UNDP eTendering:

ser Guide for Bidders

Search:
)

» Manage Events and Place Bids Bid Confirmation

Your bid has been successfully submitted

Bid ID: 1 Bid Date: 18/12/2017 10:05:25AM EST
Event ID: 0000001595 eTendering Bidder User Guide (2017)
Event Format: Sell Event Round: 1 Version: 2

Start Date: 11/12/2017 5:47AM EST End Date: 09/01/2018 05:47 AM EST
Your Total Price: 2,150.00 USD
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Quick References to the Guide

The UNDP eTendering Guide for Bidders is a manual for individuals or companies who wish to participate in a UNDP tender
as a supplier and are required to submit the bid on the UNDP eTendering System.

For quick reference, you can navigate directly to a specific topic by clicking on the relevant hyperlink:

* To create a profile and register as a bidder in the eTendering system, please refer to the section on how to Register a
Bidder Profile.

* To search for Tenders and download tender documents with or without a registered user account please click here.

* |If you already have an eTendering account and want to participate in a tender, please refer to the section on How to
Submit a Bid

* |f you have an eTendering account, but have forgotten your password, please click here.

* If you are experiencing any technical difficulties with signing in, registration, or bid submission, please refer to the
section on Helpdesk Support .

The Table of Contents provides a detailed overview of all the topics covered in this User Guide.

UNDP eTendering User Guide for Bidders - January 2018
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. L»
1.0 Introduction s

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

» 1.1 Overview of the guide
» 1.2 What is eTendering?

UNDP eTendering User Guide for Bidders - January 2018 mﬂ



1.1 How to use the Guide

TOC

This guide is organized in several sections that correspond to different functions of the eTendering system such as
registration, submitting bids, maintaining profile, etc. Each section has its specific background colour.

The Table of Contents (TOC) provides an overview of the document content. It contains hyperlinks to the exact page of the
content in the document so the reader can navigate directly to the relevant section. Each section starts with a brief overview
of the content of that section with hyperlinks.

Throughout the document, there are three types of hyperlink:

- Hyperlink buttons that will take reader to the main TOC, found at the top right corner of each main chapter page, such as
the one on this page.

- Hyperlinks that take readers to the beginning of the current section, usually found at the bottom left corner like in this
page.

- Hyperlinked words that take reader directly to a location of the document related to the text. For example, by clicking on
the hyperlinked TOC here, the reader can go directly to the TOC page of this document.
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1.2 What is eTendering?

The eTendering module is designed to facilitate the UNDP Tender process through online interaction. The system aims to
enhance the integrity and transparency of the tender process and also enables the streamlining of the procurement process:
Bidders can use eTendering to submit their bids, view solicitation documents and receive automatic notifications from the
system whenever an event has been modified.

The eTendering system addresses UNDP’s fundamental procurement values, such as fairness, integrity, transparency and
accountability.

Some of the main benefits of the eTendering system are:
v' No late submissions are accepted: The system will automatically not accept any bid after the deadline.

v Electronic sealed bids: The eTendering system encrypts the bids submitted in the system and does not allow anyone to view
any information provided before the bidding deadline.

v" Electronic stamping of the bids: The system stamps all information submitted by bidders and prevents anyone from altering,
deleting, or adding anything to the bid after the deadline for submission.

v' Streamlines the bidding process: Bidders can register in the system, retrieve all information and solicitation documents, and
receive automatic notifications on certain stages of the procurement process. Bidders may also submit their bid online, edit
it directly in the system, and receive automatic notifications once the evaluation is finalized and the contract is awarded.

v" Provides an audit trail: As the eTendering system records all activity in the system, it keeps an audit trail for increased

RN
- (&2
(_) accountability and transparency. s 4
[111]] m
Click to return to mﬂ
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2.0 Submit a Bid =l

T0C

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

2.1 Search for Tenders 2.3 Submit Bid
« Log in and Basic Search * Check Responses
« Advanced Search * Submit Bid
« Download Tender Documents * Review Bid Confirmation
2.2 Participate in Tender 2.4 Prepare a Bid Submission Offline (Optional)
* Accept Invitation e Submitting a Bid in .XML
 Bid on Event  Download .XML Event Package
* Answer Bid Factors * Open .XML File in Excel
* Insert Line Items, Quantity and Unit Prices » Complete Bid Responses in Excel
* Upload Supporting Documents * Upload File into the System and Submit Bid

* Save Bid for Later

UNDP eTendering User Guide for Bidders - January 2018
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A Quick Guide to Submitting a Bid on eTendering

The main steps to submitting a bid on eTendering are as follows

1 > Search & view event

2)Accept invitation

3 ) Click on “bid on event”

4 >Answer bid factors

5 > Insert prices

6 > Upload documents

Q) Check responses & submit bid

UNDP eTendering User Guide for Bidders - January 2018



2.1 Search for Tenders — Log in the system

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

Click to return to

Submit Bid Main

Page

In febraE Sigpnimi  Enher Felaiinesi
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UH Worssn LS CH WIS ATLIE IR0 FaGE

Tinp O MoeRsages:

Lt il me 1 Hoversbar, 1T 6 H 45 Al Hew " e (BT

Atlas mpplications are working narmalby. IF you ancountar anyissues, plaase repart tham

to your respective help desks.

Fleais ©lam s WvweH o i belae g mg crie ATLAS:

Q Tip

It is possible to search tenders and download tender
documents by logging with the guest account username

Event.guest account.

= Username: event.guest,
= password: why2change

To submit bids however, you must Register first

(AIMPORTANT h

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

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

password.

J
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https://etendering.partneragencies.org/

Page

2.1 Search for Tenders — Go to Search Page

Once you are logged in to your eTendering account, search for ongoing events by navigating to the “Manage Events and
Place Bids” Menu > Click on “View Events and Place Bids”

Welcome eTendering Bidder User Guide to Atlas Community!

Atlage=- .

Parsonalize Condan

Menu £33 B My Buy Events
search: @ There are no events bo view.
= Managa Evants and Place B My Sell Events

[ T 4 - Fride
Jiew Events and Place Bids —r— e
hly Event Aclivity _ -
Maintain My User Contac Complants
My Bidder Profile Mechanisms and RFx 200062017 63540 EDT IM22017 D6:35 AM EST
= Vigw Tems & Condifions Public En
| MB 123417 Test RFx 20112017 11 138K EST 1811212017 11:13 AM EST
Test Zip ioMers and o, 211172017 10.59AM EST 1811212017 10:59 AM EST
Public Bid Openng
|r‘-.lew vorcion tosf -2 RFx 2412017 4:51AM EST ZH1HA0T 451 AM EST
PFSU Demo 2047 RFx 01122017 353480 EST M 2017 03:51 AM EST
Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 10
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2.1 Search for Tender — Use basic search filters

You can use the search engine to filter and view

Country:| begins with v|
ongoing tenders by Country, Event ID, Event Name,

Event Type or Status.

LoukUpl Clear | Cancel |Basu:L00kug

Search Results

9 Example

Albania
Algeria
Angola AGO10
Argentina ARG10
Armenia ARM10
Azerbaijan AZE10
BRUSSELS H2710
Bahrain BHR10
Bangkok Regional Hub BRC10
Bangladesh BGD10
Barbados BRB10
Belarus, Republic of BLR10

To filter and view tenders launched by a specific Country, e.g.
Afghanistan, click on the magnifying glass icon next to Event ID
select Afghanistan from the drop down list.

Search:

New Window | Help | Personal

| View Events and Place Bids

- Manage Events and Place Bids| Enter search criteria to locate an event for viewing or placing bids.

Benin BEN10
— My Event Activity ¥ Search Criteria Bhutan BTN10

- i i N
Maintain My User Contact Bolivia BOL10

— My Bidder Profile

— View Terms & Conditions o SRl Sl | - Bosnia-Herzgovina BIH10
Results Should Include: Botswana
T jarcio \
ve . Sell Event
Event Name: | [Jpurchase Event
Event Type: | ~ \ Request For Information
Event Status: | l |

Include Declined Invitations?

Click on “Search”.

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

e) All results for ongoing tenders

| First B 13013 B Last . .
Event Name Format |Type End Date from Afgha nIStan Wi ” be
Click to return to AFG10-0000001860 Construction of Female Police Facilities Sell RFx 27/12/2017 02:30 AM EST d |S p I aye d at t h e b Otto m Of t h e
Submit Bid Main RFP for HIV Population Size Estimation and ) 11
= AFG10-0000001868 Mapping Sell RFx 17/12/2017 01:30 AM EST screen.

Page

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




2.1 Search for Tenders — Advanced Search

It is possible to search the system for ongoing events for specific items that are of interest to the Bidder. Once you are in the search area, click on
“Advanced Search Criteria” then, in the field “Item Description”, type in an item that you are interested in bidding on.

. S . _ View Events and Place Bids 597 Example
At I a SF"'"’"(e Enter search criteria to locate an event for viewing or |
To search for all ongoing Events that contain

Search:

Ty T e Pl?:e View Events and Place Bids o Soved Soarct | . “computer” in the line item, type
Bids Enter search criteria to locate an event for viewing or placing bids. ) “« 7 . . .
- computer” in the Item Description field.
— My Event Activity | Q,,— |
— Maintain My User Contact Event ID: . q
— My Bidder Profile Use Saved Search: | v Click on Search and view the search results
- View Terms & Conditions Event Name: |
| | Results Should Include: bE|0W-
Event ID: Q- Sell Event Event Type: |
Event Name: | [ purchase Event Event Status: | /LV I
Event Type: | o | Request For Information
_ [ include Declined Invitation
Event Status: | ~|

[Jinclude Declined Invitations?

Item Description:

Category Description:

Search | Clear | L L
Manage Saved Searches Save Search Criteria IAdvanced Search Cntenal Start Date: From: E‘j Through: E‘j
Search Results [ st B o op2 B ast End Date: From:  03/01/2018 [ Through: [31)

Event ID Event Name Format |Type End Date Status
UNDPA1-0000001591 Collaborator Feature test 2 - Rakesh Sell RFx 1140142018 09:01 AM EST g
e | Search | Clear _— ) -
- _I Manage Saved Searches Save Search Criteria Basic Search Criteriz
Search Results

LUNDPA1-0000001595 eTendering Bidder User Guide (2017)  Sell RFx 09M11/2018 05:47 AMEST Accepted

Event ID Event Name Format |Tvpe

UNMDP1-0000001591 Collaborator Feature test 2 - Rakesh Sell RFx

E UMDP1-0000001595 eTendering Bidder User Guide (2017)  Sell RFx
i

Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018
Page



2.1 Search for Tenders — Download Tender Documents

To search for a specific event, go to the field titled “Event ID” and enter the Business Unit/Country Code in the first
box on the left and the “Event ID” in the first box on the right.

