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How to use this Guide

This guide is organized in several sections that correspond to different functions of the Quantum system. Each
section beginning is marked with a green slide.

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 hyperlinks:

- Hyperlink buttons that will take reader to the main TOC, found at the bottom 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 top right 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.

- Throughout the document, you may see the Q sign. This means that there is a further explication of a
content which is explained in the current slide.

UNDP Quantum procurement User Guide (May 2022)
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INTRODUCTION I

Who should use this guide

This guide describes all the procurement steps and how they are managed in the new Procurement system. The
primary audience of this guide are procurement practitioners managing procurement processes but other users
who are involved in the process also need to consult this guide as it covers actions fulfilled by other roles such
as requestor, project manager, evaluation team member, etc.

What is Quantum Procurement System
Quantum procurement refers to the online system used by UNDP to manage the procurement process digitally.
Quantum is designed based on two main platforms:

» