UNDP eTendering:
ser Guide for Bidd

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

* If 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.
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. L»
1.0 Introduction ccnamin

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



1.1 How to use the Guide T

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.

(@)
&
UN]
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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
accountability and transparency.

Clicktoreturn to

Introduction
Main Page
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2.0 Submit a Bid 5

TOC

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
 Loginand Basic Search * Check Responses
« Advanced Search * Submit Bid
e Download Tender Documents * Review Bid Confirmation
2.2 Participate in Tender 2.4 Prepare a Bid Submission Offline (Optional)
e Accept Invitation e Submittinga Bidin XML
 Bid on Event  Download . XML Event Package
 Answer Bid Factors e QOpen .XML File in Excel
* Insert Line Items, Quantity and Unit Prices e Complete Bid Responses in Excel
e Upload Supporting Documents  UploadFileintothe System and Submit Bid

e Save Bid for Later
U[N|
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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



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

2.1 Search for Tenders — Log in the system

in using your registered username and password.

Clicktoreturn to
Submit Bid Mai
Page

I bk igfiodTi  Cithed 7 Feliiiinegi

UHDP Unsre UHD? ktan Earows Cerors
UMFFS, Lhsin W LHFPY

L LHETE wH L BO3E IRICITETIGA CRETHE

LI BRI LHE TR UH WNOETET STO3E 10T PG

IO MR s

Lt spimieal 28 7 Hoversbar, 7T S H A5 Al Haw Yol s (ET|

atlas applcations are working narmally. IF you encountar anyissues, plaase report theam

to your respective help desks.

Plagis com wui v o s bela s g ing o ATLES

Q Tip

It is possible to search tenders and download tender

Event.guest account.

= Username: event.guest,
= password: why2change

To submit bids however, you must Register first

documents by logging with the guest account username

[AIMPORTANT

If you are already registered in the system but do not

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

password.

\_

\

remember your password please do not register again.

J
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https://etendering.partneragencies.org/

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!

Atlagm- .

Parsonalize Confan

Menu LAd My Buy Events
search: @ There are no events bo view.
& Manags Events and Place B My Sell Events
View Evants and Place Bids e —— e
hly Event Aclivity — —
Mairtain My Lser Contact Complsints
My Bidder Profile Mechanisms and RFx 20ND672017 6:35AM EDT MM 2017 D635 AM EST
= Vigw Temns & Condifions Public En
| TB 1234117 Test () 20112047 11:134K EST 18M12/2017 11:13 AM EST
Test7ip oMers and 112017 10:59AM EST 19112/2017 10:59 AM EST
Public Bid Openmng
|Naw vorcion tocf - 2 RFx 2427 4:51AM EST 23122017 D451 AM EST
P51 Demo 2047 RFx 0122017 3:53AM EST 122017 03531 AM EST
i
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 ~ |

ongoing tenders by Country, Event D, Event Name,
Event Type or Status.

LookUpl Clear | Cancel |BaswcL00kug

Search Results

g 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

Benin BEN10
Bhutan BTN10
Bolivia BOL10
Bosnia-Herzgovina BIH10

lAFG10 QI» | Results Should Include: Botswana
|

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.

New Window | Help | Personal

Search:

View Events and Place Bids

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

|®

f~ Manage Events and Place Bids
— View Events and Place Bids
— My Event Activity ~ Search Criteria
— Maintain My User Contact
— My Bidder Profile

— View Terms & Conditions

Use Saved Search: | e

Event ID: Sell Event

Event Name: [ Purchase Event

Event Type: | hd | Request For Information
Event Status: | ™ |

Include Declined Invitations?

Click on “Search”.

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

All results for ongoing tenders

15 First B 13013 B Last i :
Event Name Format |Type End Date fro m Afg h an ISta n Wi I | be
Clicktoreturn to AFG10-0000001860 Construction of Female Police Facilities Sell  RFx 27/12/2017 02:30 AM EST dis p| ayed at the bottom of the
Submit Bid Main AFG10.0000001368 ;FF' for HIV Population Size Estimation and Sell REx 1712/2017 01-30 AM EST 11
Page AFGI0.0000001288 * wiapping screen.

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




2.1 Search for Tenders — Advanced Search

Itis 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.

Atlage
Menu &

Search:
®

== Manage Events and Place
Bids

— View Events and Place Bids

— Iy Event Activity
— Maintain My User Contact

— My Bidder Profile
— View Terms & Conditions

Clicktoreturn to
Submit Bid Mai
Page

View Events and Place Bids

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

Use Saved Search: | v
Results Should Include:
Event ID: | a-| Sell Event
Event Name: | [Jpurchase Event
Event Type: | v | Request For Information
Event Status: | ~ |

[Jinclude Declined Invitations?

&I &I Manage Saved Searches Save Search Criteria Il!\d\.'anced Search Criterial

B
End Date

11/01/2018 09:01 AM EST
09/11/2018 05:47 AM EST

Search Results

Event ID Format
UNDP4-0000001591 Collaborator Feature test 2 - Rakesh Sell
UNDP1-0000001595 eTendering Bidder User Guide (2017)  Sell

First L 1-2of 2 o Last

Event Name: Type:
RFx

RFx

Status

Accepted

UNDP eTendering User Guide for Bidders - January 2018

View Events and Place Bids

Enter search criteria to locate an event for viewing or |

 Search Criteria

Use Saved Search: |

0 Example

To search for all ongoing Events that contain
“computer” in the line item, type
“computer” in the Item Description field.

L

Event ID: | Q- | . .
Click on Search and view the search results
Event Name: |
below.
Event Type: |
Event Status: | /v i

[ include Declined Invitation

Category Description:
Start Date: From: el Through: B
End Date: From:  |03/01/2018 5] Through: E

Manage Saved Searches Save Search Criteria Basic Search Criterig

Search Results
Event ID Event Name

LUMDP1-0000001591 Collaborator Feature test 2 - Rakesh

Format
Sell
Sell

Type
RFx
RFx

UMDP1-0000001595 eTendering Bidder User Guide (2017)
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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:

| @

I~ Manage Events and Place Bids

View Events and Place Bids

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

~ Search Criteria

10 Example

to view Event 0000001595, launched by 2
UNDP Headquarters (Code UNDP1), enter the JUNDP1_ 0000001595 | Re';s I‘I‘;:"“"’t'“c'“dez
details under the Event ID field as shown. enEven

Use Saved Search: | v|

Event Name: | [JPurchase Event
. Request For Information
. Event Type: ¥
Click on “Search”. P : | |
Event Status: ~

O Include Declined Invitations?

: Search | Clear |

Manage Saved Searches Save Search Criteria Advanced Search Criteria

Search Results | First 4 10of1 ) Last
Event ID Event Name Format T_Y_D_e End Date Status
UNDP1-0000001595 eTendering Bidder User Guide (2017)  Sell RFx 09/01/2018 05:47 AM EST
h \l“wly
To view the details of the Event and
Clicktoreturn to .
Submit Bid Main download Fender documents, click on UNDP eTendering User Guide for Bidders - January 2018 13 EE
Page the Hyperlinked Event ID. Empowered fves,




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:
oy
|\>_>/|

~ Manage Events and Place Bids Event Details

— My Event Activity I . ) : -
_ Maintain My User Contact Accept Invitation I Bidding Shorteuts: View Your Bid Activity
— My Bidder Profile Bid on E I iew Bidding Documents

— View Terms & Conditions Id on Event Upload XML Bid Response

Event Name: eTendering Bidder User Guide (2017)

Event ID: UNDP1-0000001595 My Bid Status:
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
Phone: My Bids: 0 z N
(&)
il: I indp.org i i ids:
Er‘l'l-‘.;lll - . ndp.ori Edits to Submitted Bids Allowed \l“‘\ 74
Online Discussion: Multiple Bids: Not Allowed
e Live Chat Help: m
bt i 14ai (eIl
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 14
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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”.
Welcome eTendering Bidder User Guide to Atlas Community!

Atlage-

Search:

My Event Activity

 Manage Events and Place Bids
— View Events and Place Bids

Maintain My User Contact

©)

My Bidder Profile

— View Terms & Conditions

Clicktoreturn to
Submit Bid Mai

Page

Q Tip

Ensure that pop-ups are enabled on your internet

Event Header Comments and Attachments

Event ID: 00000013295

| B First K 13 of 3 o Last

browser before downloading a document.

Attached File Attachment Description
1 Bidder_User Guide Event Attachment.pdf |Event details
2 eTendering_Bidder User Guide (2017).xml |Event Bid Package Q

3 eTendering_Bidder User Guide (2017).pdf

/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 systemin
XML. format. For more information, click here.

OK Cancel |

J

UNDP eTendering User Guide for Bidders - January 2018
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2.2 Participate in Tender — Accept Invitation to Subscribe

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

Search:

— My Event Activity
— Maintain My User Caontact
— My Bidder Profile
— View Terms & Conditions

> Manage Events and Place Bids

Event Details

| Accept Invitation

Bidding Shortcuts:

View Your Bid Activity
View Bidding Documents

Bid on Event Upload XML Bid Response
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 My Bid Status:
Event Format/Type: Sell Event RFx
Event Round: 1
Event Version: 2

Event Start Date:
Event End Date:

Event Description:

Contact:
Phone:

Email:

Online Discussion:

Live Chat Help:

11/12/2017 5:47AM EST
09/01/2018 05:47 AM EST

Dalal Abdulrazzag

@undp.org

Payment Terms:
My Bids:

Net 30
0

Edits to Submitted Bids: Allowed

Multiple Bids:

Mot Allowed

Q Tip

To subscribe and further participate i
a Tender, you must Register first.

n

/A IMPORTANT

automatically deactivated after 3
months of inactivity. If this happens,

point of the event for support. To

login to your account a few times a

Clicktoreturn to
Submit Bid Mai

Page

UNDP eTendering User Guide for Bidders - January 2018

Qonth.

