message together

with an attachment that contains a summary of your bid. If you do not receive this message,
your bid has not been submitted.

Sibject vourbiator
i Message | 1t Your i pet 120 k5

5]
&
Bid Confirmation =
Tis “UNDP usted dalow. remove your ongnally 5o In orger o re-postit you must ik on “SubmitBia” again. tis your
K o
sur UNDP cgessous, jegarcer pour pius tard « Save for ater s, e
Sl vous a « a
UNDP e avajo que 51 ahora Ua Save toriater el
sist i Forlotano, i 1 3 Porfavar,
e usuario para mas informacion.
e e L Ll i st Y UNDP Procutment ovent UNDPT - 0000000484 Bidder Guide Febuary 2016 e i s s ka3l o 5 2o e R oy R S e b e e e S e s e
A0 058 Ao il ) ) B i 't . 1o i 153 o el
"UNDP1 - 00000 - BIR  DRMENT RETA » STHFEF—2" Save lor later’, BTN I Submil bid's - BRISE
UNDP1 “ (lowanyicr csavetor
Tater), cucrems " CSubmit ier) Bes "Moxanyicr,
DONSHIR 607198 NOZPIGHLX MHCT LA

EventID: UND?1 - 0000000434 Round 1 Version 2
Evont Name: Bicder Guide Fobruary 2016
BID:

Date Posted: 0B3/15 4 15 01AMEST

Fﬂlﬂ—
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Open the attachment, and look for the below screenshot. All attachments that you have
uploaded to your bid will be mentioned on this page. Please verify that the list corresponds to
your attachments. If any attachments are missing from the list, kindly review your submission
in eTendering and control that all attachments are uploaded. If the problem persists, contact
the local UNDP focal point for the relevant tender process.

Bidder Information

Firm Name:
| Name: Signature: Date:
Phone #: Fax #:

 City & State: Zip Code:

File Name :eTendering_Instructions_Manual_for_Bidders_July 2015.

df, File Description :Main Bid Doc!
File Name :FAQ_for_bidders_Release_No_3_February_2015.pdf, File

Bescriptlon :Technical proposal

5.5 Submitting Alternate Bids
In some cases, UNDP accepts alternate bids. This means that the bidder can submit more than
one bid in the system, in which case one of the bids is the primary bid and the other(s) are

alternate bids.

You can view whether multiple bids are allowed on the main event page:

Atla =
Search:
®
> Manage Events and Place Bids| Event Details
- View Events and Place Bids
My clivity s age
:Ad‘::_”v‘:,r‘urj\;bv;' Contact Bid on Event I Bidding View. Edit or Copy from Saved Bids
— My Bidder Profile View Your Bid Activity
My Categorizations g
; Miew Bidding Documents
My IM Settings View Bidding Documents
— Maintain IM Info - Hidden Upload XML Bid Response
~ View Terms & Conditions
Event Name: Bidder Guide February 2016
Event ID: UNDP1-0000000484 My Bid Status:
Event Format/Type:  Sell Event RFx
Event Round: 1
Event Version: 2
Event Start Date: 02/02/2016 09:02 EST
Event End Date: 31/03/2016 09:02 EDT
Event Description:
|This is a demo event for the bidder guide February 2016
Contact: Payment Terms:
Phone: My Bids: 1 In-Process and Submitted
Email: Edits to Submitted Bids:  Allowed
Online Discussion: IMulﬁpln Bids: Not Allowed l
Live Chat Help:
Display:  [All Lines v ¥ Bid Required () Line Comments/Files
Find | view Ar | 50| 8 Fist B 42002 B et
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There are two ways to submit alternate bids. Either, you simply follow the steps starting in
section 5 Submitting a bid from the beginning. Or, you can copy details from the previous bid
and make amendments as needed for the new bid. For the second option, please use the
following steps.

Press View, Edit or Copy from Saved Bids.

Event Details
Bid on Event | Bidding Shortcuts: |View Edit or Copy from Saved Bids
My Bidder Profile View Your Bid Activity
b {_j{yﬁiﬂéeggﬂlilmnﬁ View Bidding Documents
My IM Setlings
— Maintain IM Info - Hidden I ML Bi i
|| View Terms & Conditions
Event Name: Bidder Guide February 2016
Event ID: UNDP1-0000000484 My Bid Status:
Event Format/Type:  Sell Event RFx
Press Copy.

/.\t I Q Srinance

View, Edit or copy from Saved Bids

2 Manage Events and Place Bids}|
|- View Events and Place Bids
— My Event Activity

— Maintain My User Contact

Welcome, Bidder Users Guide

— My Bidder Profile Event Name: Bidder Guide February 2016
— My Categorizations s
~ My IM Settings EventID UNDP1-0000000484 Event Round: 1
— Maintain IM Info - Hidden . Sell Event RFx Event Version:
— View Terms & Conditions ST T8 " 7 2
Event Start Date: 02/02/2016 09:02 EST Multiple Bids Not Allowed
Event End Date: 31/03/2016 09:02 EDT Currency US Dollar

|ﬂ First B 1011 B Last

Posted Posted gg/g:s/zme LHE View Edit Bid Response m( Cancel Upload

Return to Event Search

The complete previous bid that you copied from, including all answers to bid factors, price
information and attachments, will be automatically populated in a new bid. Make changes as
necessary and upload any new attachments as needed.

Please make sure that the bid you are trying to copy from corresponds to the latest version of
the Bid event!
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Event Details

New Window

Siomiteid | Save forlater, I Validate Entries |
Event Name: Bidder Guide February 2016
Event ID: UNDP1-0000000484 Bid ID: 1
Event Format/Type:  Sell Event RFx Bid Date: 08/03/2016 04:15:01 EST
Event Round: 1 Bid Currency: uUSD  US Dollar
Event Version: 2

Event Start Date: 02/02/2016 09:02 EST
Event End Date: 31/03/2016 09:02 EDT

View/Add General Comments and Attachments

Hide Additional Event Info

Description:

is is a demo event for the bidder guide February 2016.

Contact: Payment Terms:
Phone: Billing Location: United Nations Development Pro
Email: Event Currency: Dollar
Online Discussion: Conversion Rate: 1.00000000
Edits to Submitted Bids:  Allowed
Multiple Bids: Not Allowed

[Step 1: Answer General Event Questions

The event administrator requests your response to questions not specific to any specific item.

General Event Questions 3
Required Questions 3
Hide Event Questions

Event Questions

+Bid Required ¥ Ideal Response Required

Previous Questions 1-3 of 3 Next Questions

* Q' Do you accept UNDPs General Terms and Conditions attached in this Bid Event.

Response: Yes Weighting
Ideal: Yes Add Comments or Attachments

 Have you provided all information regarding any past and current litigation during the last five (5) years, in which the bidder is
involved, indicating the parties concerned, the subject of the litigation, the amounts involved, and the final resolution if already
concluded?

Add Comments or Attachments

Response: No Litigations
+# & unoP implements a policy of zero on i i ing fraud, i i i
i al ion. UNDP is to ing, i ify and ing all acts of fraud and corrupt practices against
UNDP as well as third parties involved in UNDP activities. (See
ttp:// undp. P y JNDP_Anti_Fraud_Policy_English_FINAL_june_2011.pdf and
http:/A undp. _protest/ for full description of the policies) | have

read, understood and accept UNE)P Anti-Fraud Policy. | have read, understood and accept UNDP Protest procedure.