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

Search:

@

(0 Example

to view Event 0000001595, launched by
UNDP Headquarters (Code UNDP1), enter the
details under the Event ID field as shown.

Click on “Search”.

> Manage Events and Place Bids

View Events and Place Bids

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

~ Search Criteria

Use Saved Search: | v|
IUNDP1 Q- |0[}[}o[]015g5 I Results Should Include:
. Sell Event
Event Name: | [0 Purchase Event
Event Type: | v Request For Information
Event Status: | v|

[ Include Declined Invitations?

. Search | Clear

Manage Saved Searches Save Search Cnteria  Advanced Search Crteria

Search Results | First 4 10of1 L Last
Event ID Event Name Format |Type End Date Status
UNDP1-0000001595 eTendering Bidder User Guide (2017 Sell RFx 09/01/2018 05:47 AM EST

To view the details of the Event and

Click to return to

ST M download tender documents, click on

Page the Hyperlinked Event ID.

UNDP eTendering User Guide for Bidders - January 2018
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2.1 Search for Tenders — Download Tender Documents

When you are on the Event Details page of the event you are interested in, you can download tender documents by
clicking on the “View bidding documents” link at the top right of the page.

Search: N
)

7 Manage Events and Place Bids Event Details

— View Events and Place Bids

— My Event Activity - i ) ) -
— Maintain My User Contact Accept Invitation | Bidding Shortcuts: - View Your Bid Activity
— My Bidder Profile _ iew Bidding Documents
— View Terms & Conditions Bid on Event I Upload XL Bid Response
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 s
Event Format/Type:  Sell Event RFx
Event Round: 1
Event Version: 2
Event Start Date: 11/12/2017 5:47AM EST
Event End Date: 09/01/2018 05:47 AM EST

Event Description:

Contact: Dalal Abdulrazzaq Payment Terms: Net 30
Phor-\e: My. Bids: . . 0
Email: N ndp org Edits to Submitted Bids:  Allowed w
e) Online Discussion: Multiple Bids: Not Allowed
e Live Chat Help: m
Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 14 mﬂ
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2.1 Search for Tenders — Download Tender Documents

To download the solicitation documents, click on the magnifying glass icon next to each attached file.
To return to the “Event Details” Page, click on “OK”.

Click to return to

Submit Bid Main

Page

Atlase-

Search:
©)

=~ Manage Events and Place Bids
My Event Activity
Maintain My User Contact
My Bidder Profile

— View Terms & Conditions

Welcome eTendering Bidder User Guide to Atlas Community!

Q Tip

Ensure that pop-ups are enabled on your internet

Event Header Comments and Attachments

Event ID: 0000001595

Attached File
1 Bidder_User_Guide Event Attachment pdf
2 eTendering_Bidder User_ Guide_(2017).xml

3 eTendering_Bidder User_Guide (2017) pdf
OK Cancel |

| L First B0 13 of 3 Bl L ast

Attachment Description

[Event details

\Event Bid Package Q

browser before downloading a document.

/I\ IMPORTANT

The .xml document is not a solicitation document. It
is a file that allows a bidder to prepare their bid
responses offline and then upload it into the system in
XML. format. For more information, click here.

J

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

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

|>_>|

> Manage Events and Place Bids Event Details

— My Event Activity —
— Maintain My User Contact | Accept Invitation

vy
CY o
1 Bidding Shorteuts:  View Your Bid Activity Tl p
— My Bidder Profile I View Bidding Documents

— View Terms & Conditions Bid on Event _
Hoload UL B Response To subscribe and further participate in
a Tender, you must Register first.

Event Name: eTendering Bidder User Guide (2017)

Event ID: UNDP1-0000001595 My Bid Status:

Event Format/Type:  Sell Event RFx [ \
Event Round: 1 A I M PO RTANT

Event Version: 2

Event Start Date: 11/12/2017 5:47AM EST Please note that your account will be
Event End Date: 09/01/2018 05:47 AM EST automatica”y deactivated after 3

months of inactivity. If this happens,
please contact the procurement focal
point of the event for support. To
ensure your account remains active,
login to your account a few times a

Event Description:

Contact: Dalal Abdul Payment Terms: Net 30
ala ulrazzaq e month.
Phone: My Bids: 0
Email: SR @undp.org Edits to Submitted Bids:  Allowed
Online Discussion: Multiple Bids: Mot Allowed

Live Chat Help:

©

Click to return to mﬂ
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 16
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2.2 Participate in Tender — Start creating a bid response

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

responses.

Click to return to
Submit Bid Main

Page

Welcome eTendering Bidder User Guide to Atlas Community!

Event Details
Decline Invitation I Bidding Shortcuts:  View Your Bid Activity
View Bidding Documents
Upload XML Bid Response
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 My Bid Status:
Event FormatType: Sell Event RFx
Event Round: 1
Event Version: 1
Event Start Date: 11M2{2017 5:47AM EST
Event End Date: 09/01/2018 05:47 AM EST

Event Description:

Contact: Dalal Abdulrazzag Payment Terms: Net 30
Phone: My Bids: 0
Email: dalal.abdulrazzag@undp. or Edits to Submitted Bids: Allowed
Online Discussion: Multiple Bids: Mot Allowed
Live Chat Help:
Display: |AII Lines v| < Bid Required (@ Line Comments/Files
Find | View A1 BN | 88 First B 42 or2 B st
Line Description Unit Reguested Quantity Status
1 b 4 computer DOZ 20.0000
o o Ballpen (Black,blue red) LOTUS EA 30.0000

Dnhnii ii iiiiii iiiiii
UNDP eTendering User Guide for Bidders - January 2017
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2.2 Participate in Tender —Key Components of an online Bid

In order to submit a bid on eTendering, bidders are usually required to complete the following 3 key processes:

> Answer bid factors

> Insert quantities and unit prices for the items required.

» Upload supporting documents

Follow the instructions in the guide to complete your bid.

N
(@)

u
- U

Click to return to mﬂ
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 18
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2.2 Prepare Bid Response — Answer Bid Factors

Bidders may be prompted to answer event questions (bid factors) that will be used in the final evaluation and awarding of the
tender. The bid factors may vary by the type of response that is required. Some will require a “yes/no” response, others may
require typed answers, or numerical input. Please read each question carefully before submitting your reply.

Step 1: Answer General Event Questions

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

General Event Questions 2
Required Questions 2

Hide Event Questions

Event Questions
+r Bid Required G-* Ideal Response Reqguired
Previous Questions 1-2 of 2 Next Questions Lu"*

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

Response: Yes w Weighting

Add Comments or Attachments

ldeal: 1ﬂesl

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

Add Comments or Attachments

Response:

This is Bid Factor requires a typed response from the Eidder.|

L >

Click to return to

Submit Bid Main

Page

UNDP eTendering User Guide for Bidders - January 2018

Bid Required: When a question is
marked by a red star, it means that
answering the question is mandatory to
make a qualified bid.

Ideal Response Required: When
a question is marked by a folder and
red star you must answer the question
with an ideal response. For example in
Question 1 on the left, the ideal
response is yes. You can only answer
yes for this question.

19
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2.2 Prepare Bid Response — Insert quantities and unit prices

Insert your bid price in the required fields.

| "Q" Pay particular
attention to:

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event
Administrator.

Lines in This Event: ) * The bid currency of the event
* The instructions in the solicitation
Lines That Require a Response: 2 documents (ex. Is a detailed price
Your Total Line Pricing: 5,150.0000 USD schedule requested? Is a password
protected financial proposal required?
Hide Line Detail Etc.)
¥r Bid Required () Line Comments/Files

Previous Lines 1-2 of 2 Next Lines

Description gﬁg:::;Ed Ez::‘?“';‘ Your Unit Bid Price |Your Total Bid Price

1 ¢ computer 20.0000 20.0000§ 250.000000 5,000.0000 USD
2 ¥ Ballpen (Black,bluered) LOTUS EA 30.0000 30.0000 5.000000 150.0000 USD Elld LL_,J

At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid response is complete,
submit for consideration.

(
Submit Bid Save for Later Validate Entries A I M PO RTA NT

For RFPs you must:
e Enter 1 for the Bid Price

e) * Upload your financial proposal as a password protected PDF

i \ attachment J

Click to return to 55
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 20



2.2 Prepare Bid Response — Upload Supporting Documents

To upload supporting documentation to your bid, click on the “View/Add General Comment and Attachments”
at the “Event Details” page.

__ Event Details

Submit Bid | Save for Later Waldate Entries
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 Bid ID: New
Event Format/Type: Sell Event RFx Bid Date:
Event Round: 1 Bid Currency: usD US Dollar
Event Version: 2
Event Start Date: 11/12/2017 5:47AM EST
Event End Date: 09/01/2018 05:47 AM EST

IViewadd General Comments and Attachmentsl

Hide Additional Event Info

Description:

2N
@

=<E

L
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2.2 Prepare Bid Response — Upload Supporting Documents

Click on “Upload” and then click on “Browse” to locate and select the file you want to upload from your computer.
Once you have selected the file, click on “Upload” again.

File Attachment

Browse... [ Mo file selected.

Cancel |

Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018
Page




2.2 Prepare Bid Response — Upload Supporting Documents

To upload a new file, click on “Add New Attachment” and then “Browse” to locate and select the file you want to
upload. Once you have selected the file, click on “Upload” again.

At I a Sﬁnm(e Welcome eTendering Bidder User Guide to Atlas Community!
enu

search:

®

* Manage Events and Place Bids
— View Events and Place Bids
— My Event Activity

— Maintain My User Contact Attachments
— My Bidder Profile

General Comments and Attachments

Business Unit: unNDP1 EventID: 0000001505

B R e Ae L = Al View Event Attachments 1B it B 1303 I Last
Bidder_User_Guide_Event_Attachment pdf Event details M
eTendering_Bidder_User_Guide_(2017).xml Event Bid Package M
eTendering_Bidder_User_Guide_(2017).pdf Event Details M

Add New Attachments

Attachment Description

FAQ_for_bidders_Release_No_4_June_2016._pdi Mam Bid Document | | up\oau| Viewl— =

Managing_saved_and_posted_bids.pdf ‘Techmcal Proposal Upload| Vi

Overview_and_benefits_of Atlas_eTendering.pdf Bid Details Upload| _view Am‘:]::’

UNDP_General_Conditions_for_Individual_Contracts. pdf /Additional Information| Uplozd | _view| % L el B L
Comments

Add New Comments

No file selected.
Cancel |

Cancel

Click to return to

Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 23
Page




2.2 Prepare Bid Response — Upload
Supporting Documents

It is important to ensure that the Attachment Description and the File names are in
the correct format. Please read the tips for further information.