Please note that your account will be

please contact the procurement focal

ensure your account remains active,

~

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

2.2 Participate in Tender — Start creating a bid response

Welcome eTendering Bidder User Guide to Atlas Community!
Event Details
Decline Invitation | Bidding Shortcuts:  View Your Bid Activity
= View Bidding Documents
EHCDEED Upload XML Bid Response
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 My Bid Status:
Event Format/Type: Sell Event RFx
Event Round: 1
Event Version: 1
Event Start Date: 111272017 547AM EST
Event End Date: 09/01/2018 05:47 AM EST
Event Description:
Contact: Dalal Abdulrazzaq Payment Terms: Met 30
Phone: My Bids: 0
Email: dalal.abdulrazzagi@undp.or Edits to Submitted Bids: Allowed
Online Discussion: Multiple Bids: Mot Allowed
Live Chat Help:
Display: |AII Lines v| ¢ Bid Required (G Line Comments/Files
Find | View A1 ] BN | 88 First B 42 or2 B st
Line Description Unit Reguested Quantity Status
1 wr computer DOZ 20.0000
h 2 +* Ballpen (Black,blue red) LOTUS EA 30.0000
[1101]
Raturn tn n
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2017

Page
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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 quantitiesand unit prices for the items required.

> Upload supporting documents

Follow the instructionsin the guide to complete your bid.

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

General Event Questions 2

Required Questions 2

Hide Event Questions

Event Questions

= Bid Required ql,*ldeal Response Required

Previous Questions 1-2 of 2 Next Questions

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

Response:; Yes ~ Weighting

Ideal: ‘r’esl Add Comments or Altachments

¢ 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 Bidder|

A

Clicktoreturn to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018

Page

+

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

Step 2: Enter Line Bid Responses

: : T — . : : : e — attentionto:
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:

Hide Line Detail

Your Total Line Pricing:

2

Lines That Require a Response: 2

5,150.0000 USD

* The bid currency of the event

* The instructions in the solicitation
documents (ex. Is a detailed price
schedule requested? Is a password

protected financial proposal required?
Etc.)

+rBid Required

1 <% computer

L:,: Line Comments/Files

2 ¥r Ballpen (Black,blue,red) LOTUS

Previous Lines 1-2 of 2 Next Lines

Description gﬁg:‘;ﬁEd E?l::l?lll]‘: Your Unit Bid Price |Your Total Bid Price

20.0000 20.0000§ 250.000000 5,000.0000 USD
EA 30.0000 30.0000 5.000000 150.0000 USD Bid L:’

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

Clicktoreturn to
Submit Bid Mai
Page

(
Validate Entries A IM PO RTANT

For RFPs you must:
* Enter 1 for the Bid Price
* Upload your financial proposal as a password protected PDF

\_ attachment Y,

UNDP eTendering User Guide for Bidders - January 2018 20
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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 Validate 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 UsS Dollar
Event Version: 2
Event Start Date: 11122017 5:47AM EST
Event End Date: 09/01/2018 05:47 AM EST

IView.l’Add General Comments and Attachmentsl

Hide Additional Event Info

Description:

Clicktoreturn to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018
Page
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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 |

UNDP eTendering User Guide for Bidders - January 2018




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.

Welcome eTendering Bidder User Guide to Atlas Community!

Atlas-

search:

®

* Manage Events and Place Bids
- View Events and Place Bids

General Comments and Attachments

Business Unit: UNDP1 EventID: (000001595

— My Event Activity
— Maintain My User Contact Attachments

— My Bidder Profile

- View Terms & Conditions | NG ERLGEINTS PE Fig B 130r3
Attached File Attachment Description
Bidder_User_Guide_Event_Attachment.pdi 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

Attached File Attachment Description

FAQ_for_bidders_Release _No_4 June 2016 pdf ain Bid Document
Managing_saved_and posted_bids pdf ‘Techmcal Proposal
Overview_and_benefits_of Atlas_eTendering pdf ‘Bld Details

id New
Upload vwe_u’Am“m"

UNDP_General_Conditions_for_Individual_Contracts pdf ‘Addmona\ Information|

Comments

Add New Comments

cancel

Clicktoreturn to
Submit Bid Mai

Page

Upload V‘e—“IAnaci:::

UNDP eTendering User Guide for Bidders - January 2018

File Attachment

No file selected.
Cancel I
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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.

Add New Attachments
Attached File

: an
This_FileNameis_incorrectiormat_PNG Upload _viey Mamm:’;’;ﬁ

Zomments

Add New Comments

Clicktoreturn to
Submit Bid Mai
Page

UNDP eTendering User Guide for Bidders - January 2018

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 intoa 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 Sl:i“ame Welcome eTendering Bidder User Guide to Atlas Community!

€]

[~ Manage Events and Place Bids
— View Events and Place Bids
= '|¥ Event ACIIVI!}{

_ Mzintain My User Contact supbmit Bid | I Save for Later I Validate Entries |
— My Bidder Profile

— View Terms & Conditions

Event Details

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: uUsD US Dollar
Event Version: 2

Event Start Date: 11/12/2017 547AM EST

Event End Date: 09/01/2018 05:47 AM EST

Miew/Add General Comments and Altachments:

Hide Additional Event Info

Description:

Contact: Dalal Abdulrazzag Payment Terms: MNet 30
Pheone: Billing Location: United Mations Development Pro
Email: dalal. abdulrazzag@undp.org Event Currency: Dollar
Online Discussion: Conversion Rate: 1.00000000
Edits to Submitted Bids: Allowed

Multiple Bids: Mot Allowed
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Empowered lives.



Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 26

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.

d:\, 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.

Message

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 NoaaeT Bally 3aABKY Ha yyacTie, a TAKGKE OT3bIBAET 3AABKY B TOM cly4ae, eCcni OHa yike nofaHa. YTobbl 3anska Goina NMOOAHA M UMENA CUIY B cucTeMe, NOKANYACTa MCMONb3yiTe kHoNKy "MOOATE 3AABKY" ("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.
"EEELUE&HE #("Saving for Later)H T EEAFRSEREZEF RS, MLz RR&E RS, SEA EiRE g suomt Bid" LB ERZFEFLEHIERSE.

bt a  la (e o 08 00 13 Gl oy B utend 0D 08 e gl Gt B el i Y 3 i 8 anmll o el pmin " SUDMIL Bid” A 8 Eedla 53 amall el o5 of Jal e

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

Empowered lives.
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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!

©)

I Manage Events and Place Bids
— View Events and Place Bids

— My Event Activity - . ) ) : I
— Waintain My User Contact Bidding Shorteuts: View Edit or Copy from Saved Bids

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

Event Details

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

77N
N

7
S

Clicktoreturn to
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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!

Search:
©

vManage Events and Place Bids View! Edit or Cﬂ'py frﬂm SﬂVEd BidS

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

— My Event Activity

_ m?igﬁﬁq;rﬂﬁg contact Event Name: Video Guide for eTendering Bidders
~ View Terms & Conditions Event ID UNDP1-0000001597 Event Round: ]
Event Format/Type: S¢ll Event RFx Event Version: 2
Event Start Date:  (9/01/2018 4:25AM EST Multiple Bids Not Allowed
Event End Date: 15/02/2018 10:53 AM EST Currency US Dollar

| B First [ 4] 10f1 o Last

B/

Cancel Upload

Bid ID |Round |Version Bid Status E\rent Bid Last Saved
Status

_ Posted  09/01/2018 9:42AM EST View | Edit Bid Response

77
N

N
i i i 28 mﬂ
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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 Sﬁname Welcome eTendering Bidder User Guide to Atlas Community!

Search:
[~ Manage Events and Place Bids Event Details
— View Events and Place Bids
— My Event Activity o = -
— Maintain My User Contact Submit Bid | Save for Later | I Validate Entries |I
— My Bidder Profile
— View Terms & Conditions
Event Name: eTendering Bidder User Guide (2017)
Event ID: UMDP1-0000001595 Bid 1D: MNew
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 0547 AM EST
View/Add General Comments and Attachments:
Hide Additional Event Info
Description:
Contact: Dalal Abdulrazzaqg Payment Terms: Net 30
Phone: Billing Location: United Nations Development Pro
Email: I @ undp.org Event Gurrency: Dollar
o - o A, N
Online Discussion: Conversion Rate: 1.00000000 \(’y \?,
Edits to Submitted Bids:  Allowed RSy
! . NS
Multiple Bids: Not Allowed S
o
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 29 EE
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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

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

OK |

Clicktoreturn to

UNDP eTendering User Guide for Bidders - January 2018 30
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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.

Atlase

Search:

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

— My Event Activity
— Maintain My User Contact

Welcome eTendering Bidder User Guide to Atlas Community!

Event Details

I Submit Bid I

Save for Later Validate Entries I

— My Bidder Profile
— View Terms & Conditions

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

111272017 547AM EST
09/01/2018 05:47 AM EST

View/Add General Comments and Attachments:

MNew

usD US Dollar

Hide Additional Event Info

Description:

Contact:
Phone:

Email:
Online Discussion:

Dalal Abdulrazzaq Payment Terms:

Billing Location:
dalal.abdulrazzag@undp.or Event Currency:

Conversion Rate:

Edits to Submitted Bids:

Multiple Bids:

MNet 30

United Nations Development Pro
Dollar

1.00000000

Allowed
Mot Allowed

UNDP eTendering User Guide for Bidders - January 2018
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2.3 Submit Bid — Post Bid Response

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

At I a SFi “T— Welcome eTendering Bidder User Guide to Atlas Community!

Search:
)

> Manage Events and Place Bigs| Bid Confirmation

RS CIEENEREN M Your bid has been successfully submitted.

— My Event Activity

— Maintain My User Contact Bid ID: 1 Bid Date: 181272017 10:05:25AM EST
— My Bidder Profile Event ID: 0000001595 eTendering Bidder User Guide (2017)
- View Terms & Conditions )
Event Format: Sell Event Round: 1 Version:
Start Date: 11M2/2017 5:4TAM EST End Date: 00/01/2018 05:47 AM EST
Your Total Price: 2.150.00 UsSD

7
(\y.‘<4/

7
S

Clicktoreturn to
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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. | !fyou 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 .
iz \ Y,

~ .
= °
Q TI Procurement event "UNDP1 - 0000001585 eTendering Bidder User Guide (2017)" listed below. Pleaze 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 UNDP Procurement event "UNDP1 - 0000001585 eTendering Bidder User Guide (2017)" ci-dessous. S'l vous plait noter que si vous modifiez votre offre postée et que vous cliquez
ystéme va automatiguement supprimer votre offre inifialement posté. Si vous voulez reposter ca encore, vous devez cliquer sur Soumettre offre « Submit bid » 4 nouveau. Il est de votre entigre

O pen the PDF flle a nd ChECk that the chée avec succés dans le systéme. Sl vous plait lire le mode d'emploi pour plus de conseils.

summa ry Of VOUI‘ b|d res pOﬂSG 1S CorreCt- ro sistema como UNDP Procurement event "UNDP1 - 0000001595 eTendering Bidder User Guide (2017)", de acuerdo con los datos listados mas abajo. Muy importante, por faver tenga en cuenta que
da y escoge la opcion de “Save for later, el sistema automaticamente considerara su Oferta como no recibida. Por lo tanto, serd 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.

