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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 eventin
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/vendors 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.

2.1 eTendering Business Flow
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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

To obtain support: Other resources:
UNDP Users UNDP Atlas Service Centre
UNFPA Users My UNFPA
UNOPS Users UNOPS Atlas Intranet Page
UNU Users UNU Atlas Information Centre

UN Women Users UN Women Atlas Intranet Page

@UNOPS

@ BR

U]
D p MEmE
WOMEN,A

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.

Search:

m=dManaae Events and Place Bids]

— Reqister Bidder
- ana Place Bids

— View Terms & Conditions

Q
o
4

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

Q
o
4

Login here as an existing User.

User ID: ‘
Password:
Sign In

ffﬁ Reqister as a Sourcing Bidder

able to bid on events.

it 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

2 |forgot my password
Click here to reset your password

2. View bids and attachments
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Welcome Bidder User Guide 2,

~Atlage-

Event Details
~ My Event Activity Tt Bidding Sh 2
~ Maintain My User Contact Accept Invitation | ng Shortcuts:
~ My Bidder Profile Bi E
~ My Categorizations id on Event
— My IM Settings
— Maintain IM info - Hidden
B T -
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
Evom 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:  [All Lines ~ + Bid Required () Line Comments/Files

1 * comouter EA 10.0000

3. Submit bid

a. Answer to bid factors

Page 6


































































































































































