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Introduction

Severalof United Nations(UN)AgenciesncludingUnited NationsDevelopmentProgramme(UNDP) United Nations Entity
for GenderEqualityand Empowermentof Women(UNWomen),United NationsCapitalDevelopmentFund(UNCDF)Jnited
Nations Volunteers(UNV),have partnered together to use a unified new ERPsystemfrom Oracle Cloudthat includesa
supplierportal that will manageinteractionwith suppliersfor solicitationprocessand contractmanagement Thisdocument
Is intendedfor any supplierwho wishesto do businesswith any of the aforementionedUN AgencieqPartnerAgenciesand
to serveasa guideon how to usethe online portal system

In the initial phaseduring 2021, the new portal will function in parallelwith existingsystemsof PartnerAgenciesand will be
utilized only for specifictender processedrom selectOffices Therefore,suppliersneedto registerand useOraclePortalonly
for the specifictender opportunitieswhich are managedviathe Oracleportal. Duringthis initial period, the PartnerAgencies
will continueusingexistingonlinetenderingsystemssuchasATLAS TenderingJnTend etc. Suppliersneedto useprofiles of
thosesystemdoor registeroneif needed)to participatein tendersmanagedn the other platforms

@
U[N]
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Quick References to the Guide

TheSupplierPortal guideis intendedfor individualsor companiesvho wishto participatein atendersmanagedhroughthis
portal or registerasan authorizedsupplierto acknowledgeand managecontractagreementsviathe portal.

Forquickreference,you cannavigatedirectly to a specifictopic by clickingon the relevanthyperlink

A Tocreatea profile and registerasa supplierin the portal, pleaserefer to the sectionon how to Registera Supplier
Profile.

A Tosearchfor Tendersand downloadtender documentswith aregistereduseraccountpleaseclick here.

A If you alreadyhavean accountand wish to participatein a tender, pleaserefer to the sectionon How to Submita
Bid

A If you havean account,but haveforgotten your password pleaseclickhere.

A If you are experiencingany technicaldifficulties with signingin, registration,or bid submissionpleaserefer to the
sectionon HelpdeskSupport.

TheTableof Contentsprovidesa detailedoverviewof all the topicscoveredin this UserGuide
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1.1 How to use the Guide

TOC

This guide is organized in several sections that correspond to different functions of the Supplier Portal such asoregistrati
submitting bids, maintaining profile, etc.

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 brielvovervie
of the content of that section with hyperlinks.

Throughout the document, there are three types of hyperlinks:

- 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 hey¢he reader can go directly to the TOC page of this document.

RN
&)
..... ) m
Click to return to . . EE
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1.2 What is Supplier Portal?

The Supplier Portal module is designed to facilitate Supplier interactions during tender process and later for contract
management. The system aims to enhance the integrity and transparency of the procurement process and enables the
streamlining of the processes: Suppliers can use online portal to view solicitation documents, submit their bids, communicate
with procurement office, etc.

A~

¢CKS {dzLJLJX ASNI t 2NIIf a@aiGdSY | RRNEBA & Sfairndsshn@grityFrdegpRreney@nd G | £ LIN.
accountability.

Some of the main benefits of the system are:

V' No late submissions are acceptetihe system will automatically not accept any bid after the deadline.

V' Electronic sealed bidd’he 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 biddhe system stamps all information submitted by suppliers and prevents anyone from
altering, deleting, or adding anything to the bid after the deadline for submission.

V' Streamlines the bidding procesSuppliers can register in the system, retrieve all information and solicitation documents,
submit their bid online, edit it directly in the system, and receive automatic notifications once the evaluation is fiaatdized
the contract is awarded.

V' Provides an audit trailAs the Supplier Portal system records all activity in the system, it keeps an audit trail for increa: (
accountability and transparency. w

Click to return to
Introduction UNDP supplier portal guidedugust 2021 6 EE
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2.0 Register Supplier Profile e

TO0C

Suppliers using Supplier Portal for the first time must register for a Supplier User Account before
participating in any online tender. This section provides a brief overview of the supplier registration
process, how to log in to begin registration, and how to register your Supplier profile.

You should register for an account only once. If you
U Introduction to Supplier Registration do not remember username or password, use "forgot
(i Step 1: Enter the company details : |
U Step 2: Enter the contact (user) details
U Step 3: Enter the company address
U Step 4: Blect the Business classifications

U Step 5: Select the Products & Services

U Step 6: Complete the guestionnaire and finish the
reqgistration

U Set the password and login to the system @
U|N]
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The first time a bidder enters eTendering, a dime registration process is required. Bidders only register once, and thereaiter
eTendering with their owmiser nameand password.

Compile the required

information needed for
the registration

Action 2
Click the link for
Supplier registration

Action 3
Register Supplier
Profile Details

Action 4
(_) Create password
and login the syste
Click to return to

Register Profile
Main Page

Mandatory:

V D-U-N-S number (if you have one) and taxpayer ID or Tax registration number.

V Company name as legally registered.

V Contact details for maintain the account. Read more details in the guide.

V Legal address of the company.

V Documentation required if your company falls under one of the categories as explained in the guide.
V Document about women ownership status of the company if relevant.

Recommended:

V Brief description of the company profile.
V Copies for company registration documents.
V Copies of following documents if you possess them:
V 1SO 9001, ISO 14001, ISO 14064, or equivalent;
V Internal company policy documents relevant to these quality requirements;

UNDP supplier portal guideAugust 2021
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To start the registration of your supplier profile please dlieke.

Alternatively, you may open any of the open procurement notices published on the UNDP Procurement
Notices website and click on the Supplier Registration link.

/ IMPORTANT \

If you are already registered in the system but do not remember password
pleasedo not register again

Please clickereto login the system with your User ID (email address) and the
password. If you have forgotten your password, you need to click on the
Forgotten Passwordink and create a new password.

-
AN Y

Click to return to . _ mﬂ
Register Profile UNDP supplier portal guidedugust 2021 9
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https://estm.fa.em2.oraclecloud.com/fscmUI/faces/PrcPosRegisterSupplier?prcBuId=300000127715297&_adf.ctrl-state=c8ydma0me_1&_afrLoop=3481166475144773&_afrWindowMode=0&_afrWindowId=null&_afrFS=16&_afrMT=screen&_afrMFW=1280&_afrMFH=610&_afrMFDW=1280&_afrMFDH=720&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=144&_afrMFG=0&_afrMFS=0&_afrMFO=0
https://estm.login.em2.oraclecloud.com/oam/server/obrareq.cgi?encquery%3D%2FIf6mUZq3RBCgQ6mirGaWVHwStcqQK8vP7SaklnNUU3DWbm%2FVKuYxvP61AaXpq9OYwxvDoFCsvdfxDzqTaVKwUlq8MupuYnNUrtOOYSiyBWLGMRi9slubrh4Oo9JLpe%2BNRMD9Pi0vdZWoELloF39te2abuuxhOvwfwbPeoRYxSPoMBTU25N0ZQJshWsCFnBMIeNoZoTIp2BLuXnudYIbQzMcpbEWxubK2UG8pb%2FV1qQSa0v659fZBvVYj4jBmPnvtVIEvmYVNXspS8aXwCrrNWUAfIJavCMU7%2Bxr8wSpVB3OWQcLviAvJuggEDcpoXLkxkq%2BN5l8solnCxbdhHUI6TpJ6pOY2DV5ztZGDwxuiy5IO0ZXPmW96XqNejgWkGA9f7J28AQpHM%2FEVVct%2FgsZTwGzMZ0YqPA%2BM6PLUjRyjRz09Dh2ki%2FYg4S%2FAQZuKCOQlFbn%2BAfi82jAWWyEcn7qRuEMFts%2FyGiUO8FyPvWfwYQMlkt5aAW9shfwXfS21c5jPsHsw06QvtJYlmZwwkXF4g%3D%3D%20agentid%3DOraFusionApp_11AG%20ver%3D1%20crmethod%3D2%26cksum%3D2f145c8d192cc2c4bd3301be3f8d7deff69c419c&ECID-Context=1.005lWo8z8si3z015RvK6yd0006HQ0000BJ%3BkXhgv0ZCLILIGVAPnJPRLPJBaHRO_JVB6UOPFMTPmMTQ_NS

Step 1. Enter the Company Details

1 —0—©
Company Contacts Addresses
Details

Register Supplier: Company Details

Enter your text here
Enter your text here

Enter a value for at least one of these fields: D-U-N-S Number, Taxpayer ID, or Tax Registration Number.
- R %5 Ptoir S £ - AP

* Company | XYZ Export-Import

* Tax Organization Type | Company/Corporation v

* Supplier Type | Supplier v

Corporate Web Site

Attachments None =j=

Click to return to

In the first step of registration, the supplier must enter/select
the following Company Details (all fields marked with * must be
filled):

A Company (name)

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

Special characters are not permitted foames

If the company name you are trying to enter in the system
alreadyexistyou will receive an error message. Check
Helpdesk section for instructions on how to proceed.

Tax Organization Typ8elect one of the options
from the dropdown menu.

A Supplier Typéeselect one of the options from the dropdown
menu. Companies should select the option Suplier.
Individuals should select the option IndividgaContractor.

Optional:
A Enter the link foicCorporate Web Site.
A Add relevant documents (if any) in tii¢tachments

Register Profile UNDP supplier portal guidedugust 2021 10
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Step 1 (continued): Enter the Company Details

Enter a value for at least one of these fields:

A D-U-N-S Numbeir(it should contain 9 or 12 digits)

D-U-N-S Number

Tax Country

Taxpayer ID

Tax Registration Number

A Taxpayer ID
Note to Approver
A Tax Registration Number
The Taxpayer ID and the Tax Registration Number are
greyed out by default. Please select fhex Country
first and the other fields will open for completion.
Click to return to
Register Profile UNDP supplier portal guidedugust 2021

Main Page
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123456789

Angola

0001234567

000012345678|
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77
(\tt<"’/

D] P

Empowered lives.
Resilient nations.



Step 1 (continued): Enter the company details
Country of OriginSelect a country from the dropdown menu

First/Last nameNameof the person authorized by your

company to use the system and represent the company.

Email addressMust be a valid email address for your

company. Please note that thisneail address will be used as
User ID to login the system and all future communication

from the system will be sent to this address.

4 A IMPORTANT

To avoid issues and keep controlyolur supplier
profile in case the employee working dine bids

submission leaves the company, please ugerzeric

e-mail address that multiple employees of

(—) Qourcompany have access to.

Click to return to

Register Profile
Main Page

~

J

Additional Information

* Country of Origin I Angola ¥ \ UNGM Vendor ID

National Identifier | ‘

Your Contact Information
Enter the contact information for communications regarding this regiswalion.

* First Name ‘ User

* Email ‘ tenders@xyzexpimp.com

* Confirm Email

* Last Name ‘ One |
tenders@xyzexpimp.com |

UNGM Vendor IDf you are already registered on the
UNGM Website, enter your UNGM Vendor ID.

Once all the info is entered, click "Next'"Contacts"
to go to the next step.