(! sintall wa ¥ el o dels]) gl Slan (Sl pmm_ UNDP Procurement event "UNDF1 - 0000001595 eTendering Bidder User Guide (2017)" el la 4 s Lolah i s llonl of 2" 50y oty 0 Sie® gty gl 5 o€y il el Juets crnt 1) atf 2 lan Sl n o sliof )
pratadll gl gt m anm ol ppa el el 8 ey aanin el o el o lead doalal) Sdgs ol g el s clleal) aie o iy o0 e e i st ,'m‘ll

T34 UNDP Procurement event "UNDP1 - 0000001585 eTendering Bidder User Guide (2017)" RNNHT 2/, - HEE, INRMREN TR, SFFFE F—F “Save for later’, RFSEaBIEERAT T A THINES, fRbmE S B304
“Submit bid", PSRRI PRI R4AHE53 « R TR FEmEnEEE | -
HanHoe cooflyeHne ABNABTCA NOATESPKOSHUEM NOAAHHOM BamMi 3aABKM HA YYACTUE B YES3HHOM HUHE KoHKYpCE no aakynkam UNDP Procurement event "UNDP1 - 0000001595 eTendering Bidder User Guide (2017)". Noxanyiicta, oBpatute BHUMEHKE,

E CMydae W3MeHeHUA Balwero npeqnosedus M HEETHA KHONEW “CoxXpaHuTE Ha noTom” ("Save for later”), cucTema aeTomaruyecy yoanuT Bawe nepeoHavansHoe npeanoxeHs. Ecni Bel X0TUTE BEHOEL NOSATE NPEANO¥EHUE, HEXMUTE KHoMKY “Togats
npeanokeH1e” ("Submit bid"). Bel HECSTE NOMHYH OTEETCTESHHOCTE 33 YCNEelWHYK nogady Balero NpeanoxeHuA B cucTeme. MoxanydcTa, 03HaKoMETECE ¢ PYKOBOACTECM NONL30BATENA ANA NONYYeHHA Gonee NogpoBHEL MHCTRYELMA

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

UNDP eTendering User Guide for Bidders - January 2018 33
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2.3 Submit Bid — Check Supporting Document Uploaded

Open the PDF file received via email and scroll to the end “Bid Attachments” section of the document. You will find a list with
the names of all the files that you have uploaded to your bid. Always check this list to ensure that you have uploaded all the
supporting documentation as required. As the system does not verify whether all required documentation has been
submitted, it is the bidder’s responsibility to ensure that all required supporting documents have been successfully uploaded.

Bidder Information

Firm Name:
Name: Signature: Date:
Phone #: Fax #:
Street Address:
City & State: Zip Code:
Email:
Bid Attachments .
File Name :FAQ_for_bidders_Release_No_4_June_2016.pdf, File Description :Main Bid Document l
File Name :Managing_saved_and_posted_bids.pdf, File Desr ", ~ - i
File Name :Overview _and_benefifs_of_Atlas_eTendering.pd >\ ..
File Name :UNDP_General_Conditions_for_Individual_Cont Q Tlp
File Name :eTendering_Bidder_User_Guide_(2017).pdf, File
Always check this list to ensure that you have
E uploaded all supporting documentation as required.
Clicktoreturn to
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UIN|
DI P

Empowered lives.
Resiliert nations.



2.4 Prepare a Bid Submission Offline — Submit Bid in . XML

Bidders have the option to prepare their bid responses offline by downloading the entire event package to their computer in
XML file format.

The XML file event package will contain all the required bid factors and line items that must be completed by the bidder
before submitting their bid online.

To do this, the Bidder must download the. XML file, save it as an excel file to their computer, complete required fields, and then
upload their bid response to eTendering.

Please note that if you choose this optional method of submitting your bid, you must also ensure that you have also uploaded
all the necessary supporting documents directly to the system before submitting your bid.

Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018
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2.4 Prepare Bid Response Offline — Download XML file

To begin preparing your bid response offline, you must first download the .XML file to your computer. To locate the .XML file, go
to: “Event Details” = “Bidding Shortcuts” = and click on “View Bidding Documents”.

Atl ; Welcome e lendering Bidder User Guide to Atlas Community!
a SFmance
Home | Si
Search: Mew Window | Help | Personalize
7 Manage Events and Place qunt DEtﬂ”E
Bids
— View Events and Place Bids e | Bidding Shortcuts:  View, Edit or Copy from Saved Bids
— My Event Activity i i -
— Maintain My User Contact
— My Bidder Profile
- View Terms & Conditions Upload XML Bid Response
Event Name: eTendering Bidder User Guide (2017)
Event ID: UMDP1-0000001595 My Bid Status:
Event Format/Type: Sell Event RFx
Event Round: 1
Event Version: i
Event 5tart Date: TN202017 5:47AM EST
Event End Date: 09/11/2018 05:47 AM EST ()
\l“wly
Em" ) Event Description:
TR IR
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 36
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2.4 Prepare Bid Response Offline — Download XML file

Under “Event Header Comments and Attachments”, find the file that ends with “xm/” and is labelled
“Event Bid Package”.

Download the file by clicking on the magnifying glass icon.

At I a SFinance Welcome eTendering Bidder User Guide to Atlas Community! 4
A IMPORTANT
Search: Please note that the system generates a
| ) new . XML file every time an event is
= Manage Events and Place amended. Make sure you are using the
Bids Event Header Comments and Attachments latest .XML file when submitting your bid.

— View Events and Place Bids

— My Event Activity
— Maintain My User Contact Event ID: 0000001595

— My Bidder Profile
- View Terms & Conditions

Lo < PEYery | F

Attached File Attachment Description
1 Bidder_User_Guide_Event_aAttachment.pdf Event details =
E
3 eTendering_Bidder_User_Guide_(2017).pdf [EventDetails &,

Cancel

Clicktoreturn to
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2.4 Prepare Bid Response Offline — Download

Response Inquiry Detail

etendering-test.partneragencies.

The file will open as a new tab on your internet
browser. Download the file and save it in your
computer. Saving method depends on the browser

c @

. » )
(U @ hitps://etendering-test partneragencies.org/psc/U

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

XML file

orc X + — O

- @ %

I\ e

—<Workbook>

— el
R =

you are using. For example, for Firefox you must
right click on the webpage and save it as an .xml-
file to the preferred location on your computer. :.

-
— <Styles>
—<Style ss:ID="s1">
<ss:Font ss:Bold="1" ss:Size="14" x: Family="Sw1ss"/>
</Style>
—<Style ss:ID="52">
<ss:Font ss:Bold="1" ss:Size="10" x: Family="5Swiss"/>
</Style>
—<Style ss:ID="s53">
— <ss:Borders>
<ss:Border ss:LineStyle="Continuous" ss:Position="L
<ss:Border ss:LineStyle="Continuous" ss:Position="T
</ss:Borders>
<ss:Font ss:Bold="1" ss:Size="8" x:Family="5wiss"/>
</Style>
—=Style ss:ID="s4">
—<ss:Borders>
<ss:Border ss:LineStyle="Continuous" ss:Position="1
</ss:Borders>
<ss:Font ss:Bold="1" ss:Size="8" x:Family="Swiss" />
</Style=
—<Style ss:ID="55">
—<ss:Borders>

-
/I\ IMPORTANT

Ensure that pop-ups are enabled in your computer
before you download the .XML file.

.

J

<iss:Border ss:LineStyle="Continuous" ss:Position="Top" ss:Weight="1"/~
<ss:Border ss:LineStyle="Continuous" ss:Position="Right" ss:Weight="1"/>

</ss:Borders>
<ss:Font ss:Bold="1" ss:Size="8" x:Family="5Sw1ss" />
</Style>
—<Style ss:ID="s6">
—=ss:Borders>

<ss:Border ss:LineStyle="Continuous" ss:Position="Left" ss:Weight="1"/>
<ss:Border ss:LineStyle="Continuous" ss:Position="Bottom" ss:Weight="1"/>

</ss:Borders>
<ss:Font ss:Size="8" x:Family="Swiss"/>

@ saveis *

A4 Bl s ThisPC » Desktop ~ O Search Desktop P

Organize + Mew folder = - e

% OneDrive - United Mations Development Program o ™ MNarmne ~

= Documents | | eTendering_Bidder_User_Guide_(2017)

&=/ Pictures excel
English Helpdesk support cases
[ PRSP XS S M..v
Helpdesk support cases ¥ BB ™ >
ARl =Tendering_Bidder_User_Guide_(201 v|
taveastype: Web Page, XML only VI

~ Hide Folders Cancel

Save

UNDP eTendering User Guide for Bidders - January 2018
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2.4 Prepare Bid Response Offline — Open XML file in Excel

Open the saved .xml-file in Excel by going to “Excel” clicking on “Open” = “Browse” and then browsing the file location.
Once you find the file, select it and click on “Open” to view it in Excel.

Account
Feedback

Options

Clicktoreturn to
Submit Bid Mai
Page

Open

Recent

Shared with Me

OneDrive - United Nations Dev...

dalal.abdulrazzag @undp.org

Sites - United Nations Develop...

dalal.abdulrazzag @ undp.org

(‘.\, OneDrive
'E'g\ Other Web Locations
EI;I This PC
o=  Add aPlace
Browse

Open
Last W
Organize «

* Downloads  #
@ OneDrive - U #
E] Documents
| Pictures -
= English
Helpdesk suppo
Logged
= Screenshots
Microsoft Excel
@ Onelrive - United

& United Maticns De

% Roland Koxhaj -
3 ThispC

¥ Network

BB R R R R R )R R R

MNew folder

[ Desktop bl

W

4 B » Metwork > dkfilehost » userdata » PSO > Dalal.Abdulrazzaq » Desktop

v O Search Desktop

Name Date modified Type Size
Bidder account reactiv. requests Sep-Mov 16/11/201709.30 File folder
excel 01/201812.20 File folder
Helpdesk support cases 0 )18 10.47 File folder
| eTenderin _Bidder User_Guide (2017) 08/01/2018 12.21 XML Docurment 43 KB I
File name: | eTendering_Bidder_User_Guide_(2017) v| Al Excel Files

Cancel

UNDP eTendering User Guide for Bidders - January 2018
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2.4 Prepare Bid Response Offline — Complete bid responses in Excel

Once you have opened the file in Excel, answer all bid factors and line items as listed in the document.

