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Common Definitions:

Bid

Bid Factor

Bidder

Business

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 Unit
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 three 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 an 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:
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SetlD

Start Date
User ID

Weighting

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
evaluates bids and awards the event. Bidders never see others' bids but the event creator
can see all bids throughout the event.

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.

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

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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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, users (buyers) can
manage bidding events, monitor participations, and evaluating offers, thus stream line the
bidding process.

When creating an event, users have the option of inviting individual suppliers/ vendors
or making the event public. An 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 supplier 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.
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Bidder Registration

Introduction:

eTendering enables users to provide suppliers with a simple registration process. For
users that do not already exist in the database as bidders, the registration process
collects pertinent information about you such as name, email, address, and organization

information if you represent one.

For the first time registrants, use the following details to login and create access:

i. URL: https://etendering.partneragencies.org

Username: event.guest
Password: why2change (DO NOT change this password)

ii. Click on “Register as Sourcing Bidder” — see screenshot below:

My Sell Events
Search:

|®

i Manage Events and Place Bids
-\
Main Menu X3

o= View Terms & Conditions

I~ iew terms ond conditions for events N 13-

f nal Eval [V, -

] Manage Events and Place Bids Provigion of nfernet Senvices

L_. / Sualeg:: Spaireing Events
=B “-Iu.e! E!:Hlfrl See all of my events

(TR o~} [T

uthorizaton Emor — Comact your Security There are no events o wew
Administiator

Top Menu Features Description
uthorization Emor -- Contact your Security
ministrator

Login here as an existing User
User 1Dz |
Password: |

Sign In
r‘r

Click hare 1o Tege dter ATR 10 b &bl
1o bid pn events

7 Lforgol my password
Chek hefe bo redal Yol a3 Ew o

My Event Discussions £x3

You have no Event related discussion
threads o dsplay.
See all authonzed Forums

iii. Follow steps as presented
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Please note:

1. It is strongly recommended that you create your username with two parts,
i.e. your first name and last name separated by ‘.’ (e.g. john.smith).

2. The registration page enables you to create a user ID. The system will
generate a temporary password that will be sent to the email address
provided by you during registration process. Ensure that the email address
you provide is correct as your login password will be sent there. If you do not
receive an email within an hour, please check your junk mail.

3. You will be prompted to create your own password. After this process, you
will see and be able to bid on both public events and events to which you
have been invited.

Navigation: Manage Events and Place Bids > Register Bidder

1.) Enter bidder information: As soon as you log in for the first time with the username
and password above, you must register yourself using following the steps below:

— Discussion Forums
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Bidder Registration
Step 1 of 6: Preliminary information.

These guestions 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. VWhat type of bidding activities are you interested in?

) Buying goods/Services
" Selling goods/Services
@ Both

Mext == | Cancel Registration

* Required Field

Bidder Registration
Step 2 of 6: User Account Setup

Create 2user account Tor your company. Opeonaiy, i vow wantic addanciner user bo a00ass Mis sooount
please o8 onithe "Save and A0d Another user DUROR You can repeat itbo add @3 many Users as neeged

* Reguirad Fisid

"Comgany Hame [Fraining E4par Inc

URL: hup:i:?_-
ser Information
*FIrsE Hame | 3000 : T Dulak

“Lasl Hame gyya

Tithe

"EMAIND. 0oy ve puntadguncs.org

“lesephons 7170068 Il Ext |
Fax
RIET miiréiﬁ.l.ﬁ.q.em&'i'.; | (Usare acesunl gis nesa.)

_ avk andAnd Another Liser '.|

o BN | st a= Canted Raglsiation

* Requirad Fieid
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You can add several users under the same Bidder profile. Each added user will have their own
User ID and password.

Bidder Registration
Step 3 of §: Primary Address

Fioaza proston o Frimoey Aoores s 1o spdr company ool compasy mas cwiede she kel anc, te
Frmane drrrea s anird ©a the maln headoiardecs

* Requirsd Floid

i ynnr adkddrsee i noclncamnd Inofhe DESA, Finaes ek onothe Chang s
Cainery” Nk and ssloct i courany badare you oot e sddeese

Leuiiny. Urled BlEes Shanza Sounery

TAIATCEG 1:|
Acddree 3

ArEss

"] o Foaml|

USA is selected by default. Please make sure to correct accordingly.