Aidd New Attachments

. an
_This_FileMameis_incorrectformat_PNG pEEy Viey o= chmz“:ts

Aftachment failed to upload. (18036,10013) Attachment operation failed for unknown reasons. (Attachment built-in error 12). (18036,10003)

Zomments

Add New Comments

Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018
Page

Q Tip for uploading Files

File name can only contain 60 characters.

File name and description cannot contain
special characters and letters from other
alphabets. It should only contain letters from
the English alphabet.

If you are uploading a large number of files
(ex. 15 or more), please zip the files into a ZIP
folder and upload the folder instead of each
file individually. You can upload several ZIP
folders, but if you do this, please note that
the total size of each ZIP folder uploaded
cannot exceed 50MB.

Please read the solicitation documents of the
event carefully to ensure that you are
meeting the event requirements for
document submission. There may be
restrictions on the size and format of the
uploaded files.

24
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2.2 Prepare Bid Response — Save for later

You can save your bid response and come back later to add additional information. Click on “Save for Later”.

At I a SFi“a"ce Welcome eTendering Bidder User Guide to Atlas Community!

Search:

&

[~ Manage Events and Place Bids

— View Events and Place Bids
— My Event Activity

— Maintain My User Contact
— My Bidder Profile

— View Terms & Conditions

Click to return to
Submit Bid Main

Page

Event Details

submitsia | [ save for Later | Validate Entries |

Event Name: eTendering Bidder User Guide (2017)

Event ID: UNDP1-0000001595 Bid ID:

Event Format/Type: Sell Event RFx Bid Date:
Event Round: 1 Bid Currency:
Event Version: 2

Event Start Date: 11/12/2017 5 47AM EST

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

wiewAdd General Comments and Aﬂachmenlsé

New

usD US Dollar

Hide Additional Event Info

Description:

Contact: Dalal Abdulrazzag Payment Terms:
Phone: Billing Location:
Email: dalal abdulrazzag@undp org Event Currency:
Online Discussion: Conversion Rate:

Edits to Submitted Bids:
Multiple Bids:

UNDP eTendering User Guide for Bidders - January 2018

MNet 30

United Nations Development Pro
Dollar

1.00000000

Allowed
Mot Allowed
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2.2 Prepare Bid Response — Save for later

A system notification will alert the user that their bid is about to be saved. Click on “OK” to confirm
that you want to save the bid for later.

/I\ IMPORTANT

Be aware that saving your bid for later
does not submit it in the system. To
submit your bid, you must click on
Submit Bid.

Save Warning (20001,104)
Saving for later does not submit your bid and WILL ALSO WITHDRAW YOUR BID if you have already submitted one. Please use the "submit bid" button in order to have a VALID SUBMITTED BID in the system.
HE NogaeT Bally 3aABKy Ha yyacTue, a TAKGKE OT3bIBAET 3AABKY B TOM Cnydae, ecni OHa YiKke nogaHa. YTolbl 3aneka Obina MOOAHA W MMENA CUMY B cMcTEME, NOKANYACTa MCNoNb3yiTe KHOMKy "MOOATE 3ASBKY" ("Submit Bid").

Enregistrer pour envoi ultérieur ne soumet pas votre offre et VA PAR AILLEURS RETIRER LA SOUMISSION INITIALE du systéme. S'il vous plait pour avoir UNE OFFRE VALIDE dans le systéme cliquez sur soumettre offre.

"EEELUERE B ("Saving for Later') H T AR GREZTEFNIRE, RNl EZRRER=RE. BER BB #("Submit Bid") R ERGEFLEEHR =R,

S0 phantd oyt latea i ge Ciads 8 € ) il Oy 6 ata® 80 8 i e o) Cimant B 5 i el am Y Ga iy G el e gl min Submit Bid" slat & dnlia 55 asmall el 5% o Jal e

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

Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 26
Empowered lives.
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2.2 Prepare Bid Response — Save for later

To come back to your saved bid to add information, you open the “Event Details” page by clicking on the event hyperlink
and then, clicking on “View, Edit or Copy From Saved Bids”".

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

Event Details

— View Events and Place Bids

— My Event Activity _— A ) ) :
— Maintain My User Contact Bidding Shorteuts: View Edit or CDE¥ from Saved BIdSI

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

View Bidding Documents
Upload XML Bid Response

Event Name: Video Guide for eTendering Bidders

Event ID: UNDP1-0000001597 My Bid Status:
Event Format/Type: Sell Event RFx

Event Round: 1

Event Version: 2

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

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

IIIII]
Click to return to

o
(\Y(<‘!/
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Click to return to
Submit Bid Main

Page

2.2 Prepare Bid Response — Save for later

In the Next page your bid status will be “Saved”. You can continue completing your bid by clicking on “Edit Bid Response”.
This will open your bid response and you can continue working on it.

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

Menu &
Search:
)

= Manage Events and Place Bids|  View, Edit or copy from Saved Bids

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

— My Event Activity

- magigtigge?q;rgﬁg Contad! Event Name: Video Guide for eTendering Bidders
~ View Terms & Conditions Event ID UNDP1-0000001597 Event Round: 1
Event Format/Type: >t/ Event RFx Event Version: 2
Event Start Date:  09/01/2018 4:25AM EST Multiple Bids Not Allowed
Event End Date: 15/02/2018 10:53 AM EST Currency US Daollar

| L2 First K 10f1 (b Last

Bid ID |Round |Version Bid Status Event Bid | ast Saved
Status

Posted  09/01/2018 9:42AM EST View |  Edit Bid Response opy Cancel Upload

UNDP eTendering User Guide for Bidders - January 2018 28
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2.3 Submit Bid — Check Responses

Once you have completed your bid responses, uploaded all supporting documents, and are ready to submit your bid,
click on “Validate Entries” to check that you have responded correctly to bid factors and bid on all items as required.

At I a Sl:immce Welcome eTendering Bidder User Guide to Atlas Community!

Search:

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

Event Details

— My Event Activity o - -
— Maintain My User Contact Submit Bid | Sawve for Later | I Validate Entries u
— My Bidder Profile
— View Terms & Conditions
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 Bid ID: New
Event Format/Type: Sell Event RFx Bid Date:
Event Round: 1 Bid Currency: usD US Dollar
Event Version: 2
Event Start Date: 11M12/2017 5:47AM EST
Event End Date: 09/01/2018 05:47 AM EST
View/Add General Commenis g_g_g__&n@chmenlsé
Hide Additional Event Info

Description:

Contact: Dalal Abdulrazzaq Payment Terms: Net 30

Phone: Billing Location: United Mations Development Pro
Email: I cundp.org Event Gurrency: Dollar

Online Discussion: Conversion Rate: 1.00000000

Edits to Submitted Bids: Allowed @
Multiple Bids: Mot Allowed =
o

77
(}(<‘!"

Click to return to EE
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 29
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2.3 Submit Bid — Check Responses

Once you click on “Validate Entries”, the system will check whether you have complied with minimum requirements for

the Event. An error message in red font will be generated at the top of the “Event Details” page if any mandatory questions
have been left unanswered.

)
Q Example

This warning message shows that the
responses for Question 2 and Line item 2 are

mandatory and must be answered before
submission.

4

Message

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

OK |

Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018
Page
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Click to return

Submit Bid Main UNBB e |enaerlng User awae |or E|aaers - 1anuary !5!§

Page

2.3 Submit Bid — Submit Bid Response

Once your bid is complete and your responses have been validated, click on “Submit Bid” to post it in the system.

At I a Sl:imche Welcome eTendering Bidder User Guide to Atlas Community!

Search:

[+~ Manage Events and Place Bids
— View Events and Place Bids

— My Event Activity
— Mainiain My User Contact

Event Details

I Submit Bid I

Save for Later Validate Entries |

— My Bidder Profile
— View Terms & Conditions

to

Event Name:
Event ID:

Event Format/Type:
Event Round:
Event Version:
Event Start Date:
Event End Date:

eTendering Bidder User Guide (2017)

UNDP1-0000001595 Bid ID:
sell Event RFx Bid Date:

1 Bid Currency:
2

11/M12/2017 547AM EST
09/01/2018 05:47 AM EST

View/Add General Comments and Attachments

New

usbD US Dollar

Hide Additional Event Info

Description:

Contact:
Phone:

Email:
Online Discussion:

Dalal Abdulrazzaq Payment Terms:

Billing Location:

dalal.abdulrazzag@undp.org Event Currency:

Conversion Rate:
Edits to Submitted Bids:

Multiple Bids:

Net 30

United Nations Development Pro
Dollar

1.00000000

Allowed
Mot Allowed

31
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2.3 Submit Bid — Post Bid Response

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

Atla g

Search:
)

“ Manage Events and Place Bids
— My Event Activity
— Maintain My User Contact
— My Bidder Profile

- View Terms & Conditions

Click to return to
Submit Bid

Page

Main

Welcome eTendering Bidder User Guide to Atlas Community!

Bid Confirmation

Your bid has been successfully submitted.

Bid ID: 1 Bid Date: 186M2/2017 10:05:25AM EST
Event ID: 0000001595 eTendering Bidder User Guide (2017)

Event Format: Sell Event Round: 1 Version:

Start Date: 1MMA2/2017 5:47AM EST End Date: 09/01/2018 05:47 AM EST
Your Total Price: 2.150.00 USD

UNDP eTendering User Guide for Bidders - January 2018

32
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2.3 Submit Bid - Bid Confirmation Email [AIMPORTANT N

Occasionally, the system does not
generate a bid confirmation email.
Once your bid is posted, you should receive a bid confirmation email in your registered email address.| f you have submitted a bid and do
. . . . . . . not receive a confirmation email,
The email will include a PDF file which is a summary of your bid that is generated by the system. . ;
you can still confirm the status of
your bid via the system. Click here

for instructions.
. Your_Bid.pdf .
r:; 110 KB \ j

TI ’ Procurement event "UNDP1 - 0000001595 eTendering Bidder User Guide (2017)" listed below. Please note that if you edit your posted bid and click on “Save for later”, the system will automatically
t, you must click on “Submit Bid” again. It is your full responsibility to ensure that your bid is successfully posted in the system. Please read the user guide for more guidance.

page des marchés UNDFP Procurement event "UNDP1 - 0000001595 eTendering Bidder User Guide (2017)" ci-dessous. Sl vous plait noter que si vous modifiez votre offre postée et que vous cliquez
R systéme va automafiquement supprimer votre offre initialement posté. Si vous voulez reposter ¢a encore, vous devez cliquer sur Soumettre offre « Submit bid » & nouveau. |l est de votre entiére
Open the PDF file and check that the Ay a g b il : a « >

chée avec succés dans le systéme. Sl vous plait lire le mode d'emploi pour plus de conseils.
summary of your bid response is correct.

ra sistema como UNDP Procurement event "UNDP - 0000001595 eTendering Bidder User Guide (2017)", de acuerdo con los datos listados mas abajo. Muy importante, por faver tenga en cuenta que
ida y escoge la opcion de "Save for later”, el sistema automaticamente considerara su Oferta como no recibida. Por lo tanto, sera necesario que vuelva a introducir/presentar su Oferta en el sistema para
Jios. Es su entera responsabilidad asegurarse que su Oferta es debidamente introducida en el sistema. Por favor, refiérase a la guia de usuario para mas informacion.