Response: |n r:._s gread. understood and accept UNDP Anti-Fraud . 3| setect Response Weighting

I bmiin emmd imdnsnband amd mannnt | IMAA A

| have read, understood and accept UNDP Anti-Fraud Policy, | Add Comments or Attachments

Ideal have read, understood and accept UNDP Protest procedure

[§(up 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for
consideration by the Event Administrator.

Lines in This Event: 2
Lines That Require a Response: 2
Your Total Line Pricing: 4,650.0000 USD
Hide Line Detail
+ Bid Required (D Line Comments/Files
& Previous Lines 1-2 of 2 Next Lines
Line Description L T el P Your Unit Bid Price | Your Total Bid Price | I
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Please note the system generated attachment that you received in the initial email
confirmation after submitting the initial bid will be added to the attachments. The file name will
be as per the bid event. Do not delete this attachment.

Atlase

®

|f> Manage Events and Place Bids
- View Events and Place Bids

— My Event Activity
— Maintain My User Contact Business Unit: UNDP1 EventID: 0000000484

— My Bidder Profile

General Comments and Attachments

— My Categorizations Attachments
— My IM Settings
— Maintain IM Info - Hidden View Event Attachments
||~ View Terms & Conditions Attached File
bidder_registration_20.JPG General Attachment 1 Vieml
bidder_registration_19.JPG General Attachment 2 Viev«I

Add New Attachments
Attached File

eTendering_Instructions_Manual_for_Bidders_July_2015.pdf |Main Bid Document

FAQ_for_bidders_Release_No_3_February_2015 pdf [Technical proposal

I Bidder_Guide_February_2016.pdf |Bid Details

User_guide_in_a_snapshot.pptx |Additional information

Editing_Bid_51.png !Addltional information| x

5.6 Submitting bids through .xml-files

It is possible to prepare the bid responses offline and upload into eTendering when ready, using
xml-files.

To submit bids using this method, go to the bid attachments and open the .xml-file. Please
note that if your browser has blocked pop up-windows, you have to allow them before you will
be able to download the file.

ATIQSrinance et et St fetesiassafmytos oottt
Meru &

Search:

= >

< Manage Events and Place
Bid
S ew Events and Place Bids| Event Header Comments and Attachments
— My Event Activity
— Maintain My User Contact >
_ My Bidder Profile Event ID: 0000000516

— My Categorizations | First B 12012 B Lot
My IM Settings Attached File Attachment Descrintion

— Maintain IM Info - Hidden

— View Terms & Conditions [Event Bid Package

1 Bidder_User_Guide_February_2016.xml
2 Bidder_User_Guide_February_2016.pdf Event Detalls [5]

OK I Cancell
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The file will be displayed as per the below screenshot. Download the file to your computer by
saving it as an .xml-file.

This XML file does not appear to have any style information associated with it. The document tree 1s shown
below.

v <llorkbook xmlns="urn:schemas-microsoft-com:office:spreadsheet” xmlns:html="http://www.w3.crg/TR/REC-
html4@2" xmlns:o="urn:schemas-microsoft-com:office:office” xmlns:ss="urn:schemas-microsoft-
com:office:spreadsheet” xmlns:x="urn:schemas-microsoft-com:office:excel™>
Wik

FITEITLIEINEATIPDIEASE READ:TO OPENCTHIS EELELLGLE $EARFETRELLIIIRCTINE
At the top of your browser go to File->Save As and select where you would like to save this file.
Once the file is saved, there are two ways to open it in Excel:
1. Open Microsoft Excel. At the top, do a File->Open. Navigate to this file, click on it, and s
2. Right click on this file and select "Open With". Then, select Microsoft Excel as the applicat
==>
v<Styles>
v<Style ss:ID="s1">
<ss:Font ss:Bold="1" ss:Size="14" x:Family="Swiss"/>
</Style>
v<Style ss:ID="s2">
<ss:Font ss:Bold="1" ss:Size="10" x:Family="Swiss"/>
</Style>
v<Style ss:ID="s3">
v<ss:Borders>
<ss:Border ss:lLineStyle="Continuous" ss:Position="Left" ss:lWeight
<ss:Border ss:lLineStyle="Continuous" ss:Position="Top" ss:Weight=
</ss:Borders>

Open the .xml-file in Excel by clicking on Excel = File = Open and select the downloaded .xml-
file.

The bid will be visible in the Excel file. Answer to all bid factors and line items and save the
document when you are finished.

Bidder_User_Guide_February_2016 - Excel

Home Insert Page Layout Formulas Data Review View Q Tell me...

=y BN | Arial -8 - =5
Ogy-18 7u-|4a 5~ (2% o Delete ~ | 3]~ O~

Pafte A 5= & 5 4 Cell Styles [®IFormat~ & ~

Clipboard = Font Alignment Number Styles Cells Editing

HdrFctrl - f\

Event Details

PeopleSoft Strategic Sourcing

Event ID Format Type Round Version Bidder: PUBLIC EVENT DETAILS

UNDP1 16 Sell RFx i 1

Event Name Submit To:  UN Development Programme

Bidder User Guide February 2016 One United Nations Plaza- DC 1-1790

Start Time Finish Time New York, NY 10017

09/03/2016 12:27 PM EDT 31/03/2016 03:02 PM EDT United States

Event Currency: US Dollar Contact:

Bids Allowed in Other Currency: No Phone:

Email:

Event Description

This is a demo event for the bidder guide February 2016.

General Questions

Question uom Best Worst Weighting

Do you accept UNDPs General Terms and Yes 0.00%

Conditions attached in this Bid Event. N
Bid Factor Response Required: Yes Yes/No Item
Ideal Response Required: Yes Please choose &

response from
Response Comments the provided
dropdown.

Have you provided all infa i ding any 0.00% Yes

past and current litigation during the last five (5)
years, in which the bidder is involved, indicating
the parties concerned, the subject of the
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Please look at all tabs and make sure that you have answered all required fields.

e mrmmem e e —m - fm mremg e mm e g mm e e et e e e m e

i mgmeem e —eeg =

fees) arising out of the User‘?s use of this Site, mcludmg W|thout limitation, any claims alleging facts that if true w
any Material on this Site or with any of its Terms and Conditions of Use, the User?s sole and exclusive remedy is

This Site may contain links and references to third-party web sites. The linked sites are not under the control of tt

linked site. Th r reference does nt

el pravidecthanndinkesnobranarcananioneomand-thasnalusion.afalinlen
I General Details | Line Details | Terms & Conditions ll @

Readv

When you have completed all fields, save the document and go back to the event page in
eTendering to upload your bid. Click on Upload XML Bid Response.

ATIag--

Event Details

- View Events and Place Bids

My Event Activity toa %
Maictan m; User Contact BidonEvent | Bidding Shorteuts:  View. Edit or Copy from Saved Bids

My Bidder Profile View Your Bid Activity
~ My Categorizations
My IM Settings

View Bidding Documents
~ Maintain IM Info - Hidden Upload XML Bid Response
- View Terms & Conditions

Event Name: Bidder Guide February 2016

Event ID: UNDP1-0000000484 My Bid Status:

Press Select XML File and choose your saved file.