Bidder Registration
Step 4 of 6: Other Account Addresses

* Required Flald

The Primary Address pou have antered o Training Expert Inc s

1 Klain Straet
Hew York, New York 10017, Uniled States

Ifvou need fo make correchions, click the Back sutton and edit your fiehds.

Other AcCount Addresses

Because you will be bidding on events as both purchaser and seiler of goods/senices, you
st provide Bill To, Ship To, and lnvoice addrasses,

Check boxas below 1o Indicale addregses that are diferent rom yaur Primany Address

'Eill To Address FOUr COMPaNy's 2octunts pavable department (for when you perchase
goodsiservicesh.

B Ship To Address default lacation for where we shig your order {for whan you purchase
goodsisenices)

T Invoice Address FOUT COMDENY's accounts recavae dapartmant (for whan you sell
goadsisenices)

=< Back ] Mgt == J Cancel Regisration

* Raguired Flald
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Bidder Registration
Step S of 6: Address Contacts

Flease enter additional addresses as necessary. (This is required only if your Primary Address is not
used for all address types.) Mext, please designate each of your registered users to an appropriate
address category. Ifvou're not sure which address categary is the best match, choose "Primary
Address”,

* Required Field

De=zgnate as Contact for
Training Expert |F'r|rﬁ a_ r}ﬁddre ss_ Ei

== Back | Mext == | Cancel Registratinn|

* Required Field

Bidder Registration
Step 6 of 6: Terms and Conditions

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

* Required Field

5 agree io be bound by the following Terms and Conditions:

:1. Terms and Conditions of Use of the Web Site:

o>

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

{a) The UMNDF 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 to Users to visit the Site and to
download and copy the information, documents and materials
{callectively, “Materials™ fraom the Site for the User's personal,
non-commercial use, without any rightto resell or redistribute =
|them or te compile or create derivative works therefrom, subject ,;i

== Back | Finish | CancelRegistratmnl

* Required Field
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Bidder Registration

Bigder registration for Training Expert Inc was successful

You will recetve a confirmation emall with yaur username and password, Please note there may oe
delay In granting the necessary access to vou, Therefore, please cose this browser completely and
wialt for 15 munutes and use the url provided in the emall

(215 I

Please close the browser after this step and the system will send an automatic email to the
registered address with a new password. Please wait for about 30 minutes to allow the system
to update your profile to ensure proper access is granted. You will then use that password to
log into the system to view and bid on open events.

Note: Clear the history of your browsers before logging in with the temporary password
received via email.
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Searching, Viewing and Submitting Bids in the System

Introduction:

When you are invited from UNDP directly to participate in a Bid Event, you will receive
an email notifications informing you about the bid event and containing all Bid Event
attachments and a direct link to the bid event in the system. You can also search for

public events published in the system.
Searching for a bid Event in the system

Click on “Manage Events and Place Bids”

Personalize Conient | Layout

Search:

» :

[ Manage Evenls and Place Bids
T PeopiE 1o
- View Tarms & Conditions

1Eri1:1na.-.. deploy, and extend PropleSoft ant

Menu will expand. Click again on “Manage Events and Place Bids”

kn Bfapm -

’6' Manage Events and Place Bids

| Lo g lmize
[ L—-'_ﬁl-"f'-IE'fI Evenis and Place Bids et » My Event Activity s
1"__:|3v.|tl' far evenisto bl on B Viewaece baf oty F i
— P ibuis - n = My Bidhder Profile = Wy Catsgorizaticns = My M Beitings
! r;:;;::;uklpll.'&,m;uhI' EM&Jw--b&uL!Lw e | e re—— ﬂ‘-’lf Ea W ) dat

¥ PaopleToos
Wity Ferms b Candhore: e Maintain I infio - Hidden ey Disoussion Forums
Bl instont Wessaurg Detad Fage I~ Estabsh escumsion fonams,

Wizintain b User Contact

| Mzt T comnisin pomscL il which poc

B Pl i s Nibosans FRseaifinng ssdlie

Search for the bid event you are interested in. Several search fields are available. You

have to select a filter; otherwise there will be no search results shown.
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fiew Eventis and Place Bids
‘pter search criteria to locale an event Tor viewing or placing bids

~ Search Criferia

Use Saved Search: | j
I Resuliz Should Include:

Event ID: | [ SellE
Event Name: [ Purchase Event
Event Type: | RFx | [ Request For Information
Event Status: | =
[ Include Declined Invitations?