Bidder_User_Guide_February_2016 - Excel (&3] =
Insert Page Layout Formulas Data Review View Q Tell me... Elisabet Lundqvist fc-l Share
Paste B .y \
° A Cell Styles =1 Format~- & ~ '
Clipboard = Font Alignment Number Styles Cells Editing I M Po RTANT
HdrFctrl - I
Event Details i
. : Please check all the sheet tabs at the bottom of the excel file and
PeopleSoft Strategic Sourcing
Event ID Format Type Round Version Bidder: PUBLIC EVENT DETAILS make sure that you have answered all requwed fields.
UNDP1-0000000516 Sell RFx 1 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:
Emiail: fees) ansing out of the User7s use of this Ste, including wathout hmitation, any clams aleging facts that if ¢
£ e any Material on this Ste or with any of its Terms and Condtions of Use, the User?s sole and exclusive remedy
Event Description
This is a demo event for the bidder guide February 2016.
General Questions This Site may contmn links and relerences 10 thied panty web sites The nked sites are not undes the control of
|Question uomM Best Worst Weighting _Response: linked sita. Th o - ~ pr roforonco doas |
Do you accept UNDPs General Terms and Yes 0.00% - " T : 3
Conditions attached in this Bid Event. General Details Line De Lails Terms & Condlﬂons +
Bid Factor Response Required: Yes Yes/No Item
Ideal Response Required: Yes Please choose 3
response from
Response Comments the provided
| | dropdown.
Have you provided all information regarding any 0.00% Yes
past and current litigation during the last five (5)
years, in which the bidder is involved, indicating
E the eanies c:oncemedi the sub'lect of the
1
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 40
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2.4 Prepare Bid Response Offline — Upload responses and submit

When you have completedall fields, save the documentas an Click on “Select. XML File” and choose your saved file.
XML. Spreadsheet, and go back to the “Event Details ”page in

eTendering to upload your bid. Go to “Bidding Shortcuts” and
clickon “Upload XML Bid Response”.

Welcome eTendering Bidder User Guide to Atlas Community!

Upload Bid
Event ID: UMDP1-0000001595 Format: Buy Type: RFx
) Round: 1 Version: 5
Event Details
Event Name: eTendering Bidder User Guide (2017)
i Bidding Shortcuts: Vi i i
___BidonEvent | 'dding Shortcuts:  View Edit or Coov from Saved Bids StartDate: 11/12/2017 547AMEST  End Date: 0@/11/2018 5:47AM EST
View Your Bid Activity
View Bidding Documents Salact XML File .
Upload XML Bid Response Relurm Io Event Detalls
To upload a bid:
1. Open the Excel version of this event that you have been working with.
0 2 Do a File-=Save As. Before hitting save, at the bottom of the window make sure to change the
"Save as Type™ to "XML Spreadsheet”
3. Using the button above, selectthe XML Spreadsheet that was just saved.
4. Verify the path showing is correct and push the Upload button.
IIIIl]
Clicktoreturn to
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2.4 Prepare Bid Response Offline — Upload responses and submit

When the .xml-file is uploaded, your answers will b

e

automatically populated in the “Event Details” page.

Please review the answers to make sure everything is

correct and add any attachments before validating
your entries and submitting your bid. Remember:
Documents cannot be attached through .xml-files
and must be uploaded directly in the system.

(
A IMPORTANT

You can only upload your bid using .xml once. Changes need to
be made online in the system following these instructions.

\.

J

Welcome eTendering Bidder User Guide to Atlas Community!

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

General Event Questions

Required Questions

Hide Event Questions

Event Questions

< Bid Required * Ideal Response Required

Previous Qluestions 1-2 of 2 Next Questions

W ﬁr* 1. Have samples required been sent and shipment tracking number provided?

Response: Yes w VWeighting

ldeal: Yes Add Comments or Aftachments

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

Response: Yas Add Comments or Attachments

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: 18,000.0000 USD

Hide Line Detail

+¢ Bid Required Line Comments/Files
1 ¢ computer DOZ 20.0000 20.0000 | 300.000000 §,000.0000 USD Bid
2 ¢ Ballpen (Black,bluered) LOTUS EA 30.0000 30.0000 | 400.000000 12,000.0000 USD Bid

Atany pointin 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 | ‘alidate Entries

Clicktoreturn to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 42
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3.0 Manage Bids .

TOC

This section guides the Bidder on how to view, edit, or cancel a bid that is already saved in the
system or submitted. The section also explains how Bidders can resubmit a bid when an event is modified.

» 3.1 View bid status and bid responses

» 3.2 Edit a bid response

» 3.3 Submit an alternate bid

» 3.4 Cancel a bid

» 3.5 Manage a bid after event is amended
» 3.5.1 Resubmit bid when bid is cancelled

UIN|
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To view your bid response and check the status of your bid, login to your eTendering account and go to “Manage Events
and Place Bids”. Click on “My Event Activity” - and then click “Event Bids On”.

All the bidding events that you have participated in will be displayed below. Click on the relevant “Event ID” to review
the details of your bid response.

Atlasem-

— View Events and Place Bids
= My Event Activity
— Maintain My User Contact

— My Bidder Profile
— View Terms & Conditions

Clicktoreturn to
M Bid Mai

page

Event Activity Summary

Click on number to view events below
Events Invited To:0 Events Bid On: 2 Events Awarded: 0

* Search Criteria

EventFormat: | -] O Events Invited To ® Events Bidon  OEvents Awarded

Event Type: | "| Date Range: From: 5 Through: 59
Search |

Find First 4] 1-20f 2 o Last

Event ID Format Event Name Event Status Start Date End Date Status
> UNDP1-0000001596 Sell Test Create vendor Pend Award 04/01/2018 11:31AM EST 04/01/2018 11:51AM EST
UNDP1-0000001595) Sell eTendering Bidder User Guide  Posted 11122017 5:47AM EST  09M11/2018 5:4TAM EST
2017

UNDP eTendering User Guide for Bidders - January 2018
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Once you have clicked on the Event ID and are on the “Event Details” page, click on “View, Edit or Copy From Saved Bids”.

Clicktoreturn to
M Bid Mai
page

Atlagimm

Menu &
Search:
|

= Manage Events and Place Bids
— View 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!

Event Details

Bidding Shorteuts: View Edit or Copy from Saved Bids

View Your Bid Activity
View Bidding Documents

Upload XML Bid Response

Event Name:

Event ID:

Event Format/Type:

Event Round:
Event Version:
Event Start Date:
Event End Date:

Video Guide for eTendering Bidders

UNDP1-0000001597
Sell Event RFx
1
2

09/01/2018 4:25AM EST
15/02/2018 10:53 AM EST

My Bid Status:

UNDP eTendering User Guide for Bidders - January 2018
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In the column “Bid Status” you will see the status of your bid. For a bid to be successfully submitted, the status must show
as “Posted”. Then, click on “View”. The system will open your posted bid in View Only mode.

Clicktoreturn to
M Bid Mai
page

Atla s
Menu &

Search:
®

= Manage Events and Place Bids

— View Events and Place Bids

— My Event Activity
— Maintain My User Contact

— My Bidder Profile
— View Terms & Conditions

View, Edit or copy from Saved Bids

Welcome,

Welcome eTendering Bidder User Guide to Atlas Community!

eTendering Bidder User Guide

Event Name: Video Guide for eTendering Bidders

Event ID UNDP1-0000001597 Event Round: 1

Event Format/Type: ~¢ll Event RFx Event Version: 2

Event Start Date: 09/01/2018 4:25AM EST Multiple Bids Mot Allowed
Event End Date: 15/02/2018 10:53 AM EST Currency US Dollar

Bid ID |Round Version Bid Status Event Bid L ast Saved
— ¥ Status =

osted 08/01/2018 10:07AM EST

Edit Bid Response  Copy Cancel Upload

| 7 |

Return to Event Search

UNDP eTendering User Guide for Bidders - January 2018
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Q Tip

Other bid statuses include: Saved or
Cancelled. These all indicate that a bid
has not been posted yet.
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To edit a bid response, login to your eTendering account and click on the left hand menu “Manage Events and Place

Bids”. Click on “My Event Activity” - and then click “Event Bids On”.

Click on the relevant “Event ID”.

Clicktoreturn to
M Bid Mai
page

Atlagm-
|

rcn: |®

= Manage Events and Place Bids

— View Events and Place Bids

— My Event Activity

— Maintain My User Contact
— My Bidder Profile

— View Terms & Conditions

Welcome e lendering Bidder User Guide to Atlas Communi

Event Details
Bid on Event | Bidding Shortcuts: | View. Edit or Copy from Saved Bids

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 Format/Type:  Sell Event RFx

Event Round: 1

Event Version: 6

Event Start Date: 111272017 5:4TAM EST

Event End Date: 09/11/2018 05:47 AM EST

Event Description:

Contact: Dalal Abdulrazzag Payment Terms: Met 30

Phone: My Bids: 4 In-Process and Submitted

Email: dalal. abdulrazzagi@undp.or Edits to Submitted Bids: Allowed

Online Discussion: Multiple Bids: Allowed

Live Chat Help:

47
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If editing a bid is not allowed, bidder must first cancel the posted bid following instructions here, and then create a new
bid response.

Once the bid has been cancelled, you can create a new bid response by using the copy function which will copy the bid
that was cancelled. Then you make necessary changes. Alternatively, you can create a new bid response from scratch by

clicking on “Bid On Event”. ~
A IMPORTANT

<« c ﬁl‘ G https:/fetendering-test.partneragencies.org,/psp/UNDPFS515_1/5
: Welcome eTendering Bidder User Guide to Atlas Community! Make sure tf_\a.t you save or submit your bid
a SF""'f’"Ce after you edit it

Search:

> Wanage Evenis and Place View, Edit or copy from Saved Bids
Bids Welcome, eTendering Bidder User Guide
— View Events and Flace Bids
— My Event .I‘:".C'ti'u"it!f Event Name: . . . .
e e Video Guide for eTendering Bidders
— My Bidder Profile Event ID UNDP4-0000001597 Event Round: 1

- View Terms & Conditions Event Format/Type: Sell Event RFx Event Version: 5

Event Start Date: 0910112018 4:254M EST Multiple Bids Mot Allowed
Event End Date: 15/02/2018 10:53 AM EST Currency s Dollar
[ Fist Kl 4 o4 B Last
Round Version Bid Status Event Status Bid Lazt Saved
( ) 090172018 10:50AM EST i
i
. Return to Event Search
Clicktoreturn to
M Bid Mai

page
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If direct edits of a posted bid are allowed, you will see the “Edit Bid Response” button once you go to “View, Edit or
Copy From Saved Bids”. Click on it to start editing your bid.