UNDP supplier portal guideAugust 2021 12
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Step 2: Review the Contact(s)

‘G Tip

The system times out after a certain time of inactivity
and any unsaved changes will be lostsage the data

On Step 1, you entered the contact details (first, last name and = &néredatany moment prior to completing the

. . registration and to be able to continue working on the
the email address).On this page you can add more contacts, registration later, pleaselick the "Save for Later"
however we advise you to initially keep one contact only. button.

More explanation is provided in th#laintain supplier profile The system will send anreail to the email address

section (insert hyperlink). entered at Step 1 of the registration, containing a link
To go to the next Step’ please click "Next" or "Addresses". that you should click to continue the registration.

© 2 —0—0—0—0—0
Company Contacts Addresses Business  Products and Questionnaire Review
Details Classifications  Services

Register Supplier: Contacts @ | | [cancel |

Enter your text here
Enter your text here

Enter at least one contact.

Actions w View w Format w < Create " Edit J{ Delete iw | Detach
Name Job Title Email Administrative  Request User Edit Delete
Contact Account
One, User UNDPtenders@abcexpim... v v V4 ) 4
e Columns Hidden 7
i
Click to return to _ )
Register Profile UNDP supplier portal guidedugust 2021 13
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Step 3: Enter Company address

In Step 3, clicKreateto enterthe supplieraddress.
Please pay special attention to the selected countRor all

bidder profiles, the system will automatically default the Columns Hidden 3
country to USA. If this is not the correct country for the biddel

address, please make sure to change it accordingly. by clicKit ... aaress

on Searchin the Countrydropdown menu.Then, search and

select the correct country from the drop down menu.

Click to return to

Register Profile
Main Page

Register Supplier: Addresses

Enter your text here
Enter your text here

Actions w View w Format w Edit

O O -
Company Contacts Addresses
Details

il o Kot TR AR

Delete Freeze |u"| Detach
Address Name Address
No data to display.
* Country | United States | v |

Address Line 1 | Afghanistan, Islamic State of AF

Address Line 2 Aland Islands AX

Albania AL

Ccity
Algeria DZ
State

American Samoa AS

Postal Code | ppqqrra AD

4 Address Contacts  A"99a AO

Select the contacts that are assog Anguilla Al
RN
: (&®)
Actions w View w Format y Antarctica AQ & 93
NS

=
Antigua and Barbuda AG
Name
=

No data to display.

UNDP supplier portal guideAugust 2021
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Create Address

. * Address Purpose Crdering
Address Name | Main P!

* Country | Angola v

* Address Line 1 | Street name and number

Address Line 2
Address Line 3

Step 3: Enter Company addressontinued .

State | Uige

«| |4

Postal Code

Enter the info for all fields marked with *.

4 Address Contacts
elect th

e contacts that are associated with this address.

Actions w View w Format w =4 Freeze »" Detach

Enter the Address Name (e.g. Main, ). —

Columns Hidden 4

Check the box "RFQ or Bidding". e 3 =

Job Title Email User A

Contact

0 ©-0—-0—-0—-0
Company Contacts ~ Addresses Business  Products and Questionnaire  Review

Once you complete the required info, click OK. Dets Clssifcaons  Senies
. " " " ! Register Supplier: Addresses Back | Next ‘ cave for Later ‘
to the next step click "Next" or "Business Enter yourtet here

Classifications".

Enter your text here

Actions w View w Format w == Create /' Edit { Delete Freeze g Detach Wrap
Address Name Address Phone Address Purpose Edit Delete
Main Street name and number, BONGUI FINDA UIGE ANGOLA +244 (20)24603... RFQ or Bidding '/‘ X

Columns Hidden 3

4/ N
ﬁ W
i
Click to return to

Register Profile UNDP supplier portal guidedugust 2021 15 EE
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0—90— 90— "—0—0—0

Company Contacts Addresses Business Products and Questionnaire Review
Details Classifications  Services

Register Supplier: Business Classifications

Enter your text here
Enter your text here

Step 4. Select the Business classifications

Enter at least one business classification or select none applicable.

None of the classifications are applicable

Click the + button to add a Business Classificatior s v verv roma v [¥] x <7 et
Then, Select One Of the Optlons from the drodeW| * Classification Subclassification Certifying Agency g;l;rcgertifying Certificate Start Date
menu in the "Classification" field. ]

If you cannot identify any option in the list which
describes the classification of your
company'sbusiness, select the row and clickthe ., ions o view v Fomat v 4 E " Detach
icon. Then, check the box "None of these apply".

E None of the classifications are applicable

_ _ _ * Classification Subclassification
Once you have completed this section, click on
"Products and servicesira b SEU € P by .

@
b‘(<“l

> U

Click to return to . _ mﬂ
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o0 0 © s — 00— 0

Company Contacts Addresses Business Products and Questionnaire Review
Details Classifications  Services

Register Supplier: Products and Services

Enter your text here
Enter your text here

Enter at least one products and services category.

Step 5: Select Products and services

Actions w View w Format w  [E| Selectand Add = | Detach

C“Ck Oﬁ'Se|eCt and Add'lCOﬂ Category Name Description
You can select a whole category by checking the box for« ==
category you wish to add.

Select and Add: Products and Services b4

4 Search

You can expandach Product/Service category and see all the |
sub-categoriesy clicking theExpandicon. Then, you can seleci [soen] o]
a more specific subategory that best describes the gt e e
product/service that your company offers by checking the ) iw
appropriate box. BT Gukting and fchly malnanceand epa sevic: 72100000 - Bukding and ety mamnane and el s
v Bl Heavy construction services 72140000 - Heavy construction services
You can select multiple choices (categories and/or b I8 Nonwsienl buing conircionsoes 72120000 Noweséeniol b consucion snices
subcategories). Then click OK. b [l Rescentabung conscn savcss 72110000 Rl g conucio s
To remove a selected category/subcategory from the list, sele b IR Spedetzeavase cosiucion s manenane s 2150000 -Speclesdade costctn an maenance s
it in the list and click théX-Remove'icon. b i Fooo

v Agm T IT
TO m ove to th e n eXt Ste p CI icN ext" Or "Q u esti o n n ai re" B Bl Business function specific software 43231500 - Business function specific software
y .
13 E Call management systems or accessories 43221500 - Call management systems or accessories

L‘@“\
b‘(<“l

.
=E
Columns Hidden 1
o

| Appiy ||0_5H cancel |

Click to return to . : mﬂ
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Main Page s



Step 6: Complete the Questionnaire, review the data

and finalize the registration

Register Supplier: Questionnaire
Enter your text here

Enter your text here

Attachments None

Section
% 1. Corporate Profile
2. Women Owned Org Details

3. Supplier Portal T&C

Click to return to

Register Profile
Main Page

Questions

Corporate Profile (Section 1 of 3)

* 1. Supplier Registration - Year of Incorporation

% Please Enter Year in YYYY (Ex: 2020) format

* 2. Indicate Number of Full Time Employees

*3.

Provide a Brief Summary of Company Profile and Main Area of Expertise

There are multiple sections with questions in the
Questionnaire. Some of the questions require selectin
one option or multiple options from a list of answers.
Other questions require a textual answer. Please
provide as much a possible a comprehensive answer !
these questions. Most of them will be included in
specific tenders and when you will prepare your bid
response the answers provided at the registration will
automatically appear (you will not need to answer
them again).

Some of the question that you will answer with the
option "Yes" will require to upload a scan of the
supporting document. Please follow the steps
explained on the next page.

To move from one section to another, click on
the corresponding section listed und&ectionsor
the "Next Section"/"Previous Sectiondt the

‘(ﬁ‘
74

7
(\‘t<

bottom of the page adie
UNDP supplier portal guideAugust 2021 18 [ﬂﬂ
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* 4. Do You Possess a Quality Assurance Certificate, for example 1SO 9001. If yes, provide a copy

® a. Yes

* Response Attachments

b. No

* 5. Does Your Company Have a Corporate Environmental Policy or Environmental Management System such as

Step 6: Complete the Questionnaire, review the data 1S 14001 or IS 14064 o Equivalent?
and finalize the registrationr continued (8] a. Corporate Environmental Polioy

Response Attachments None =}
b. 1SO 14001

Click on the + below the respon$¢ées" to add the o 150 14064
reCIUired attachment. d. Other, Specify in Notes

e. None

Click again on the + and then the button "Choose
File". Select the file you wish to attach, enter the

description in the "Description” field and click OK. ~ Actens v View~ [T %
Type * File Name or URL Title

File v Choose File §No file chosen

Rows Selected 1 Columns Hidden 1

Attachments

Repeat the same process for each question
required a supporting document to be attached.

To move from one section to another, click on the
corresponding section listed und&ectionsor the
"Next Section"/"Previous Sectiondt the bottom

E of the page g&j

i
Click to return to . _ mﬂ
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To review the data entered at all registration steps, click
on "Review".

To finish the registration click the "Register" button. A
confirmation message will pepp on your screen

Step 6: Complete the Questionnaire, review the confirming that the registration was submitted.

data and finalize the registration - continued

o0 0 0 0 0

; + Confirmation x
Company Contacts Addresses Business Revi
Details
Review Supplier Registration: XYZ Export - Import ‘ . . . . . . ) ) ) i
e here Your registration request was submitted. You will receive an e-mail after your registration request is reviewed.
' you
e = 22 b 2.
Company Details OK
Company XYZ Export - Import D-U-N-S Number 345282930
Tax Organization Type Company/Corporation Tax Country Angola
Supplier Type Supplier Taxpayer ID 36485930234
Corporate Web Site Tax Registration Number 3494583234

Note to Approver

Additional Information

Country of Origin  Angola UNGM Vendor ID

National Identifier

o
(\V(<d"

#
S

Click to return to . _ mﬂ
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" /\ IMPORTANT )

If you did not receive the secondreail with the link to reset the password and
login the system, the registration of your Supplier profile wassuccessfulThe
reason could be one of the following:

- a Supplier Profiles already registered in the system with the same company

After completing the registration, you should receive name; o _ , _
two automatically generated amails. - a Supplier profile is already registered in the system with the same
user/contact email address.
For assistanceplease contact the procurement focal point managing the
The first email confirms that the Supplier registration tender you are interested to participate. /

was recorded in the system. This does not mean that the

rofile was successfully created. : : .
P y If the Supplier profile was successfully created, you should receive a
pplerigsten st smagt s fereved T second email generated from the system. Thiswail contains a link
to set your password and login the system. Click the link and set your

This email is to confirm that your registration to the supplier online portal has been recorded in the system.
password.

UNDP(UNDP-PSU)

You should receive soon ancther notification containing a link to reset password. If you do not receive such email, something is not carrect with your registration,

most probably an account already exists with same company name. Please use "Forgot password” feature to reset your account password, following the UN Qracle Applications — Welcome E-Mail 1nbox x
instructions in the user guides. If you still need support, contact focal point of the tender you wish to participate.

ecaa-dev4.fa.sender.1@workflow.mail.em2.cloud.oracle.com 12:25 (1 hour ago)

Request Number 28004
to supplier.guideUN ~
Request Date 28 June 2021
. Dear Supplier Guide,
Requested By Guide, Supplier
Company Supplier Guide 2 Congratulations! Your account with United Nations online supplier portal has been successfully created

Please follow the link below to reset your password.

hittps:4i -dev4 fa em?2 oraclecloud com 443/hemUl/faces/ResetPassword?ase gid=0eee7892c5b04cf4ba3s856166abbabic

Please do not click REPLY as this is a system generated mail and email id is not the actual email id. Your replies will not be received.For any issues, contact focal point of the tender you are interested to participate.