Search Clear |

Manage Saved Searches Save Search Crteria  Advanced Search Criteria

Mo ovant meat your sesrch critedia. Please change your-saarh oriteris and in/ again

You can filter by type of event “Results should include:” on the right, or by specific bid
event information on the left. You can also save search criteria for repeated use in the

future. For events published by the Barbados office, type “BRB10” into the first part of
the Event ID field.

View Events and Place Bids
Enfer e2arch criteria to oo ate an eyvant for '-u“I'EMI'rg of F-lﬂtll'rg bldzs

= Gearch Criteria

Usza Saved Stamh:r 3
i I Rasults Should Include:
) ; =———" ¥ gell Event
Ewant Nama: | I Purchase Event
Event Type: [ RFa = == ¥ Request For Informaticn
Ewent Status: | Pastes |

FE Include Declined Invitationss

search | cwear |

Smarch Results

Search Results - T T e

Ewepnt 10

T D-00aD a0
UHDPI-D0CO0061E.  Test Changes
RN E-DOOCOO00ES: st iemgiale

ITH for procurement of IT equipment el RFE

| 14072 0230 AN EST
Sed RFx 13T ZE012 D457 P EST
el REX FEA2R02 LS AN EST

Page 12

!El.u[u:
Afcapbad
Arceptad
Acceped




Viewing Bid Events and Subm

itting Bids

When you have found and selected the bid event you are looking for, the following
screen will appear, showing basic information from the Bid Event:

Atlagm
e

e
(£
7 Wanage Events and Plae
Euls |

Bigding
— Wi i Bl Uouiess
- Lk 51 Chul Paepra
— PariEn R ek
= el Forms & Sandtions
Evart Name: USER'S GUTE
Evantin: UHEPH LOCCo00GTT Iy Big Status:
Ewant Format'Typac  Sed Funnd EFx
Evant Round; 1
Evant Yarelon: 1
Evant S5tarm Dates. 311100000 4 48 EDY
Evant End Date: ZEMIRE 2223 AN EST
Event Descriptien:
Coftact: Foland Heola] Payment Terms:
Frione: My Bids: a
Emiail: rofant koatajiidn a5 Edis o Submizted Bids:  ypoved
Cnlina Discussion: Mutipsa Blds: oA b
Live Chat Help:
[ Bisply:  [B0 1 =] & Eid Requrad (51 Line ComeentsiFies
A St MACES WA STaRDnR DS TARE £n 10D
PR R Doad 00000

Refurn iy Byl Soarh

In order to view the documents attached to this bid, you must click on “View Bidding
Documents” on the top right. It will prompt you with a screen with links to documents

that can be downloaded.

If you are interested in participating in the event, click on “Accept Invitation”. Important

note: If you have not accepted the invitation, you will not be notified via email of
changes or clarifications that may be made to the Bid Event during the bidding period.
Accepting an invitation does not bind bidders to submit a bid.
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Bidders who are invited directly in the system will also see a button “Decline Invitation”.
If you are not interested in participating in this bid event, click on “Decline Invitation”.
You are kindly requested to provide a reason for not accepting to participate in the bid
event.

Click on “Bid on Event” when you are ready to submit your bid.

Submitting a bid

The first section of the Bid Event provides general information and conditions of the Bid
Event. This section cannot be modified by the bidder. You can download documents
attached to the Bid Event that have been uploaded by UNDP, or upload your documents
that are part of your bid, by clicking on “View/Add General Comments and

Attachments”.

Note: The file names cannot be more than 60 characters.

