UNDP eTendering:

ser Guide for Bidders

Search:
)

» Manage Events and Place Bids Bid Confirmation

Your bid has been successfully submitted

Bid ID: 1 Bid Date: 18/12/2017 10:05:25AM EST
Event ID: 0000001595 eTendering Bidder User Guide (2017)
Event Format: Sell Event Round: 1 Version: 2

Start Date: 11/12/2017 5:47AM EST End Date: 09/01/2018 05:47 AM EST
Your Total Price: 2,150.00 USD
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Quick References to the Guide

The UNDP eTendering Guide for Bidders is a manual for individuals or companies who wish to participate in a UNDP tender
as a supplier and are required to submit the bid on the UNDP eTendering System.

For quick reference, you can navigate directly to a specific topic by clicking on the relevant hyperlink:

* To create a profile and register as a bidder in the eTendering system, please refer to the section on how to Register a
Bidder Profile.

* To search for Tenders and download tender documents with or without a registered user account please click here.

* |If you already have an eTendering account and want to participate in a tender, please refer to the section on How to
Submit a Bid

* |f you have an eTendering account, but have forgotten your password, please click here.

* If you are experiencing any technical difficulties with signing in, registration, or bid submission, please refer to the
section on Helpdesk Support .

The Table of Contents provides a detailed overview of all the topics covered in this User Guide.

UNDP eTendering User Guide for Bidders - January 2018
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. L»
1.0 Introduction s

This section covers the bid submission process including how to search and view events in the
system, how to participate in an event and prepare your bid response, and how to make the final bid
submission and confirm that the bid has been submitted.

» 1.1 Overview of the guide
» 1.2 What is eTendering?

UNDP eTendering User Guide for Bidders - January 2018 mﬂ



1.1 How to use the Guide

TOC

This guide is organized in several sections that correspond to different functions of the eTendering system such as
registration, submitting bids, maintaining profile, etc. Each section has its specific background colour.

The Table of Contents (TOC) provides an overview of the document content. It contains hyperlinks to the exact page of the
content in the document so the reader can navigate directly to the relevant section. Each section starts with a brief overview
of the content of that section with hyperlinks.

Throughout the document, there are three types of hyperlink:

- Hyperlink buttons that will take reader to the main TOC, found at the top right corner of each main chapter page, such as
the one on this page.

- Hyperlinks that take readers to the beginning of the current section, usually found at the bottom left corner like in this
page.

- Hyperlinked words that take reader directly to a location of the document related to the text. For example, by clicking on
the hyperlinked TOC here, the reader can go directly to the TOC page of this document.
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1.2 What is eTendering?

The eTendering module is designed to facilitate the UNDP Tender process through online interaction. The system aims to
enhance the integrity and transparency of the tender process and also enables the streamlining of the procurement process:
Bidders can use eTendering to submit their bids, view solicitation documents and receive automatic notifications from the
system whenever an event has been modified.

The eTendering system addresses UNDP’s fundamental procurement values, such as fairness, integrity, transparency and
accountability.

Some of the main benefits of the eTendering system are:
v' No late submissions are accepted: The system will automatically not accept any bid after the deadline.

v 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.

v" Electronic stamping of the bids: The system stamps all information submitted by bidders and prevents anyone from altering,
deleting, or adding anything to the bid after the deadline for submission.

v' Streamlines the bidding process: Bidders can register in the system, retrieve all information and solicitation documents, and
receive automatic notifications on certain stages of the procurement process. Bidders may also submit their bid online, edit
it directly in the system, and receive automatic notifications once the evaluation is finalized and the contract is awarded.

v" Provides an audit trail: As the eTendering system records all activity in the system, it keeps an audit trail for increased

RN
- (&2
(_) accountability and transparency. s 4
[111]] m
Click to return to mﬂ
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2.0 Submit a Bid =l

T0C

This section covers the bid submission process including how to search and view events in the system, how to participate in an
event and prepare your bid response, and how to make the final bid submission and confirm that the bid has been submitted.

2.1 Search for Tenders 2.3 Submit Bid
« Log in and Basic Search * Check Responses
« Advanced Search * Submit Bid
« Download Tender Documents * Review Bid Confirmation
2.2 Participate in Tender 2.4 Prepare a Bid Submission Offline (Optional)
* Accept Invitation e Submitting a Bid in .XML
 Bid on Event  Download .XML Event Package
* Answer Bid Factors * Open .XML File in Excel
* Insert Line Items, Quantity and Unit Prices » Complete Bid Responses in Excel
* Upload Supporting Documents * Upload File into the System and Submit Bid

* Save Bid for Later

UNDP eTendering User Guide for Bidders - January 2018
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A Quick Guide to Submitting a Bid on eTendering

The main steps to submitting a bid on eTendering are as follows

1 > Search & view event

2)Accept invitation

3 ) Click on “bid on event”

4 >Answer bid factors

5 > Insert prices

6 > Upload documents

Q) Check responses & submit bid

UNDP eTendering User Guide for Bidders - January 2018



2.1 Search for Tenders — Log in the system

To start participating in a tender through the eTendering system, go to https://etendering.partneragencies.org and log
in using your registered username and password.