Atl a Sﬁname Welcome Elisabet Elisabet, Your Atlas Finance Last Login Datetime :
enu &

search:

>Manage Events and Place Upload Bid
Bids
— View Events and Place Bids | | EventID: UNDP1-0000000516 Format: Buy
— My Event Activity i
— Maintain My User Contact Round: 1 Version: 1
— My Bidder Profile
— My Categorizations Event Name: Bidder User Guide February 2016
— My IM Settings
— Maintain IM Info - Hidden Start Date: 09/03/2016 6:27AMEST  End Date: 31/03/2016 9:02AM EDT

- View Terms & Conditions
Select XML File | Return to Event Details

Type: RFx

When the .xml-file is uploaded, your answers will be automatically populated in the event.

Please review the answers to make sure everything is correct and add any attachments before

validating your entries and submitting your bid. Documents cannot be attached through
.xml-files and must be uploaded directly in the system.

Please note that you can only upload your bid using .xml once. Once a bid has been posted, the

xml-file cannot override the bid information in the system. The only exception is when

“Alternate Bids” are allowed. In this case, uploading your bid using .xml-file will create a new

bid in the system.
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- Make sure that all bid factors, line quantities and prices are answered and that all
documents are uploaded before submitting the bid.

- Thelength of file names cannot be longer than 6o characters and must be in latin
alphabet.

- Submit the bid once it is complete.

- Be careful when using the “Save for Later” function. It does not submit your bid,
and in addition, it will remove the bid that you have submitted previously.

- You can use the .xml upload function only once to upload your initial bid. If you need to
make changes, you must make them online. You cannot attach documents through the
xml file, they have to be uploaded directly into eTendering.
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This section contains instructions on how to view, edit, or cancel a bid that has already been
submitted.

It is highly recommended that you view your submitted bid to ensure that you have provided all
the required information. To do so, go to Manage Events and Place Bids = View Events and
Place Bids = find the relevant Event ID. Click on View, Edit or Copy from Saved Bids.

®

ge Events and Place Bigs|  Event Details

View Events and Place Bids

— My Event Activity 7

— Maintain My User Contact Bid on Event | Bidding Shortcuts: I—IMMLQQWMM
— My Bidder Profile View Your Bid Activity

~ My Categorizations i W

~ My IM Settings

~ Maintain IM Info - Hidden Upload XML Bid Response

View, Edit or copy from Saved Bids

View Events and Place Bids

Welcome, Bidder Users Guide

- My Event Activity
K Maintain My User Contact Benk e Bidder Guide February 2016
o R Event ID UNDP1-0000000484 Event Round: 1
— Maintain IM info - Hidden _ Event Format/Type:  Sell Event RFx Event Version: 2
it e Event Start Date:  02/02/2016 09:02 EST Multiple Bids Not Allowed
EventEnd Date:  31/03/2016 09:02 EDT Currency US Dollar

Event
Status

11 2 Posed  Posted pavo0t004TS y,, ] il Bid Response Copy Cancel Upload

T T
‘sm ID‘RovndiVomon Bid Status |Bid Last Saved [

Retum to Event Search

Check all the responses provided and attachments uploaded to ensure all required information
has been provided with your bid. Once you have viewed, exit the bid page.

You can view whether editing of submitted bids is allowed on the event front page. If edits are
allowed, press View, Edit or Copy from Saved Bids. Please note that it is only possible to make
edits to a submitted bid up until the deadline for submission of bids.
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Event Details
My Event Activity -
 Maitain My User Contact | BdonEvent | Bidding Shortcuts: | View. Ecit o Copy fom Saved Bids |
My Bidder Profile View Your Bid Activity
My Categorizations View Bidding Documents
My IM Settings
| Maintain IM Info - Hidden Upload XML Bid Response
[+ View T
|
Event Name: Bidder Guide February 2016
Event ID: UNDP1-0000000484 My Bid Status:
Event FormatType:  Sell Event RFx
Event Round: 1
Event Version: 2
Event Start Date: 02/02/2016 09:02 EST
Event End Date: 31/03/2016 09:02 EDT
Event Description:
| This is a demo event for the bidder guide February 2016.
Contact: Payment Terms:
Phone: Bids: In_Pr mif
Email: Edits to Submitted Bids:  Allowed
Online Discussion: Multiple Bids: Not Allowed
Live Chat Help:
Display: |All Lines v + Bid Required (D Line Comments/Files
Find | | . M 12020

Press Edit Bid Response.

View, Edit or copy from Saved Bids

Welcome, Bidder Users Guide

- My Bidder Profile Event Name: Bidder Guide February 2016
7 bt S akieatiua EventID UNDP1-0000000484 Event Round: 4
L Event FormavType:  Sell Event RFx Event Version: 2
Event StartDate:  02/02/2016 0902 EST Multiple Bids Not Allowed
EventEndDate:  31/03/2016 09.02 EDT Currency US Dollar

ch

When you have done the necessary changes, press Submit Bid. If you press Save for Later,
please be aware that this action will withdraw your previously submitted bid and you will
not have a bid posted until you have submitted the edited bid.

If you make any changes to your bid you have to press Submit Bid again, otherwise you no
longer have a valid bid in the system.

,.\ L I d )Hnance

Manage Events and Place Event Details
Bids

— View Events and Place Bids
— My Event Activity l
— Maintain My User Contact
— My Bidder Profile
My Categorizations
My IM Settings

— Maintain IM Info - Hidden
- View Terms & Conditions

submitBid [ | SaveforLater | Validate Entries

- Event Name:
EventID:

Bidder Guide February 2016

UNDP1-0000000484 Bid ID:
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To cancel a bid go to View, Edit or Copy from Saved bids.

My Event Activity %
jaintain My User Contact Bid on Event I Bidding Shortcuts: | Vi or i

- Bidder Profile View Your Bid Activity

My Categorizations View Bi
My IM Settings

Maintain IM Info - Hidden Upload XML Bid Response
View Terms & Conditions

View, Edit or copy from Saved Bids
Welcome, Bidder Users Guide

- Event Activity

— Maintain My User Contact

~ My Bidder Profile Event Name: Bidder Guide February 2016

- Ci

~ My IM Seftings EventID UNDP1-0000000484 Event Round: 1

~ Maintain IM Info - Hidden Event Format/Type: Sell Event RFx Event Version: )

|- View Terms & Conditions

Event StartDate:  (02/02/2016 09:02 EST Multiple Bids Not Allowed
EventEndDate:  31/03/2016 09:02 EDT Currency US Dollar

Bid Last Saved

Round | Version Bid Status

~ [Event

Cancel Bid

— My Event Activity

— Maintain My User Contact Business Unit: UNDP1 EventRound: 1

— My Bidder Profile Event ID: 0000000484 Event Version: 2
NG e
ly IM Setting: Event Name:  Bidder Guide February 2016 Event Format: Buy
aintain IM Info - Hidden

|- View Terms & Conditions Bid ID: 1

Bid Status:  Posted
Last Saved:  08/03/2016 04:44 EST
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The system will once again ask you whether you would like to cancel your bid. To cancel the
bid, press Yes.

e | " 21K gy suggestes e v | ] UNUY intra g2 UNUY Inzanet g2 UNUP 2| Weo Suce batery

Are you sure you would like to cancel this bid? (18058,325)

Click Yes to cancel the bid
Click No if you do not want o cancel this bid.