(] saasall a1 iy o dealall dustnall aSillan o3 1 4t 2808 UNDP F'rocurement event "UNDP1 - 0000001595 eTendenng Bidder User Guide (2017)" <las all_jis Lah o g allall of o gy oty M ™ 558 0 5 a0 polad) el Jotesy cont 1) af daa Sl oy sl 2 padll
p2atdll (il sl B ooy aon @l e wjal Al _"Iv._'n.'l.lt'l.ﬂn.'lﬁﬂ_n‘_'mnl pall o sl 4 dal CA_IJJ_ALG_ﬁ_ soal 8" ellaall ard! o @il Cons 123 s Silen anEtsdia) oaf e ‘_.,_c.‘;l

73 UNDP Procurement event "UNDP1 - 0000001595 eTendering Bidder User Guide (2017)" RIMSF i, - HEE, MNBERENR TR TH, SHIRFE F—F" “Save for later’, RS EahibieERAT T AT HINHES, (ROAESSE 8T8
“Submit bid", FRFSTHRBIEIT R RIRI RAGES - EiREL AR R EEE | -

HanHoe cooflyeHne ABNASTCA NOLTESPKASHUEM NOLaHHOMR Bami 327BKN Ha YYACTHE B YEI3aHHOM HU¥E KOHEYpCe no 3axymkam UNDP Procurement event "UNDP1 - 0000001595 eTendering Bidder User Guide {2017)". NoxanyicTa, oGpaTTe BHUMaHKE
E CNyYae WIMEeHEHWA Bawero npegnosedka M HEKATUA KHOMEW “"COoXpaHUTE Ha noToM® ("Save for later”), cUCTeMa aEToOMaTHYECKW YAANUT Balle nepeoHadansHoe npeanoxeHne. Ecny Bel X0TWTE BHOBL NOOATE NPEAnNOMEHUE, HAMMUTE KHONKY “TogaTts
npeanoxerye” ("Submit bid"). Bel HECETE NOMNHYK OTEETCTEEHHOCTL 3a YCNELHY0 Nogavy Balwero npeanmkeHuA B cucTeme. NokanydcTa, 03HAKOMLTECh © PYKOBOACTEOM NONL30BATENA ANA NonydYexnA Gonee noapobHLIX MHCTPYKLMA

Bid Details

EventID: UNDP1 - 0000001595 Round 1 Version 2
Event Name: eTendering Bidder User Guide (2017)
Bid ID: 1

Date Posted: 20/12/17 5:00:21AM EST

I You maE review :our bid for this event b: dickin: on this link. I |

Click to return to

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

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

Bidder Information

Firm Name:
Name: Signature: Date:
Phone #: Fax #:
Street Address:
City & State: Zip Code:
Email:
"File Name :FAQ_for_bidders_Release_No_4_June_2016.pdf, File Description :Main Bid Document l
File Name :Managing_saved_and_posted_bids.pdf, File Des~ ", ~ - T i
File Name :Overview_and_benefifs_of Aflas_eTendering.pc (Y} .
File Name :UNDP_General_Conditions_for_Individual_Cont Q Tlp
File Name :eTendering_Bidder_User_Guide_(2017).pdT, File
Always check this list to ensure that you have 7R
E uploaded all supporting documentation as required. g y
Click t:l:eturn to m
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 EE
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2.4 Prepare a Bid Submission Offline — Submit Bid in . XML

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

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

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

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

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

Page
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2.4 Prepare Bid Response Offline — Download XML file

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

Click to return to

Submit Bid Main

Page

Atla s
eru __________ B

Search:
»Manage Events and Place Event DEt-EI”S
Bids
RS SR B Bid on Event | Bidding Shortcuts:  View Edit or Copy from Saved Bids
— My Event Activity i i -
— Maintain My User Contact
— My Bidder Profile
- View Terms & Conditions Upload XML Bid Response
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 My Bid Status:
Event Format/Type: Sell Event RFx
Event Round: 1
Event Version: G
Event Start Date: TIHM212017 5:47AM EST
Event End Date: 09112018 05:47 AM EST
Event Description:

S
UNDP eTendering User Guide for Bidders - January 2018 36
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2.4 Prepare Bid Response Offline — Download XML file

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

Download the file by clicking on the magnifying glass icon.

Atlagr

Welcome eTendering Bidder User Guide to Atlas Community!

(
/\. IMPORTANT

Please note that the system generates a

Search:
| D) new .XML file every time an event is
~ Manage Events and Place amended. Make sure you are using the
Bids Event Header Comments and Attachments latest XML file when submitting your bid.

— VWiew Events and Place Bids

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

— My Bidder Profile
- View Terms & Conditions

|':-E'I: Fir.*'st!I 1-3uf3u Last

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

Cancel

i
S

77
(}(<‘!"

Click to return to EE
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 37
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Click to return to

2.4 Prepare Bid Response Offline — Download XML file

Response Inquiry Detail Pl ctendering-test.partneragencies.or X [ - |

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

ng-test.partneragencies.org/psc/U v @ T:?

This XML file does not appear to have any style information associated with it. The document tree 1s shown below.

+ In @

you are using. For example, for Firefox you must - <Workbook>

— o

R LT = FILEIII]] #ddtkdiddtbtsmitiiss

right click on the webpage and save it as an .xml- : , Save s and sslect vhere von vould 1ike to save this file.
file to the preferred location on your computer.

2.
-
— <Styles>
—<Style ss:ID="51">
<iss:Font ss:Bold="1" ss:Size="14" x:Family="Swiss"/>
</Style>
— <Style ss:ID="s52">
<ss:Font ss:Bold="1" ss:Size="10" x: Family="Sw1ss"/>
</Style>
— <Style ss:ID="53">
—<ss:Borders>

Q Save As

\ <ss:Border ss:LineStyle="Continuous" ss:Position="T| Organize ~ New folder ==~
<ss:Border ss:LineStyle="Continuous" ss:Position="1 # OneDrive - United Nations Development Programm # ™ Mame

</ss:Borders> = "
I M PO RTANT <ss:Font s5:Bold="1" s5:5ize="8" x:Family="5wiss"/> = Documents || eTendering_Bidder_User Guide _(2017)

</Style= | Pictures excel

— <Stvle ss:ID="s4"> % English Helpdesk support cases

Ensure that pop-ups are enabled in your computer — <ss:Borders>
before you download the XML flle <ss:Border ss:LineStyle="Continuous" ss:Position="T

Helpdesk support cases

A4 Bl > ThisPC » Desktop ~ O Search Desktop o

Pl o o b e lis ke O R

</ss:Borders> ISl Tendering_Bidder_User_ Guide_(201

' ‘ <ss:Font ss:Bold="1" ss:8ize="8" x: Family="5Swiss"/> tﬂ\'e as type: | Web Page, XML only

</Style>
~<Style ss:ID="s5"> ~ Hide Folders Cancel
—<ss:Borders>
<ss:Border ss:LineStyle="Continuous" ss:Position="Top" ss:Weight="1"/>
<ss:Border ss:LineStyle="Continuous" ss:Position="Right" ss:Weight="1"/>
</ss:Borders>
<ss:Font ss:Bold="1" ss:8ize="8" x: Family="5wiss"/>
</Style>
— <Style ss:ID="s56">
—<=ss:Borders>
<ss:Border ss:LineStyle="Continuous" ss:Position="Left" ss:Weight="1"/>
<ss:Border ss:LineStyle="Continuous" ss:Position="Bottom" ss:Weight="1"/>
</ss:Borders>
<ss:Font s5:8ize="8" x:Family="Swiss"/>

Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 38
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2.4 Prepare Bid Response Offline — Open XML file in Excel

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

Open

02 Shared with Me

dalal.abdulrazzag@undp.org

dalal.abdulrazzag@undp.org

f.‘. OneDrive

';':% Other Web Locations

Account —
-

Feedback

This PC

= Add aPlace

Options

Browse

Click to return to
Submit Bid Main

Page

(‘.\' OneDrive - United Mations Dev...

@ Sites - United Nations Develop...

@ OneDrive - L excel

|Z=| Documents Helpdesk support cases

Date modified

16/11/2017 09.30

08/ 810.47

Type

Open
A1 B » Network » dkfilehost » userdata » PSO » DalalAbdulrazzag » Desktop
Qrganize = Mew folder
I Desktop A Name "
" Downloads Bidder account reactiv, requests S5ep-Mov

File folder
File felder

File folder

= Pictures U eTenderin%Bidder_User_Guide_-(ZO'lTJ

08/01/2018 12.21

XML Document

= English
Helpdesk suppeo
Logged

@ Screenshots
Microsoft Excel
& OneDrive - United

& United MNations De

= Roland Koxhaj -
O ThisPC

= Metwork

W

File name: | eTendering_Bidder_User_Guide_(2017)

v O Search Desktop o
=~ I @
Size
15Ke |
v| | AN Excel Files »

Tools T

Cancel

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

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

Bidder_User_Guide_February_2016 - Excel (3] =% O

Page Layout Formulas Data Review
-D-D X Arial -i8 g
Paste EE' i A A - )
Clipboard = Font Alignment Number
HdrFctrl - I

Event Details
PeopleSoft Strategic Sourcing
Event ID Format Type Round Version
UNDP1-0000000516 Sell RFx 1 1
Event Name
Bidder User Guide February 2016

View Q Tell me... Elisabet Lundqvist Q,_ Sharg

t - S -

(=1 Format~ & ~
Styles Cells Editing
Bidder: PUBLIC EVENT DETAILS

Submit To:  UN Development Programme
One United Nations Plaza- DC 1-1790

Click to return to
Submit Bid Main

Page

-
/I\ 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

Start Time Finish Time New York, NY 10017
09/03/2016 12:27 PM EDT 31/03/2016 03:02 PM EDT United States
Event Currency: US Dollar Contact:
Bids Allowed in Other Currency: No Phone:
Fmalt: fees) arising out of the User?s use of this Site, including, without limitation, any claims alleging facts that if ti.
e any Material on this Site or with any of its Terms and Conditions of Use, the User?s sole and exclusive remedy
Event Description
This is a demo event for the bidder guide February 2016.
General Questions This Site may contain links and references to third-party web sites. The linked sites are not under the control of
|Question uom Best Worst Weighting _Response: linked site. Th . " seor reference does 1
Do you accept UNDPs General Terms and Yes 0.00% . . . g e
Conditions attached in this Bid Event. I - General Details Line Details Terms & Conditions (+)
Bid Factor Response Required: Yes Yes/No Item =
Ideal Response Required: Yes Please choose g -
response from
Response Comments the provided
| | dropdown.
Have you provided all information regarding any 0.00% Yes
past and current litigation during the last five (5)
years, in which the bidder is involved, indicating
the parties concerned, the subject of the
UNDP eTendering User Guide for Bidders - January 2018 40

=<E

D|P

Empowered lives.
Resiliert nations.