Click to return to

Submit Bid Main

Page

In febraE Sigpnimi  Enher Felaiinesi
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L HFP, Ui Wy LHPPS
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UH Worssn LS CH WIS ATLIE IR0 FaGE

Tinp O MoeRsages:

Lt il me 1 Hoversbar, 1T 6 H 45 Al Hew " e (BT

Atlas mpplications are working narmalby. IF you ancountar anyissues, plaase repart tham

to your respective help desks.

Fleais ©lam s WvweH o i belae g mg crie ATLAS:

Q Tip

It is possible to search tenders and download tender
documents by logging with the guest account username

Event.guest account.

= Username: event.guest,
= password: why2change

To submit bids however, you must Register first

(AIMPORTANT h

If you are already registered in the system but do not
remember your password please do not register again.

If you have forgotten your password, you need to click
on the Forgotten Password link and create a new

password.

J
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https://etendering.partneragencies.org/

Page

2.1 Search for Tenders — Go to Search Page

Once you are logged in to your eTendering account, search for ongoing events by navigating to the “Manage Events and
Place Bids” Menu > Click on “View Events and Place Bids”

Welcome eTendering Bidder User Guide to Atlas Community!

Atlage=- .

Parsonalize Condan

Menu £33 B My Buy Events
search: @ There are no events bo view.
= Managa Evants and Place B My Sell Events

[ T 4 - Fride
Jiew Events and Place Bids —r— e
hly Event Aclivity _ -
Maintain My User Contac Complants
My Bidder Profile Mechanisms and RFx 200062017 63540 EDT IM22017 D6:35 AM EST
= Vigw Tems & Condifions Public En
| MB 123417 Test RFx 20112017 11 138K EST 1811212017 11:13 AM EST
Test Zip ioMers and o, 211172017 10.59AM EST 1811212017 10:59 AM EST
Public Bid Openng
|r‘-.lew vorcion tosf -2 RFx 2412017 4:51AM EST ZH1HA0T 451 AM EST
PFSU Demo 2047 RFx 01122017 353480 EST M 2017 03:51 AM EST
Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 10
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2.1 Search for Tender — Use basic search filters

You can use the search engine to filter and view

Country:| begins with v|
ongoing tenders by Country, Event ID, Event Name,

Event Type or Status.

LoukUpl Clear | Cancel |Basu:L00kug

Search Results

9 Example

Albania
Algeria
Angola AGO10
Argentina ARG10
Armenia ARM10
Azerbaijan AZE10
BRUSSELS H2710
Bahrain BHR10
Bangkok Regional Hub BRC10
Bangladesh BGD10
Barbados BRB10
Belarus, Republic of BLR10

To filter and view tenders launched by a specific Country, e.g.
Afghanistan, click on the magnifying glass icon next to Event ID
select Afghanistan from the drop down list.

Search:

New Window | Help | Personal

| View Events and Place Bids

- Manage Events and Place Bids| Enter search criteria to locate an event for viewing or placing bids.

Benin BEN10
— My Event Activity ¥ Search Criteria Bhutan BTN10

- i i N
Maintain My User Contact Bolivia BOL10

— My Bidder Profile

— View Terms & Conditions o SRl Sl | - Bosnia-Herzgovina BIH10
Results Should Include: Botswana
T jarcio \
ve . Sell Event
Event Name: | [Jpurchase Event
Event Type: | ~ \ Request For Information
Event Status: | l |

Include Declined Invitations?

Click on “Search”.

I Search I Clear I Manage Saved Searches Save Search Criteria Advanced Search Criteria

e) All results for ongoing tenders

| First B 13013 B Last . .
Event Name Format |Type End Date from Afgha nIStan Wi ” be
Click to return to AFG10-0000001860 Construction of Female Police Facilities Sell RFx 27/12/2017 02:30 AM EST d |S p I aye d at t h e b Otto m Of t h e
Submit Bid Main RFP for HIV Population Size Estimation and ) 11
= AFG10-0000001868 Mapping Sell RFx 17/12/2017 01:30 AM EST screen.

Page

AFG10-0000001889 Re-Advertised RFI for TB-RSSH SRs Selection RFI RFx 19/12/2017 01:30 AM EST
e S




2.1 Search for Tenders — Advanced Search

It is possible to search the system for ongoing events for specific items that are of interest to the Bidder. Once you are in the search area, click on
“Advanced Search Criteria” then, in the field “Item Description”, type in an item that you are interested in bidding on.