When the bid is cancelled in the system, you will receive an automated email confirmation of
the cancellation.

pa

Subject: Bid Cancellation Confirmation

Bid Cancellation

This message is confirming your bid cancellation for the following UNDP Procurement event. See details below.

Event Details

Event ID: UNDP1-0000000484 Round 1 Version 2
Bid

Review and bid on this event.

If UNDP amends the bid event and its requirements, an automatic email notification will be
sent by the system to all bidders who fall into one of the below categories:

- 4.2.1 Accept Invitation — Express interest to participate in bid
- Beeninvited directly by UNDP
- Already submited a bid on the original version of the Bid Event.

The amendments may consist of various aspects and how the bidder can modify his bid
accordingly depends on what changes have been made in the bid event. If changes consist in
deadlines, new attachments, amended specifications or TORs, etc., but no changes made to
the line items or bid factors, the system will automatically attach your bid to the previous
version against the new version. You do not necessarily need to submit it again. However,
please make sure that your original bid still responds to all the revised requirements and make
necessary amendments to your bid by editing your existing bid. Please review the section 6.2
Edit Bid.
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If changes have been made to the line items or bid factors, the system will not attach the
original bid to the newer version, but instead will disqualify it. The bidder have to submit a new
bid that meets the new requirments of the new version. Detailed instructions on how to submit
a new bid when changes are made to line items or bid factors can be found in 20 Appendix lil: In
case of event changes in line items or bid factors. Failure to do so may result in your bid being
disqualified and not considered for evaluation.

Do not edit or copy from previous bid when you are resubmitting your bid after changes to
the event that affect line items or bid factors! Cancel your previous bid and create a new
bid.

6.5 Ensuring there is a valid bid submitted in the system

It is the bidders responsibility to ensure that there is a valid bid submitted in the system before
the event deadline.

To view the status of your bid, please enter the main page of the concerned event and press
View, Edit or Copy from Saved Bids.

If the bid status states Posted, it means that you have submitted a bid in eTendering. If any
other status shows, you do not have a posted bid in the system. To be considered in the
evaluation, the bid status must be Posted at the bidding deadline!

View, Edit or copy from Saved Bids

> Manage Events and Place Bids}|
|- View Events and Place Bids
— My Event Activity

Welcome, Bidder Users Guide

— Maintain My User Contact

— My Bidder Profile Event Name: Bidder Guide February 2016

— My Categorizations B

_ My IM Seftings Event ID UNDP1-0000000484 Event Round: 1

— Maintain IM Info - Hidden . Sell Event RFx Event Version:

— View Terms & Conditions ST T8 X . -

Event Start Date:  02/02/2016 09:02 EST Multiple Bids pokiioned
Event End Date: 31/03/2016 09:02 EDT Currency US Dollar

| E First [ 10of1 ] Last

Return to Event Search

View Edit Bid Response Copy Cancel Upload

08/03/2016 04:15
EST

6.6 Key Points to Remember
- You can only edit, cancel and submit new bids up until the bidding deadline.
- Ifyou edit a bid, you must resubmit it again. Otherwise, your previous bid will be
withdrawn and you will no longer have an active bid in the system.
- Ifabid factor or line item is changed and you have previously submitted a bid, you must
cancel the previously posted bid and submit a new one from scratch. Do not copy from
your old bid when creating a new bid!
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7 Creating and managing a bidder profile in eTendering

This section explains how a bidder account is registered and managed in eTendering. Please
note that the registration is a one-time process and each bidding entity should only have one
account in eTendering.

7.1 Bidder Registration
This section describes the steps that bidders must follow in order to register in the eTendering
system. It is a one-time self-registration where bidders must provide pertinent information

about them such as name, email, address, and any organization information.

Once the registration is completed, bidders can sign into the eTendering system using their
own username and password.

IMPORTANT! If you are already registered in the system but do not remember the password,
do not register again. Use the “Forgotten Password” link or contact UNDP for support.

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

User name: @‘) UN O P S

| ¢

Password:

|
~Login |

Change Password | Forgotten Password

To obtain support: Other resources:
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 comprehensive way for finding information
and connecting countries to knowledge,

UNU Users UNU Atlas Information Centre experience and resources as we help people build

UN Women Users UN Women Atlas Intranet Page a better life.
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https://etendering.partneragencies.org/

Once the bidder has logged into the site using the above mentioned details, please go to
Manage Events and Place Bids = Register Bidder to initiate the bidder registration process.

Please note that the event.guest login details are for the sole purpose of registering new
bidders. For submitting bids, the bidder must use their individual profile once registered.

At I < Welcome event guest, Your Atla:
a SFmance

Search:
I »)
i=miManaae Events and Place Bids

— Register Bidder

—VICW CVens and Place Bids
|- View Terms & Conditions

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

Login here as an existing User.
User ID: ‘

Password: |

Sign In

i Reqister as a Sourcing Bidder

able to bid on events.

#1f Reqister as a Supplier

This is for UNFPA Suppliers only. Click here
to register as a supplier user. You must have
a registration code to continue

7 | forgot my password
Click here to reset your password

7.1.1 Registration Process
The registration process consists of six steps. Some of the information entered during the
registration process cannot be modified at a later stage once the profile is set up, therefore it is

important that you ensure correct information is provided for the beginning.

In the first step of the registration process, the bidder must select wether they are a Business or
Individual and whether they are interested in buying or selling goods and/or services, or both.

Please note that, for the second question, it is recommended to choose “"Both” as it will enable
the bidder to see all ongoing tenders.
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At|ggm.

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
Individual

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

Buying goods/Services
Selling goods/Services

® Both
Next == | Cancel Registrationl

* Required Field

The second step in the self-registration process is to provide necessary information of the users
connected to the bidder profile. Please fill out as detailed information as possible.

All fields marked with * must be filled, please take the following into consideration:

- Company Name: must correspond to the name recognized and registered in relevant
registration office.

- First and last name: should be the name of the person authorized by your company to
use the system and represent the company.

- Email ID: must be a valid email address for your company. Please note that all future
communication from the system will be addressed to this address. It is possible to
change the email address after registration (please see section 7.2.2 Update Bidder
Profile), but the registration cannot be completed without a valid email address.

- UserlD: Itis strongly recommended to create a username with two parts separated by
a dot. For example: firstname.lastname
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Atlage

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

I‘Company Name Bidder Users Guide I

URLID:http://

“First Name Bidder @ Delete

“Last Name USer Guide

Title [Executive Director

“Email ID |
“Telephone 1231231231 Ext |
Fax |
I “User ID bidder guide IUsers account login name.)

Save and Add Another User
<< Back Next >> Cancel Registration

* Required Field

It is possible to add several users to the same bidder profile, which will enable several people
from the same company or organization to access the eTendering site to view and submit bids
associated to the bidder profile. Each user will have its own User ID and password. It is highly
recommended that you create at least 2 users.