2.4 Prepare Bid Response Offline — Upload responses and submit

When you have completed all fields, save the document as an
XML. Spreadsheet, and go back to the “Event Details” page in

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

Click on “Select . XML File” and choose your saved file.

Upload Bid
Event ID: UMNDP1-0000001595 Format: Buy Type: RFx
. Round: 1 Version: 5
Event Details

Event Name: eTendering Bidder User Guide (2017)
Bid on Event | Bidding Shortcuts:  View Edit or Copy from Saved Bids

Start Date: 11122017 5:47AMEST  End Date:  09M11/2013 5:47AMEST
View Your Bid Activity

View Bidding Documents Select XML File Returmn to Event Details

I Upload XHL Bid Response )l

To upload a bid:
1. Open the Excel version ofthis event that you have been waorking with.

0 2. Do aFile-=Save As. Before hitting save, at the bottom of the window make sure to change the
"Save as Type™to "XML Spreadshest”

3. Using the button above, select the XML Spreadsheet that was just saved.
4. Verify the path showing is correct and push the Upload button.

7

SN
=<

74

( )
i m
Click to return to
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2.4 Prepare Bid Response Offline — Upload responses and submit

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

When the .xml-file is uploaded, your answers will be
automatically populated in the “Event Details” page.

General Event Questions 2
Please review the answers to make sure everything is Required Questions 2

correct and add any attachments before validating e vt vestons
your entries and submitting your bid. Remember:

. +r Bid Required * Ideal Response Required
Documents Cannot be attached through -xml-flles Previous Questions 1-2 of 2 Next Questions
and must be uploaded directlv in the Svstem. * ﬁ.—* 1. Have samples required been sent and shipment tracking number provided? _
Response: Yes - elghting
Ideal: Yes Add Comments or Aftachments

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

Add Comments or Attachments

Response: Yes

-
A IMPORTANT

You can only upload your bid using .xml once. Changes need to

Step 2: Enter Line Bid Responses

This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for consideration by the Event
Administrator.

. . . o Q Lines in This Event: 2
be made online in the system following these instructions. _ _
Lines That Require a Response: 2
‘ ‘ Your Total Line Pricing: 18,000.0000 USD
Hide Line Detail
+r Bid Required Line CommentsiFiles
| H Previous Lines 1-2 of 2 Next Lines
Yourtnit Bid Your Total Bid Price
Price
1 ¢ computer DOZ 20.0000 20.0000 | 300.000000 §,000.0000 USD Bid O
2 ¢ Ballpen (Black blue red) LOTUS EA 30.0000 30.0000 | 400.000000 12,000.0000 USD Bid O
At any pointin the bid response process you may save an in-progress bid and resume completion at later time. When your bid
ﬁ response is complete, submit for consideration.
[T
. I Submit Bid I Save for Later |
Click to return to
Submit Bid Main UNDP eTendering User Guide for Bidders - January 2018 42
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3.0 Manage Bids =,

TOC

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

» 3.1 View bid status and bid responses

» 3.2 Edit a bid response

» 3.3 Submit an alternate bid

» 3.4 Cancel a bid

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

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

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

Atlage-

— View Events and Place Bids

— Event Activity Summary
= My Event Activity

- Maint_ain My User Contact Click on number to view events below
— My Bidder Profile Events Invited To:0 Events Bid On: 2 Events Awarded: 0
— View Terms & Conditions

+ Search Criteria

Event Format: | Vl O Events Invited To ® Events Bid On O Events Awarded

Event Type: | v| Date Range: From: 5  Through: &)
Search |

Find First n 1-20f2 n Last

Event ID Format Event Name Event Status Start Date End Date Status
> UNDP1-0000001596 Sell Test Create vendor Pend Award 04/01/2018 11:31AM EST 04/01/2018 11:51AM EST ‘y’ \Q\‘/
\
i\ Y
UNDP1-0000001595] Sell eTendering Bidder User Guide Posted A1M2/2017 547AM EST  09/M11/2018 54TAM EST w
Click to return to mﬂ
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Once you have clicked on the Event ID and are on the “Event Details” page, click on “View, Edit or Copy From Saved Bids”.

Click to return to
Manage Bid Main

Atlagim-

Menu &
Search:
'

= Manage Events and Place Bids

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

— View Terms & Conditions

page

Event Details

Welcome eTendering Bidder User Guide to Atlas Community!

Bidding Shortcuts:

View Your Bid Activity
View Bidding Documents

Upload XML Bid Response

Event Name:

Event ID:

Event Format/Type:
Event Round:
Event Version:
Event Start Date:
Event End Date:

Video Guide for eTendering Bidders

UNDP1-0000001597
Sell Event RFx
1
2

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

My Bid Status:

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

Atlagm-

Menu &
Search:
|®

= Manage Events and Place Bids|  View, Edit or copy from Saved Bids

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

— My Event Activity

Welcome eTendering Bidder User Guide to Atlas Community!

- Rﬂm—y—W Event Name: Video Guide for eTendering Bidders
~ View Terms & Conditions Event ID UNDP1-0000001597 Event Round: 1
Event Format/Type: ¢! Event RFx Event Version: 2
Event Start Date:  09/01/2018 4:25AM EST Multiple Bids Not Allowed
Event End Date: 15/02/2018 10:53 AM EST Currency US Dollar

E First (4 10f1 0 Last

I

Edit Bid Response Copy Cancel Upload

Bid ID |Round |Version Bid Status Event Bid L ast Saved
Status

osted 08/01/2018 10:07AM EST

.‘QT Tip —

Return to Event Search

Other bid statuses include: Saved or 73N
e) Cancelled. These all indicate that a bid \\s2/4
1 has not been posted yet. UIN
Click to return to EE
Manage Bid Main UNDP eTendering User Guide for Bidders - January 2018 46



To edit a bid response, login to your eTendering account and click on the left hand menu “Manage Events and Place
Bids”. Click on “My Event Activity” - and then click “Event Bids On”,

Click on the relevant “Event ID”.

Atla g
Menu &

Search:
|®

[~ Manage Events and Place Bids

Event Details

— Wiew Events and Place Bids

— My Event Activity Bid on Event I Bidding Shortcuts: IView Edit or CUE‘ from Saved Elidsl

— Maintain My User Contact " " -
— My Bidder Profile View Your Bid Activity

— View Terms & Conditions View Bidding Documents

Upload XML Bid Response

Event Name: eTendering Bidder User Guide (2017)

Event 1D: UNDP1-0000001595 My Bid Status:
Event Format/Type:  Sell Event RFx

Event Round: 1

Event Version: 6

Event Start Date: 11M2/2017 5:47TAM EST

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

Event Description:

Contact: Dalal Abdulrazzag Payment Terms: Met 30
Phone: My Bids: 4 In-Process and Submitted
h Email: dalal.abdulrazzag@undp.or Edits to Submitted Bids:  Allowed
00000 Online Discussion: Multiple Bids: Allowed

Live Chat Help:

Click to return to

- _________________________________________ ___ _______ ____________ _____ ____ ______________________ ___ ___________________________u
Manage Bid Main UNDP eTendering User Guide for Bidders - January 2018 47
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If editing a bid is not allowed, bidder must first cancel the posted bid following instructions here, and then create a new
bid response.

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

clicking on “Bid On Event”.

/I\ IMPORTANT

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

<« ¢ @ G https://etendering-test.partneragencies.org/psp/UNDPFS515_1/5

At|asrinanee
Menu &

Welcome eTendering Bidder User Guide to Atlas Community!

Search:
> lianage Evenls and Place View, Edit or copy from Saved Bids
Bids Welcome, eTendering Bidder User Guide
— View Events and Flace Bids
— by Event Activity Event Hame: ' ' ing Bi
_ Mzinkain My User Contad Video Guide for eTendering Bidders
— My Bidder Profile Event ID UNDP1-0000001597 Event Round: 1
— View Terms & Conditions
Event FormatType:  Sell Event RFx Event Version: 2
Event Start Date: 09/01/2018 4:25AM EST Multiple Bids Not Allowed
Event End Date: 15/02/2018 10:53 AM EST Currency U3S Dollar

| B Eist B 4 op 4 B Lot

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

1 1 09/01/2018 10:50AM EST

Return to Event Search

Click to return to
Manage Bid Main UNBE e |enaerlng User Gwae |or Euaaers = 5anuary !U!g

page

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

Click to return to
Manage Bid Main

page

Atlasm-
Menu @

Search:
®

= Manage Events and Place Bids

— View Events and Place Bids

— My Event Activity
— Maintain My User Contact

— My Bidder Profile
— View Terms & Conditions

View, Edit or copy from Saved Bids

/I\ IMPORTANT

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

Welcome, eTendering Bidder User Guide

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

Event Format/Type: ¢!l Event RFx

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

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

Event Round: 1

Event Version: 2

Multiple Bids Not Allowed
o US Dollar

| E First 4 10f1 0 Last

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

11 2 | Posted  09/01/2018 10:07AM EST

View Edit Bid Response opy Cancel Upload

UNDP eTendering User Guide for Bidders - January 2018

l\\\(<¢”/

D] P

Empowered lives.
Resilient nations.



In some cases, UNDP accepts alternate
bids. This means that the bidder can
submit more than one bid in the system,

View, Edit or copy from Saved Bids

Welcome, Test Co One

in which case one of the bids is the _
primary bid and the other(s), alternate vent lame: eTendering Bidder User Guide (2077)
. Event 1D UNDP1-0000001595 Event Round: 1
bids. Event Format/Type:  Sell Event RFx Event Version: 4
Event StartDate:  11/12/2017 5:47AM EST Ltuttiple Bids o TUEL
If you wish to submit more than one bid EventEnd Date:  09/01/2018 05:47 AM EST Currency US Dollar

to the same event, it is possible to copy
from the primary bid so you do not have

| f h Round |Version Bid Status Event Status |Bid Last Saved
to populate your responses from scratch. 211212017 8:30AM Edit Bid
1 1 4 Posted Posted EST View Rme Copy Cancel Upload

Return to Event Search

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

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

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

- U

s
‘\w(<‘—”/

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

Atlasme
Meru &

Search:
®

= Manage Events and Place Bids
— View Events and Place Bids

— My Event Activity

— Maintain My User Contact

— My Bidder Profile
— View Terms & Conditions

Welcome eTendering Bidder User Guide to Atlas Community!

View, Edit or copy from Saved Bids

Welcome, eTendering Bidder User Guide

New Window | Help | Personalize Page

Event Name:

Event ID

Event Format/Type:
Event Start Date:

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

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

Event Round:

Event Version:

Multiple Bids

Currency

1

4
Allowed

US Dollar

Event End Date:

Click to return to
Manage Bid Main

page

| E First Bl 12 or2 I Last

Bid ID |Round |Version |Bid Status Event Bid Last Saved
Status

Cancelled Posted  20/12/2017 5:00AM EST View Copy
2 1 4 Posted Posted 21/12/2017 8:37AM EST View Edit Bid Response Copvl Cancel _|Up|oad
Return to Event Search
UNDP eTendering User Guide for Bidders - January 2018 51
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You will be asked to reconfirm your intention to cancel your bid by clicking on “Cancel this bid” .

Welcome eTendering Bidder User Guide to Atlas Community!

Atlage--

Search:

Click to return to
Manage Bid Main

page

New Window | Help | Personalize Page

> Manage Events and Place Bids Cancel Bid
— View Events and Place Bids
— My Event Activity . . i
— Maintain My User Contact Business Unit: UNDP1 EdernEeeis §
— My Bidder Profile Event ID: 0000001595 Event Version: 4
— View Terms & Conditions ) ) )
Event Name: €Tendering Bidder User Guide Event Format: Buy
(2017)
Bid ID: 2

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

Cancel This Bid

Return to Bid Search

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

Message

Are you sure you would like to cancel this bid? (18058,325)

Click Yes to cancel the bid.
Click No if you do not want to cancel this bid.

Yes

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




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

Menu @
Search:
»

— Manage Events and Place Bids| ~ View, Edit or copy from Saved Bids
— View Events and Place Bids

= Welcome, UNDPCompany
— My Event Activity
— Maintain My User Contact . ) . .
— My Bidder Profile Event Name: eTendering Bidder User Guide (2017)
— View Terms & Conditions Event ID UNDP1-0000001595 Event Round: 1
Event Format/Type: Se€ll Event RFx Event Version: 4
Event Start Date:  11/12/2017 5:47AM EST Multiple Bids Allowed
Event End Date: 09/01/2018 05:47 AM EST Currency US Dollar

| Fist B o1 B Last
Event Status Bid Last Saved

28/12/2017 8:19AM EST

Version
1 1 4

Bid Status

Return to Event Search

IIIII]
Click to return to

7
l\\\(<""
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Check your registered email for a message confirming that your bid has been cancelled.

Bid Cancellation

Dear Bidder,

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

Cher soumissionnaire,

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

Estimado licitador:

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

VBaKAEMEIA yYACTHUK TOPros!

OfpallaeM BHUMEHWE, YTO 33ABKA, KOTOPYH Bbl COXPAHWUMM UMM pa3MeCcTUNN B COOTBETCTBMM C YKa3aHHLIM UASHTUMUKATOPOM W HOMEPOM BEpCUM TOPToB, Gbina OTMeHeHa. BOIMOKHO, OHA GbiNa OTMEHEeHAa HENOCPeCTBeHHO BaMu, uiu,

BO3MOMNHO, CUCTEMa OTMEHWNA €& 3BTOMaTHUYECKH N0 NPUYKHHE BHECEHUA W3MeHeHuiA B TEHAEP, BEMOYALWWX H3MEHEHUA 00A3aTENbHBIX I'IOSHL{HFI W (PAKTOPOB KOHKYPCHOTO NpelnokeHWA. ECNU Bbl HAMEpeBaEeTECk NOJATE HOBOE Npeano¥eHHe B
paMEax AaHHOMo TEHOEPa, nomanyﬁma, pasMecTUTE HOBOE KOHKYPCHOE NpeanoXeHne HeNoCcpeaCcTBEHHO B CMCTEME. YYaCTHUKY TOProB HECYT OTBETCTEEHHOCTL 33 pasMelleHue [ENCTBUTENLHOIO KOHKYPCHOMo Npeino#eHna B CHCTEME.

EHirieiEA,

FAE, EIRIES|FEERD 10 MR A # R IF RSB O - ZEE RS ERIE, SEERTARE RS R BN EE SR BEE - MREITERZA BENENE, SERERRTFNHNILE. HEA
HE TEFUPIERATREAEHALE.

Loall (ol o5 Anal 301 Lo glatT) s Bl i e gskaB A ellaall e el e o2 2nat oy il il ol Ley ’sJ_;:__-“a_’--‘;i (SRR OYCTRPRPRNFY [ I S VAR - R [ DY - | U SO (- W [P YL R I 1 :;-_.;1 elaall o sled e ela Jll collaall 25 snE

gl s o ye e g of (o0 € 12)

P--,-.‘l‘:_s,.-.ujp'_'ﬂgl ‘,’.z“‘. = Cpe Rl Al v gllozll ged 124'. Al &5 55 RN, sllae it ola Jla Lol

.

Event Details
Event ID: UNDP1 - 0000001583 Round 1 Version 1

Bid Number: 1
Event URL
Review and bid on this event.

L >

Click to return to
Manage Bid Main

page
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If a Tender is amended, a new version of that event will be created in the system. In most cases, bids posted to the older
version will remain in “posted” status, but it is important that the Bidder checks that their bid response corresponds
with the requirements of the newest event version.

Atlasrinance
enu &

Search:
|

=Manage Events and Place
Bids
— View Events and Place Bids

— My Event Activity

— Maintain My User Contact

— My Bidder Profile
- View Terms & Conditions

View, Edit or copy from Saved Bids

Welcome, eTendering Bidder User Guide

Event Name: Video Guide for Bidders
Event D UNDP1-0000001598
Event Format/Type: Sell Event RFx
Event Start Date: 09/01/2018 4:28AM EST
Event End Date: 15/02/2018 11:02 AM EST

fent Aound,

Event Version: 3

Multiple Bids Mot Allowed
Currency US Dollar

/I\ IMPORTANT

If the amendments to the event

involve any changes to mandatory bid
factors or line items, the status of a
previously posted bid will be changed

to cancelled and you will have to

submit a new bid response.

~N

J

||:_E|:

First BN 1 of 1 I8 Last

Bid ID Hou nd |(Version Bid Status Event Status |Bid Last Saved | |

L 0940172018 11:06AM

Copy

Cancel Upload

Feturn to Event Search

Click to return to
Manage Bid Main

page

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

created and that their latest bid submission has been cancelled.

Click to return to
Manage Bid Main

page

2Reply EaReply All 3 Forward GESIM
noreply@undp.org ] 14,
Bid Cancellation Notification for 0000001595 - UNDP1

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

Bid Cancellation

Dear Bidder,

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

Veuillez noter que I'offre que vous avez enregistrée ou postée pour cet événement et pour le numéro 0000001595 de version 3 mentionnés a &té annulée. Elle a peut-étre &té annulée par vous directement,
ou par le systéme automatiqguement en raison des modifications apportées a 'appel d'offres, impliquant des modifications obligatoires pour les articles et les facteurs d'offre. Si vous avez l'intention de
soumettre une nouvelle offre pour cet appel, veuillez publier une nouvelle offre directement dans le systéme. Il incombe aux soumissionnaires de s'assurer qu'ils ont une offre valide et publiée dans le
systéme.

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

Yeaxaemblit yyactHuk, Obpawaem Bawe BHuMaHue, 4To nogaHHan Bamu 3aABka Ha yuacTve B ykaszaHHOM koHkypce event ID and version 3 ©bina yaaneHa. 3aaeka morna Beime oTMeHeHa Bamu unu
cucTEMa aBTOMAaTUYECKW Yanuna ee B pesynbTaTe BHECEHHBIX M3MEHEHWIT B YKA3aHHbIA TEHAEP, BKNIOYaA U3MeHeHUs o8A3aTensHbIX No3WLMIA 1 YCNoBWii Npeanoxerns. Ecnit Bbl XOTUTE BHOBb NOAaTh
3aABKY Ha y4acTWe B AaHHOM KOHKYPCE, NoxanyicTa, NoaaiTe HoBOE NpeanoxeHue B cneteme. Bol HECETE NONHYH OTBETCTBEHHOCTE 38 YCNEWwHyo noga4y Balero npeanoseda n ee NPUHATHE CUCTEMOR.

BHEE, BERTRERFEEZFHID 000000159671 AT EWEIE . TR EREERIE, S5 TEERENETMSIRAHENTHE. TERENEERLEMRENRNESROEER Sl
o BIRETEATRIBERSIHRG , BERERAETLEHMARN . BREAZENEERGNRNNDENMERS

RSP T BV P (ORI ™3 P E EVE SO I 1 JOES D AP 3L - EVOR { YOO B VT FOPREY - J o J O RSN I N PLIPSN ST EPTE Y- LI R S Y B - P TN PRSPPI LA S 15
S AR G e s AnTa clslos apal of o S ) il Gmsall este e o a5 5 s LA B e nanlgin el AL a i ailiall a3g) s i e ol g g i€ 03] il Al Bl s B ass

Round: 1

EventID: UNDF1 - 0000001595
Version: 3

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

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

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

Search:
~Manage Events and Place Event DEtaI IS
Bids
— View Events and Place Bids i " ;
T e A i "
_ My Event Activi | BidonEvent | Bidding Shortcuts:  View, Edit or Copy from Saved Bids
— Maintain My User Contact View Your Bid Activi
— My Bidder Profile View Bidding Documents
e Upload XML Bid Response
Event Name: eTendering Bidder User Guide (2017)
Event ID: UNDP1-0000001595 My Bid Status:
Event FormatType: Sell Event RFx
Event Round: 1
Event Version: 4
Event Start Date: TIM212017 547AMEST
Event End Date: 09/01/2018 05:47 AM EST
Event Description:
Contact: Dalal Abdulrazzaqg Payment Terms: Net 30
Phone: My Bids: 2In-Process and Submitted
Email: dalal. abdulrazzag@undp. or Edits to Submitted Bids: Allowed
Online Discussion: Multiple Bids: Allowed
Live Chat Help:
Display: |AII Lines ¢ Bid Required Line Comments/Files
iew Al & | First Bl 12 0r2 B Last
Line Description Unit Requested Quantity Status
1 * computer DOz 20.0000
oo 2 w Ballpen (Black blue red) LOTUS EA 30.0000

Click to return to
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4.0 Register Bidder Profile =

TOC

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

é h

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

» Action 1: Log in with event.guest

1. You should only register for an account once

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

has access to their account, not UNDP

» Action 3 Register Profile Details \ y

» Action 4: Confirm Registration & Create
New Password

U[N|
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The first time a bidder enters eTendering, a one-time registration process is required. Bidders only register
once, and thereafter enter eTendering with their own user name and password.