. S . _ View Events and Place Bids 597 Example
At I a SF"'"’"(e Enter search criteria to locate an event for viewing or |
To search for all ongoing Events that contain

Search:

Ty T e Pl?:e View Events and Place Bids o Soved Soarct | . “computer” in the line item, type
Bids Enter search criteria to locate an event for viewing or placing bids. ) “« 7 . . .
- computer” in the Item Description field.
— My Event Activity | Q,,— |
— Maintain My User Contact Event ID: . q
— My Bidder Profile Use Saved Search: | v Click on Search and view the search results
- View Terms & Conditions Event Name: |
| | Results Should Include: bE|0W-
Event ID: Q- Sell Event Event Type: |
Event Name: | [ purchase Event Event Status: | /LV I
Event Type: | o | Request For Information
_ [ include Declined Invitation
Event Status: | ~|

[Jinclude Declined Invitations?

Item Description:

Category Description:

Search | Clear | L L
Manage Saved Searches Save Search Criteria IAdvanced Search Cntenal Start Date: From: E‘j Through: E‘j
Search Results [ st B o op2 B ast End Date: From:  03/01/2018 [ Through: [31)

Event ID Event Name Format |Type End Date Status
UNDPA1-0000001591 Collaborator Feature test 2 - Rakesh Sell RFx 1140142018 09:01 AM EST g
e | Search | Clear _— ) -
- _I Manage Saved Searches Save Search Criteria Basic Search Criteriz
Search Results

LUNDPA1-0000001595 eTendering Bidder User Guide (2017)  Sell RFx 09M11/2018 05:47 AMEST Accepted

Event ID Event Name Format |Tvpe

UNMDP1-0000001591 Collaborator Feature test 2 - Rakesh Sell RFx

E UMDP1-0000001595 eTendering Bidder User Guide (2017)  Sell RFx
i

Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018
Page



2.1 Search for Tenders — Download Tender Documents

To search for a specific event, go to the field titled “Event ID” and enter the Business Unit/Country Code in the first
box on the left and the “Event ID” in the first box on the right.

At I a SFinance Welcome eTendering Bidder User Guide to Atlas Community!

Search:

@

(0 Example

to view Event 0000001595, launched by
UNDP Headquarters (Code UNDP1), enter the
details under the Event ID field as shown.

Click on “Search”.

> Manage Events and Place Bids

View Events and Place Bids

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

~ Search Criteria

Use Saved Search: | v|
IUNDP1 Q- |0[}[}o[]015g5 I Results Should Include:
. Sell Event
Event Name: | [0 Purchase Event
Event Type: | v Request For Information
Event Status: | v|

[ Include Declined Invitations?

. Search | Clear

Manage Saved Searches Save Search Cnteria  Advanced Search Crteria

Search Results | First 4 10of1 L Last
Event ID Event Name Format |Type End Date Status
UNDP1-0000001595 eTendering Bidder User Guide (2017 Sell RFx 09/01/2018 05:47 AM EST

To view the details of the Event and

Click to return to

ST M download tender documents, click on

Page the Hyperlinked Event ID.

UNDP eTendering User Guide for Bidders - January 2018
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2.1 Search for Tenders — Download Tender Documents

When you are on the Event Details page of the event you are interested in, you can download tender documents by
clicking on the “View bidding documents” link at the top right of the page.

Search: N
)

7 Manage Events and Place Bids Event Details

— View Events and Place Bids

— My Event Activity - i ) ) -
— Maintain My User Contact Accept Invitation | Bidding Shortcuts: - View Your Bid Activity
— My Bidder Profile _ iew Bidding Documents
— View Terms & Conditions Bid on Event I Upload XL Bid Response
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 s
Event Format/Type:  Sell Event RFx
Event Round: 1
Event Version: 2
Event Start Date: 11/12/2017 5:47AM EST
Event End Date: 09/01/2018 05:47 AM EST

Event Description:

Contact: Dalal Abdulrazzaq Payment Terms: Net 30
Phor-\e: My. Bids: . . 0
Email: N ndp org Edits to Submitted Bids:  Allowed w
e) Online Discussion: Multiple Bids: Not Allowed
e Live Chat Help: m
Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 14 mﬂ
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2.1 Search for Tenders — Download Tender Documents

To download the solicitation documents, click on the magnifying glass icon next to each attached file.
To return to the “Event Details” Page, click on “OK”.

Click to return to

Submit Bid Main

Page

Atlase-

Search:
©)

=~ Manage Events and Place Bids
My Event Activity
Maintain My User Contact
My Bidder Profile

— View Terms & Conditions

Welcome eTendering Bidder User Guide to Atlas Community!

Q Tip

Ensure that pop-ups are enabled on your internet

Event Header Comments and Attachments

Event ID: 0000001595

Attached File
1 Bidder_User_Guide Event Attachment pdf
2 eTendering_Bidder User_ Guide_(2017).xml

3 eTendering_Bidder User_Guide (2017) pdf
OK Cancel |

| L First B0 13 of 3 Bl L ast

Attachment Description

[Event details

\Event Bid Package Q

browser before downloading a document.

/I\ IMPORTANT

The .xml document is not a solicitation document. It
is a file that allows a bidder to prepare their bid
responses offline and then upload it into the system in
XML. format. For more information, click here.

J

UNDP eTendering User Guide for Bidders - January 2018

15

77
(}(<‘!"

D|P

Empowered lives.
Resilient nations.



2.2 Participate in Tender — Accept Invitation to Subscribe

Click on the “Accept invitation” to receive automatic notifications whenever the tender is modified.

|>_>|

> Manage Events and Place Bids Event Details

— My Event Activity —
— Maintain My User Contact | Accept Invitation

vy
CY o
1 Bidding Shorteuts:  View Your Bid Activity Tl p
— My Bidder Profile I View Bidding Documents

— View Terms & Conditions Bid on Event _
Hoload UL B Response To subscribe and further participate in
a Tender, you must Register first.

Event Name: eTendering Bidder User Guide (2017)

Event ID: UNDP1-0000001595 My Bid Status:

Event Format/Type:  Sell Event RFx [ \
Event Round: 1 A I M PO RTANT

Event Version: 2

Event Start Date: 11/12/2017 5:47AM EST Please note that your account will be
Event End Date: 09/01/2018 05:47 AM EST automatica”y deactivated after 3

months of inactivity. If this happens,
please contact the procurement focal
point of the event for support. To
ensure your account remains active,
login to your account a few times a

Event Description:

Contact: Dalal Abdul Payment Terms: Net 30
ala ulrazzaq e month.
Phone: My Bids: 0
Email: SR @undp.org Edits to Submitted Bids:  Allowed
Online Discussion: Multiple Bids: Mot Allowed

Live Chat Help:

©

Click to return to mﬂ
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 16
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2.2 Participate in Tender — Start creating a bid response

Once you have accepted an Event invitation, open the “Event Details” page and click on “Bid on Event” to start creating your

responses.

Click to return to
Submit Bid Main

Page

Welcome eTendering Bidder User Guide to Atlas Community!

Event Details
Decline Invitation I Bidding Shortcuts:  View Your Bid Activity
View Bidding Documents
Upload XML Bid Response
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 My Bid Status:
Event FormatType: Sell Event RFx
Event Round: 1
Event Version: 1
Event Start Date: 11M2{2017 5:47AM EST
Event End Date: 09/01/2018 05:47 AM EST

Event Description:

Contact: Dalal Abdulrazzag Payment Terms: Net 30
Phone: My Bids: 0
Email: dalal.abdulrazzag@undp. or Edits to Submitted Bids: Allowed
Online Discussion: Multiple Bids: Mot Allowed
Live Chat Help:
Display: |AII Lines v| < Bid Required (@ Line Comments/Files
Find | View A1 BN | 88 First B 42 or2 B st
Line Description Unit Reguested Quantity Status
1 b 4 computer DOZ 20.0000
o o Ballpen (Black,blue red) LOTUS EA 30.0000

Dnhnii ii iiiiii iiiiii
UNDP eTendering User Guide for Bidders - January 2017
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2.2 Participate in Tender —Key Components of an online Bid

In order to submit a bid on eTendering, bidders are usually required to complete the following 3 key processes:

> Answer bid factors

> Insert quantities and unit prices for the items required.

» Upload supporting documents

Follow the instructions in the guide to complete your bid.

N
(@)

u
- U

Click to return to mﬂ
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 18
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2.2 Prepare Bid Response — Answer Bid Factors

Bidders may be prompted to answer event questions (bid factors) that will be used in the final evaluation and awarding of the
tender. The bid factors may vary by the type of response that is required. Some will require a “yes/no” response, others may
require typed answers, or numerical input. Please read each question carefully before submitting your reply.

Step 1: Answer General Event Questions

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

General Event Questions 2
Required Questions 2

Hide Event Questions

Event Questions
+r Bid Required G-* Ideal Response Reqguired
Previous Questions 1-2 of 2 Next Questions Lu"*

.Have samples required been sent and shipment tracking number provided?

Response: Yes w Weighting

Add Comments or Attachments

ldeal: 1ﬂesl

¥ 3. Provide List of Bank References (Mame of Bank, Location, Contact Person and Contact Details

Add Comments or Attachments

Response:

This is Bid Factor requires a typed response from the Eidder.|

L >

Click to return to

Submit Bid Main

Page

UNDP eTendering User Guide for Bidders - January 2018

Bid Required: When a question is
marked by a red star, it means that
answering the question is mandatory to
make a qualified bid.

Ideal Response Required: When
a question is marked by a folder and
red star you must answer the question
with an ideal response. For example in
Question 1 on the left, the ideal
response is yes. You can only answer
yes for this question.

19
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2.2 Prepare Bid Response — Insert quantities and unit prices

Insert your bid price in the required fields.

| "Q" Pay particular
attention to:

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: ) * The bid currency of the event
* The instructions in the solicitation
Lines That Require a Response: 2 documents (ex. Is a detailed price
Your Total Line Pricing: 5,150.0000 USD schedule requested? Is a password
protected financial proposal required?
Hide Line Detail Etc.)
¥r Bid Required () Line Comments/Files

Previous Lines 1-2 of 2 Next Lines

Description gﬁg:::;Ed Ez::‘?“';‘ Your Unit Bid Price |Your Total Bid Price

1 ¢ computer 20.0000 20.0000§ 250.000000 5,000.0000 USD
2 ¥ Ballpen (Black,bluered) LOTUS EA 30.0000 30.0000 5.000000 150.0000 USD Elld LL_,J

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.

(
Submit Bid Save for Later Validate Entries A I M PO RTA NT

For RFPs you must:
e Enter 1 for the Bid Price

e) * Upload your financial proposal as a password protected PDF

i \ attachment J

Click to return to 55
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 20



2.2 Prepare Bid Response — Upload Supporting Documents

To upload supporting documentation to your bid, click on the “View/Add General Comment and Attachments”
at the “Event Details” page.

__ Event Details

Submit Bid | Save for Later Waldate Entries
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 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: 11/12/2017 5:47AM EST
Event End Date: 09/01/2018 05:47 AM EST

IViewadd General Comments and Attachmentsl

Hide Additional Event Info

Description:

2N
@

=<E
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2.2 Prepare Bid Response — Upload Supporting Documents

Click on “Upload” and then click on “Browse” to locate and select the file you want to upload from your computer.
Once you have selected the file, click on “Upload” again.

File Attachment

Browse... [ Mo file selected.

Cancel |

Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018
Page




2.2 Prepare Bid Response — Upload Supporting Documents

To upload a new file, click on “Add New Attachment” and then “Browse” to locate and select the file you want to
upload. Once you have selected the file, click on “Upload” again.

At I a Sﬁnm(e Welcome eTendering Bidder User Guide to Atlas Community!
enu

search:

®

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

— Maintain My User Contact Attachments
— My Bidder Profile

General Comments and Attachments

Business Unit: unNDP1 EventID: 0000001505

B R e Ae L = Al View Event Attachments 1B it B 1303 I Last
Bidder_User_Guide_Event_Attachment pdf Event details M
eTendering_Bidder_User_Guide_(2017).xml Event Bid Package M
eTendering_Bidder_User_Guide_(2017).pdf Event Details M

Add New Attachments

Attachment Description

FAQ_for_bidders_Release_No_4_June_2016._pdi Mam Bid Document | | up\oau| Viewl— =

Managing_saved_and_posted_bids.pdf ‘Techmcal Proposal Upload| Vi

Overview_and_benefits_of Atlas_eTendering.pdf Bid Details Upload| _view Am‘:]::’

UNDP_General_Conditions_for_Individual_Contracts. pdf /Additional Information| Uplozd | _view| % L el B L
Comments

Add New Comments

No file selected.
Cancel |

Cancel

Click to return to

Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 23
Page




2.2 Prepare Bid Response — Upload
Supporting Documents

It is important to ensure that the Attachment Description and the File names are in
the correct format. Please read the tips for further information.

Aidd New Attachments

. an
_This_FileMameis_incorrectformat_PNG pEEy Viey o= chmz“:ts

Aftachment failed to upload. (18036,10013) Attachment operation failed for unknown reasons. (Attachment built-in error 12). (18036,10003)

Zomments

Add New Comments

Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018
Page

Q Tip for uploading Files

File name can only contain 60 characters.

File name and description cannot contain
special characters and letters from other
alphabets. It should only contain letters from
the English alphabet.

If you are uploading a large number of files
(ex. 15 or more), please zip the files into a ZIP
folder and upload the folder instead of each
file individually. You can upload several ZIP
folders, but if you do this, please note that
the total size of each ZIP folder uploaded
cannot exceed 50MB.

Please read the solicitation documents of the
event carefully to ensure that you are
meeting the event requirements for
document submission. There may be
restrictions on the size and format of the
uploaded files.