Clicktoreturn to
M Bid Mai
page

Atlase-
Menu &

Search:
®

= Manage Events and Place Bids

— My Event Activity
— Maintain My User Contact
— My Bidder Profile

— View Terms & Conditions

View, Edit or copy from Saved Bids

/I\ IMPORTANT

Make sure that you save or submit your bid
after you edit it

Welcome, eTendering Bidder User Guide

Event Name: Video Guide for eTendering Bidders
Event ID UNDP1-0000001597

Event Format/'Type: ¢l Event RFx

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

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

Event Round: 1

Event Version: 2

Multiple Bids Not Allowed
T US Dollar

Posted  09/01/2018 10:07AM EST

I Fll'"tn‘lDf1n|_dt

ound |Version Bid Status E\rent Bid Last Saved
Status

View Edit Bid Response

l\t't<4"’
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In some cases, UNDP accepts alternate
bids. This means that the bidder can
submit morethan one bid in the system,
in which case one of the bidsis the
primary bid and the other(s), alternate
bids.

If you wish to submit more than one bid
tothe same event, it is possible to copy
from the primary bid so you do not have
to populate yourresponsesfrom scratch.

To do this, go to the “Event Details” page
click on “View, Edit or Copy from Saved
Bids” and check if Multiple Bids are
allowed as shown below. If multiple bids
are allowed, the “Copy” link will be
active.

Click on “Copy” and begin to prepare
your alternate bid response.

Clicktoreturn to
M Bid Mai

page

View, Edit or copy from Saved Bids

Welcome, Test Co One

Event Name: eTendering Bidder User Guide (2017)

Event ID UNDP1-0000001595 Event Round: 1

Event FormatType:  Sell Event RFx Event Version:

Event Start Date: 111212017 5:47AM EST ws Nlﬂwedl
Event End Date: 09/01/2018 05:47 AM EST Currency US Dollar

First BB 1 of 4 I Last

Bid 1D Round |Version Bid Status Event Status |Bid Last Saved
2122017 8:39AM ’ Edit Bid
1 1 4 Fosted Fosted EST Vie Response Copy Cancel Upload

Return to Event Search

Any time you submit an alternate bid, be sure
to specify in your solicitation document which
is the primary bid and which is the alternate.

77
N
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If you need to cancel a bid, you can go to “View, Edit of Copy from Saved Bids” and click on “Cancel”.

Welcome eTendering Bidder User Guide to Atlas Community!

Atlasm-
Menu &

Search:
®»

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

— My Event Activity

View, Edit or copy from Saved Bids

New Window | Help | Personalize Page

Welcome, eTendering Bidder User Guide

B Ma,fgﬁi‘g‘e’ﬁ"érﬂﬁﬁ;r contact Event Name: eTendering Bidder User Guide (2017)
~ View Terms & Conditions Event ID UNDP1-0000001595 Event Round: 1
Event Format/Type:  Sell Event RFx Event Version: 4
Event Start Date:  11/12/2017 5:47AM EST Multiple Bids Allowed
EventEnd Date:  09/01/2018 05:47 AM EST Currency US Dollar

Clicktoreturn to
M Bid Mai
page

L

First n 1-2 0f 2 a Last

Cancelled
Posted

2 1 4

Posted
Posted

20/12/2017 5:00AM EST
21112/2017 8:37AM EST

View Edit Bid ReSDonse

Copy

Copvl Cancel IUgload

Return to Event Search

UNDP eTendering User Guide for Bidders - January 2018
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You will be asked to reconfirm your intention to cancel your bid by clicking on “Cancel this bid”.

At I ; Welcome eTendering Bidder User Guide to Atlas Community!
inance
a SF Home | Signout
Search: New Window | Help | Personalize Page
> Manage Events and Place Bids Cancel Bid
— View Events and Place Bids
— My Event Activi
- M;intain My Ustgr Contact Business Unit: UNDP1 Event Round: 1
— My Bidder Profile Event ID: 0000001595 Event Version: 4
— View Terms & Conditions . ) )
Event Name: eTendering Bidder User Guide Event Format: Buy
(2017)
Bid ID: 2

Bid Status: Posted
Last Saved: 21/12/2017 8:37AM EST

Cancel This Bid

Return to Bid Search

Clicktoreturn to
Manage Bid Main UNDP eTendering User Guide for Bidders - January 2018 52
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If you are sure you want to cancel the bid, click on “Yes”.

Message

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.

Yes

Clicktoreturn to
Manage Bid Main UNDP eTendering User Guide for Bidders - January 2018 53
page




After you cancel your bid, the Bid status will be changed to “Cancelled”.

Search:

©)

" Manage Events and Place Bids
— View Events and Place Bids

— My Event Activity

— Maintain My User Contact

View, Edit or copy from Saved Bids

Welcome, UNDPCompany

— My Bidder Profile

= View Terms & Conditions

Clicktoreturn to
M Bid Mai
page

Event Name:
Event ID
Event Format/Type:

Event Start Date:
Event End Date:

eTendering Bidder User Guide (2017)
UNDP1-0000001595
Sell Event RFXx

11/12/2017 5:47AM EST
09/01/2018 05:47 AM EST

Event Round: 1

Event Version: 4
Multiple Bids Allowed
Currency US Dollar

Version Bid Status

28/12/2017 8:19AM EST

| &

First BN 1 or 1 Bl L ast

Event Status Bid Last Saved

View

Copy

Return to Event Search

UNDP eTendering User Guide for Bidders - January 2018
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Check your registered email for a message confirming that your bid has been cancelled.

Bid Cancellation

Dear Bidder,

Please note that the bid you had either saved or posted against the referred event ID and version # has been cancelled. It may have been cancelled by you directly, or the system may have cancelled it automatically due to amendments made in
the tender, involving changes in the mandatory line items and bid factors. If you intend to submit a new offer for this tender, please post a new bid directly in the system. It is the responsibility of Bidders to ensure they have a valid and posted bid
in the system.

Cher soumissionnaire,

Nous vous informons que I'offre que vous aviez enregistrée ou publiée pour ID de I'événement concerné et le # de version a &té annulée. Elle peut avoir été annulée directement par vous-méme ou automatiquement par le systéme, en raison de
modifications réalisees sur l'offre, qui ont entrainé des changements dans les éléments de ligne obligatoires et les facteurs de I'offre. Si vous souhaitez réaliser une nouvelle soumission pour cette offre, veuillez la publier directement dans le
systéme. Les soumissionnaires doivent s'assurer que leur offre est valide et publiée dans le systéme.

Estimado licitador:

Tenga en cuenta que se ha cancelado Ia licitacion que habia guardado o publicado en relacion con la ID de evento y ndmero de version indicados. Quizas la ha cancelado usted directamente o el sistema puede haberla cancelado
automaticamente por enmiendas realizadas en |a licitacién, que conlleven cambios en las partidas y factores de Ia licitacion obligatorios. Si pretende enviar una nueva oferta para esta licitacion, publique una nueva oferta directamente en el
sistema. Los licitadores deben asegurarse de incluir una oferta valida y publicada en el sistema.

YBaXAEMbIA YYACTHUK TOProB!

OGpallaem BHUMAHWE, YTO 33ABKa, KOTOPYH Bbl COXDAHMMK WK PA3MECTUNK B COOTBETCTEMM C YKa3aHHLIM WASHTUDKUKATOPOM W HOMEPOM BepCUK TOProB, Gbina OTMeHeHa. BO3MOXHO, oHa Obina 0TMEHEHA HENOCPEACTEEHHO Bamu, wiu,

BO3MOXHO, CHCTEMA OTMEHWNA €€ ABTOMATUYECKH NO NPHYUHE BHECEHWA W3MEHEHWIA B TEHAEP, BENHOYAKLWWX H3MeHeHUA 00A3aTeNbHBIX I'IOSHL{HI""I W (DAKTOPOE KOHKYPCHOTO NpefnoxeHud. ECNK Bbl HAMepeBaeTeck NoJaTk HOBOE NPednoXeHe B
PaMEax AaHHOMo TeHOepa, nomanyﬁma, pasMecTHTE HOBOE KOHKYPCHOE NpeanoXeHWe HenocpeCTEEHHO B CHCTEME. YYaCTHUKM TOProB HECYT OTBETCTEEHHOCTE 38 pasMelleHne [LefCTBMTENLHOMO KOHKYPCHOMO NpEoNOHEHUA B CHCTEME.

EHrisiEA,

FAE, WIRESIRAER) 1D AR RIS ERNLEEWIUE. RS TTRCHEEEIE, S RS R P Rt HEETR S E RE M EEEE . MEETERTF MBENHRE, FERERRPHERINLE. BB
BE TEFRUIIERATREEHALE.

el ol so 5 dsel 300 Lo gl g 3 i e Epln Ay ollaal Ao e pl it Gy Vil Gl olall La 5 24_447&1 el 58 e a3al) a1 sl a8 ) Lol Al o e ) (Bt an e mg_iﬁ ellaall F lel e ela gl cplleall ama T

2ol e 15 VI B
gl i U je o 1 o gm0y
P".--.'| .__3,.-.‘_5‘,'_"”& P | =‘_-‘._,‘_~.=-,:«|:,_.;J= ve cllazll 3854 -’3".?:""5' JER Y- TPTLEN ollar -‘-‘;’__\_;l’j cellaall,
Event Details

Event ID: UNDP1 - 0000001583 Round 1 Version 1
Bid Number: 1

Event URL
Review and bid on this event.

A
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If a Tender is amended, a new version of that event will be created in the system. In most cases, bids posted to the older

version will remain in “posted” status, but it is important that the Bidder checks that their bid response corresponds
with the requirements of the newest event version.