Thank You,
Team United Nations

o
(\V(<d"

> U

Click to return to

Register Profile
Main Page
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Sign In
Enter your password. Oracle Applications Cloud
Retype your password.
Click the buttor'Submit".

Reset Password

Once you set your — Sign In

password, the system will = Oracle Applications Cloud
send a third email to your _ R
e-mail address with a link ﬂ - e e

to login to the system.
Click on the link\ccess
the application enter
your login credentials

(your email address asa .
User ID and the password ~

— Company Single Sign-On

or

Recommended Actions

supplier. guide UN@gmail.com

Forgot Password

you set) and click the sanin | =

(_) "Sign In" button. gt g -

i U N

Click to return to : 55
Register Profile UNDP supplier portal guidedugust 2021 22

i Empowered lives.
Main Page Resilient nations.



Click to return to
Register Profile
Main Page

You are now logged in to the system with your Supplier profile.

Good afternoon, Supplier Guide!

Supplier Portal Tools Others

+

Supplier Portal

Things to Finish

FYl

Supplier Contact User

1 Account for United
Nations was Created >
0

UNDP supplier portal guideAugust 2021
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4.0 Submit a Bid e

TOC

This section covers the bid submission process including how to search and view events in the system, how to panticipate in a
event and prepare your bid response, and how to make the final bid submission and confirm that the bid has been submitted.

4.1 Search for Tenders 4.3 Submit Bid
A Log in and Seardbr Active Negotiations A ValidateResponses
A Download Tender Documents A Submit Bid

A Review Bid Confirmation
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A Quick Guide to Submitting a Bid @Tendering

The main steps to submitting a bid eitenderingare as follows

1 > Search & view event

Accept Invitation/Subscribe 10 a tendeUreate
Response

3 > Provide responses in the Requirements section

4 > Uploaddocuments

5 > Insertprice(s)

6 > Review/Validate bid responses & submit bid

UNDP supplier portal guideAugust 2021
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4.1 Search for TendexsLog in the system

To start participating in a tender through tligracle Clousystem, clickere and log
in using your registered user ID1f®il address) and password.

Sign In

Oracle Applications Cloud

tenders@xyzexpimp.com

Forgot Password

| English v

Click to return to
Submit Bid Main

Page

UNDP supplier portal guideAugust 2021

(AIMPORTANT R

If you are already registered in the system but do not
remember youmpasswordplease do not register again

If you have forgotten your password, you need to click
on theForgot Passworlink andcreate a hew password
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https://estm.login.em2.oraclecloud.com/oam/server/obrareq.cgi?encquery%3D%2FIf6mUZq3RBCgQ6mirGaWVHwStcqQK8vP7SaklnNUU3DWbm%2FVKuYxvP61AaXpq9OYwxvDoFCsvdfxDzqTaVKwUlq8MupuYnNUrtOOYSiyBWLGMRi9slubrh4Oo9JLpe%2BNRMD9Pi0vdZWoELloF39te2abuuxhOvwfwbPeoRYxSPoMBTU25N0ZQJshWsCFnBMIeNoZoTIp2BLuXnudYIbQzMcpbEWxubK2UG8pb%2FV1qQSa0v659fZBvVYj4jBmPnvtVIEvmYVNXspS8aXwCrrNWUAfIJavCMU7%2Bxr8wSpVB3OWQcLviAvJuggEDcpoXLkxkq%2BN5l8solnCxbdhHUI6TpJ6pOY2DV5ztZGDwxuiy5IO0ZXPmW96XqNejgWkGA9f7J28AQpHM%2FEVVct%2FgsZTwGzMZ0YqPA%2BM6PLUjRyjRz09Dh2ki%2FYg4S%2FAQZuKCOQlFbn%2BAfi82jAWWyEcn7qRuEMFts%2FyGiUO8FyPvWfwYQMlkt5aAW9shfwXfS21c5jPsHsw06QvtJYlmZwwkXF4g%3D%3D%20agentid%3DOraFusionApp_11AG%20ver%3D1%20crmethod%3D2%26cksum%3D2f145c8d192cc2c4bd3301be3f8d7deff69c419c&ECID-Context=1.005lWo8z8si3z015RvK6yd0006HQ0000BJ%3BkXhgv0ZCLILIGVAPnJPRLPJBaHRO_JVB6UOPFMTPmMTQ_NS

4.1 Search for TendexsGo to Search Page

Once you are logged in to your Supplier pradibeount,
click on"Supplier Portal".

Good afternoon, Supplier Guide!

Supplier Portal

Things to Finish

Click to return to
Submit Bid Main

Page

Tools

Others

Negotiationis a term used for a tender in thi@racleCloudsystem.

Requiring Attention

UNDP supplier portal guideAugust 2021

Recent Activity
Last 30 Days

No data available

Then, click théView ActiveNegotiations" link.
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4.1 Search for Tender Use search filters

All ongoing public tenders (negotiations) will be listed. AR,
You can use the search engine to filter and view ongoing tenders by Negotiatio Q Examp|e
Title, Negotiation Open/Close dates or Invitation Received.

Negotiation-The ID of the tender is indicated in the relai@@curement notice.
Title¢ It is also indicated in the related procurementtice.

Negotiation publishing dates and closure deadlines.

Invitation Received If you select no, the system will list all open public tende
If you were invited to a closed competition, you should select the option "Yes
and the systenwill list all Open (ongoing) closed competitions to which you a
invited.

Received".

Time Zone Eastern Standard Time

°N G o e, 2

4 Search Manage Watchlist | Saved Search | Open Negotiations v‘

** Al least one is required

** Negotiation ‘ UNDP-IQ ‘ ** Invitation Received
** Title ‘ ‘ Response Submitted
** Negotiation Close By Negotiation Open Since
| Search HEH Save... ‘
Search Results
Actions w View w Format w Freeze  [g] Detach Wrap Accept Terms = Acknowledge Participation | Create Response
Negotiation  Title #vegstiation Buyer Supplier Site Et?:aining Close Date All Responses Respu::;; :Uai:"(icipale Monitor Unread View PDF rF:esponse

UNDP-1Q-0008¢ IRQ RFP - Award Approval Notification Request for Pro.. 3 Days 13Hours  3-Jul-2021 17:3... Sealed 0 B 0 [oi ] F
UNDP-1Q-0008¢ IRQ RFP - Award Approval Notification Request for Pro. 3 Days 13 Hours 3-Jul-2021 17:3. Sealed i 0 o] _'?ﬁ
UNDP-1Q-00087 IRQ RFP - Award Approval Notification Request for Pro.. 3 Days 12Hours  3-Jul-2021 16:5... Sealed B 0 [cr] _"ﬁ
B 0 @ B

E UNDP-1Q-0007¢ IRQ RFP - Award Approval Notification Request for Pro. 2 Days 13 Hours 2-Jul-2021 18:1.. Sealed
i

Click to return to
Submit Bid Main UNDP supplier portal guideAugust 2021
Page

To filter and view public tenders launched by UNDP in a
specific Countrye.g.lraq, type UND®Q in the "Negotiation”
field and select the option "No" in the field "Invitation

Clickon{ S NOK £

All results for ongoing tenders
from Irag will be displayedon the
screen

S
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4.1 Search for TendersView negotiation/Download

attachments

Each negotiation in the system has multiple
sections. To view eadectionclick on the
corresponding link in th&able of Contantcmms)

Once you opetthe Overview sectiarclick on
Expand Alto see all the details.

p
/I\ IMPORTANT

On each page the Open and Close date
is presented. These dates are indicating
the beginning of the solicitation period
and the deadline for the bid
Qubmission.

Request for Proposal: UNDP-PSU-00157
Enter your text here
Enter your text here

Currency = US Dollar

Time Remaining 15 Days

Table of Contents Cover Page

Cover Page

Querview
Requirements

Lines

Once logg: the tender documents can be accessed from the “Tender Documents” tab.

J

To view PDF version of tiNegotiation,select the View PDF

option.

To download the files attached the Negotiation, click
E on the Actionsbutton. Then select View ¥iew Attachments.

Click to return to
Submit Bid Main

Page

RFP LETTER OF INVITATION

of
o al, please read the following attached documents carefuly

. ions of Contract and Model Forms of Contract, available publicly on the UN Women website at. hitps-ifwww.unwomen

Your submission d include the following:

a)  Technical Proposal Submission Form

b)  Proposer Information Form

¢ Eligibility and Qualfication Form

d)  Joint Venture/Consortium/Association Information Form, if applicable

&) Technical Proposal

) Financial Proposal (to be uploaded to the Financial Envelope using the format provided

[

UNDP supplier portal guideAugust 2021

notice on UNGM, click on the *Go to link” under the “Links" tab and you will be re-directed fo the UN Women Oracle Cloud ERP. In order to participate in this procurement, you

v Gender Equality and the Empowerment of Women, hereinafter referred to as UN Women hereby invites prospective vendors to submit & proposal(s) in accordan
P

Open Date  30-Jun-2021 03:55:27

Close Date  15-Jul-2021 04:55:15

ce with the Request for Proposal (RFP) documents, including General Conditions of Cor

) Proposal Security, Performance Security and Advance Payment Forms, where applicable and using the format provided. Forms are publicly available at: https: /v unwomen org/

Iprocure ment/un-women-procurement

ill need to login to the UN Women Oracle Cloud Supplier Portal using an existin)

Analyze

Open Date 1

Close Date 3

View PDF

View Attachments

View »

B

@ F

[ tessages | create Response |[ome]

Ind the Schedule

nstruments- <
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4.2 Accept invitation for a closed competition negotiation

Notifications

Active Negotiations
ACTION REQUIRED
i i p B i You are Invited to Participate for the Negotiation =
Search ations
1 Accept Invitation
Search Results
Decline Invitation
Actions w View w Format w Detach Acknowledge Participation |} Create Response
- Ne Sup Time Your Will -
Negotiation Title o Bu Site Remaining Close Date All Responses Responses Participate Monit:

UNDP-1Q-00091,1 IT Equipment for CO Irag [ 20 Days 22-Jul-2021 09:... Sealed No
»

It is very important to subscribe to an ongoing negotiation that you are interested to participate. This is the only way to
receive automatic anail notifications with the information on any changes related to that tender.

If you were invited to participate to a negotiation for a closed competition, you will receive the invitatizaile¢o the email
address associated with your Supplier profile. After you login the system, there are twaonapeept the invitation

1) On theSearchpage,select the option Yesin the Invitation Receivedield and click thesearchbutton. Identify/Select the
Negotiation for the tender in question and click the buttdnknowledge Participation.

2) Click theNotificationsicon, identify the corresponding naotification, click on thetionsbutton and select the option
"Accept Invitation" form the dropdown menu.