24
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2.2 Prepare Bid Response — Save for later

You can save your bid response and come back later to add additional information. Click on “Save for Later”.

At I a SFi“a"ce Welcome eTendering Bidder User Guide to Atlas Community!

Search:

&

[~ Manage Events and Place Bids

— View Events and Place Bids
— My Event Activity

— Maintain My User Contact
— My Bidder Profile

— View Terms & Conditions

Click to return to
Submit Bid Main

Page

Event Details

submitsia | [ save for Later | Validate Entries |

Event Name: eTendering Bidder User Guide (2017)

Event ID: UNDP1-0000001595 Bid ID:

Event Format/Type: Sell Event RFx Bid Date:
Event Round: 1 Bid Currency:
Event Version: 2

Event Start Date: 11/12/2017 5 47AM EST

Event End Date: 09/01/2018 09:47 AM EST

wiewAdd General Comments and Aﬂachmenlsé

New

usD US Dollar

Hide Additional Event Info

Description:

Contact: Dalal Abdulrazzag Payment Terms:
Phone: Billing Location:
Email: dalal abdulrazzag@undp org Event Currency:
Online Discussion: Conversion Rate:

Edits to Submitted Bids:
Multiple Bids:

UNDP eTendering User Guide for Bidders - January 2018

MNet 30

United Nations Development Pro
Dollar

1.00000000

Allowed
Mot Allowed
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2.2 Prepare Bid Response — Save for later

A system notification will alert the user that their bid is about to be saved. Click on “OK” to confirm
that you want to save the bid for later.

/I\ IMPORTANT

Be aware that saving your bid for later
does not submit it in the system. To
submit your bid, you must click on
Submit Bid.

Save Warning (20001,104)
Saving for later does not submit your bid and WILL ALSO WITHDRAW YOUR BID if you have already submitted one. Please use the "submit bid" button in order to have a VALID SUBMITTED BID in the system.
HE NogaeT Bally 3aABKy Ha yyacTue, a TAKGKE OT3bIBAET 3AABKY B TOM Cnydae, ecni OHa YiKke nogaHa. YTolbl 3aneka Obina MOOAHA W MMENA CUMY B cMcTEME, NOKANYACTa MCNoNb3yiTe KHOMKy "MOOATE 3ASBKY" ("Submit Bid").

Enregistrer pour envoi ultérieur ne soumet pas votre offre et VA PAR AILLEURS RETIRER LA SOUMISSION INITIALE du systéme. S'il vous plait pour avoir UNE OFFRE VALIDE dans le systéme cliquez sur soumettre offre.

"EEELUERE B ("Saving for Later') H T AR GREZTEFNIRE, RNl EZRRER=RE. BER BB #("Submit Bid") R ERGEFLEEHR =R,

S0 phantd oyt latea i ge Ciads 8 € ) il Oy 6 ata® 80 8 i e o) Cimant B 5 i el am Y Ga iy G el e gl min Submit Bid" slat & dnlia 55 asmall el 5% o Jal e

Guardando los cambios para mas tarde. no constituye la entrega de su oferta y, de hecho, SUPONDRA LA RETIRADA DE SU OFERTA en el caso de que ya hubiese entregado una anteriormente. Por favor utilice el botén de “Entrega de la Oferta”
(“Submit Bid") para asi tener una OFERTA WVALIDA Y ENTREGADA en el Sistema.

Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 26
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2.2 Prepare Bid Response — Save for later

To come back to your saved bid to add information, you open the “Event Details” page by clicking on the event hyperlink
and then, clicking on “View, Edit or Copy From Saved Bids”".

At I a SFinance Welcome eTendering Bidder User Guide to Atlas Community!

Event Details

— View Events and Place Bids

— My Event Activity _— A ) ) :
— Maintain My User Contact Bidding Shorteuts: View Edit or CDE¥ from Saved BIdSI

— My Bidder Profile View Your Bid Activity
— View Terms & Conditions

View Bidding Documents
Upload XML Bid Response

Event Name: Video Guide for eTendering Bidders

Event ID: UNDP1-0000001597 My Bid Status:
Event Format/Type: Sell Event RFx

Event Round: 1

Event Version: 2

Event Start Date: 09/01/2018 4:25AM EST

Event End Date: 15/02/2018 10:53 AM EST

IIIII]
Click to return to

o
(\Y(<‘!/
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Click to return to
Submit Bid Main

Page

2.2 Prepare Bid Response — Save for later

In the Next page your bid status will be “Saved”. You can continue completing your bid by clicking on “Edit Bid Response”.
This will open your bid response and you can continue working on it.

At I a SFinance Welcome eTendering Bidder User Guide to Atlas Community!

