UNDP eTendering System

Presentation for suppliers
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What is eTendering

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

e As of September 1%, all UNDP International

Competition Tenders valued above USD 150,000 are to
be managed via eTendering system.

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

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

e Self registration process online and self maintenance of
the profile.

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

e Submitting offers online, including uploading of
supporting documentation.

o Withdraw or edit offers online with few steps.

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



Main features — continued
B

e No late bids allows.

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

e No changes allowed to bids information during
evaluation.

o Automatic public bid opening report for ITBs.

Examples and screenshots from system:



Bidder trying to submit bid after deadline

.0Oct.2017 17:18:03 GMT

Welcome undpcompany two, Your Atlas Finance Last

Save for Later | Valdate Entries

Event Details
Bidding Shortcuts:  View Your Bid Activity

Event Name: email test
Event ID: UNDP1-0000001566 Wy Bid Status:
EventFormatType:  RequestFor  RFx

Information
Event Round: 1
Event Version: 1

Event Start Date: 200 Joaucn

Event End Date: RFI Completed

Event Description:

Contact: Dalal Abdulrazzag Payment Terms: Net 30
Phone: My Bids: 0

Email: dalal abdulrazzaq@undp or Edits to Submitted Bids:  Not Allowed
Onling Discussion: Multiple Bids: Not Allowed
Live Chat Help:

Return to Event Search

Event Name: notifications
EventID: UNDP1-0000001564 Bid ID: New
Event Format/Type:  Sell Event Bid Date:
Event Round: 1 Bid Cumency: USD S Dollar
Event Version: 1
Event Start Date: 181102017 9:31AM EDT
Event End Date: 151172017 09:31 AM EST
ViewiAdd General Comments and Attachments
Hide Additional Event Info
Description:
&

Contact: Roland Koxhaj Payment Terms: Net 30
Phone: Billing Location: United Nations Development Pro
Email: Toland koxhai@undp.or Event Currency: Dollar
Online Discussion: Conversion Rate: 1.00000000

Edits to Submitted Bids:  Allowed

Multiple Bids: Allowed




Bids information not editable in the system DP
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Rid receint confirmation email

Your bid for "UNDP1-0000001558 528224 retest 6" has been received Personer

dalal.abdulrazzaqg@undp.org

Bid Confirmation
This is a confirmation of your bid placed on the UNDP Procurement event "UNDP1 - 0000001558 528224 retest 6” listed below. Please note that if you edit your posted bid and click on “Save for later”, the system will automatically remove your originally posted bid. In order fo re-post i, 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.

Ceci est une confirmation de volre offre placée sur la page des marchés UNDP Procurement event "UNDP1 - 0000001558 528224 retest 6" ci-dessous. S'il vous plait noter que si vous modifiez votre offre postée et que vous cliquez sur Sauvegarder pour plus tard « Save for later », le
systéme va i it suppril vofre offre i t posté. Si vous voulez reposter ca encaore, vous devez cliquer sur Soumetire offre « Submit bid » 2 nouveau. Il est de vetre entiére responsabilité de vous assurer que volre offre est affichée avec succés dans le systéme. 51

vous plait lire le mode d'emploi pour plus de conseils

Confirmames que su Oferta ha sido recibida en nuestro sistema como UNDP Procurement event "UNDP1 - 0000001558 528224 retest 6", de acuerde con los datos listades méas abajo. Muy importante, por favor tenga en cuenta que si ahora Ud. procede a editar su Oferta una vez recibida
y escoge |a opcion de “Save for later, el sistema automaticamente considerara su Oferta coma no recibida. Por lo tanto, serd r que vuelva a infroducinp su Oferfa en el sistema para que sea considerada, una vez ha terminade los cambios. Es su enfera responsabilidad
asegurarse que su Oferta ez debidamente introducida en el sistema. Por faver, refiérase a la guia de usuario para mas informacian
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FHUNDP Procuremant event "UNDP1 - 0000001553 528224 retest 6" 721
BUTAFPEERIESES.

£, EFEFET—F ‘Saveforlater, Ef& S8 EE:

I "Submit bid". F P4

JaxHoe ABMAETCH MOOT NogaHHoit Bamn 33ABKKM Ha YHECTME B YEASAHHOM HIDKE KOHKYPCE no 2akynkam UNDP Procurement event “UNDP1 - 0000001558 528224 retest 6”. NomanyiicTa, o0patmTe EHMMAHWE, B CIY4ae NI3MEHEHNA Balero npeanmrers n HaxaTna
KHONEW “CoxpatinTe Ha noton” ("Save for later”), cucTema asTomaTtuyeckn yaanuT Bawe nepeotadansHoe npegnosedne. Ecnu Bol X0TWTE BHOBL NOAATL NPEANEKEHHE, HKMATE KHeNKY “Mogath npeanokeque” {"Submit bid"). Bol HeceTe nonHyk OTEETCTEEHHOCTD 5@ YCNelHyo nogasy
Balwero npear & cucTeme. T WcTa, £Cb C PYKOBOACTEOM TENA ANA NONYYEHKUS GONSe NOAPOGHEIX MHCTPYKLMA

Event 1D: UNDP1 - 0000001558 Round 1 Version 2
Event Name: 528224 refest 6

Bid ID: 2
Date Posted: 06/10/17 11:02:47AM EDT

Event URL
*You may review your bid for this event by clicking on this link.