To add an additional user, fill out the information for the first user as per above, then click Save
and Add Another User.

Atlage E—

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

URLID:http://
User Information
“First Name Bidder O Delete

“Last Name USer Guide

Title Executive Director

“Email ID
“*Telephone 1231231231 Ext
Fax
*User ID bidder guide1 (User's account login name.)

l Save and Add Another User I

<< Back Next >> Cancel Registration

* Required Field
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Fill out the necessary information for the additional user. Once all intended users are created,
click on Next to continue to step 3 in the bidder registration process.

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

[
URLID:http:/f
User Information
*First Name|Bidder Delete

*Last Name USer Guide

Title [Executive Director

*Email ID
*Telephone [123/123-1231 Ext |
Fax |
*User ID bidder.guide1 (User's account login name.)
*First Name|Bidder 0 Delete

*Last Name |User Guide 2

Title |Marketing Director

*Email ID |
*Telephone [123123123 Ext |
Fax |
*User ID|bidder.guide2 (User's account login name.)

Save and Add Another User |

<= Back Next == Cancel Registration l

* Required Field

In step three, the address of the bidder is indicated. While filling out this information, please
pay special attention to the selected country. For all bidder profiles, the system will
automatically default the country to USA. If this is not the correct country for the bidder
address, please make sure to change it accordingly by clicking Change Country.
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Atlgge. —

Bidder Registration
Step 3 of 6: Primary Address

Please provide a Primary Address for your company. If your company has multiple site locations, the
Primary 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.

I Country: United States Change Country I

*Address 1:|
Address 2:|
Address 3:|

*City: |
County: |

*State: Q Postal: |
<= Back | Next == | Cancel Registraﬁonl

* Required Field

A list of all countries will appear. Please select the appropriate country by clicking on the name.

8z
sy
0L
N
828
B
s
BaA
oaF
oAl
oA
oo
CHE
o
iy
av
cur
con
206
20K
cou
cout
cpv
el
cus
cuw
o
o
oYP
oz
DEU
oa
DMA
o
Do
DzA
£cu
£y
EBl
=
g2
ST
ETH
N
12
ELK
e
RA
EROQ

Once the correct country is selected, please continue to fill out the remaining address
information and click on Next.
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Bidder Registration
Step 3 of 6: Primary Address

Please provide a Primary Address for your company. If your company has multipie site locations, the
Primary 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:|Marmorve;j 51

Address 2: [
Address 3:|
Address 4: [

*City: |Copenhagen
Region: Q Postal: |

=< Back I Next == I Cancel Registration

* Required Field

Step four is optional. If you do not have alternative addresses for your company, skip this step
by clicking on Next to go to step five.

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

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

Other Account Addresses

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

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

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

[] ship To Address default location for where we ship your order (for when you purchase
goodsiservices).

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

<<Back |  Next>> | Cancel Registration |

* Required Field

In step five, the bidder is prompted to designate addresses for each of the users. Please note
that this is only applicable to the bidders who have added additional addresses to their
registration. For bidders who only have one address, only the Primary Address can be chosen.
Please make sure that each user has been assigned one address.
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When you have assigned an address to each user, click on Next to go to the next step in the
registration process.

Bidder Registration
Step 5 of 6: Address Contacts

Please 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. If you're not sure which address category is the best match, choose "Primary
Address™.

* Required Field

l—i Designate as Contact for
Bidder USer Guide [Primary Address |k
Bidder User Guide 2 | Primary Address V]

<< Back Next == Cancel Registration |

* Required Field

The last step in the registration process is the acceptance of the Terms and Conditions. Please

read the Terms and Conditions carefully. If you agree, please tick / agree to be bound by the
following Terms and Conditions and thereafter click Finish.

Bidder Registration
Step 6 of 6: Terms and Conditions

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

* Required Field

| agree to be bound by the following Terms and Conditions:
1. Terms and Conditions of Use of the Web Site:

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

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

< >

<< Back | Finish Cancel Registration |

* Required Field

If you do not agree to the stipulated Terms and Conditions, press Cancel Registration.

Upon the successful registration of the bidder, you will receive the following message:

Page 43



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 compietely and

wait for 15 minutes and use the url provided in the email

OK I

Press OK.

You will receive an automated message from the eTendering system confirming the bidder
registration and sending an automated password, please see an example below. Please note
that the automated password can only be used once.

subject Bldder Registiation Approved

Bidder Registration Approved

Dear Blader

UNDP has approved you registration 1o become a bidder Your usemame and lemporary password are provided below. I you haven't already signed out please sign out n order per access is g . please walt 2bout one hout and use the link provided below 1 login fo e

User 10 and Password.

User 10: biddet guidet
Password: 027W11NL20

URL
Login 1o eTendenng System.

Before using the new password, please make sure to clear the internet history, cookies and
temporary internet files and close the browser. If these actions are not taken, there might be
problems to use the temporary password as the browser might default to the generic password
why2change automatically.

Once the browser history is cleared, please close and reopen the browser and revisit
https://etendering.partneragencies.org. This time, sign in by using the chosen username and
temporary password provided in the automated email from the system. It is recommended to
type the temporary password manually to avoid any errors by copy/paste.
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https://etendering.partneragencies.org/

User name: @ BN

s {S571 olunteers JUIN]

Password: i ‘ m

WOMENET ¢ oo an

D[P @
[kskmmm )|\ UNITED NATIONS

Change Password | Forgotten Password Z UNIVERSITY

To obtain support: Other resources: A t I as

UNDP Users UNDP Atias Service Centre . n <
"Atlas” signals our global presence and a reliable and comprehensive

UNFPA Users My UNFPA way for finding information and connecting countries to knowledge,

experience and resources as we help people build a better life.

UNOPS Users UNOPS Atlas Intranet Page
UNU Users UNU Atlas Information Centre
Important Messages:

Last updated on 17 Nov, 2015 at 7:30 PM 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.

When you log into eTendering for the first time with the temporary password, you will be
prompted to change the password to a password of your choice. Once it has been changed, you
will be logged into the system and will be able to view bidding processes and submit bids.

When entering the details provided in the automated email, the below screen will appear.
Please re-enter the automated password, and thereafter enter a new password. After
reconfirming the new password, press Change Password.

Your new password should meet the following criteria:

¢ Minimum 8 characters.

¢ At least one UPPERCASE LETTER.
¢ At least one lowercase letter.

¢ At least one number.

Password Change Request

bidder.guide1 please change your current password before continuing.

Old Password® Iooooo'oooo
New Password” Iooooooooooo
Confirm New Password" [e0000000sse

Change Password Clear this form
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If you have typed the new password and reconfirmed it correctly, the below screen will appear.
Press Continue.

Password Change Information

bidder.guide1 your new password has been set.

Use this new password the next time you log into your account.

CONTINUE |

The system will now prompt you to choose a security hint and answer that will be used to
identify the user in case the password is forgotten. Please choose the security hint you would

like to use from the dropdown list and type your answer in the box. Please note that the answer
is sensitive to the capital letters.

Once you have chosen your security hint and answer, press Submit.