Ewvent Name: HETRUCTIONS FOR BIDOERS

Event iD: UHDP-00 00000075 gid i e

Event FormatiType:  Sail Evert RFx Eld Date:

Event Round: i Bid Cumrancy: 150 S Dobar
Event Varsion: 1

Ewent Start Date: ZR2M2 S0OPM EST
Event End Date: EFFZEIZ D300 P EST

I WimiAank Grmoral Domments Sng attrehiments I

Hide Adeiicnal Event intd

Dascription:

R mEnt KW COEEHSST Frpmends

Contact: Folanc ¥aha| Payment Terms:
Phome: Biling Lecation: United Fations Developrment Pro
Ermail: ralarsd koxhagauneg o Event Currency: Bokar
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Step 1 in submitting a bid is to respond to the “General Event Questions” of the Bid Event.
Responses can be entered in different ways, depending on the type of the “Bid Factor”. Bidders
must respond to all questions marked as “Bid Required”. Additionally, some of the questions
may be marked as “Ideal Response Required”. Bidders must provide the response required in
order to be able to submit their bid.

Bidders can upload documents that are specific to a certain question, e.g. the QA
Certificates under the bid question related to QA certificates.

Step 1 Angwer Goneral Event Questions
SEW O D0 aUeslions not specinic 1o any Speciiic lem.

Genesal Event Questions 4
Required Questions 4

Hide Evant Ousstinns

Event Questions

+ Bid Hequirad ¥ ieal Response Bequired

W Hawve you provided Oialty Cerlificabe (e.q., 150, el andior other simlar certificates, accreditalions, awards and citabons
recered by the Sadder, it any.

| Response: vI Welghting

I ieal; es i I Add Comments or Aflachmenis I

# Provide List of Sank Refersnces [Hama of Bank, Location, Contact Parson and Condact Datsis).

Response: 2dd Comments or Affackmenis

+* "r* Plaze provids FCA Dehnery time, of this product, from the PO date,

Responze: Weighting

Besl: g St Commants of Ajtachmenis
Worst: 2

Cehd: Visek

% & UNDR implzments polcy of zero lolerance on proseribed praclices, inchding Traud, corruplion, coflusion, unethical
prachices, and opatraction. UNDP 8 commited to preventing, dentifying and sddressing od octs of frawd and corrupt practices
againsl UNDP as well as third pantiss nvoled in UNDP aciiviies. [See Bilpuivon v undp orgfaboultransparencydocs

JUMDP_Ant Froud_Polcy_Enghsh_FINAL_pne_ 201 pdf and hipiheoww endp orgicontentiundpieniomefoperabona/ procirement
Jprocuremand protesy far ful deecrigtion el the pocies)

Weighting
Add Commenis or Afachmenis

Response: gl Resonnss

| hiave read, undersioed and aocept UNDP Anli-Fraud Policy. |
have rend, undersioed and accept UNDP Ank-Fradd Policy

Meal

The responses for some of the questions can be entered by selecting from the drop-
down tool; some can be free text or numbers; others require the bidder to select from
different options.
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Header Bid Factor List

Business Unit:uNDPt  Event ID: 0000000075

HDP implements a policy of zero iplerance on proscribed practices, including fraud,
corruction. colusion. unethical craclices, and obstruction. UNDP & committed 1o

Eelect Al Deselect All

Weighting Response ltem
50.00000| & I hawve read, understood and accept UNDP Antb-Fraud Policy
50.00000 | B | have read, undersiosd and accept UNDP Protest Procedures
ok | cance |

Step 2 is to submit the prices for all lines required and specific information related to
each line. Here, Bidders can input the quantity that they are required to quote on, and
the unit price. The system will calculate the total of each line, and the total of all lines.
To make specific comments per line or to upload documents that are specific to that
line, e.g. the technical specification, you must click on the bubble icon on the right of
each line and an “upload screen” will appear.

bar Linas Hid Responses

5 i et e s that awan your b response, Soms or al Tnss may neguire your bid 0 onder Tor considernston oy the Event
Adiminglrabe