A

Your_Bid.pdf



E
PDF bid system generated file, one at the top showing total bid price and time bid was posted one with the list of
attachments uploaded with the bid

UlN
B3 UN Development Programme

Event Details

Procurement Notice
Event D Format

Type Page Bidder: undpcompanytwo
UNDP1-0000001558 Sell RFx 1 UNDPCOMPANYTWO
vent Roun; ersion Tampa FL
H 2 United States
Event Name
528224 retest & Submit Te: UN Development Programme
lart Time Finish Time UNDP Headquarters Office in New York
10/06/2017 16:21:00 CET 10/23/2017 17:21:00 CET One United Nations Plaza
DC-1-1790
Event Currency: US Dollar New York NY 10017
Bids allowed in other currency: N United States
Contact: Dalal Abdulrazzaq
id Number: 2 Phone:
id Date: 10/06/2017 17:02:17 CET Email: dalal.abdulrazzag@undp.org
otal Bid Amount: 420.00

Event Description

E UN Development Programme Event Details (COI’It.)

Procurement Notice

Event ID Format Type Page Bidder: Test Co One
UNDP1-0000001565 sell RFx 2 Test Co One

Event Round Version Kabul

1 1 Afghanistan

Event Name

Email notification for RFI Submit To: UN Development Programme
Start Time Finish Time UNDP Headquarters Office in New York
10/18/2017 16:38:00 CET 11/18/2017 16:50:00 CET One United Nations Plaza

DC-1-1790
Event Currency: US Dollar New York NY 10017
Bids allowed in other currency: No United States
Contact: Roland Koxhaj

Bid Number: 1 Phone:

Bid Date: 10/18/2017 16:54:49 CET Email: roland.koxhaj@undp.org
Total Bid Amount: 3,000.00
Bidder Information

Firm Name:

Name: Signature: Date:
Phone #: Fax #:

Zip Code:
File Name :Screenshot_from_the_system.docx, File Description :test document I




Public bid opening report process

Public Bid Opening Notification for 0000001552 UNDP1  inbox

noreply@undp.org
to [+

Public Bid Opening Notice
Diear Bidders,

Please find the Public Bid Opening report for the referred event in which you have parficipated.

X

Oct 6 (12 days ago)

Please note that this is simply information on bids received through the system and does not indicate any ranking, scoring, or winner for this event.

All the bids received will be evaluated in line with the advertized criteria and upon completion of the evaluation process, successful and unsuccessful bidders will be nofified

|

accordingly.
Country Name Company Price Bid Currency
United States undpcompanyfive 990 usD
Afghanistan Test Co One 930 uUsD
Afghanistan Test Co Three 990 usD




How to register in the system

Video quide on how to reqgister - ENGLISH

Video quide on how to register - FRENCH

Video quide on how to register - SPANISH

Video quide on how to register - RUSSIAN

Video quide on how to register - ENGLISH WITH ARABIC SUBTITLES
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https://www.youtube.com/watch?v=Trv1FX6reu8&feature=youtu.be
https://www.youtube.com/watch?v=SLbIvo8OIZ4&feature=youtu.be
https://www.youtube.com/watch?v=WAyu6Yn4YqA&feature=youtu.be
https://www.youtube.com/watch?v=lhtEkSXqMBs&feature=youtu.be
https://www.youtube.com/watch?v=eQCl8WmgkDU&feature=youtu.be
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Important points related to registration
I

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

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

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



mailto:UNDPbids.company@company.com
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Important points related to registration -
. N
% D|P
v" Do not create more than one user. In all cases, at least one user
must be associated with primary address.

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

v Follow instructions on changing password: clear cache, close

browser, type in password correctly and do not copy paste. Log
in with temporary password first and then change password.

v' Keep profile active. If you do not sign in for 3 months, your
account becomes inactive and needs to be activated by UNDP.




How !o searcH For Eenaers and submit and manage offers in

the system

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

Video quide how to search for tenders and submit offers - FRENCH

Video quide how to search for tenders and submit offers - SPANISH

Video quide how to search for tenders and submit offers - RUSSIAN

Video quide how to search for tenders and submit offers - ENGLISH WITH
ARABIC SUBTITLES



https://www.youtube.com/watch?v=cy34AXsYMrc&feature=youtu.be
https://www.youtube.com/watch?v=wouxXkc6e6I&feature=youtu.be
https://www.youtube.com/watch?v=Fdn9SQO8e1U&feature=youtu.be
https://www.youtube.com/watch?v=TAoir7afaAo&feature=youtu.be
https://www.youtube.com/watch?v=Z2UgTiyVY4o&feature=youtu.be
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Important points related to submitting offers
I
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v If you use advanced search, make sure you clear filter for future
searches, otherwise you will not see other tenders.

v" For Request for Proposals (RFP), remember to put price as 1 in
the system and upload financial proposal as password protected
file. Failure to comply may result in rejection of your offer.

v" Make sure you follow the right steps for uploading documents:
upload>browse>open>upload. Then to upload another file: Add
new attachment, then again upload>browse>open>upload.

v' Remember to save bid after each file upload to not loose
progress in case you are timed out without saving.

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

v’ Start preparing bid response in advance. DO NOT LEAVE IT FOR
LAST MOMENT. You can upload historical documents (registration

documents, financial statements, and save progress).
T
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Important points related to submitting offers
B
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v

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

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

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

v Consult user guide and videos at UNDP website:
https://www.undp.org/content/undp/en/home/operations/procur
ement/business/procurement-notices/resources/

v' Read section 6 of the user guide for FAQs.

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

v" Never share password or other confidential information when
requesting support.


https://www.undp.org/content/undp/en/home/operations/procurement/business/procurement-notices/resources/
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