Menu &
Search:
)

= Manage Events and Place Bids|  View, Edit or copy from Saved Bids

— View Events and Place Bids Welcome, eTendering Bidder User Guide

— My Event Activity

- magigtigge?q;rgﬁg Contad! Event Name: Video Guide for eTendering Bidders
~ View Terms & Conditions Event ID UNDP1-0000001597 Event Round: 1
Event Format/Type: >t/ Event RFx Event Version: 2
Event Start Date:  09/01/2018 4:25AM EST Multiple Bids Not Allowed
Event End Date: 15/02/2018 10:53 AM EST Currency US Daollar

| L2 First K 10f1 (b Last

Bid ID |Round |Version Bid Status Event Bid | ast Saved
Status

Posted  09/01/2018 9:42AM EST View |  Edit Bid Response opy Cancel Upload

UNDP eTendering User Guide for Bidders - January 2018 28
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2.3 Submit Bid — Check Responses

Once you have completed your bid responses, uploaded all supporting documents, and are ready to submit your bid,
click on “Validate Entries” to check that you have responded correctly to bid factors and bid on all items as required.

At I a Sl:immce Welcome eTendering Bidder User Guide to Atlas Community!

Search:

[~ Manage Events and Place Bids
— View Events and Place Bids

Event Details

— My Event Activity o - -
— Maintain My User Contact Submit Bid | Sawve for Later | I Validate Entries u
— My Bidder Profile
— View Terms & Conditions
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 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: 11M12/2017 5:47AM EST
Event End Date: 09/01/2018 05:47 AM EST
View/Add General Commenis g_g_g__&n@chmenlsé
Hide Additional Event Info

Description:

Contact: Dalal Abdulrazzaq Payment Terms: Net 30

Phone: Billing Location: United Mations Development Pro
Email: I cundp.org Event Gurrency: Dollar

Online Discussion: Conversion Rate: 1.00000000

Edits to Submitted Bids: Allowed @
Multiple Bids: Mot Allowed =
o

77
(}(<‘!"

Click to return to EE
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 29
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2.3 Submit Bid — Check Responses

Once you click on “Validate Entries”, the system will check whether you have complied with minimum requirements for

the Event. An error message in red font will be generated at the top of the “Event Details” page if any mandatory questions
have been left unanswered.

)
Q Example

This warning message shows that the
responses for Question 2 and Line item 2 are

mandatory and must be answered before
submission.

4

Message

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

OK |

Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018
Page
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Click to return

Submit Bid Main UNBB e |enaerlng User awae |or E|aaers - 1anuary !5!§

Page

2.3 Submit Bid — Submit Bid Response

Once your bid is complete and your responses have been validated, click on “Submit Bid” to post it in the system.

At I a Sl:imche Welcome eTendering Bidder User Guide to Atlas Community!

Search:

[+~ Manage Events and Place Bids
— View Events and Place Bids

— My Event Activity
— Mainiain My User Contact

Event Details

I Submit Bid I

Save for Later Validate Entries |

— My Bidder Profile
— View Terms & Conditions

to

Event Name:
Event ID:

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

eTendering Bidder User Guide (2017)

UNDP1-0000001595 Bid ID:
sell Event RFx Bid Date:

1 Bid Currency:
2

11/M12/2017 547AM EST
09/01/2018 05:47 AM EST

View/Add General Comments and Attachments

New

usbD US Dollar

Hide Additional Event Info

Description:

Contact:
Phone:

Email:
Online Discussion:

Dalal Abdulrazzaq Payment Terms:

Billing Location:

dalal.abdulrazzag@undp.org Event Currency:

Conversion Rate:
Edits to Submitted Bids:

Multiple Bids:

Net 30

United Nations Development Pro
Dollar

1.00000000

Allowed
Mot Allowed
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2.3 Submit Bid — Post Bid Response

Once you click on “Submit Bid”, click “OK” to confirm your submission.

Atla g

Search:
)

“ Manage Events and Place Bids
— My Event Activity
— Maintain My User Contact
— My Bidder Profile

- View Terms & Conditions

Click to return to
Submit Bid

Page

Main

Welcome eTendering Bidder User Guide to Atlas Community!

Bid Confirmation

Your bid has been successfully submitted.

Bid ID: 1 Bid Date: 186M2/2017 10:05:25AM EST
Event ID: 0000001595 eTendering Bidder User Guide (2017)

Event Format: Sell Event Round: 1 Version:

Start Date: 1MMA2/2017 5:47AM EST End Date: 09/01/2018 05:47 AM EST
Your Total Price: 2.150.00 USD

UNDP eTendering User Guide for Bidders - January 2018

32

N
‘\\\(<4'/

D] P

Empowered lives.
Resilient nations.