Lin=s in This Event: 2

Linga That Reguine o Reagonias: 2
I\'hq.lr'n:rhﬂ.th'l.eF'mmg: F2500 0000 LED I

diie Lis Dasal

¢ B Rmquiredd L i Commante T fa

1 o Ay Compuler prinders
2 &% Ay Deskivp camputers Ly

(Y 00 R
ZT 0 T L3 piih] o

S0.0000 8 S0 ; TEDAMNGEE

Al asy poict n the bid responss orocess you may save an b-orogress bid and resume complstion at faber time. When. your bid
VR ik Colale, sall e eankililion

Submd Bed S fer Lalbas Saseiale Enlrsa

Aeburn b Event Search

Once you have submitted all the information required, you can either save your bid for
later submission, or submit it right away. Important note: If you “Save for Later” your
bid is not submitted. A Bid is submitted only when you click on “Submit Bid” in which
case you receive a confirmation email with a copy of the bid submitted.

You can click on “Validate Entries” to check if the responses provided meet the

minimum responses required in the Bid Event, and confirm if the bid is ready to be
submitted.
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Viewing, Editing, and Cancelling submitted Bids

Open your bid by going to “View Events and Place Bids” and select the corresponding
Bid Event. Click on “View, Edit or Copy from Saved Bids”

Event Details
T Hid on Event | | Bidding Few. Edit or Copy from Sgved Bids -]
: Shortouts: V2w Event Activiy

Wew Evenl Package
Uglond XML Bef Respanse

Event Narme: INSTRUCTIONS FOR BIDDERS

Event i UROP1-0000000075 My Bid Status:

Ewvent FormatType:  Sell Event RFx

Event Rownd: 1

Event Version: 1

Event Start Date: ZHNEZMZ S 00PM EST

Event End Date: ZTNZ2012 B2 00 P E3T

U Fusmad e s seimdiame

Normally UNDP does not accept alternative bids — Bidders can submit only one bid. However,
Bidders can edit their bid at any time before the deadline. To edit your bid, click on “View/Edit”.

Atlasrr
Search:
i
- Wanage Evenis and Place View, Edit or copy from Saved Bidsa
e W P D CopaiEsGen
1
Eumat Name: (B e i o
Event 1D [ T o B e g Event Bounad: 1
Event FormatiTepe: Sof Evst RFx Ewent Version:
Ewent Mart Dabe: S1AGEN1E 4 A8A F0T Multiple Bids ot Blosed
Event End Date: 28102013 04:49 A EST currency [E=% B

[ it ot Sl
1 1 1 Fnsled Eueled AL E DA ELT

Retum 1a Eecnt Scans

This will open the bid submitted and you can overwrite to make the necessary changes,
and submit again.

However, in specific processes, UNDP may accept or even require alternate bids. In such
cases, UNDP will allow Bidders to submit more than one bid, with one of them being the
primary bid and the other/s being alternate bids. There are different methods of how to
submit an alternate bid as described below:
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Method 1: Submit an alternate bid directly.

In this method you will submit a bid directly, entering all the required information such
as: responses to bid questions; prices, attachments, etc. from scratch. To do so, simply
click on “Bid on Event”.

P L0 [ I e
o, -
L3 :
Warage Everts and Flare Event Details
Oidding I wiews, TrEore Sy droes Raves Ris I
S leule B DR T
Vs T E el
(LR & M RETET H
Evunl Rafag. UHER S GRDE
Frenr In: HTF -NoNonTT My Sid Senbum:
Cawnt FurmabType: N Seonl Iire
Ewent Round: 1
EwanL e El

Frenr St Dare; 1L SRR B0
Cumnt End Oate A LRIE0 AR AR TRT

Cumnt Cascriptior

Cardart: Rziard Hoesay il Tl

Fhena: Ty Cvde 1 Frac=sr, &= Submist
Ernalt ST BT, (R AR Eales dn Bubirnimed BiES:  Alonass

onlire Dlscussian; Tdutipls Bide: "

Lz GFaat Baip:

Method 2: Copy from previous bid.

You can use this method if you want to use the information submitted in your
previous/original submitted bid and then make only necessary changes. To do so, click
on “View, Edit, or Copy from Saved bids” and then click on the link “copy". The system
will prompt the bid already completed with the same information as the original bid and
Bidder can make necessary changes.

