
UNDP eTendering System

Presentation to suppliers



• What is eTendering?

• Main features of the system.

• How to Register in the system.

• How to find tenders, submit and manage bids.

• Important tips to remember.

• How to get support

Content and Agenda
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• Online system used by UNDP for launching tenders,
managing solicitation process, receiving bids, and
conducting evaluation.

• As of 1 September 2019, all UNDP International
Competition Tenders valued above USD 150,000 are to
be managed via eTendering system.

• Part of UNDP ERP system - PeopleSoft tool managed
by Oracle.

• Secure and reliable system, meeting international
standards on Information Security Management system
through system supplier (Oracle) and internal UNDP
global rules and procedures.

What is eTendering
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• Self registration process online and self maintenance of
the profile.

• Possible to download tender documents with a guest
account. Need registration to submit offers.

• Submitting offers online, including uploading of
supporting documentation.

• Withdraw or edit offers online with few steps.

• Automatic notifications such as: Amendments, updates
to tenders subscribed, Bid receipt confirmation, tender
status, non-award notification, etc.

Main features
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• No late bids allows.

• Bid information secure and confidential. No one has
access to bids before deadline.

• No changes allowed to bids information during
evaluation.

• Automatic public bid opening report for ITBs.

Examples and screenshots from system:

Main features – continued
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Bid receipt confirmation email



Public bid opening report process



How to register in the system

Video guide on how to register - ENGLISH

https://www.youtube.com/watch?v=Trv1FX6reu8&feature=youtu.be


Important points related to registration

✓ Company name must be same as in legal registration documents.
If not enough space, can be shortened to.

✓ If message appears that company name exists, do not create a
new profile. Activate existing profile as suppliers should not have
duplicate profiles. It is also in benefit of company to have only
one profile for better management and control of profiles.

✓ Make sure you have full access and control to the email used for
registration. Profile is controlled via email address.
Advisable to use a specific email instead of emails linked directly
to company employees, e.g. UNDPbids.company@company.com
This will allow to better control who has access to profile within
company and how to auto-forward email notifications as well.
This way company manager can control better who has access to
eTendering profile, especially when employees leave company.
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Important points related to registration -
continued

✓ Do not create more than one user. In all cases, at least one user
must be associated with primary address.

✓ Save email with username and password in case you forget your
username.

✓ Follow instructions on changing password: clear cache, close
browser, type in password correctly and do not copy paste. Log
in with temporary password first and then change password.

✓ Keep profile active. If you do not sign in for 3 months, your
account becomes inactive and needs to be activated by UNDP.
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How to search for tenders and submit and manage offers in 
the system

Video guide how to search for tenders and submit offers - ENGLISH

https://www.youtube.com/watch?v=cy34AXsYMrc&feature=youtu.be


Important points related to submitting offers

✓ Remember to save bid after each file upload to not lose progress
in case you are timed out without saving.

✓ Group files into zip files so you have less individual files to
upload.

✓ Start preparing bid response in advance. DO NOT LEAVE IT FOR
LAST MOMENT. You can upload historical documents (registration
documents, financial statements, and save progress).
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Important points related to submitting offers

✓ To update bid response, go to event hyperlink, navigate to saved
bids link, and start editing bid response. Remember to submit bid
once completed.

✓ Once bid is submitted, make sure to check and verify you have
uploaded all attachments. Check files list in the email
confirmation or directly in the system.

✓ When editing a bid response, remember to update information
properly. For example, if you are updating/changing price,
remember to reflect the change in eTendering system also. If you
are replacing one of the attachments, remember to remove the
old attachment, etc.
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How to get support

• Consult user guide and videos at UNDP website:
https://www.undp.org/content/undp/en/home/procurement/busi
ness/resources-for-bidders.html

✓ If support is still needed, contact procurement focal point for the
tender you are interested to participate.

✓ Never share password or other confidential information when
requesting support.
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THANK YOU FOR

YOUR ATTENTION