)

: o : : e &)

(—) To decline thanvitation select the option "Decline Invitation" in the same dropdown menu. L

..... m

Click to return to EE
Submit Bid Main UNDP supplier portal guideAugust 2021

Empowered fives.
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4.1 Search for Tenders -View negotiation/Download
attachments

Attachments (Request for Proposal UNDP-PSU-00157)

Enter your text here
Enter your text here

Search | File Name or URL X ‘ ] | Show Fifters

Actions v Wiew v Formatv  FE g | Download |
File Name or URL Level Attached To Title Size
RFP - Instructions to Vendors ... Header RFP - Instructions to Ven. 438 KB
Voluntary Agreementto P 129 KB

Voluntary Agreement to Promot... Header

Rows Selected 1 Columns Hidden 3

All files attached to the negotiation are listed on tAtachmentspage. To download adittachmentsclick theActionsbutton and then select
the optionDownload All.The attachments will be downloaded in a zip folder, which otaytainsseveral suHolder with attachments. Open
the zip folder with an appropriate application and unzip (unpack) the folder(s).

Click to return to

Submit Bid Main UNDP supplier portal guideAugust 2021 31
Page
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4.2 Subscribe to a Public Negotiation

It is very important to subscribe to an ongoing negotiation that you are interested to participate. This is the only ecgvto r

automatic email notifications with the information on any changes related to that tender.

To subscribe to a negotiation, please click Gneate Responsdjutton. Thenclick the button "Save'and the draft bid response
will be created/saved. You can continue working on the draft response at any moment during the solicitation period

Click to return to
Submit Bid Main

Page

Invitation to Bid: UNDP-PSU-00178

Currency = US Dollar

Table of Contents
Cover Page
Overview
Requirements

Lines

Time Zone Eastern Standard Time

VAR, |

Title Supplier Guide Document

Status  Active (Locked)

Time Remaining 23:15:58

Cover Page

Open Date  30-Jun-2021 05:05:20

Close Date  2-Jul-2021 08:30:35

[@Direccion de entidad juridica de unidad de negocio de compras: linea 1@][@Direccién de entidad juridica de unidad de negocio de compras: linea 1@])

The United Nations Development Programme (UNDP) hereby invites you to submit a Proposal to this Invitation to Bid for the above-referenced subject.

This ITB includes the following documents and the General Terms and Conditions of Contract

which is inserted in the Bid Data Sheet (BDS):
Section 1: This Letter of Invitation

Section 2: Instruction to Bidders

Section 3: Bid Data Sheet (BDS)

Section 4: Evaluation Criteria

Section 5: Scope of Work, SOW

Section 6: Returnable Bidding Forms

o Form A: Technical Proposal Submission Form
o Form B: Bidder Information Form

o Form C: Joint Venture/Consortium/Association Information Form

o Form D: Qualification Form

UNDP supplier portal guideAugust 2021
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4.2 Participate in TendegKey Components of an online Bid

In order to submit a bid in the supplier portal, suppliers are usually required to complete the following 3 key processes:

U Answer the questions in thRequirementsection and pload supporting documents

U Insert unit prices for the items required.

U Validateand submit the bid response Q

Use theSave/Save and clodanction
to save the progress of your bid
response. After some time of
Inactivity, the system times out and
you maylooseany unsaved changed
to your bid. Therefore, use frequently
the Save function.

Follow the instructions in the guide to complete your bid.

Click to return to

Submit Bid Main UNDP supplier portal guideAugust 2021

Page
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4.2 Prepare Bid Respongd’rovide responses in the
RequirementsSection

Suppliers will be prompted to answer negotiation questions (Requirements) that will be used in the final evaluation and

6 NRAY3 2F 0UKS UGSYRSN®» ¢KS [dzSadAazya Yl & @I Nesihose GKS (O
response, others may require typed/textual answers, or numerical input. Please read each question carefully before
submitting your response
* Response Requiredhen a
: question is marked by a star, it means
that answering the question is
mandatory to submit a bid response.
Some questions may already be
answered. Theses questions were part
of the registration process and
the answers that you provided
automatically appear in your bid
Attachunents response. Yohave torevise your
Actions v View v 4 3¢ answer if necessary to update the
Type * File Name or URL Title Description Attached By Attached Date information.
File AddLinesTempiate-Negoiation. txt | Update...| AddLinesTemplate-Negot | [ Bidder information form] ] Supplier Guide  30-Jun-2021 05:13:38 e
Rows Selected 1  Columns Hidden 1 yl“wy
Click to return to
Submit Bid Main UNDP supplier portal guidedugust 2021 34 mﬂ
Page Empowered lives.
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4.2 Prepare Bid Response 0 Upload supporting documents

* 2. Qualty of the Htems o be delivered (Compliance with manufacturing standards) For some of the questions in the Requirements Section you may b
asked to upload supporting documents in addition to your
| response. To upload the files, click on theon.
_Respon_se Attachment% None ==

Attachments x | Click thet button to add an attachment. Then,
actons v vieww | 4| 3¢ click the"Choose File'button and select the file

Type * File Name or URL Title Description Attached By Attached Date on your Computer that you WISh to

File v Choose File | No file chosen Viadimir Popnik...  6-Jul-2021 08:04:43 upload/attach_ Once the file is uploaded’ enter

Rows Selected 1 Columns Hidden 1 the description_

To add moreattachmentsclick the+ button and

repeat the same process for each file.

I Attachments x E

_ To delete an uploaded file, firselect the file by
TR :'; — — rmde ascnedons clicking on the appropriateow. The selected
:.: B | [ e | vk .. 6 w200 062250 row becomeshighlighted (in light blue). Then,
- NEE i e || click theXA O2 v @
M Rows Se\écted 1 Columns HJ (@E\ﬁ
(—) o [)[ema] | TO gO back to the previowssreenclick OK. il

|
Click to return to

Submit Bid Main UNDP supplier portal guideAugust 2021 35 EE
Pﬂ_e Empowered fives.
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4.2 Prepare Bid RespongeSave for later

2dz Oy al @S @2dz2NJ 6AR NBaLRyaS |yR O2VY{SI @3 OA NIt {I IBSNJI 12 R | ®f

- 2-0-0

OverviewRequiren Lines Review

Create Response (Bid Response 13207): Requirements @ | Respond by Spreadsheet | ¥ | m | | save | ~

Time Remaining 55 Days 19 Hours Close Date 31-Aug-2021 04:40:10

Section 1. Technical
* 1. Capacity to deliver the articles under the DAP Incoterm in 45 days, complying with all technical requirements.
100

Response Attachments test document.docx (1 more...) sfu
Comments

* 2. Quality of the Items to be delivered (Compliance with manufacturing standards)

test test test

Response Attachments =j=

% \

Comments %@}j

e NS
i

Click to return to

Submit Bid Main UNDP supplier portal guideAugust 2021 36 mﬂ
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4.2 Prepare Bid RespongeSave for later

To open a saved draft bid response and continue with the completion of the

bid, click orManage Responses.

Portal de proveedor

Infroduzca aqui el texto
Introduzca aqui el texto

Tareas
Inventari signad:
Re visos d

Facturas y pagos

» Crearfactura

= Crear factura sin orden de compra

= Verfacturas
« Ver pagos

Negociaciones

Click to return to
Submit Bid Main

Page

Requieren atencion Actividad reciente Informes de transacciones
Ultimos 30 dias Ultimos 30 dias

B Negotiation Responses Negotiations Closing Soon

Noticias de proveedor

Steps to Review / Respond Public Negotiations:

 on the negotiation number for opening the negotiation
v the requirements, line items and other details

. If interested, please submit your bid from your own supplier portal account

l on "View Active Negotiations’ on the left side pane, it will navigate
=

Neo hay datos disponibles No hay datos disponibles

you fo all the open an:

UNDP supplier portal guideAugust 2021

IMPORTANT

does not submit it in the system. To
submit your bid, you must click on
Submit Bid.

\_

Be aware that saving your bid for later

37
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4.2 Prepare Bid RespongeSave for later

Select the optiorDraft in the field"Response statd'sand click the buttorSearch.

All bid responses which are saved but not submitted will be listed. In the column
Negotiationthe ID of the negotiation is displayed. This will help you to identify the
tender/draft bid response that you wish to complete.

Manage Responses

Time Zone Eastern Standard Ti
PR B SR

4 Search Advanced H Manage Watchlist| Saved Search | Active or Draft Responses >

** At least one is require
** Negotiation Title ‘ ‘ ** Response Status ‘ Draft v ‘
** Negotiation ‘ ‘ Line Description ‘ ‘

** Response ‘ |
@Q Save...

Revising a draft response automatically locks it

Search Results

Actions v View v Format = \ Detach | Revise|
Response :3::’;';':“ gfas;ﬂgnse ggﬁﬂi:tr Supplier Site Negotiation #ﬁ ?;g:tiation Time Remaining Meg:a:;zg Monitor Award Amount
13206 Draft/®, Popnikolov, Via UNDP-PSU-00157 001 Requestf . 15 Hours 59 Min 0
13210 Draft /= Popnikolov, Via... UNDP-PSU-00179 00 Requestf... 15 Days 20 Hours 0
13207 Draft/®, Popnikolov, Via UNDP-MD-00031 ITE Invitation t 47 Days 15 Hours 0
h 8207 Draft/™, Popnikolov, Via... UNWOMEN-DMA-2021-00057 Tes Invitationt... 418 Days 12 Ho... 0
e 14207 Draft/™, Popnikolov, Via... UNDP-PSU-00193 Tes Invitation t... 0 Seconds 0

Click to return to

Submit Bid Main UNDP supplier portal guideAugust 2021
Page
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4.2 Prepare Bid RespongeSave for later

|dentify the bid responsehat you wish to continue to work on and select it.

ClickActions.

Search Results

TO Continue Working on Revising a draft response

your draft bid response [ Viev v Fomat ¥

and complete it, click the

Option ReVise. | > Revise
Unlock Draft

To delete the draft =) Delete Drat

automatically locks it.

Click to add text

leference Response
lumber Status

Draft/~

Draft~

response and create new "%
draft bid response from = s207
scratch, click the option 14207
Delete Draft

Click to return to
Submit Bid Main

Page

Draft/™

Draft;~

Draft/™

‘= Detach

Supplier
Contact

Popnikolov, Vla.
Popnikolov, Via. ..
Popnikolov, Vla. ..
Popnikolov, Vla. .

Popnikolov, Vla. ..

UNDP supplier portal guideAugust 2021

‘ Revise ‘

Supplier Site

Negotiation

UNDP-PSU-00157
UNDP-PSU-00179
UNDP-MD-00031
UNWOMEN-DMA-2021-00057

UNDP-P5U-00193

39
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4.2 Prepare Bid Respongdnsert price(s)

To enter your price offeon the Line Item(s), click on thenesstep of the bid response.

Enter your price offer in theResponse PriCdield for each Line Item that you wish to bid.

You can add attachments on thene Itemlevel. Select the Line Item (it should become highlighted in light blue)
and click theediticon.