Atlasrinance
enu &

/I\ IMPORTANT

If the amendments to the event

\

Search: . .
| ®) involve any changes to mandatory bid

Mmiage Evens ad Place ViEW, Edit or copy from Saved Bids factc?rs oIr line |tems', the':”statu:‘ ofa

Bids Welcome, eTendering Bidder User Guide previously posted bid wi be changed

— View Events and Place Bids to cancelled and you will have to

— My Event Activity Event Name: Video Cuide for Bidders submit a new bid response.

— Maintain My User Contact )

— My Bidder Profile Event D UNDP1-0000001598
- View Terms & Conditions Event Format/Type: S|l Event RFx

Event Start Date: 09/01/2018 4:28AM EST Multiple Bids Not Allowed

Event End Date: 15/02/2018 11:02 AM EST Currency S Dollar

[E First B g op e B Last

Bid 1D Round |Version Bid Status Event Status |Bid Last Saved

09/01/2018 11:06AM Vie Edil Bid Copy Cancel Upload

a— Fesponse

Feturn to Event Search

Clicktoreturn to
Manage Bid Main UNDP eTendering User Guide for Bidders - January 2018
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When amendments to the event involve any changes to mandatory bid factors or line items, the status of a previously
posted bid will be changed to “cancelled” and you will have to submit a new bid response. To confirm that their bid has
been cancelled, Bidders will receive an automatic email notification informing them that a new event version has been
created and that their latest bid submission has been cancelled.

2 Reply 12 Reply Al £33 Forward G5 1M
noreply@undp.org 2o 14,
Bid Cancellation Notification for 0000001595 - UNDP1

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

Bid Cancellation

Dear Bidder,

Please note that the bid you had either saved or posted against the referred event ID 0000001595 and version 3 has been cancelled. It may have been cancelled by you directly, or the system may have
cancelled it automatically due to amendments made in the tender, involving changes in mandatory line items and bid factors. If you intend to submit a new offer for this tender, please post a new bid directly
in the system. It is responsibility of Bidders to ensure they have a valid and posted bid in the system.

Veuillez noter que I'offre que vous avez enregistrée ou postée pour cet événement et pour le numéro 0000001595 de version 3 mentionnés a été annulée. Elle a peut-&tre &t annulée par vous directement,
ou par le systéme automatiguement en raison des modifications apportées a I'appel d'offres, impliquant des modifications obligatoires pour les articles et les facteurs d'offre. Si vous avez l'intention de
soumettre une nouvelle offre pour cet appel, veuillez publier une nouvelle offre directement dans le systéme. Il incombe aux soumissionnaires de s'assurer qu'ils ont une offre valide et publiée dans le
systéme.

Por favor, tenga presente que la oferta que ha enviado o guardado para esta licitacion con namero 0000001595 de versidn 3 ha sido cancelada. Puede que haya sido cancelada por usted directamente o de
forma automatica por el sistema como consecuencia de cambios realizados en items obligatorios y en factores de la oferta que conllevarian la modificacion de la licitacion. Si tiene la intencion de presentar
una oferta para esta licitacion, debe introducirla nuevamente en nuestro sistema de eTendering. Les recordamos que es responsabilidad de los licitadores asegurarse de que han presentado la oferta de
forma correcta.”

Ypasaembld y4acTHuk, Obpawaem Bawe sHumMaHwe, 4To nogaHHan Bamu 3aABka Ha y4acTve B ykasaHHOM KoHkypce event ID and version 3 Obina yaaneta. 3aAska morna bbimb oTMeHeHa Bamn unu
CUCTEMA AaBTOMATHUYECKN Y1anuna ee B Pe3ynbTaTe BHECEHHLIX M3MEHEHWI B YKa3aHHBIA TEHAEP, BKIIOYan M3MeHeHUs obA3aTensHLIX NO3WLMIA W ycnoBuii npeanoxennsn. Ecnu Bel xoTuTe BHOBL NOAaTh
3aABKY Ha y4YacTUe B AaHHOM KOHKYpPCe, NOXANYACTa, NoAanTe HOBOE NpeAnokeHue B cucTeme. Bbl HeceTe NonHyo OTBETCTBEHHOCTL 3a YCMELIHYH nofady Ballero npeanomeHus U ee NpUHATUE CUCTEMON.

FHE, BERTFHEMLL EEID 000000159550MA3 S r CHEE . TDURCENEERRE, BN TETRENREEMIFRAGANRE. TEREMEELEERENRNEZENEER
o IIRETEARRIBREERG , BERERGTEWFARN . REAFEAEERETRITOEAMAR

PR PR BFESY (e FOE-1E N S U EOP PRV NPT I g8 N AP 1= O PV | IS 0 8 - FOE LTV - JCRON JOYE e JESC A A (RENPVN [ FEDRPTE %< (i = | B [PYE St - P 1 - D POR. LN | Py 1S
S A e a5 aTlee sl ppnd oF o S ) Bl Gimsonl paie e o o3 5 S LRI 55 T nsal e el Bl a i eatliall s3] s e i) (5% oS 1] Becliall Al 3l 50 e,

Round: 1

Event ID: UNDP1 - 0000001595 ‘
Version: 3

Review and bid on this event |
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To submit a new bid response after event amendments lead to a bid cancellation, navigate to the Event Details page, and

click on the “Bid on Event” button. Follow the same steps as instructed in the section on how to Submit a Bid.

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

Search:
= Manage Events and Place Event Details
Bids
— View Events and Place Bids . . . . .
5 ivity i - Jlew, Editor Lopy rom Javed Bids
_ My Event Adivi Bid on Event Bidding Shortcuts:  View, Edit or Copy from Saved Bids
— Maintain My User Contact View Your Bid Activity
— My Bidder Profile View Bidding Documents
- View Terms & Conditions Upload XML Bid Response
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 My Bid Status:
Event Format/Type: Sell Event RFx
Event Round: 1
Event Version: 4
Event Start Date: 11202017 547AM EST
Event End Date: 09/01/2018 05:47 AM EST
Event Description:
Contact: Dalal Abdulrazzaq Payment Terms: Net 30
Phone: My Bids: 2 In-Process and Submitted
Email: dalal. abdulrazzag@undp. or Edits to Submitted Bids: Allowed
Online Discussion: Multiple Bids: Allowed
Live Chat Help:
Display: |,\|\ Lines +rBid Required (ZiLine Comments/Files
Line Description Unit Requested Quantity Status
1 * computer DOZ 20.0000
000 2 wr Ballpen (Black blue red) LOTUS EA 30.0000
Manage Bid Main UNDP eTendering User Guide for Bidders - January 2018
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4.0 Register Bidder Profile =

TOC

Bidders using eTendering for the first time must register for a Bidder User Account before
participating in any eTendering event. This section provides a brief overview of the bidder registration
process, how to log in to begin registration, and how to register your Bidder profile details in 8 steps.

4 N

» Introduction to Bidder Registration 2 key points to keep in mind:

» Action 1: Log in with event.guest

1. You should only register for an account once

> Action 2: Click on Register Bidder 2. Bidders are responsible for managing who

has access to their account, not UNDP

» Action 3 Register Profile Details \ Y

» Action 4: Confirm Registration & Create
New Password

@
UIN|
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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.

Action 1
Login with
event.guest

Action 2
Click on Register
Bidder

Action 3

Register Bidder
Profile Details

Action 4
Confirm Registration &
create new password

Select Type of Bidder Profile (Individual or Business)
Create Company profile and Users

Enter Company Address

Add Other Company Account Addresses (Optional - can be skipped)

Designate Addresses for Additional Users (Optional — can be skipped)

Accept Terms and Conditions

UNDP eTendering User Guide for Bidders - January 2018
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(A IMPORTANT \

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

To get started with registration, first-time users are required to use the following

generic credentials to access the eTendering site:
If you have forgotten your password, you need to click

v Username: event.guest ggst:;oﬁzrgotten Password link and create a new

v Password: why2change K )
v' Link: https://etendering.partneragencies.org

User name:
event.guest

Password:

| why2change

| toain Atlas

Change Password | Forgotten Password

To obtain support: Other resources: “Atlas” signals our global presence and a reliable and

UNDP Users UNDP Atlas Service Centre comprehensive way for finding information and connecting
countries to knowledge, experience and resources as we
UNFPA Users My UNFPA help people build a better life.

UNU Users UNU Atlas Information Centre
UN Women Users UN Women Atlas Intranet Page

<<“

(&7

= TN

Clicktoreturn to
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https://etendering.partneragencies.org/

Once you are logged in the event.guest account, navigate to the drop-down menu on the left hand side of the main

page, and expand the menu titled “Manage Events and Place Bids”.

Click on the “Register Bidder” link.

Clicktoreturn to
Regi Profil
Main Page

Atlasgr-

Search:
=dManage e and P 2 Bids

—View Events and Place Bids
I~ View Terms & Conditions

My Event Discussions o v

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

E" View Terms & Conditions
View terms and conditions for events.

" | Manage Events and Place Bids
Strategic Sourcing Events

=] Register Bidder
=] View Events and Place Bids

Login o

Login here as an existing User.

User ID: fevent.guest

Sign In |

ﬁf‘\ Register as a Sourcing Bidder
Click here to register as a bidder and to be able

Welcome event guest, Your Atlas Finance Last Login Datetime : 13.Dec.2017 17:05:22 GMT

There are no events to view.

Home | Sign out
Personalize Content | Lavout

My Sell Events

Event Name Event Type Start Date/Time End Date/Time: Status

Complaints Mechanisms and Public
Engagement

RFQ 453/17 Supply of Furniture to the
Directorate

CALL FOR PROPOSAL - CSO
ENGAGEMENT

Procurement of Dazatynib

Construction of Female Police Facilities

RFx

RFx

RFx

RFx
RFx

20/06/2017 6:35AM EDT ~ 31/12/2017 06:35 AM EST  Declined

04/12/2017 4:02AM EST 18/12/2017 06:00 AM EST

06/12/2017 8:46AMEST  31/12/2017 12:00 AM EST

15/11/2017 8:56AM EST 15/12/2017 03:00 AM EST
26/11/2017 10:34PM EST  27/12/2017 02:30 AM EST

See all of my events

10 bid on events. ! the top right of the page. j

e
/I\ IMPORTANT

It may take up to 3-4 minutes while the system
loads to the next page after you click on
Register Bidder. Please be patient and wait for
the page to finish loading without clicking on
any other links.