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 : ~ || Favorite color| v

Answer II]que I

I Submitl Clear this form |

You have now successfully registered as a bidder in the eTendering system, and the following
screen will appear:

At I g Sprance Welcome Bidder USer Guide to Atlas Community!

s oy
Search:

> Manage Events and Place Bids
|- View Terms & Conditions

There are no events to view.

test event nbotification to 5
it idders RFx 29/01/2016 05:57 EST
M’W RFx 2910112016 06:07 EST

26/02/2016 05:57 EST

29/02/2016 06:07 EST

See all of my events

Please log into eTendering at least every 45 days to ensure you will keep your account active.
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7.1.2 Forgotten password

If you forget your password, please follow the below steps to restore it.

Go to the front page https://etendering.partneragencies.org and press Forgotten Password.

User name:

o

Password:

]—
Login

Change Password J Forgotten Password

To obtain support: Other resources:

UNDP Users UNDP Atlas Service Centre
UNFPA Users My UNFPA

UNOPS Users UNOPS Atlas Intranet Page
UNU Users UNU Atias Information Centre

WOMENES
D[P 0@
m )l\ UNITED NATIONS

P 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 7:30 PM 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.

Enter your Atlas ID, which is the user name you selected during the registration process, as well

as the associated email address and press Submit.

Forgotten Your Password

Please enter your Atlas login ID and e-mail address.

Veuillez taper votre nom d'utilisateur et 'adresse électronique correspondante.
Escriba su nombre de usuario y la correspondiente direccion e-mail

IAtlaS Login ID: "~ [bidder.guidel I

| e-mail address” |

I Submit |I Clear this form I

The security hint that you selected during the registration process will appear. Enter the correct
answer and press Submit. Please note that the answer is sensitive to capital letters. Kindly type
the answer exactly as it was typed during the bidder registration.
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https://etendering.partneragencies.org/

Please provide the answer to the question below:

Hint Question : Favorite color

Hint Answer : Iblue

An automated email will be sent to the email address for the concerned user. Use the password

provided in the email to log into eTendering. After the first login, the system will prompt the
user to change the password.

ubject: Your Atlas password has been reset.

*** PLEASE DO NOT REPLY TO THIS MESSAGE AS THIS IS A SYSTEM GENERATED ! ***

rG &

Dear Bidder USer Guide,
On your request. your Atlas system password has been reset.

Please use the password provided below as your temporary password. After initial successful login, the system will prompt vou to specify your own
permanent password.

Your Atlas temporary password isj9PHUA3ZE

Your new password should meet the following criteria:

* Minimum 8 characters.

¢ At least one UPPERCASE LETTER.
¢ At least one lowercase letter.

¢ At least one number.

7.1.3 Key Points to Remember when registering as a bidder

- The “event.guest” account is only to start the registration process. It does not allow any
rights to submit bids.

- The information provided during the registration process (company name, user name,
etc.), must be accurate and legitimate.

- Only create one bidder registration per each bidder company or individual. If you
already have a profile but have forgot the password, please use the “forgotten
password” link to create a new password.

- Ifacompany is registering, it is recommended to create more than one user within the
bidder profile.

- Enteravalid email address.

- When signing in with the temporary password, make sure to clear the browser history,
close the browser, and to type the password correctly as per the automated email.
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7.2 Managing Your Account

This section describes some additional features that enable the bidders to view their bidding
activity and change the information in their bidder profile.

7.2.1 View Bidding Activity

The system record bidder activities. To view your bidding activities, click on View Events and
Place Bids > My Event Activity = Event Bids On. All your bidding events that you have
participated in will show.

Bidder Users Guide

Event Activity Summary

Click on number to view events below

— I‘:‘l BJdder.l-:rof_ne Events Invited To: 1 Events Bid On: Events Awarded: 0

— My Categorizations

— My IM Settings e

— Maintain IM Info - Hidden ~ Search Criteria

- View Terms & Conditions Event Format: v Events Invited To ® Events Bid On Events Awarded
Event Type: ¥ |  DateRange: From: ) Through: | &l
Search

> Legend

Find First n 10f1 u Last

Event Status§ Start Date End Date Status
Posted 02/02/2016 9:02AM EST 31/03/2016 9:02AM EDT

EventID Format Event Name
> UNDP1-0000000484 Sell Bidder Guide February 2016

% Refresh

To view the complete information of a specific bid, follow the instructions in section 6.5
Ensuring there is a valid bid submitted in the system.

7.2.2 Update Bidder Profile
To update the bidder profile, go to Manage Events and Place Bids = My Bidder Profile. Click on
each tab to change any information:
- Main: company website can be changed. The name of the company cannot be
changed.
- Addresses: Add new or amend existing addresses.

Please note that the username and company name cannot be changed.

Press Save when you have finalized your changes.
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At l a SFinance Welcome Bidder USer Guide, Your Atlas Finance Last Login Datef
Menu &

Search:
H
> Manage Events and Place
Bids

— View Events an:

— My Event Activity

— Mai i o

Main Addresses Contacts Identifications

Company Bidder Users Guide

0 I\

8 User Information
Bi

First <10of2 > Last

First Name[sidder

Last Name [User Guide

Title [Executive Director
Email ID |

Telephone [123/123-1231
Fax |

Address 1 QMain Address

User ID bidder.guide1

Ext |

Add Contact | Delete |

Main | Addresses | Contacts | Identifications
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8 Appendix I: Common Definitions

Bid
Bid Factor

Bidder

Business
Unit

Buy Event

End Date

Event
Creator

Factor
Type

Preview
Date

Public
Event

RFx

Sell Event

A submission of an offer on an event.

Bid requirements and evaluation criteria, that may or may not be cost-related, which factors
into the award of an event. Bid factors can be of pass or fail or can be assigned weightings
and used to determine the best qualified bid.

Examples of bid factors include price, product warranties, service level agreements, and
defect ratings.

Anyone registered to place a bid on an event. The term bidder applies whether it is a sell
event (i.e. when UNDP is selling goods) or a buy event (i.e. when UNDP is the buyer).

An identification code that represents a high-level organization of business information
usually representing an UNDP Country Office or HQ department.

In a buy event, UNDP wants to buy goods or services. In addition to price, the creator may
specify other bid factors and assign weightings, which factors into the award decision.
Bidders must submit their bids, including responses to the bid factors, by a specified End
Date after which time the bids are evaluated and the event is awarded. In PeopleSoft
Strategic Sourcing, there are two types of buy events:

Auction: Also known as a reverse auction. All bids are visible to all bidders. Bidders can enter
multiple bids, to beat the current highest-scoring bid.

Sealed RFx: Similar to a RFx event, yet also restricts the event creator from viewing the bids
until after the event has ended. It is used by UNDP for Invitation to Bid (ITB) and request for
Proposals (RFP) type of processes.

The date and time the event closes meaning that bids are no longer accepted.

The originator of the event in the system.

The type of information being requested on the bid factor, such as monetary, numeric, date,
text, yes/no, or list.

The time available before an event's start date. During preview, bidders may view the event,
and may enter bid data into the system but will not be able to submit their bid. Having a
preview time for an event is optional.

An event on which any person or organization may bid.