2.3 Submit Bid - Bid Confirmation Email [AIMPORTANT N

Occasionally, the system does not
generate a bid confirmation email.
Once your bid is posted, you should receive a bid confirmation email in your registered email address.| f you have submitted a bid and do
. . . . . . . not receive a confirmation email,
The email will include a PDF file which is a summary of your bid that is generated by the system. . ;
you can still confirm the status of
your bid via the system. Click here

for instructions.
. Your_Bid.pdf .
r:; 110 KB \ j

TI ’ Procurement event "UNDP1 - 0000001595 eTendering Bidder User Guide (2017)" listed below. Please note that if you edit your posted bid and click on “Save for later”, the system will automatically
t, you must click on “Submit Bid” again. It is your full responsibility to ensure that your bid is successfully posted in the system. Please read the user guide for more guidance.

page des marchés UNDFP Procurement event "UNDP1 - 0000001595 eTendering Bidder User Guide (2017)" ci-dessous. Sl vous plait noter que si vous modifiez votre offre postée et que vous cliquez
R systéme va automafiquement supprimer votre offre initialement posté. Si vous voulez reposter ¢a encore, vous devez cliquer sur Soumettre offre « Submit bid » & nouveau. |l est de votre entiére
Open the PDF file and check that the Ay a g b il : a « >

chée avec succés dans le systéme. Sl vous plait lire le mode d'emploi pour plus de conseils.
summary of your bid response is correct.

ra sistema como UNDP Procurement event "UNDP - 0000001595 eTendering Bidder User Guide (2017)", de acuerdo con los datos listados mas abajo. Muy importante, por faver tenga en cuenta que
ida y escoge la opcion de "Save for later”, el sistema automaticamente considerara su Oferta como no recibida. Por lo tanto, sera necesario que vuelva a introducir/presentar su Oferta en el sistema para
Jios. Es su entera responsabilidad asegurarse que su Oferta es debidamente introducida en el sistema. Por favor, refiérase a la guia de usuario para mas informacion.

(] saasall a1 iy o dealall dustnall aSillan o3 1 4t 2808 UNDP F'rocurement event "UNDP1 - 0000001595 eTendenng Bidder User Guide (2017)" <las all_jis Lah o g allall of o gy oty M ™ 558 0 5 a0 polad) el Jotesy cont 1) af daa Sl oy sl 2 padll
p2atdll (il sl B ooy aon @l e wjal Al _"Iv._'n.'l.lt'l.ﬂn.'lﬁﬂ_n‘_'mnl pall o sl 4 dal CA_IJJ_ALG_ﬁ_ soal 8" ellaall ard! o @il Cons 123 s Silen anEtsdia) oaf e ‘_.,_c.‘;l

73 UNDP Procurement event "UNDP1 - 0000001595 eTendering Bidder User Guide (2017)" RIMSF i, - HEE, MNBERENR TR TH, SHIRFE F—F" “Save for later’, RS EahibieERAT T AT HINHES, (ROAESSE 8T8
“Submit bid", FRFSTHRBIEIT R RIRI RAGES - EiREL AR R EEE | -

HanHoe cooflyeHne ABNASTCA NOLTESPKASHUEM NOLaHHOMR Bami 327BKN Ha YYACTHE B YEI3aHHOM HU¥E KOHEYpCe no 3axymkam UNDP Procurement event "UNDP1 - 0000001595 eTendering Bidder User Guide {2017)". NoxanyicTa, oGpaTTe BHUMaHKE
E CNyYae WIMEeHEHWA Bawero npegnosedka M HEKATUA KHOMEW “"COoXpaHUTE Ha noToM® ("Save for later”), cUCTeMa aEToOMaTHYECKW YAANUT Balle nepeoHadansHoe npeanoxeHne. Ecny Bel X0TWTE BHOBL NOOATE NPEAnNOMEHUE, HAMMUTE KHONKY “TogaTts
npeanoxerye” ("Submit bid"). Bel HECETE NOMNHYK OTEETCTEEHHOCTL 3a YCNELHY0 Nogavy Balwero npeanmkeHuA B cucTeme. NokanydcTa, 03HAKOMLTECh © PYKOBOACTEOM NONL30BATENA ANA NonydYexnA Gonee noapobHLIX MHCTPYKLMA

Bid Details

EventID: UNDP1 - 0000001595 Round 1 Version 2
Event Name: eTendering Bidder User Guide (2017)
Bid ID: 1

Date Posted: 20/12/17 5:00:21AM EST

I You maE review :our bid for this event b: dickin: on this link. I |

Click to return to

Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 33 mﬂ
page Empowered lives.

Resilient nations.



2.3 Submit Bid — Check Supporting Document Uploaded

Open the PDF file received via email and scroll to the end “Bid Attachments” se