YT

ervi ines
Create Response (Bid Response 12207): Lines @ Respond by Spreadsheet | ¥ ‘ save | ¥

Enter your text here
Enter your text here
Last Saved 30-Jun-2021 05:24:39
Time Zone Eastern Standard Time
. . 5 P

Currency = US Dollar

Close Date  2-Jul-2021 08:30:35

Time Remaining 2 D: H
Actions w View v Format w iz’ Detach
Line Description R[?g'lj;lrlzd Category Name J| Response Price E(‘E:T;:Eieg uom Line Amount Eslimﬁl:?“'gl:l:l\
1 Desktop computers Computer printers 800.00 100 Each 80,000.00
2 Laptop computers Computers 1,000.00 200 Each 200,000.00
3 Servers Computers 5,000.00 2 Each 10,000.00

Rows Selected 1 Columns Hidden 5

Grand Totals

All response lines are included.
Response Amount 290,000.00

=

ﬂ‘@%

RS

> UIN

Click to return to mﬂ
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4.2 Prepare Bid Respongdnsert price(s)

Lines: Edit Line: 2 (Bid Response 12207)
Enter your text here
Enter your text here

Currency = US Dollar

Description - Laptop computers

Category Name ~ Computers

* Response Price 1,000.00
Estimated Quanfity 200
UOM  Each

Rank  Sealed

Target Minimum

Response Minimum

PRI &
Close Date  2-Ju-202108:30:35

Release Amount

Release Amount

Note to Buyer

Attachiments §0140_SUPPLIER pof = 3

Attachments

Actions w View w | & X

Type Category * File Name or URL

File v From Supplier v | | Choose File |No file chosen

Rows Selected 1

Title

Click to return to
Submit Bid Main

Page

To add attachments on the
Lineltemslevelclick the+icon
on the Attachment field.

Click thet button to add an attachment. Themlick
the "Choose Filebutton and select the filen your
computer that you wish taipload/attach. Once the
file is uploaded, entedt KS RS & ONXA LJI A 2

| Toadd moreattachments click the+ button
- andrepeat the same process for each file.
e ™| Todelete an uploaded filefirst select the file
| byclicking on the appropriateow. The

selectedrow becomeshighlighted (in light blugy, :
Then,click theXA O2 y &
To go back to the previowssreenclickOK
UNDP supplier portal guideAugust 2021 41 Eml?



4.3 Submit Bid; Validate the bid response

Create Response (Bid Response 12207): Lines @
Enter your text here

Currency = US Dollar

Grand Totals

800.00

200 Each

222222

€ Error X

You must respond to at least one line in the negotiation before you submit your response. (PON-2085013)

OK

ToEXTIr

Click to return to
Submit Bid Main

Page

T irTe 1 AT =

UNDP supplier portal guideAugust 2021

You can validate the bid response
prior to the submission. Click the
"Actions" button and select the
option Validate from the dropdown
list.

The system will perform a
validation of the bid response.

If no errors are identified, you
canproceed with the submission.

If the validation process
identified an issue with the
bid response (e.g., missing
mandatorydata), an error
message will pop up and
inform you what exactly is not
correct on the bid response

N

N

&)

|\ S

(e.g.,which data is missing). [VIIM
PED P
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4.3 Submit Bid; Review and Submit Bid Response

You can review your bid response by clicking "Review". Then click on different Sections to view the enter€haagfgour
O0AR A& O2YLX SGS FyR @&2dzNJ NB 4 i Yi&pst it ikKthe@stend. SSy @It ARF GSRX

OverviewRequiremr Lines Review

Review Response: Bid Response 13208 @ Respond by Spreadsheet ‘ v Next ‘ Save IT Submit |

Last Saved 8-Jul-2021 03:57:33
Time Zone Eastern Standard Time

L KA

Currency = US Dollar

Title  ITB-Proc Notice Close Date 31-Aug-2021 04:40:10

Time Remaining 54 Days

I Overview Requirements Lines I

View w Format w > = Detach
Response
Line Description Details Category Name Response Price UOM Name Line Amount Estimated Total Minimum Attachments
Amount Release
Amount
1 Beverages =] Beverages 1,000.00 Each 1,000.00

@
=z

Columns Hidden 6 A
- U

Click to return to mﬂ
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4.3 Submit Bid; Submit Bid Response

A confirmation message will pop up on your screen informif |, confirmation %
you that the bid reponse was submitted. -

OK

T MESTITTINTSE STATTT-

From: org <ecaa-devd.fa mail.em2_cloud oracle.com>
To: " com” imp.com>

Sent: Thursday, June 10, 2021, 03:46:32 PM GMT+2

Subject: Your bid for "UNDP-PSU-00156,1" has been received

Bid Confirmation

This is a confirmation of yeur bid placed on the Procurement Negatiation "UNDP-PSU-00156,1" listed below. If you editfrevise your posted bid and click on "Save", the system will save the new bid response as a draft, while the previous version will still be active. To submit the revised bid response, you must dlick on
“Submit” button for the new version prior to the expiry of the negetiation end dateftime.

If you wish to withdraw your posted bid and cancel your participation in this negofiation, please contact the procurement focal point managing this negotiation.

If an amendment is created by the Organization, the system will ically remove your originally posted bid. In order to repost it, you must Acknowledge the amendment, review your bid response (if necessary) and Re-Submit the bid again. It is your full responsibility to ensure that your bid is successfully posted in
the system prior to the expiry of the negotiation end date/time. Please refer to the detailed instructions in the user guide.

YO u WI | I al SO reCe Ive a.n Esta es una confirmacién de su oferta realizada en la Negociacién de Adquisiciones "UNDP-PSU-00156,1", enumerada mas abajo. Si edita o revisa su oferta ya publicada y hace clic en "Guardar”, el sistema guardaré la nueva oferta come borrader, si bien la versién anterior seguird activa. Para enviar |a oferta

revisada, debe hacer clic en el botén "Enviar" en la nueva versién antes de que expire el plazo establecido para el envio de ofertas.

automati Cal |y g ene rated -aai | i desea reiar su oferta ya publcada y cancelar su paricpacién en esta Negociacin, por favor péngase en contacto con ls persona de contacto establecida en  Negociacion

Sila Organizacion crea una enmienda, el sistema efiminara automaticamente su oferta inicial. Para volver a enviarla, deberd reconocer la enmienda, revisar su oferta (si es necesario) y volver a enviarta. Es su responsabilidad asegurarse de que su oferta se ha enviado correctamente a través del sistema antes de que

n Otifi Cati o n CO nfi r i n g th at th e b i d finalice el plazo establecido para el envio de ofertas para esta Negociacion. Puede acceder a instrucciones detalladas en la guia de usuario.

Ceci est une confirmation de votre offre placée sur le dossier d'appels d'offres « UNDP-PSU-00156,1 » référencé ci-dessous. Si vous modifiezirévisez votre offre publiée et cliquez sur « Enregistrer », le systéme enregistrera la nouvelle offre sous forme de brouillon, tandis que la version précédente sera toujours active
res po n Se Was S u I I I I e O Pour soumettre l'offre révisée, vous devez cliquer sur le bouton « Soumettre » pour la nouvelle version avant I'expiration de la date/heure limite de soumission.

Si vous souhaitez refirer votre offre soumise et annuler votre participati

4 cette négociation, veuillez contacter le point focal d'approvisionnement qui gére cet appel d'offres

Si une modification est créée par I'Or isation, le systéme i i votre offre i soumise. Pour le reprendre, vous devez prendre connaissance de la modification, examiner votre réponse a l'offre (si nécessaire) et soumettre & nouveau l'offre. Il est de votre responsabilité totale de vous
assurer que votre offre est affichée avec succés dans le systéme avant I'expiration de la date ou de I'heure limite de soumission. Veuillez consulter les instructions détaillées du guide de ['utilisateur

[supptier Name _|[supplier contact |[u Name _|[egotiation Type] [Negotiation Number]| Number]| ission Date & Timé [Time zone]Bid Response Withdrawn?]|

[xvz Export-import[user ane junpp-psu_Jfinvitation to Bid_[unDP-PsU-o0156,1 |[206 |[6/10/2021 5:42 am oo e |

Click to return to
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4.4 Prepare a Bid Submission OffligeSubmit Bid in . XML

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

The . XML file negotiation package will contain all the questions from the Requirements Section and the Line items that must b
completed by the suppliers before submitting their bid online.

To do this, the Supplier must download the. XML file, save it as an excel file to their computer, complete required fields, an
then upload their bid response to the negotiation in the system.

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 documenisectly to the system before submitting your bid.

@
U[N]

Click to return to

Submit Bid Main UNDP supplier portal guideAugust 2021 EE

Page
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4.4 Prepare Bid Response Offlige
Export/Download XML file

To begin preparing your bid response offline, you must first export/download the . XML file to your computer. To expdvilthe .X
file, open the negotiation in question, click théreate Responsebutton and click "Save". Then, click the buttdesponse by
Spreadsheet'and from the dropdown list select the optid&xport".

1-90-0

Overv... Requir... Line:

Create Response (Bid Response 12214): Overview @
Enter your text here
Enter your text here

Import Last Saved 01.07.21 09:42

Time Zone Central European Time
L L AP e

Close Date  02.07.2114:30

PPN SR O .

Title Supplier Guide Document

Time Remaining 1 Day 4 Hours
General
Supplier Nextgenerp supplier 01 Response Type (@) Primary
Negotiation Currency USD Alternate
Response Currenc: y USD
Reference Number
Price Precision 2 Decimals Maxim
Conversion Rate 1 Note to Buyer p

Attachments None ==

- U

Click to return to mﬂ
Submit Bid Main UNDP supplier portal guideAugust 2021 46
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4.4 Prepare Bid Response Offlige
Download XML file and open in Excel

Select the options "Requirements and lines" and
"Rich style spreadsheet" and click OK. The system
will export and download the .XML file in a ZIP fold
on your computer.Use an appropriate application
to extract the file . XML fil&com the ZIP folder.

Open thg saved .xnfile in Excelby going to
the & 9 E @gplication clicking
ond h LISaW6E NP érdd $hén browsing the

file location.

Click to return to
Submit Bid Main

Page

Export Spreadsheet

Response Template [@

Open

Requirements and lines
@ Rich style spreadsheet
Light-weight style spreadsheet

Lines only

@ Recent

o Shared with Me

mmmmmmmmmmm

UNDP supplier portal guideAugust 2021

-
/I\ IMPORTANT

Please note that the system generates a
new .XML file every time an event is
amended. Make sure you are using the
latest .XML file when submitting your bid.

~

47

(<]
x
L7}
7R\
@)
- | All Excel Files w
- =
6/23/202
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4.4 Prepare Bid Response OffliggComplete bid responses in Excel

Once you have opened the file in Excel, complete all the required info/data on each sheet tab of the . XML document.

AutoSave (® off)

File Home Insert

= NegotiationUNDP-PSU-00178-Response - Excel

Page Layout Formulas Data

Review View

O search

Help  Acrobat

[A IMPORTANT

Please make sure not to change an
details of other cells than the ones
in which you should enter the
required answers and price offers.