Action 1
Login with
event.guest

Action 2
Click on Register
Bidder

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

Enter Company Address

Action 3
Register Bidder
Profile Details

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

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

Accept Terms and Conditions

Action 4

( Confirm Registration &
create new password

Click to return to
Register Profile UNDP eTendering User Guide for Bidders - January 2018

Main Page
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(A IMPORTANT \

If you are already registered in the system but do not

To get started with registration, first-time users are required to use the following remember your password please do not register again

generic credentials to access the eTendering site:

If you have forgotten your password, you need to click

v Username: event.guest ggstsk\msol-;zrgotten Password link and create a new

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

User name:
event.guest
Password:

| why2change

oo Atlas

Change Password | Forgoeften Password

To obtain support: Other resources: “Atlas” signals our global presence and a reliable and
UNDP Users UNDP Atlas Service Centre comprehensive way for finding information and connecting
countries to knowledge, experience and resources as we
UNFPA Users My UNFPA help people build a better life,
UNU Users UNU Atlas Information Centre
UN Women Users UN Women Atlas Intranet Page
7 N
S
-
Click to return to mﬂ
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https://etendering.partneragencies.org/

Once you are logged in the event.guest account, navigate to the drop-down menu on the left hand side of the main
page, and expand the menu titled “Manage Events and Place Bids”.

Click on the “Register Bidder” link.

Click to return to

Register Profile
Main Page

Atlasm-

Search:

®

=divianage e and Place bids)
RrReg Bidd
— View Events and Place Bids
— View Terms & Conditions

My Event Discussions v

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

ﬁ View Terms & Conditions
View terms and conditions for events.

ﬁ Manage Events and Place Bids
Strategic Sourcing Events

=] Reqgister Bidder
=] View Events and Place Bids

Login o

Login here as an existing User

User ID: event.guest

Password: lf
Sign In |

Hﬂ Register as a Sourcing Bidder
Click here to register as a bidder and to be able

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

There are no events to view.

Home | Sign out
Personalize Content | Layout

My Sell Events

Complaints Mechanisms and Public RFx
Engagement
RFQ 453/17 Supply of Furniture to the RF

p X
Directorate
CALL FOR PROPOSAL - CSO RFx
ENGAGEMENT
Procurement of Dazatynib RFx
Construction of Female Police Facilities RFx

A4
Event Name Event Type |Start Date/Time End Date/Time: Status

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

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

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

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

See all of my events

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

Vs
/I\\ IMPORTANT

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

Page loading is indicated by the rotating icon on
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Step 1: Select type of bidder

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

Q Tip

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

Click to return to

Register Profile

Main Page

Atlasm

Bidder Registration

Step 1 of 6: Preliminary information.

These questions will determine the type of bidder you will become.

* Required Field

1. Please select the type of bidder which best describes you

@Business
 Individual

2. What type of bidding activities are you interested in?

'/ Buying goods/Services
' Selling goods/Services
'® Both

Next ==

* Required Field

UNDP eTendering User Guide for Bidders - January 2018

Cancel Registration




Bidder Registration
Step 2 of 6: User Account Setup
Step 2: Create Compa ny prOﬁIe & users Create a user account for your company. Optionally, if you want to add another user to access this account

please click on the ‘Save and Add Another user’ button. You can repeat it to add as many users as needed.

*Company Name: * Required Field
v" Must correspond to the name recognized and registered in relevant
registration office.

Special characters are not permitted for company names. Company Website |

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

. *First Name|uge|- [l Delete

assistance.

“Company Name |eTer1dering Bidder User Guide

v
v

*Last Name One

* First and Last names: Title Executive Director
v' Name of the person authorized by your company to use the system
*Email ID _@undp_org
and represent the company.

*Telephone |12345573 Ext
*Email ID: Fax |
v" Must be a valid email address for your company. Please note that all Ueer ID (User o :
o o o a * sar 1 T T Sers account login name.
future communication from the system will be sent to this address. etendering bidderguide] |
* .
User ID: I Save and Add Another User I

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

v' The username should ideally be related to the company name rather <<Back | [MNexi>- I Q Tip
than the name of the User.

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

v If the User ID you are trying to enter in the system already exists you

* Required Field It is recommended to add at least 2 users to allow
several people from the same company to access the
eTendering site. To add another user, click on Save

will receive an error message. Please click here for assistance. . .
e) g and Add Another User, otherwise, click on Next to s
1 proceed to step 3.
Click to return to mﬂ
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Bidder Registration

Step 2 of 6: User Account Setup
Create a user account for your company. Optionally, if you want to add another user to access this account
please click on the ‘Save and Add Another user’ button. You can repeat it to add as many users as needed.
* Required Field
*Company Name Tendering Bidder User Guide
-
||

Company Website ‘

Step 2 (continued): Add more users

“First NameUser [ Delete

“Last Name One

If you clicked on “Add Another User”, you will be prompted
to enter additional information. "Email ID clalahduiassssa@undp org
*Telephone 12345678 Ext ’—

Fax ‘

Title ‘Executwe Director

Each user will have their own User ID and password.

*User |D)etenden’ng.bidderguide (User's account login name.)

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

“Last Name Two

Title \anager

v, . i
> g o Email ID (pummwemsmeeem@undp.org
TI p *Telephone ‘12345678 Ext

. . . Fax ‘
If after registering, you need to update any of the user profiles, refer to the . .
section on how to Manage Bidder Profiles . "User IDitendering bidderguide2 | (Users accountogin name)

I Save and Add Another User I

& N
: = @)
<< Back Next >> C | Registrati N
ac | eXi ance egistration | “A 4/
i

Required Field
Click to return to
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Look Up Country
BTM Bhutan
Bouvet Island
Botswana
Central African Republic

ocos (Keeling) Islands

Step 3: Enter Company address Swizerland
Chile

In Step 3, the address of the bidder is T

required. Please pay special attention to the T

selected country. For all bidder profiles, the
system will automatically default the country
to USA. If this is not the correct country for
the bidder address, please make sure to

i i i i u Christmas Island
change it accordingly by clicking on “Change S

” 2 rus
Country” and selecting the correct country e
from the drop down menu. Germany

Diibouti
Dominica

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

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

Click to return to
Register Profile UNDP eTendering User Guide for Bidders - January 2018 66
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Atlasmme W

Bidder Registration
Step 4 of 6: Other Account Addresses

Step 4: Add other company addresses
* Required Field

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

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

Marmovej 51
Copenhagen, Denmark

If you need to make corrections, click the Back button and edit your fields.

Other Account Addresses

Because you will be bidding on events as both purchaser and seller of goods/services, you must
provide Bill To, Ship To, and Invoice addresses.

Check boxes below to indicate addresses that are different from your Primary Address:

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

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

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

<< Back I I Next == I Cancel Regislrationl

* Required Field

Click to return to
Register Profile UNDP eTendering User Guide for Bidders - January 2018 67
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Bidder Registration
Step 5 of 6: Address Contacts

Flease enter additional addresses as necessary. (This is required only if your Primary Address is not
used for all address types.) Mext, please designate each of your registerad users to an appropriate

address category. If you're not sure which address category is the best match, choose "Primary
Address".

* Required Field

Step 5: Designate addresses for

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

* Required Field

7
l\\\(<"’/

IIIII]
Click to return to
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Bidder Registration
Step 6 of 6: Terms and Conditions

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

Step 6: Accept Terms and Conditions Reuieg Pl

The last step in the registration process is the acceptance

of the Terms and Conditions. Please read the Terms and 1. Terms and Conditions of Use of the Web Site: .
Conditions carefully. The use of this web site constitutes agreement with the
following terms and conditions:
H “« (a) The UNDP maintains this web site (the “Site”) as a courtesy

If you agree, please tick “I agree to be bound by th? to those who may choose to access the Site (‘Users”). The
following Terms and Conditions” and thereafter click information presented herein is for informative purposes only.
e L2 The UNDP grants permission to Users to visit the Site and to

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

(collectively, “Materials”) from the Site for the User's personal,
non-commercial use, without any right to resell or redistribute 'V

If you d O not agree to th e Sti p u Iated Te rms a nd Co nd itio ns’ thE? orto Compile or create derivaﬁve WOrKS thereffom, SUDj;Ct
click on “Cancel Registration”.
<= Back ] Cancel Registration
* Required Field

7
l\\\(<""

> U

Click to return to mﬂ
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Step 7: Complete Bidder Registration

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

Bidder Registration

Bidder registration for Bidder Users Guide was successful.

You will receive a confirmation email with your username and password. Please note there may be
delay in granting the necessary access to you. Therefore, please close this browser completely and

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

o |

IIIII]
Click to return to
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When you have completed your online registration, you will receive an automated confirmation email. The email will contain:

v A temporary password
v" Your User ID

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

Click to return to

Register Profile
Main Page

Bidder Registration Approved

Dear Bidder,

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

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

Is at least 8 characters long. Is maximum 16 characters long. Contains at least one capital letter, one small letter, and one number. Is not one of your last two passwords used for this account.

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

EHENHRA,

89T UNDP JTipiBiER R MR T B, Eakid—5, R EIIERHEREIL4. cookies FIESECEE, IS 83 hitpsi/letendering parineragencies org. {FFEHIRAPENHEF B+ EHARNEETE, EHEEENS
ERENTS.

SRR R IR S S TR

REEVES S EFF. B% 16{HFH. FEEL—EXEFE. —B] EFE0—EY. TEREEFHREREZS-

SIE ARG ETEME P IR0 RIS, RIPEFHELN, TEENAAEEES.

el aie 5330
e il e sl 528 Sy I sl all i 5 s 5 L) (UNDIPY, ) ol (Lot i el 1Y) i st el Aall o iy il s ol 283

&m._giu,ﬁazwm&idb@lmﬁ‘bj&yfbuﬁyumﬂL.su__-aL.,,r.!D._\Lm.
A IMPORTANT

ohuf sl gl pdmall | 85 g pa el ey giah e i)l s
el gl s 5ol sinly i 1585 W, s 55 gim s iy Bl s € aly il O o (s 305 16 00 lelsh un Y. D508 0m

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

User ID: eTendering Bidder * You must generate a new password to login to your account

L,jns‘uw.majssgmyeuﬁbdg,m\,m@ PTRRY Y PR\ U IR Y P EEN NG PP [ TN JEN. ¥ - L [ P
Password: SHMYT78K3 i
and view events.