Page loading is indicated by the rotating icon on

UNDP eTendering User Guide for Bidders - January 2018
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Step 1: Select type of bidder

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

{0 Tip

For Question 2, always select the “Both” option. This will
enable the bidder to see all the ongoing tenders

Clicktoreturn to

Register Profi

MainPage

Atlage

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 >=>

* Required Field

UNDP eTendering User Guide for Bidders - January 2018

Cancel Registration
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Step 2: Create Company profile & users

*Company Name:

v" Must correspond to the name recognized and registered in relevant
registration office.

v Special characters are not permitted for company names.

v' If the company name you are trying to enter in the system already
exists you will receive an error message. Please click here for
assistance.

* First and Last names:
v" Name of the person authorized by your company to use the system
and represent the company.

*Email ID:
v' Must be a valid email address for your company. Please note that all
future communication from the system will be sent to this address.

*User ID:

v ltis strongly recommended to create a username with two parts
separated by a dot. For example: company.name

v' The username should ideally be related to the company name rather
than the name of the User.

v Special characters and spaces are not permitted for User IDs.

v'If the User ID you are trying to enter in the system already exists you
will receive an error message. Please click here for assistance.

Bidder Registration
Step 2 of 6: User Account Setup

Create a user account for your company. Optionally, If you want to add ancther 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 |eTer1dering Bidder User Guide

Company Website |
*First Name |USer [ Delete

“Last Name One

Title |E)-:ecutive Director

“Email ID i @ undp org

*Telephone 12345678 Ext
Fax |
“User |D|etenderir‘|g_biddEFQUid€'{ {User's account login name.)

I Save and Add Another User I

<< Back | I Next >» I :Q" Tip

* Required Field It is recommended to add atleast 2 users to allow
T several people from the same company to access the
eTendering site. To add another user, click on Save
and Add Another User, otherwise, click on Next to
proceed to step 3.

Clicktoreturn to
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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 Tendering Bidder User Guide

Company Website ‘

Step 2 (continued): Add more users

*First Name | Jser [ Delete

*Last Name |One

If you clicked on “Add Another User”, you will be prompted Title Execuitve Director

to enter additional information. U] rre—
*Telephone (12345678 Ext[

Fax |

Each user will have their own User ID and password.

*User |D|etender1'ng.bidderguide (User's account login namsa.)

Click “Save and Add another User” to add another User, or
click “Next” when done. “First Name User fl Delete

*Last Name I'rwg

Title \lanager

_“ \ ° *Email ID ommmemsws s @undp.org
TI p *Telephone 12345678 Ext
. . . Fax
If after registering, you need to update any of the user profiles, refer to the |
q 5 o *Uu 1D i i i (User's account login name )
section on how to Manage Bidder Profiles . ser 1D etendering bidderguide2

I Save and Add Another User I

77
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E << Back | I Next >> I Cancel Registrationl
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Required Field
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Look Up Country

Bouvet Island
Botswana

Central African Republic
Canary Islands

Canada

BIEEBREE|

)
T
m

Step 3: Enter Company address

]
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T
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In Step 3, the address of the bidder is
required. 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 on “Change
Country” and selecting the correct country
from the drop down menu.
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Czech Republic
Germany
Diibouti
Dominica

DMK Depmark |

(]

Bidders may complete the mandatory fields*
and leave other fields blank.

Once you have completed this section, click
on “Next”.

Clicktoreturn to
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Bidder Registration
Step 4 of 6: Other Account Addresses

Step 4: Add other company addresses
* Required Field

Step 4 is optional. Click on “Next” to go to next step.

The Primary Address you have entered for eTendering Bidder Guide is:

Marmovej 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:

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

O Ship To Address default location for where we ship your order (for when you purchase
goods/services).

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

<< Back I I Next => I Cancel Registration

* Required Field

Clicktoreturn to
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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.) Mext, 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

Step 5: Designate addresses for

. User Name Designate as Contact for
additional users User One Primary Address v
. . . . User Two Frimary Address v
Step 5 is optional and can be skipped. Click on | |
“Next” to go to next step. << Back | Cancel Registration |

* Required Field

7R
<
mn
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Bidder Registration

Step 6 of 6: Terms and Conditions

Step 6: Accept Terms and Conditions ey el

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

The last step in the registration process is the acceptance | agree to be bound by tne following Terms and Conditions:

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

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

If you agree, please tick “I agree to be bound by the
following Terms and Conditions” and thereafter click

to those who may choose to access the Site (‘Users”). The

(a) The UNDP maintains this web site (the “Site") as a courtesy

information presented herein is for informative purposes only.
The UNDP grants permission to Users to visit the Site and to

“Finish” . download and copy the information, documents and materials

If you do not agree to the stipulated Terms and Conditions,

<
click on “Cancel Registration”.
o |
* Required Field

Clicktoreturn to
Register Profile UNDP eTendering User Guide for Bidders - January 2018
Main Page

(collectively, “Materials”) from the Site for the User’s personal,
non-commercial use, without any right to resell or redistribute
them or to compile or create derivative works therefrom, subject

>

v

Cancel Registration
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Step 7: Complete Bidder Registration

Once you have accepted the Terms and Conditions, the following message will appear confirming successful registration:

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 completely and

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

o |

Register Profile UNDP eTendering User Guide for Bidders - January 2018
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Register Profile UNDP eTendering User Guide for Bidders - January 2018 71

When you have completed your online registration, you will receive an automated confirmation email. The email will contain:

v A temporary password
v’ Your User ID

v’ Instructions on how to create a new password for your eTendering account.

Bidder Registration Approved

Dear Bidder,

Y our registration for the UNDP online tendering system is now almost complete. As a last step, please clear your internet temporary files, cookies and history and log onto hitps://etendering. partneragencies.org. Sign in with your
username and the temporary password provided in this email, and change the password to the one of your choosing.

Please make sure that your chosen password meets the criteria below:

Is at least & characters long. Is maximum 16 characters long. Contains at least one capital letter, one small letter, and one number. Is not one of your last two passwords used for this account.

MNOTE: Please make sure that you type in the correct temporary password provided in the email. Preferably type it manually and do not copy/paste the whole password.

EHEE A,
83T UNDP fEHBRRme I MR B, (BaRid—5, HEbtEIIERRBERE I, cookies FOEERE0ER. 5 85 hitps.//etendering.partneragencies.org. ERABEIA FEMLEF# 4 +EHMRFEEEH . TEEEEND

ROl BRI I S LU T R

EEZEVSR S {EFEFH. &% 16lEFH. IEEL—EEFE. —BBFEH0—ENE. T=2RFIEPNEEREES-
FE AR E T RO IR E IR TS BITRF e, T RIS R AR .

il pie g 0

Pty TCR ',.a‘;ll b sl g B0 s pall a8 sllea 3 Lol (UNDP). ) dssl) ooy ond s gt ol g Ll 0 iy pat onlile g 3 5all o il codila mva 2la 1 on g

i el 523 g0 2l€ ) B gl T st e ) B S 0 30 g Lagles o e
/I\ IMPORTANT

staf sl judall | 355 g el el oGl (Lo
ilall gl g e B el asaals a0 YT aals 8 gy psea aaly e s e Sallls e saly e o Y1 e s 316 e lglsh un Y Jsas B o

User ID and Password * You can only use your temporary password once.

JerJIE izl gL files * You must generate a new password to login to your account

Ll gy all 4l gl e U Lytd € (Lol prian iy g 001 A0 0 8 Ll ol ol g gl € i€ Sl sl ol 1 b,
Password: SHMY78K3 .
and view events.

URL

logintoeTenderingSystem. | N
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1) Whenyou log into eTendering for the first time, you will be
prompted to create a new password of your choice. Enter
your User ID and the temporary password you received in the
registration confirmation email (see previous slide). Click on
“Login”. Do not click on “Change Password”,

4 )
/I\ IMPORTANT

Before logging in with your temporary password, please do the following:
* Clearyour internet browser history and close browser
* Re-open the browser and go to: http://etendering.partneragencies.org

* Type in User ID and password — do not copy and paste )

Atlas Agencies:

2) Create your new password by first entering

User name:

etendering.bidder
Password:

| Login I
Channgd | Forgotten Password

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

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.

UN Women Users UN Women Atlas Intranet Page

S?! ::L-:\I @UN 557 @ L usiren nanions @ Un J@" r“i‘ *
ss0WF WoOMENET  ASUeRw muVOLNTEERS N G LEL.uUN

i
I

yourtemporary password and then enteringa
password of choice followingthe criteria below.
Then click on “Change Password”.

Your new password should meet the following
criteria:

v' Have a minimum of 8 characters.
( ) v/ Contain at least one UPPERCASE LETTER.
" v Contain atleast one lowercase letter.
Register profile. ¥ Contain atleast one number
Main Page

UNDP eTendering User Guide for Bidders - January 2018

Password Change Request

etendering.seconduser please change your current password before continuing.

Old Password’

New Password |l..........l. |

Confirm New Password’

Change Password

Clear this form

Empowered lives.



5.0 Manage Bidder Profile =

TOC

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

> 5.1 View bidding activity
» 5.2 Update bidder profiles

> 5.3 Manage user access

@
UIN|
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5.1 View Bidding Activity

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 be displayed.

AtIaSF Welcome e Tendering Bidder User Guide to Atlas Community!
nance
Search:
| . ) .
— Manage Events and Place eTendering Bidder User Guide

Bids

i =i =
- My Event Activi

Click an number to view events below

Bl Events Invited To: 0 Events Bid On: 1 Events Awarded: 0
— My Bidder Profile
— View Terms & Conditions
* Search Criteria
Event Format: | - | ) Events Invited To (® Events Bid On ) Events Awarded
Event Type: | ~|  pate Range: From: [/  Through: £

Search |

F Legend

Events Find  First | [Py ) F

Event ID ormat Event Name Event Status  Start Date End Date Status
- LUMNDP1-00000015958 Sell eTendering Bidder User Guide Posted TM212017 5:47AM EST 09/M11/2018 5:47AM EST

RN
¢ (2017) &
i Refresh
Clicktoreturn to
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5.2 Update Bidder Profiles

To update your bidder profile, go to “Manage Events

and Place Bids” = “Mly Bidder Profile” and update
information as needed.

Please note that the username cannot be
changed.

Update User information such as email addresses
or phone number as needed. If you have more
than one User and would like to update their
profile, click on the top right hand arrow to
navigate to the next user profile as shown below.