A request for information or request for quote event in which each bidder bids once; bidders
cannot see each other’s' bids and scores.

Most familiarly known as an auction. In a sell event, the event creator offers a good or service
for sale. In addition to price, the creator may specify other bid factors which helps determine
the award decision. Bidders must submit their bids, including responses to the bid factors, by
a specified end date at which time the bids are evaluated and the winners are declared. In
PeopleSoft Strategic Sourcing, there are two types of sell events:

Auction: All bids and scores are visible to all bidders. Bidders can enter multiple bids, to beat
the current highest-scoring bid.

RFx: Each bidder submits one bid by the specified end date, at which time the event creators
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evaluate bids and awards the event. Bidders never see others' bids but the event creator can
see all bids throughout the event.

SetID An identification code that represents a set of control table information or tablesets. A
tableset is a group of tables (records) necessary to define your organization's structure and
processing options.

Start Date The date and time at which the event becomes open for bidding.
User ID The system identifier for the individual who generates a transaction.

Weighting Both bid factors and line items are weighted to reflect their level of importance. Weighting is
used to analyze and score bids.
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9 Appendix lI: List of country codes

Country
Afghanistan
Albania

Algeria

Angola

Argentina

Armenia

Azerbaijan

Bahrain

Bangladesh
Bangkok Regional Office
Barbados

Belarus

Benin

Bhutan

Bolivia

Bosnia & Herzegovina
Botswana

Brazil

Brussels

Bulgaria

Burkina Faso
Burundi

Cairo Regional Centre
Cambodia
Cameroon

Cape Verde

Central African Republic
Chad

Chile

China

Colombia

Comoros

Congo

Congo, DRC
Copenhagen

Costa Rice

Cote d'lvoire
Croatia

Cuba

Cyprus

Dem. Rep. Korea
Djibouti

Dominican Republic

Code Country
AFGao Ecuador
ALB1o Egypt
DZA10 El Salvador
AGO10 Equatorial Guinea
ARG10 Eritrea
ARMz10 Ethiopia
AZE10 Fiji

BHR10 Gabon
BGD1o Gambia
BRC10 Geneva
BRB1o Georgia
BLR1o Ghana
BEN10 Guatemala
BTN1o Guinea
BOL1o Guinea-Bissau
BlH10 Guyana
BWA10 Haiti
BRA10 Honduras
H2710 India
BGR10 Indonesia
BFA10 Iran

BDl1o Iraq

R4410 Jamaica
KHM1o0 Jordan
CMR1o0 Kazakhstan
CPV1o Kenya
CAFa10 Kosovo
TCD1o Kuwait
CHL10 Kyrgyzstan
CHN1o0 Laos
COL1o Lebanon
COM1o Lesotho
COGao Liberia
COD1o Libyan Arab Jamahiriya
H2810 Macedonia
CRI10 Madagascar
ClV1o Malawi
HRV1o Malaysia
CUB10 Maldives
CYP10 Mali
PRK1o0 Mauritania
DJl1o Mauritius
DOMaio Mexico
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Code
ECU10
EGY10
SLVio
GNQzao
ERI10
ETH10
Fll1io
GAB10
GMB10
H2410
GEO10
GHA10
GTMao
GIN10
GNB1o
GUY10
HTl10
HND10
IND10
IDN10
IRN10
IRQ10
JAM10
JOR10
KAZ1o0
KEN1o
KOS10
KWT1o0
KGZ10
LAO10
LBN1o
LSO10
LBR10
LBY10
MKD1o
MDG1o
MWI10
MYS10
MDV1o
MLIl1o
MRT10
MUS1o0
MEX10



Country

Moldova

Mongolia
Montenegro
Morocco
Mozambique
Myanmar

Namibia

Nepal

Nicaragua

Niger

Nigeria

Pakistan

Palestine

Panama

Panama Regional Centre
Papua New Guinea
Paraguay

Peru

Philippines
Romania

Russian Federation
Rwanda

Samoa

Sao Tome & Principe
Saudi Arabia
Senegal

Serbia

Sierra Leone
Slovak Republic
Somalia

Code
MDA10
MNG10
MNE10
MAR10
MOZ10
MMRao
NAMz1io
NPL1o
NIC10
NER1o
NGA10
PAK1o0
PAL1o
PAN10
R4610
PNG1o
PRY10
PER10
PHL10
ROUz1o0
RUS10
RWA10
WSMaio
STP10
SAU10
SEN1o
SRB1o
SLE10
SVK1o0
SOMa1o

Country
South Africa
Sri Lanka
Sudan

Sudan South (Juba)
Suriname
Swaziland
Syria
Tajikistan
Tanzania
Thailand
Timor Leste
Togo

Tokyo
Trinidad & Tobago
Tunisia
Turkey
Turkmenistan
Uganda
Ukraine

UN Volunteers
UNDP2
United Arab Emirates
Uruguay
Uzbekistan
Venezuela
Vietnam
Washington
Yemen
Zambia
Zimbabwe
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Code
ZAF10
LKA10
SDN1o
SSD1o
SUR10
SWZ10
SYR10
TJK10
TZA10
THA10
TLS10
TGO10
H2510
TTO10
TUN1o
TUR10
TKM10
UGA10
UKR10
UNVio
UNDP1
ARE10
URY10
UZB1o
VEN10
VNMaio
H2610
YEMa1io
ZMB1o
ZWE1o0



10 Appendix lll: In case of event changes in line items or bid factors

If UNDP amends the bid event, an automatic email notification will be sent by eTendering to all
bidders who fall into one of the below categories:

- 4.2.1 Accept Invitation — Express interest to participate in bid
- Beeninvited directly by UNDP
- Already submited a bid on the original version of the Bid Event.

Please refer to the below screenshot for an example of an automatic notification in the case of
event changes:

Wed 16/03/2016 11:50

peoplesoft@peoplesoft.com

UNDP Procurement Notice Notification
To

0 If there are problems with how this message is displayed, click here to view it in a web browser.
| ror | - .

/* 16KB 38KB

Procurement Notice Invitation

Dear Bidder,

This is a notification email from eTendering system sent to you because you are either invited to an event, or an event that you are participating has been recently modified.

Please follow the instructions in the event description to confirm your participation to this event, or update your bid, as relevant.

If you have any questions, please contact the focal point for this event as indicated in the solicitation documents.

Event Overview

Event Name:
Description:

Event Id:

Event Starts:

Event Ends:

Header Attachments: None
Line Attachments: None

Review and bid on this event.

The amendments may consist of various aspects, for example extended deadline for
submission of bid, changes in terms and conditions, specifications, additional documentation,
or changes in various requirements.

This annex applies to actions the bidder has to take if changes have been made to bid factors or

line items in the event, if the bidder has already posted or saved a bid for later on the previous
event version.

If changes have been made to the line items or bid factors, the bidder have to cancel their
previous bid and submit a new bid. If the bidder does not take any action after changes to
the bid factors or line items, their old bid will no longer comply to the event requirements
and it will be disqualified by the system and may not be considered for evaluation!

After the bid has been amended, the bidder must view the bidding event and all attachments in
eTendering to make sure they have taken note of all changes.
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To view the event, go to Manage Events and Place Bids -> View Events and Place Bids = and
search for the relevant Event ID. When entering the event main page, please look at all
information and attachments to review the amendments.