URL

LogintoeTenderingSystem. | N
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User name:

etendering.bidder

1) When you log into eTendering for the first time, you will be Password:
prompted to create a new password of your choice. Enter
. 9 Logi
your User ID and the temporary password you received in the lEI At I a S
registration confirmation email (see previous slide). Click on chanMrd | Forgotten Password
“Login”. Do not click on “Change Password”.
To obtain support: Other resources: N .
( \ Atlas" signals our global presence
UNDP Users UNDP Atlas Service Centre and a reliable and comprehensive way
IM PO RTANT UNFPA Users Mv UNFPA for finding information and connecting
Y countries to knowledge, experience
Before | ing in with r temporar rd. ol do the following: UNU Users UNU Atlas Information Centre and resources as we help people build
erore 1ogging In with your temporary password, please do the toliowing: UN Women Users UN Women Atias Intranet Page a better life.

* Clear your internet browser history and close browser
* Re-open the browser and go to: http://etendering.partneragencies.org
* Type in User ID and password — do not copy and paste

/. :

Atlas Agencies: EEL'.' @ womeENEd 28 s B VO unTeeRs '} i‘)‘*un
2) Create your new password by first entering -
your temporary password and then entering a
password of choice following the criteria below.
Then click on “Change Password”. Password Change Request
Your new password ShOUld meet the fO”OWing etendering.seconduser please change your current password before continuing.
criteria: Old Password” [sesessssnes |
v Have a minimum of 8 characters. Now Password i | ‘i@}/’
<_) v’ Contain at least one UPPERCASE LETTER. Confirm New Password [eeneeeneee | sl
e t::tum ., ¥ Contain at least one lowercase letter.
Register Profile. ¥ Contain at least one number UNDP eTendering User Guide for Bidders - January 2018 72 %
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5.0 Manage Bidder Profile =,

TOC

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

> 5.1 View bidding activity
» 5.2 Update bidder profiles

> 5.3 Manage user access

U[N|
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5.1 View Bidding Activity

To view your bidding activities, click on “View Events and Place Bids” - “My Event Activity” - “Event Bids On”.
All your bidding events that you have participated in will be displayed.

Atla s

Search:

| & . . .
— Manage Events and Place eTendering Bidder User Guide
Bids

Click on number ta view events below
— WA WY LS Events Invited To: 0 Events Bid On: 1 Events Awarded: 0
— My Bidder Profile
— View Terms & Conditions

* Search Criteria

Event Format: | w | ( Events Invited To (® Events Bid On ) Events Awarded

Event Type: | v|  DateRange: From: )  Through: El

Search|
* Legend

Events Find  First Kl 1 or 1 I Last

Event ID ormat Event Hame Event Status  Start Date End Date Status
- LUNDP1-00000015958 Sell eTendering Bidder User Guide Fosted TM22017 5:47AM EST 09/M11/2018 5:47AM EST

e (2017)
o iy Refresh

o
(\Y(<‘!/

Click to return to mﬂ
Manage Profile UNDP eTendering User Guide for Bidders - January 2018 74
Main Page Empowered lives.

Resilient nations.



5.2 Update Bidder Profiles

To update your bidder profile, go to “Manage Events Atl Q Srinance
and Place Bids” = “Mly Bidder Profile” and update

information as needed. _
earcn:
(»)
* Please note that the username cannot be e m
changed. — View Events and Place Bids | ©ompany eTendering Support

— My Event Activity

. . . — Maintain My User Contact
* Update User information such as email addresses - ind First<10f3 > Lasi
or phone number as needed. If you have more ~ el EIs s Sen Lol First Name fetendering

than one User and would like to update their Last Name [support
profile, click on the top right hand arrow to

. . Title [Dummy bidder
navigate to the next user profile as shown below.

Email ID |etendering.support@undp.org

Telephone 234234234 Ext
g “ ” . . Fax
Click on “Save” when you have finished.
Address 1/ Main Address

User ID etendering.support.dummy

Add Contact I Delete

Save

RN
: @
NS

Click to return to mﬂ
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5.3 Manage User Access

If a registered user has left your company and you
would like to re-assign their username to another
employee, login to your account, go to the “My
Bidder Profile” tab, and update the registered
email address, names and telephone as required.

Click on the arrow on the top right corner to
navigate to the next registered User Profile.

Once you update an email address, use the

forgotten password feature to reset the password.

A new Password will be sent to the new email
address. Follow steps to change password.

Click on “Save” when you have finished.

Click to return to

Manage Profile

Main Page

At I a SFinance Welcome etendering support, Your Atlas Finance Last L¢

Search:

®

- Manage Events and Place Bids
— View Events and Place Bids

— My Event Activity

— View Terms & Conditions

— Maintain My User Contact
— My Bidder Profile

Company eTendering Support

User Information

First Name |etendering

Last Name Isupp()r[

Title Dummy bidder

Email ID tendering.support@undp.org

Find First < 1 of 3 = Last

Telephone 234234234

Fax |

Address | 1 () Main Address

User ID etendering.support.dummy

Ext |

Add Contact |

Delete

Save

UNDP eTendering User Guide for Bidders - January 2018

76

=<E

D|P

Empowered lives.
Resiliert nations.

2N
@



6.0 Helpdesk Support el

TOC

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

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

» 6.4 Forgotten password

U[N|
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6.1 Technical Assistance

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

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

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

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

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

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

Main Page
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6.2 Additional Resources

To view additional resources on eTendering, including video user guides and translated versions of this

user guide (French, Spanish, Chinese, Arabic and Russian), go to the UNDP Procurement Notice Page
http://procurement-notices.undp.org/ and click on “More Information for Bidders” at the bottom left

hand side of the page.

B 4 | B Resources | UNDP 3 UNDP | Procurement Ne — +

& = O oY Iprocurement-notices‘undp.org I

Home  About UNDP  The Sustainable Development Goals

United Mations Development Programme

Procurement Notices

General information

- Procurement at UNDP

+ Sustainable procurement
« Procurement training

- About us

Business opportunities

- Procurement notices
« Contract awards

Vendors

- Doing business with UNDP

- How we buy

- Qualifications and eligibility

- Protest and sanctions

« Supplier ethics/code of conduct (pdf)

E I More information for bidders I
i

Click to return to
Helpdesk Support

Main Page

News Centre

|
m ]

J Current Procurement Notices Search Notices Awards
Current Procurement Notices
Development Area Ref Title UNDP Office UNDP Country Deadline Posted
No
SERVICES 43475 IC/UNDP/BRG/3087/001/2018 - Support Specialist for GIS Peatland UNDP Country Office INDONESIA 23-Jan-18 09-Jan-18
for Peatland Rewetting Infrastructure (National Position)
OTHER 43474 BIH/RFP-001-18 Promoting and Operationalizing a Community Hub UNDP Office BOSNIA AND 08-Feb-18 09-Jan-18
Model in the MZ project partner local communities HERZEGOVINA
CONSTRUCTION 43398 12175 PAN 2017 - SUMINISTRO DE MATERIALES ¥ MANO DE OBRA UNDP Country Office PANAMA 23-Jan-18 08-Jan-18
PARA EL SERVICIO DE PINTURA DE LOS CENTROS DEL INADEH DE LA
CHORRERA Y LAS LAJAS DE CHIRIQUIT
OTHER 43472 1AL UNFPA/Guatemala/2017/CEN181 “Adquisicién de Suministros para UNFPA GUATEMALA GUATEMALA 25-Jan-18 08-Jan-18
Etapa Censal”
POWER 43471 RFP/UNDP/Common Services/2017/014:Grounding and lightning RBA, Monrovia LIBERIA 11-]Jan-18 08-lJan-18
Protection System Assessment and Maintenance PAP Building
CONSULTANTS 43470 SDP-03-2018-SOLICITUD DE PROPUESTAS PARA SERVICIO DE REPUBLICA DOMINICAN 24-Jan-18 08-Jan-18
| CONSULTORIA PARA FL LEVANTAMIENTO Y MEJORA DE LOS DOMINICANA REPUBLIC

PROCESQS INTERNOS DEL A.D.N.

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

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

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

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

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

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

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

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

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

Click to return to
Helpdesk Support UNDP eTendering User Guide for Bidders - January 2018 80
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6.3 Frequently Asked Questions

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

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

Log In Issues:
I cannot remember my password.

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

| cannot remember my user name.
If you cannot remember your user name please contact the focal point of the procurement office as indicated in the solicitation

document of the tender you wish to bid on.

During Bid submission

I cannot download tender documents.

Please ensure that your internet browser has enabled pop-ups. For more information on how to view and download solicitation
documents, please go here.

Click to return to
Helpdesk Support UNDP eTendering User Guide for Bidders - January 2018 81
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6.3 Frequently Asked Questions

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

When uploading files please note the following restrictions:

* The file name can only contain 60 characters.

* If you are uploading a large number of files (ex. 15 or more), please zip the files into a ZIP folder and upload the folder instead of
each file individually. You can upload several ZIP folders, but if you do this, please note that the total size of each ZIP folder
uploaded cannot exceed 45MB.

* Individual file sizes cannot exceed 45MB in size.

For more information on uploading files, please go here.

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

Managing your Account

Can | update the contact details in my bidder profile?

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

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

Main Page
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6.4 Forgotten Password

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

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

User name:
Forgotten Your Password

Password:
Please enter your Atlas login ID and e-mail address.
—

oom A t I a S Veuillez taper votre nom d'utilisateur et I'adresse électronique correspondante.

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

Atlas Login ID: " |etendering.bidderguide |

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

@
=z

<
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6.4 Forgotten Password

@ The security hint that you selected during the registration @ An automated email will be sent to the email address for
process will appear. Enter the correct answer and click on the concerned user. Use the password provided in the
Submit. email to log into eTendering. After the first login, the

Atlas Account Security Profile

system will prompt the user to change the password.
**x PLEASE DO NOT REPLY TO THIS MESSAGE AS THIS IS A SYSTEM GENERATED ! *** i
Dear Bidder USer Guide, 4
On your request, your Atlas system password has been reset

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

For security purposes, the secret hint and answer provided will be used in the event that you have forgotten your password. permanent password.

Please select a hint question from the list provided and specify the answer below:

Password Hint : © |Favorite color|v/|

Answer " [blue

Submit | Clear this form

Q Tip

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

Your Atlas temporary password is: 9PHUA3ZE

Q Tip

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

* Contain at least one UPPERCASE LETTER.

* Contain at least one lowercase letter.

* Contain at least one number

4 )
A IMPORTANT

Before logging in with your temporary password, please do the following:
* Clear your internet browser history and close browser 7N
* Re-open the browser and go to: http://etendering.partneragencies.org W&

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

UN]
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TOC

Thank you for using UNDP eTendering!

To view additional resources such as instructional
videos for bidders and this user guide in other
languages, please click here.
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