Click on “Save” when you have finished.

Clicktoreturn to
Manage Profile
Main Page

At | a SFinance

Search:

©)

I Manage Events and Place Bids
— View Events and Place Bids

— My Event Activity

— My Bidder Profile
— View Terms & Conditions

— Maintain My User Contact

Company eTendering Support

User Information

First Name |etendermg

Last Name ISUF’F)O”

Title |Dummy bidder

Welcome etendering support, Your Atlas Finance Last L

First < 1 of 3 = Last

Emall ID fetendering.support@undp.org

Telephone 234234234

Fax |

Address | 1 C Main Address

User ID etendering.support.dummy

Ext

Add Contact I Delete

Save

UNDP eTendering User Guide for Bidders - January 2018
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5.3 Manage User Access

Welcome etendering support, Your Atlas Finance Last L

If a registered user has left your company and you AtlaSFinance

would like to re-assign their username to another enu e
employee, login to your account, go to the “My Search:

Bidder Profile” tab, and update the registered OB contacts |

- Manage Events and Place Bids ]
— View Events and Place Bids | ©ompany eTendering Support

— My Event Activity

email address, names and telephone as required.

User Information Find First < 1 of 3 = Last

— View Terms & Conditions

Click on the arrow on the top right corner to —_waimain My User Contact
q q 5 — My Bidder Profile
navigate to the next registered User Profile.

First Name |etendering

Once you update an email address, use the Last Name [support
forgotten password feature to reset the password. Title Bummy bidder

A new Password will be sent to the new email -
Email ID |:tendering.suppon@undp.org I

address. Follow steps to change password.

Telephone |234234234 Ext |

Fax |

Address | 1 C Main Address

User ID etendering.support.dummy

Click on “Save” when you have finished.

Add Contact I Delete |

Save

G
(\?t<“/

7
S &

Clicktoreturn to
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6.0 Helpdesk Support e

TOC

This section provides details on who to contact for technical assistance, how to address some
commonly asked questions and where to find additional resources on eTendering.

» 6.1 Technical assistance
> 6.2 Additional resources for bidders
> 6.3 Frequently asked questions

> 6.4 Forgotten password

@
UIN|
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6.1 Technical Assistance

If you experience technical issues with the bid submission process, please contact the focal point of the
procurement office as indicated in the solicitation document of the tender you wish to bid on.

To ensure your case is resolved as quickly as possible, when requesting helpdesk support, it is always
recommended to share the following details:

* Your User ID and Company name
* The Event ID you are participating in (if applicable)
* Screenshots of any error or warning messages

* A brief description of the steps you took before encountering any errors or issues

Please always prepare and submit your bid well in advance of the deadline of the event so that any issues
can be addressed in time.

Clicktoreturn to
Helpdesk Support UNDP eTendering User Guide for Bidders - January 2018

Main Page
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6.2 Additional Resources

To view additional resources on eTendering, including video user guides and translated versions of this
user guide (French, Spanish, Chinese, Arabic and Russian), go to the UNDP Procurement Notice Page

http://procurement-notices.undp.org/ and click on “More Information for Bidders” at the bottom left
hand side of the page.

« ‘ Resources | UNDP 5 UNDP | Procurement Ne X — +
< - O @ I procurement-notices.undp.org I

Home  About UNDP  The Sustainable Development Goals  News Centre

United Nations Development Programme

Procurement Notices

Berzrll T J Current Procurement Notices | ~Search Notices | | Awards

+ Procurement at UNDP
« Sustainable procurement
+ Procurement training

Current Procurement Notices

« About us

Development Area Ref Title UNDP Office UNDP Country Deadline
No

Business opportunities SERVICES 43475  IC/UNDP/BRG/3087/001/2018 - Support Specialist for GIS Peatland UNDP Country Office INDONESIA 23-Jan-18

for Peatland Rewetting Infrastructure (National Position

= Procurement notices
+ Contract awards

OTHER 43474 BIH/RFP-001-18 Promoting and Operationalizing a Community Hub UNDP Office BOSNIA AND 08-Feb-18
Model in the MZ project partner local communities HERZEGOVINA
CONSTRUCTION 43398 12175 PAN 2017 - SUMINISTRO DE MATERIALES Y MANO DE OBRA UNDP Country Office PANAMA 23-]an-18

Vendors PARA EL SERVICIO DE PINTURA DE LOS CENTROS DEL INADEH DE LA

CHORRERA Y LAS [AJAS DE CHIRIQUT

- Doing business with UNDP

OTHER 43472 1AL UNFPA/Guatemala/2017/CEN181 "Adquisicién de Suministros para | UNFPA GUATEMALA GUATEMALA 25-1an-18
- How we buy G

Etapa Censal
+ Qualifications and eligibility POWER 43471 RFP/UNDP/Common Services/2017/014:Grounding and lightning RBA, Monrovia LIBERIA 11-Jan-18

+ Protest and sanctions

« Supplier ethics/code of conduct (pdf)
- More information for bidders

Protection System Assessment and Maintenance PAP Building

CONSULTANTS 43470 SDP-03-2018-SOLICITUD DE PROPUESTAS PARA SERVICIO DE REPUBLICA DOMINICAN 24-Jan-18
CONSULTORIA PARA FL | EVANTAMIENTO Y MEJORA DE LOS DOMINICANA REPUBLIC
PROCESOS INTERNOS DEL A.D.N.

H® ® @

Helpdesk Support UNDP eTendering User Guide for Bidders - January 2018
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6.3 Frequently Asked Questions

During Registration:
I just logged in to event.guest to begin registration but the system is very slow and does not seem to be loading properly.

It can take up to 3-4 minutes forthe system to load afteryou click on “Register Bidder”. Please wait and do not click on any other links.
You may also try refreshingyour browser if it is takinglonger than 4 minutes to load. If the problem persists please contact your
procurement focal point for further assistance.

The company name | want to use to register my Bidder Profile has already been taken. What do | do?

If your company has never registered for eTendering before and you receive an error message that thiscompany nameis already taken,
please modify the company name slightly, notingthat special characters are not allowed. For more information please click here.

If you have already registered for a Bidder account before, but cannot remember your credentials, please do not register fora new

account. Instead, go to the section on Forgotten Passwords.

The User Name | want to use to register my Bidder Profile has already been taken. What do I do?

If you have never registered asa User on eTendering before and you receive an error message that the user nameis already taken, please
select a different user name. For more information please click here.

If you have already registered for a Bidder account, but cannot remember your credentials, please do not register for a new account.
Instead, go to the section on Forgotten Passwords.

Clicktoreturn to
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6.3 Frequently Asked Questions

I have received the temporary password after registering, but when I try to log in to activate my account, | receive an error message.

Please refer to the instructions on creating a new password. If you still receive an error message after multiple attempts, please contact
helpdesk support.

Log In Issues:
I cannot remember my password.

To reset your password, please go to the section on Forgotten Passwords.

I cannot remembermy user name.

If you cannot remember your user name please contact the focal point of the procurement office asindicated in the solicitation
document of the tender you wish to bid on.

During Bid submission

I cannot download tender documents.
Please ensure that yourinternet browser has enabled pop-ups. For more information on how to view and download solicitation
documents, please go here.

RN
: @)

NS
UIN|
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6.3 Frequently Asked Questions

Why do | get an error message when I try to upload a document into the system?

When uploadingfiles please note the following restrictions:

* Thefile name can only contain 60 characters.

* Ifyouare uploadingalarge number of files (ex. 15 or more), please zip the files into a ZIP folder and upload the folderinstead 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 45MB.

* Individualfile sizes cannot exceed 45MB in size.

For more information on uploadingfiles, please go here.

I submitted my bid but did not receive a bid confirmation email.
If you do not receive a confirmation email, you can confirm the status of your bid and check if it has been posted directly on the
system. Please click here for furtherinformation on viewingyour bid

Managing your Account

Can | update the contact details in my bidder profile?

Yes. To update your bidder profile and other users registered under your profile, go to “Manage Events and Place Bids” = “My
Bidder Profile” and update information as needed. See Section 5.0 Manage Bidder Profile for more information.

Helpdesk Support UNDP eTendering User Guide for Bidders - January 2018
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6.4 Forgotten Password

If you have forgotten your password, please take the following steps:

Go to www.etendering.partneragencies.org and click @ You will be prompted to enter your Atlas ID, which
on the Forgotten password link. is the User ID you selected during registration and
the associated email address. Click on Submit.

User name:

Forgotten Your Password
Password:

Please enter your Atlas login ID and e-mail address.
—
=g A t I a S Veuillez taper votre nom d'utilisateur et I'adresse eélectronique correspondante.

Change Password | [Forgotten Password Escriba su nombre de usuario y la correspondiente direccion e-mail.

Atlas Login ID: ~ [etendering.bidderguide |

To obtain Other resources:
. . "Atlas" signals our global
support: UNDFP Atlas Service presence and a reliable and
UNDP Users Centre comprehensive way for finding . -
information and connecting e-mail address: I)OOO(@yahoo.com| a I
UNFPA Users My UNFPA countries to knowledge,
UNU Users UNU Atlas Information experience and resources as we
UN Women Centre help people build a better life. Submit | Clear this form

Users UN Women Atlas Intranet

Page

RN
@)
NS
= [
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http://www.etendering.partneragencies.org/

6.4 Forgotten Password

@ The security hint that you selected during the registration
process will appear. Enter the correct answer and click on

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 " [blue

Submit [ Clear this form

@ 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 ! ***

Dear Bidder USer Guide,

On your request, your Atlas system password has been reset.

permanent password.

Your Atlas temporary password is: 9PHUA3ZE

Q Tip

Q Tip

Please note that the security answer is sensitive to capital letters.
Be sure to type the answer exactly as it was typed during the
bidder registration.

Clicktoreturn to
Helpdesk Support
Main Page

r
A IMPORTANT

Before logging in with your temporary password, please do the following:
* Clearyour internet browser history and close browser

* Manually type in User ID and password — do not copy and paste

* Re-open the browser and go to: http://etendering.partneragencies.org

\

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

Your new password should meet the following criteria:
* Have a minimum of 8 characters.

* Contain atleast one UPPERCASE LETTER.

* Contain atleast one lowercase letter.

* Contain at least one number

U[N]|
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Thank you for using UNDP eTendering!
To view additional resources such as instructional

videos for bidders and this user guide in other
languages, please click here.
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