ﬁj 4 Calibri Y11~ i
Paste [la " ;
v == fef Format v

Clipboard K Font Alignment Number Styles Cells

Al Je
A B C D E F G J K L M N
1| |Supplier Guide Document
o
3 Negotiation Invitation to Bid UNDP-PSU-00178 Company United Nations
4 Close Date 7/2/2021 14:30 Buyer KOXHAJ, Roland
5 Negotiation Currency USD Phone 300000097899814
6 Response Currency USD Email roland.koxhaj@undp.or
7 Price Precision 2 Supplier Nextgenerp supplier 01
8 Conversion Rate 1 Supplier Site
9
10 General
11 Response Valid Unml:| Reference Number]
12 2
13
14
15 | Note to Buyer
16 J [
17
18 -~ Requirements ie
19 [1 Eligibility and Forms
20 1. Is the Bidder eligible to submit a bid?
21
22
23 e - -
24 1. Avendor should not be suspended, debarred, or otherwise identified as ineligible by any UN Organization or the World Bank Group or any other
25 international Organization. Vendors are therefore required to disclose to UNDP whether they are subject to any sanction or temporary suspension
o iaadle )
I General | Lines(1-3) Requirements Scoring I |

Ready

Click to return to
Submit Bid Main

Page

\_

(
A IMPORTANT

Please check all the sheet tabs at the bottom of the
excel file and make sure that you have answered all
required fields.

\_

~

J
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4.4 Prepare Bid Response OffliggComplete bid responses in Excel

C86 = N Qualifications

Follow the instructions next to the

cells that should be completed. Ay ¢ [ D e | ¢ G H K L M
50 2. Administrative documents

|f the instruction SayS "Target: Yes" It 2;13 1. lHave you provided Power of Attorney authorizliﬂg signature of Offer to sign of behalf of the company

means you can answer that = B

questiononly with "Yes", thus type %

n n 57 2. Have you provided Certificate of Registration of the business, including Articles of Incorporation, or equivalent document if Bidder is not a corporation.
Yes" in the answer cel 58
(Target: Yes)
60 | I

In the ucommentsn Ce”S you Can type 2_12 3 Have you provided Audited financial statements for the last three years, including: consolidated Balance sheet, Profit & Loss, and Cash flow statements?
any textual comment related to the & o '
answer that you provided in the 22
answer Ce” . 68 3al. Indicate annual turnover for 2020
69 [ | Mumeric value onty
V Commerts
If the instructionsays'Numericvalue 72
Only", type Only a number Irhe ;j Jaz Indicate annual turnover for 2019
answer Ce” 75 [ | Numeric value only
N
< )
[111]] m
Click to return to EE
Submit Bid Main UNDP supplier portal guideAugust 2021
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4.4 Prepare Bid Response OffliggComplete bid responses in Excel

File

Home Insert

Page Layout ~ Formulas ~ Data  Review  View

Enter the price offer in the "Response ﬁ‘ig prd e

Paste

Price" field for each line item that you
wish to bid. If the tender requires
bidding for all line items, enter the
price offer in the "Response Price"

1
filed for each line item listed. :
4
‘
7
g
If you have any note/comments 1
12

related to the line items, type them in
the field "Note to Buyer" of the 3

14

corresponding line item. it

17
18
19

Click to return to
Submit Bid Main

Page

M &

Clippoard Font Alignment Number

B C D E F G H

Acrobat 1% Share  |? Comment

. 3 /

- Find &
[Hromaty & Select v
Styles Cells Editing Ideas Sensitivity
K L M N 0 P Q R S T

Supplier Guide Document
Negotiation Invitation to Bid UNDP-PSU-00178 Company United Nations
Close Date 7/2/2021 14:30 Buyer KOXHAJ, Roland
Negotiation Currency USD Phone 300000097899814
Response Currency USD Email roland.koxhaj@undp.or
Price Precision 2 Supplier Nextgenerp supplier 01
Conversion Rate 1 Supplier Site
Lines
Response Amount (USD)[ 361,000.00)
Target] Response
Estimated p
~|Line Item Revision Start Price UOM Quantity| Amount| Price Amount|Note to Buyer Target Price|Category Name Note to Suppliers
1 Desktop computers Each 100 900.00 Notes and comments if any Computer printers As per specifications providet
2 Laptop computers Each 200 1,300.00 Computers As per specifications provides
3 Servers Each 2 5,500.00 Compulers including installation

Last Downloaded 7/1/2021 9:44

UNDP supplier portal guideAugust 2021
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4.4 Prepare Bid Response Offligdpload responses and submit

When you have completed all fields, save the document as an
XML. Spreadsheet. Login to the system, click on the "Supplier

Portal" icon and clickthelink A Manage Responsesao

Supplier Portal

Search | Invoices v | | Invoice Number v | |

Tasks
Consigned Inventory
Requiring Attention

+ Review Consumption Advices

Invoices and Payments

« Create Invoice
« Create Invoice Without PO
« View Invoices

« View Payments

Negotiations

« View Active Negotiations

I « Manage Responses I

Company Profile

+ Manage Profile . . :
Ml Negotiation Responses Negotiations Closing Soon

Click to return to

Select the draft response that you created for the negotiation in

guestion and click the "Revise" button. You can also click

-the "Action" icon and select the "Revise" option. Your draft bid

response will open.

** Response |

Unlock Draft

Delete Draft

automatically locks it.

F
View w Format w i=| Detach

Reference Response Supplier

Response Number Status Contact

13206 Draft™ Popnikolov, Via...

13209 Draft{™, Popnikolov, Vla...

Submit Bid Main UNDP supplier portal guideAugust 2021

Page

Revise

Supplier Site Negotiation

UNDP-PSU-00157

UNDP-PSU-00179

51
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4.4 Prepare Bid Response Offligdpload responses and submit

<« c @ ecaa-devd.fa.em2.oraclecloud.com/fscmUl/faces/FuseWelcome? _afrLoop=4681951550898257& _afrwWindowMode & afrW H o Q W g » :'\J Paused

s @B [ Nigeria | Internatio. G Google Billeder Best Al Chatbots t... [ UN Staff Rules and. JANSK UNDF Bolivia project @8 YouTube @ Maps

"-0-0-0
Overv. Requir.. Lines oo
Create Re: | Message Jl Respond by Spreadsheet ;H Actions ¥ || Back Next | || Save | ¥ ‘ Submit ” Cancel |I
Enter you ere
To upload the completed .XML file in the L e
Z 2 - &4 P A K L A E

negotiation, click the button "Respond by o S o

n Time Remalning 1 Day 4 Hours

Spreadsheet" and select the option "Import".

General

Click on "Choose File" button and select

the completed .XML file on your computer. ) v _
Click "OK". When the .xml-file is [P
imported/uploaded, your answers will

* File Nan] Choose File

be automatically populated in each section _

of the Negotiation. Please review the L omer e

answers to make sure everything iscorrect oy T | -

and add any attachments . Sl N

before validating your entries -3 | i : |':' { )

< ) and submitting your Negotiation. —
i m

Click to return to EE
Submit Bid Main UNDP supplier portal guideAugust 2021



4.4 Prepare Bid Response Offlige
Validate bid response and submit

You can validate the bid responggor
to the submission. Click tHéctions"
button and select theption Validate
from the dropdownlist.

The system will perform @alidation of
the bid response.

If no errors are identified,

you canproceed with the submission.

If the validation procesglentified an
Issue with thebid response (e.q.,
missingmandatorydata), an

error message will pop up andform
you what exactly is natorrect on the
bid responsde.g.,which data is
missing).

Click to return to
Submit Bid Main

Page

Overv... Requir. Lines Review

Create Response (Bid Response 12214): Overview @

Enter your text here
Enter your text here

Last Saved 01.07.21 09:56
Time Zone Central Eul rop in Time
PV SR SRRV, |

Title  Supplier Guide Document

Time Remaining 1 Day 4 Hours
General
Supplier Nextgenerp supplier 01 Response Type (8) Primary
Negotiation Currency USD Alternat
Refe e Numb
Note to Buyer | General notes
A
Attachments None ==
& C @ ecaa-dev4.fa.em2.oraclecloud.com/fscmUl/faces/FuseWelcome? afrloop=4681951550898257& afrWindowMode=08& afrWi.. ¥ ©+ Q ¢ g *»
Apps @ |y Nigeria | Internatio.. G Google Billeder 7 Best Al Chatbots t.. [ UN Staff Rules and... DANSK UNDP Bolivia project @B YouTube @ Maps

+« Confirmation

MEENEN e e )

Response 12214 to negotiation UNDP-PSU-00178 was validated without errors.

Last Sa ed(’ﬂ 0721 1001
Time Zone Cent

Time Remaining 1 Day 4 Hours Close Date  02.07.21 1430

ection 4. Technical Assessment

4 | Section 4 Technical Asses . v

* 1. Does the offer meet the requirements of the technical specifications
@ a Fully meet technical sepcifications
* Response Attachments Reset password 2.PNG =j=
b. Meet requirements with minor deviations

UNDP supplier portal guideAugust 2021 53

Empowered fives.
Resifient nations.



4.4 Prepare Bid Response Offline o
Review bid response and submit

You can review your bid response by clicking "Review". Then click on different Sections to view the enter€haagfgour
O0AR A& O2YLX SGS FyR @&2dzNJ NB 4 i Yi&pst it ikKthe@stend. SSy @It ARF GSRX

OverviewRequiremr Lines Review

Review Response: Bid Response 13208 @ Respond by Spreadsheet ‘ v Next ‘ Save IT Submit |

Last Saved 8-Jul-2021 03:57:33
Time Zone Eastern Standard Time

L KA

Currency = US Dollar

Title  ITB-Proc Notice Close Date 31-Aug-2021 04:40:10

Time Remaining 54 Days

I Overview Requirements Lines I

View w Format w > = Detach
Response
Line Description Details Category Name Response Price UOM Name Line Amount Estimated Total Minimum Attachments
Amount Release
Amount
1 Beverages =] Beverages 1,000.00 Each 1,000.00

@
=z

Columns Hidden 6 A
- U

Click to return to mﬂ
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4.4 Prepare Bid Response Offline ¢ Submit Bid Response

A confirmation message will pop up on your screen informif |, confirmation %
you that the bid response was submitted. i

The response 13208 to negotiation UNDP-MD-00031 was submitted.

OK

T MESTITTINTSE STATTT-

From: org <ecaa-devd.fa mail.em2_cloud oracle.com>
To: " com” imp.com>

Sent: Thursday, June 10, 2021, 03:46:32 PM GMT+2

Subject: Your bid for "UNDP-PSU-00156,1" has been received

Bid Confirmation

This is a confirmation of yeur bid placed on the Procurement Negatiation "UNDP-PSU-00156,1" listed below. If you editfrevise your posted bid and click on "Save", the system will save the new bid response as a draft, while the previous version will still be active. To submit the revised bid response, you must dlick on
“Submit” button for the new version prior to the expiry of the negetiation end dateftime.

If you wish to withdraw your posted bid and cancel your participation in this negofiation, please contact the procurement focal point managing this negotiation.