In this example three changes have been made to the event, which have all been entered in the
description field on the event main page:

- Oneline item has been removed.
- Onenew line item has been added.
- One new bid factor has been added.

Event Details

Bidding Shortcuts: \iew_ Edit or Copy from Saved Bids

View Your Bid Activity
View Bidding Documents

Upload XML Bid Response

Event Name: Bidder User Guide February 2016
Event ID: UNDP1-0000000612 My Bid Status:
Event Format/Type:  Sell Event RFx
Event Round: 1
IEvent Version: 2 l
Event Start Date: 31/03/2016 05:31 EDT
Event End Date: 28/04/2016 04:31 EDT

Event Description:
The following changes have been made to this event:

- The first line item has been removed.
- One new line item has been added.
- One new bid factor has been added.

Contact: Payment Terms:

Phone: My Bids: 1 In-Process and Submitted
Email: Edits to Submitted Bids:  Allowed

Online Discussion: Muitiple Bids: Not Allowed

Live Chat Help:

Display: I All Lines v ¢ Bid Required () Line Comments/Files

P
Find | view Al | B8 | 88  Ficst B 12002 B 5t

Unit
1 & computer DOZ 10.0000
2 Y& Highlighter Stabilo Yellow  EA 50.0000

If you wish to bid on the new event, you must first cancel your previous bid in the system. If
you leave your old bid in the system, it will be disqualified by the system and may not be
considered for evaluation stage as it no longer fulfils the new minimum criteria.

To cancel your previous bid, click on View, Edit or Copy from Saved Bids.
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Atlasw=-

®

> Manage Events and Place Bids
— View Events and Place Bids
— My Event Activity

— Maintain My User Contact
— My Bidder Profile

— My Categorizations

— My IM Settings

— Maintain IM Info - Hidden

— View Terms & Conditions

Event Details
Bidding Shorteuts: | View. Edit or Copy from Saved Bids |
View Your Bid Activity
View Bidding Documents
Upload XML Bid Response
Event Name: Bidder User Guide February 2016
Event ID: UNDP1-0000000612 By (BldiStatus:
Event Format/Type:  Sell Event RFx
Event Round: 1
Event Version: 2

Event Start Date: 31/03/2016 05:31 EDT

Press Cancel. Do not press on edit when you want to resubmit a new bid after changes to
the event! Cancel your previous bid and create a new bid, otherwise the system will default
to the old bid event and you bid will still not comply to the new requirements.

Atlasm

> Manage Events and Place Bids|
— View Events and Place Bids
— My Event Activity

— Maintain My User Contact

— My Bidder Profile

— My Cateqgorizations

— My IM Settings
— Maintain [M Info - Hidden

— View Terms & Conditions

Confirm the cancellation by clicking on Cancel This Bid.

View, Edit or copy from Saved Bids

Welcome, Asha Deep Foundation (NGO)

Event Name: Bidder User Guide February 2016
Event D UNDP1-0000000612
Event Format/Type:  Sell Event RFx

Event Start Date:
Event End Date:

31/03/2016 05:31 EDT
28/04/2016 04:31 EDT

Event Round: 1

Event Version: 2

Multiple Bids Not Allowed
Currency US Dollar

Posted Posted

% x R Event 5
Bid ID | Round | Version | Bid Status Status Bid Last Saved
11

31/03/2016 05:48
EDT

1B st B g o1 B Las

Edit Bid Response

Return to Event Search
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At | a SFinance Welcome Elisabet Elisabet, Your Atlas Finance Last Login Datetime : 31.

Cancel Bid

— View Events and Place Bids

— My Event Activity
— Maintain My User Contact Business Unit: UNDP1 EventRound: 1

— My Bidder Profile Event ID: 0000000612 Event Version: 2

— My Categorizations
— My IM Settings Event Name: Bidder User Guide February 2016 Event Format: Buy

— Maintain IM Info - Hidden
— View Terms & Conditions Bid ID: 1
Bid Status: Posted
Last Saved: 31/03/2016 05:48 EDT

Return to Event Search

The below message will appear. Reconfirm the cancellation again by clicking on Yes.

Are you sure you would like to cancel this bid? (18058,325)

Click Yes to cancel the bid

Click No if you do not want to cancel this bid

Your bid will now be cancelled, and you can resubmit a new bid in the system. To submit a new
bid, follow the normal steps for bid submission from the beginning, as briefly described below.

Do not copy from previous bid, as the system will default to the old bid event and you bid
will not comply to the new requirements. It is the bidders’ responsibility to ensure that they
have a valid, submitted bid in the system corresponding to the latest event version at the
closing deadline.

To submit a new bid, you must first enter the main page of the event by going to Manage
Events and Place Bids > View Events and Place Bids = and search for the relevant Event ID.
When entering the bid event, press on Submit Bid.

Fill out all answers to the bid factors and prices for the line items. Please remember to upload

all attachments, as they will not be saved from the previous bid that is now cancelled.
When you are ready, press Submit Bid.
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muiug

> Manage Events and Place Bids
|- View Events and Place Bids
— My Event Activity

— Maintain My User Contact

— My Bidder Profile

— My Categorizations

— My IM Settings

— Maintain IM Info - Hidden

— View Terms & Conditions

Hide Event Questions

Event Questions

+¢ Bid Required * Ideal Response Required

Previous Questions 1-3 of 3 Next Questions

* & Do you accept UNDPs General Terms and Conditions attached in this Bid Event.

Response: Yes A Weighting

Add Comments or Attachments

Ideal: Yes

* & Have you provided Price and Delivery Schedule form: Fully completed and duly authorized?

Response: Yes b Weighting

Add Comments or Attachments

Ideal: Yes

* X Have you provide the Bid Submission Form, signed by an authorized representative of the entity submitting the bid and such
submissions would be binding on the bidding entity

Response: Yes bt Weighting

Add Comments or Attachments

Ideal: Yes

Step 2: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for
consideration by the Event Administrator.

Lines in This Event: 2

Lines That Require a Response: 2

Your Total Line Pricing: 6,000.0000 USD
Hide Line Detail

+Bid Required () Line Comments/Files

Previous Lines 1-2 of 2 Next Lines

Description ::::my ;?‘::':t': ;:gumt = Your Total Bid Price ]_

1,000.0000 USD Bd O
5,000.0000 USD Bd ¢

1 Y computer 10.0000 10.0000 \ 100.000000

2 v Highlighter Stabilo Yellow EA 50.0000 50.0000 | | 100.000000

At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid
response is complete, submit for consideration.

I Submit Bid |I Save for Later

Return to Event Search

Validate Entries

You will now receive an email notification confirming that your new bid is posted.

10.1 Key Points to Remember

- Do not edit or copy from previous bid when resubmitting your bid after changes to
the event!

- Cancel your previous bid and create a new bid from scratch.

- Remember to review the event carefully to make sure your bid is valid according to the

changes.

- Ifthe bidder has posted a bid to an old version of an event, and not submits a new one
after changes to bid factors and line items, the event will not be

- If nochanges have been made to bid factors or line items, it is possible to edit the bid
without cancelling the previous bid.
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