View, Edit or copy from Saved Bids

VAT, P2 LOpIgEn

Ewert Hame: Le=il s tule

Fremnc i) LHDFT OSSO Evard Round:

Cumrk FomabRpe: 3 Eeol Ffs Evare Vmralzn: 5
Cuwrk Stari Cwtm: 41801497 cdmnd FOT WhaRpu Bicie ATl
Euurk End Oelw SETISM T3 M8 A0 ES Cumancy S LTy

- Bt
= E : 4 FIWELE SR
1 i {Nridzat 12kl Enr

Bl i Caen S li
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Important note: Make sure that the bid you are trying to copy from corresponds to the latest version
of the Bid event; otherwise you will receive a system error and will not be able to use that bid.

In cases when alternate bids are allowed, Bidders must clearly identify which is the
alternate bid and also cancel any bid that is not valid. How to cancel a bid is explained
below.

To cancel a bid go to “View, Edit or Copy from saved bids”, click on “Cancel” on the bid
that you wish to cancel. Pay attention to the “Bid Status” columns. If only one bid is
required, then there must be only one bid with status as “Posted”.

View before bid is cancelled. Look at column “Bid ID” on the left and status shown as
“Posted” for both bids. This means that you have submitted 2 bids in the system.

ATl a5t
Sl
| i
* Uznage Beamis and Place View, Edit or copy from Saved Bids
Wheme 250 el
Evernt Hama: LSE S Gus
Everz D VRTINS Event Round: 1
B B el Everst Formatypes; 721 Lnd ke EventVerslon: 2
pRmanldbl fdes Everd SriDane: 21700012 4ARR EDT FAuERin Did Tkt
IR RS R Ewvent End Dade:  HISUE01304 &5 AMLET Comrancy 5 Lk

a2 z % a ;:i';:l.'.a.'l-:- e AR i
L] Mkl Hahiat :.CI.F““H piefaid earatid L i Lyl

ey L b ] e ﬁ

If you want to cancel one of them, click on “Cancel” beside the bid you want to cancel. Status
will change to “Cancelled” as shown below:
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Amending your bid when bid event is amended

If UNDP amends the bid event and its requirements, an automatic email notification will be sent
by the system to all Bidders who have either accepted bid invitation, have been invited directly
by UNDP, or who have already submitted 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. In any case, there are two main
categories of changes:

a) Changes include also amendments in line items or bid factors.

b) No changes made to line items or bid factors.
If no amendments have been made to the bid factors or line items, Bidder can follow the same
steps for editing his bid by clicking on “View/Edit” link and overwriting the information.

Bidder can also submit a new bid, in the same way as if when submitting an alternate bid
and cancelling the previous bid, as explained above.

If the amendment of the Bid Event includes changes in bid factors or line item, Bidder
cannot edit previous bid or copy it and create a new bid. If Bidder clicks on the
“View/Edit” or “Copy” links corresponding to the previous bid for the original version of
the bid event, a system error will appear.

To submit a revised bid for the new version with changes in bid factors or line items,
Bidders must submit a new bid by clicking on “Submit Bid” link in the main page and
cancel their previous bid.
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Submitting bids via xml files

You can prepare your response off-line (outside the system) and then upload it in the system
when ready, using xml files. To do this, first you must download the XML version of the bid
event by going to “View Event Package” and downloading “Event Bid Package” in XML format.
Once the page is downloaded, you must save it in your computer.
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Launch Microsoft Excel and open the saved XML file. Note: you must open the XML file by “Open
File” menu in Excel and not by clicking on the XML file itself in the folder.
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You can provide your responses in the Excel table. Once responses have been provided
you can save the files as an XML Excel file and upload your responses in the system.
Worksheet “General Details” is used to respond to the general bid factors and the
worksheet “Line Details” is used for completing the responses for each line item.

To upload the XML file into the system go to the start page of the Bid Event and click on
“Upload XML Bid Response”.

NOTE: Documents cannot be attached through XML files. They must be uploaded in the
system directly.
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