If an amendment is created by the Organization, the system will ically remove your originally posted bid. In order to repost it, you must Acknowledge the amendment, review your bid response (if necessary) and Re-Submit the bid again. It is your full responsibility to ensure that your bid is successfully posted in
the system prior to the expiry of the negotiation end date/time. Please refer to the detailed instructions in the user guide.

YO u WI | I al SO reCe Ive an Esta es una confirmacién de su oferta realizada en la Negociacién de Adquisiciones "UNDP-PSU-00156,1", enumerada mas abajo. Si edita o revisa su oferta ya publicada y hace clic en "Guardar”, el sistema guardaré la nueva oferta come borrader, si bien la versién anterior seguird activa. Para enviar |a oferta

revisada, debe hacer clic en el botén "Enviar" en la nueva versién antes de que expire el plazo establecido para el envio de ofertas.

automati Cal |y g ene rated -aai | i desea reiar su oferta ya publcada y cancelar su paricpacién en esta Negociacin, por favor péngase en contacto con ls persona de contacto establecida en  Negociacion
Sila Organizacion crea una enmienda, el sistema eliminara automaticamente su oferta inicial. Para volver a enviarla, debera reconocer la enmienda, revisar su oferta (i es necesario) y volver a enviarla. Es su responsabilidad asegurarse de que su oferla se ha enviado correctamente a través del sistema antes de que

finalice el plazo establecido para el envio de ofertas para esta Negociacion. Puede acceder a instrucciones detalladas en la guia de usuario.
Ceel est une confirmation de votre offre placée sur le dossier d'appels doffres « UNDP-PSU-00156,1 » référencé ci-dessous. i vous modifiezirévisez votre offre publiée et cliquez sur « Enregistrer », le systéme enregistrera la nouvelle offre sous forme de brouillon, tandis que la version précédente sera toujours active
res po n Se Was S u I I I I e . Pour soumettre Foffre révisée, vous devez cliquer sur le bouton « Soumetire » pour la nouvelle version avant lexpiration de la date/heure limite de soumission.

4 cette négociation, veuillez contacter le point focal d'approvisionnement qui gére cet appel d'offres

Si vous souhaitez refirer votre offre soumise et annuler votre participati

Si une modification est créée par I'Or isation, le systéme i i votre offre i soumise. Pour le reprendre, vous devez prendre connaissance de la modification, examiner votre réponse a l'offre (si nécessaire) et soumettre & nouveau l'offre. Il est de votre responsabilité totale de vous
assurer que votre offre est affichée avec succés dans le systéme avant I'expiration de la date ou de I'heure limite de soumission. Veuillez consulter les instructions détaillées du guide de ['utilisateur

[supptier Name _|[supplier contact |[u Name _|[egotiation Type] [Negotiation Number]| Number]| ission Date & Timé [Time zone]Bid Response Withdrawn?]|

[xvz Export-import[user ane junpp-psu_Jfinvitation to Bid_[unDP-PsU-o0156,1 |[206 |[6/10/2021 5:42 am oo e |

U|N]

Click to return to mﬂ
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5.0 Manage Bids o

TOC

This section guides the Supplier on how to view, edit, or cancel a bid that is already saved in the
system or submitted. The section also explains how Suppliers can resubmit a bid when an eventis m

U 5.1 Viewbid responses

U 5.2Revise/Edia bid response

0 5.3Manage a bid after negotiation is amended
U 5.4 Withdraw submitted bid response

B

UNDP supplier portal guideAugust 2021
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To view your bid responses for the negotiations that you participated, login to $ogplier profile and go tGSupplier Porta.
/| £ A ONan&)g BiddResponses".

You can use different Search criteria. If you know the ID of the negotiation, enter it'INégetiation” field and click theSearch
button. Your bid response for that negotiation will be displayed in the Search Results.

You can also search your bid responses by selecting one of the
values in the dropdown list for thResponse Status"

Manage Responses

4 Search

Search Results

Revising a draft respons:

e automatically locks it.

Actions w View w Format w Freeze | Detach Wrap  Accept Terms ‘Revise‘

Response

13206
13210
13207
8207

14207

Click to return to
Manage BidViain

page

R

Number Status Contact

Draft{) Popnikolov, Via.

Draft{, Popnikolov, Via.

Draftf) Popnikolov, Via.

Draftf Popnikolov, Via..

DraftS) A\ Popnikolov, Via.

UNDP-PSU-00157

UNDP-PSU-00179

UNDP-MD-00031

UNWOMEN-DMA-2021-00057

UNDP-PSU-00193

Advanced H Manage Watchlist‘ Saved Search ‘ Active or Draft Responses

** Response Status ‘Draft

e ‘

Loz ot LA

** At least one is require:

Line Description ‘

Ne Negotiation
Tit Type

00" Requestf._. 15 Hours 59 Min...

00 Requestf_. 15 Days 20 Hours
ITE Invitation t... 47 Days 15 Hours
Tes Invitation t. 418 Days 12 Ho..

Tes Invitation t . 0 Seconds

Time Remaining

Unread

Messages

0

0
0
0
0

lonitor Award Amount

Click the buttori'Search"and all bid responses with that status

will be listed.

Active ¢ to see bid responses submitted for ongoing
negotiations;

Active or draftc to see both the submitted and draft
responses for ongoing negotiations;

Awardedc to see your awarded bid responses;
Disqualified¢ to see your bid responses which were
disqualified during the evaluation process;

Draft ¢ to see the bid responses which were saved as draft
(not submitted);

Pending Award; to see your bid responses which are
awaiting an award decision;

Rejectedc to see your bid responsdbat were not
awarded,;

Resubmission required to see your bid responses

whichhave tobe resubmitted because the (@)

negotiations were amended. b

UNDP supplier portal guideAugust 2021 57 mﬂ
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ations

To view your bid response(s) for the-gning (Active) negotiations, login to the system, click on the
Supplier Portaicon and theriView Active Negotiationdink. All orgoing negotiations will be listed.

Thenegotiations for which you have not created a bid respongkehave valué in the columnYour
Responses

The negotiations for which youareated a draft or submitted a bid response will have the valurethe
columnYour Response3o open the bid response, click the numlder

Active Negotiations

Supplier Portal 4i8Gareh
** Negotiaion| | *®nyitation Receive d | No
it Res; Submitted
Tasks
** - jd-mmm-yyyy i
Consigned Inventory Negotiation Close By | dd ° Nego Open Si
Requiring Attention Recent Activity

« Review Consumption Advices Last 30 Days
Invoices an d Payments Search Results

 Create Invoice

Actions w View v Format w Freeze u' Detach Wrag Accept Term Acknowledge Participation | Create Response
* Create Invoice Without PO -
No data labl
= View Invoices Negotiation a v Title ?;I Bu ::;z Time Remaining Close Date All Responses

* View Payments
UNDP-MD-00031 ITB-Proc Notice | 21 Days 18 Hours  31-Aug-2021 04 Sealed

Negotiations R
Transaction Reports

Sealed
Last 30 Days Seale

Sealed

« Manage Responses

]
Company Profile
« Manage Profile No data available
i Il Negotiation Responses [l Negotiation Messages

Sealed

Click to return to

Manage BidVain UNDP supplier portal guideAugust 2021
page
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In the columnd w S & LJ2 v & Wu Wilséelihdzatatuspiraesees
of your bid. For a bid to be successfully submitted, th e — _
status must show a§ ! O ( ThenSdlick on the numbe ’ s Agianced | st savea sarcn
displayed in the columa w S & LJand th&system will s Ress

Revising a draft response automatically locks it.

Open your Su bmltted bld . Actions w View w Format w Freeze = Detach Wrap Accept Terms ‘E‘

Reference Response Supplier - L Ne Negotiation L Unread
Response Number Status Contact pplier Site ned ! Titl Type Time Remaining Messages
13208 000123 Active Popnikolov, Vla.. UNDP-MD-00031 I... Invitation t 21 Days 18 Hours 0

4

Bid Response: 13208 (Invitation to Bid UNDP-MD-00031)

Currency = US Dollar

Click on differenBectiongo view the entered info. To L T
revise thebid response, click thRevisebutton. The = Wm“”j:”°1j:ej‘|i‘”s
bid response will be open for editing. o

Response Amount 1,000.00

View v Format w Freeze |m' Detach Wrap

. - Response Transform' UOM Resj ini I

Line Description Rank Price Rank Name Quantity Release Amount Amount  Notes  Aftachments
1 Beverages Sealed 1,000.00 Sealed Each 1,000.00

Columns Hidden 10

Click to return to
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You can also edit a bid response by clickind\ctionsand thenRevise

Manage Responses

b Search ‘Agvanced H Manage Watchlist

Search Results
Revising a draft response automatically locks it.

View w Format w Freeze |m| Detach Wrap Accept Terms ‘ Revise ‘

Accept Terms eference Response Supplier - - e Ne Negotiation -
umber Status Contact Supplier Site Negotiation Tit' Type Time Remaining A
00123 Active Popnikolov, Via. .. UNDP-MD-00031 |... Invitationt... 21 Days 18 Hours

Unlock Draft

Delete Draft

Click to return to

Manage BidVain UNDP supplier portal guideAugust 2021
page
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To view and edit the data entered in different sections of your bid response (Overview, Requirements or Lines), click on the
appropriate step of the response. Once you implemented the changes, cli§uthaitbutton to post your revised bid

response.

1-0-0-0
view

OvervievRequirermr Lines

Create Response (Bid Response 16208): Overview ®

Title ITB-Proc Notice

Close Date  31-Aug-2021 04:40:10

General
Supplier Viado Company Resp: Type (@) Priman
Negotiation Currency USD Alternat
Response Currenc y USD
Price Precision 2 Decimal Is Maximu m

I Messages H Respond by Spreadsheet | ¥ H Actions ¥ ‘

NP g

VR HEY. | 8 .

Time Remaining 21 Days 17 Hours

Reference Number [ 000123

Note to Buyer [

Attachments None ==

Click to return to
Manage BidViain

page

UNDP supplier portal guideAugust 2021

Next ‘ l‘ Save | ¥ H Submit H Cancel ‘

p
/I\ IMPORTANT

Make sure that you submit your bid after
you edit/revise it.

\.

\

J
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If the negotiation for which you submitted a bid response is amended, your bid response will not be valid anymore and its
status will change foActiveto Resubmission Require®You will receive a notificationmail generated by the system with
this information. You can also find a naotification in your Supplier profile once you login teydtem.

Click to return to
Manage BidViain

page

Supplier Portal
e

Search | Invoices v

Invoice Number v ‘ ‘

Tasks
Consigned Inventory

s Review Consumption Advices
Invoices and Payments

* Create Invoice
« Create Invoice Without PO
* View Invoices

* View Payments
Negotiations

+ View Active Negotiations

* Manage Responses

Company Profile

* Manage Profile

Requiring Attention

Notifications

® ry 54 seconds ago

Amendment 1 for Negotiation UNDP-PSU-00198 (UNDP PSU ITB for Supplier Guide) Requires Your
Attention

Dismiss

® ry

Negotiation UNDP-PSU-00156,1 (Test 10 June) Was Canceled

w w
= =
o o
o o
= =
@ @
o ]
a <1
5] ]

® ry

Online Message for Negotiation Invitation to Bid UNDP-PSU-00192 (Test for suppliers) Was Received

Task 215634 requires your attention.

w
=
o
o
=
@“
©
=1
]

No data available

M Negotiation Messages [l Negotiation Responses

3

UNDP supplier portal guideAugust 2021
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You have to acknowledge the amendment first and then yqy the Search Criteria, select the optiResubmissiomequiredin the field
Response Statu¥our bid responses that have to be resubmitted for

amended negotiations will be listed in ti&earch Result<lick the
negotiation for which you wish to acknowledge the amendment and
resubmit your bid response.

will be able to resubmit your bid response.
Click on théSupplier Portaicon and then click oManage

Reponses.

Supplier Portal

Company Profile

Click to return to
Manage BidViain

page

Requiring Attention

Manage Responses

4 Search

** Negotiation Title

** Negotiation

Search Results

Revising a draft response automatically locks it

Actions w View w Format w Freeze [ Detach
Reference Response Supplier
Response Number Status Contact
16209 0001 Resubmission r. Popnikolov, Vi

UNDP supplier portal guideAugust 2021

Terms | Revise

Supplier Site  Negotiation

UNDP-PSU-00198

Advanced = Manage Watchlist | Saved Searc

I o Response Status Resubmission required ¥ I

Line Description

Ne Negotiation
Titl Type

Unread

Time Remaining Messages

U.. Invitation t 22 Days 3 Hours 0

Monitor

Search | Reset | Save..

Award Amount

63
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Invitation to Bid: UNDP-PSU-00198

Click to return to
Manage BidViain

O

Time Remaining Mot applicable
Cover Page

The United Nations Development Programme (UNDP) hereby invites you to submit a Praposal fo this Invitation to Bid for the above-referenced subject

‘This T includes the following documents and the General Terms and Conditions of Contract
which is inserted in the Bid Data Sheet (BDS)
Section 1: This Letter of Invitation

Section 2 Instruction to Bidders

Section 3: Bid Data Sheet (BDS)

Section 4: Evaluation Crileria

ork, SOW

Bidding Forms

ubmission Form

om B r om

'« 0 Form C: Joint Ve rtium/Association Information Form

Section 5 Scope
Section 6. Return

o Form €' Format of Technical Proposal
© Form F: Financial Proposal Submission Form

o Form G: Financial Proposal Fom

o Form H: Format for GV of Proposed Key Personnel

If you are interested in submitting & Proposal in response to this RFP, please prepare your BI0 in accordance with the requirements and procedure as set oul in this RFP and submit it by the
Deadine for Submission of Proposals set out in Bid Data Sheet

‘This procurement process is conducted (IoLgh the XXX online system
Pitps XOQOMKXX.com (interested applicants must register in the system in order o access the additional documents).

Messages || Actions '| Done |
Acknowledge Amendments I
i 2 B e Kol

TN e LA R
Title  UNDP PSU ITB for Supplier Guide Open Date  9-Aug-202112:31:10
Status  Amended (Locked) Close Date  31-Aug-2021 17.00.00

A short description of the changes in the amended negotiation will be

The amended negotiation will open. Click the butietions, gisplayed in theAmendment Descriptiomart. Scroll up and down to see
then select the optiorRespondand click orAcknowledge

Amendments.

more details of the amended negotiation.

To acknowledge the amendment, check thex in front of the text'l have
reviewed the changes and | acknowledge amendment 1 for negotiation
XXXXX" and click the butt@ubmit

ar @ @

Acknowledge Amendments (Invitation to Bid UNDP-PSU-001... 9 View Original Negotiation | | Submit | Cancel \
Currency = US Dollar Time Zone Eastern Standard Time
Select each amendment o review and acknowledge the changes.
View v Format w Freeze = Detach Wrap
) Acknowledgment A ged
Amendment Title Published Date ~ Status Acknowledged Date By
Amendment 1 UNDP PSU ITB for Supplier Guide 9-Aug-2021 12 Active (Locked)

Columns Hidden 3

Amendment 1: Details

Acknowledgment v | have reviewed the changes and | acknowledge amendment 1 for negotiation UNDP-PSU-00198
Amendment Description Increased quantity on Line items

UNDP supplier portal guideAugust 2021 64 mﬂ

Empowered lives.
Resilient nations.



A warning message informing you that you acknowledged Click the optiorActionsand select the option Revise.

the amended version of the negotiation and new bid
response will be created will popujgkelect the optiorNo,

as you are not going to create new bid response but revise

the existing one.

£, Warning

The amendments lo negatiation UNDP-PSU.00198 were acknowledged. You can now create a response. Do you want o continue? (POl

Click to return to
Manage BidViain

page

Manage Responses

4 Search

Search Results

Revising a draft response

** Negotiation Title
** Negotiation

** Response

utomatically locks it

mat v Freeze =’ Detach Wrap Accept Terms | Revise
pference Response Supplier
mber Status Contact Supplier Site Negotiation
! Revit
Via UNDP-PSU-00198

UNDP supplier portal guideAugust 2021

Done

Eastern Standard Time

Advanced Manage Watchlist Saved Search | Active or Draft Responses

** Response Status = Resubmission required v

Line Description
Search || Reset || Save..
Ne Negotiation Unread
Tit Ty Time Remaining Messages Monitor Award Amount
U Invitationt.. 22 Days 2 Hours 0

65
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All answers submitted in the bid response fire previous A confirmation message that your bid response is submitted will
version of the negotiation will be displayed and all the flewé dis

will be open for editing. Click on each section of the bid
response and you will be able to edit the info/data.
Once your revised bid response is complete, click the
Submitbutton.

played on your screen.

DEV4 aP & @

Manage Responses ‘ Done |

se (Bid Response 16212): Lines (3

Time Zone Eastern Standard Time
724 |« Confirmation x == _

4 Search buu Manage Watchlist | Saved Search | Acive or Draft Responses
The response 16212 to negotiation UNDP-PSU-00198,1 was submitted
22 D -
_ At least one is required
. w* : OK
Detach Negotiation Title us | Resubmission required ¥
Required . 8 Estimated Estimated Total Targe . )
Line Description Detalle Category Name  item Revision Rank Response Price Sua uom Line Amount Amount flarta * Negotiation Line Description

55555 ** Response

Sealed Search Reset Save..

Response Amount  0.00

=
Click to return to

o
(\Y(<‘!"
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3.0 Manage Supplier Profile e

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.

U 3.1 Setting your Regional and Languaqge preferences
U 3.2Update supplier profiles
U 3.3Manage Contacts (user access

UNDP supplier portal guideAugust 2021 mﬂ



3.1 Setting your profile preferences

The system gives the possibil@gich supplier to set the preferences of their own supplier profilgis relates only to
system interface and not tender documents.

Once you login the system, click on tBetting and Actions Menicon in the right upper corner of your screen and
select the optionSet Preferences.

Settings and Actions

Personalization

tion Reports Applicat
Iys

@
=z

e) No data available NS0/
Click tl:lrleturn to m
68 mﬂ
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3.1 Setting your profile preferences
- Regional Preferences

To set your Regional preferences, click the opfRagional.Then you can set several different preferences:

Preferences

General Preferences

Regional

Language

Accessibility Settings
Password

Proxies

Watchlist

Oracle WebCenter Portal

Service

User Notification Preferences
ii Knowledge
© Preferred Knowledge Locale

Click to return to

Manage Profile
Main Page

General Preferences: Regional

Territory: Select your country.

Date and time format Select
the format in which you wish
the date/time to be presented.

Time ZoneSelect the time zone
in which you operate. This will
convert the tender deadline to
the exact time as per your
chosen setting.

Territory

Date Format

Time Format

Number Format

Currency

Time Zone

UNDP supplier portal guideAugust 2021

United States v
d-MMM-yyyy (30-Jun-2021) w
HH:mm:ss (10:17:11) w
-1,234.567 v

US Dollar

(UTC-05:00) New York - Eastern Time (ET)

69
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3.1 Setting your profile preferences
Language Preferences

The default language of the system is English. To set the language preferences, click thbargiaye.

Preferences
I @000 090 00 |

General Preferences: Language
General Preferences

Reqi |

L::;’;Ze Default Select the default

Asensibility Seffings systemlanguage for your profile. pefautt [Spanish »

Password

Proxies Current Sessiorselect the system Current Session | Spanish v

S language for the current session.

S OIS R The system language will go bac} Display Name | English g
=, Service to the default one at the next

User Notification Preferences |Ogin.

ii Knowledge

© Preferred Knowledge Locale

e: S
[111]] m

Click to return to mﬂ
Manage Profile UNDP supplier portal guideAugust 2021 0 :
Main Page i
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3.1 Setting your profile preferences
0 Language Preferences

After selecting the preferred language, the system will display the menu as per your chosen setting.

Portal de proveedor
Introduzca aqui el texto
Introduzca aqui el texto

Buscar | Facluras v ‘ | Nimero de factura v ‘ | %
Tareas
Inventario consignado
Requieren atencion Actividad reciente Informes de transacciones
+ Revisar avisos de consumo Ultimos 30 dias Uttimes 30 dias

Facturas y pagos

» Crear factura

« Crear factura sin orden de compra No hay datos disponibles No hay datos disponibles

» Ver facturas

+ Ver pagos 1 3 o e

Negociaciones
« Ver negociaciones activas
« Gestionar respuestas
Perfil de compafiia

Gestionar perfil
" o M MNegofiation Responses Megotiations Closing Soon

Noticias de proveedor

Steps to Review / Respond Public Negotiations:

. Please click on "View Active Negotiations' on the left side pane, it will navigate you to all the open and
active negotiations

. Please click on the negotiation number for opening the negotiation

. Review the requirements, line items and other details

. If interested, please submit your bid from your own supplier portal account.

Click to return to mﬂ
Manage Profile UNDP supplier portal guideAugust 2021 = ;
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3.2 Update/Edit Supplier Profiles

Click to return to

Manage Profile
Main Page

To update your bidder profile,

login to the system and click th=—=——"73

Supplier Portaicon.

To view or manage/edit the
data/info of your supplier

profile, click the link
"Manage Profile".

—>

Good afternoon, Supplier Guide!

Tools Others

SSSSS

UNDP supplier portal guideAugust 2021
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3.3 Update/Edit Supplier Profiles

Click on each tatw see different info of your Supplier profildo open the profile for editing, click th&dit" button
and thenYes l

Click to add text

o)
(\tt<‘—”/

.....
Click to return to . _ mﬂ
Manage Profile UNDP supplier portal guidedugust 2021 73
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3.3 Update/Edit Supplier Profiles

Enter the short description of the implemented change in tGdange Descriptidhfield.

Click on different sections

of your supplier profile to:> | !
update the required
details.information.

To modify, add or remove
contact(s) user(s) from
your company with access
to login the systemclick
the Contactssection.

w
> U

Click to return to . . EE
Manage Profile UNDP supplier portal guidedugust 2021
Empowered fives.

Main Pag e Resilient nations.










































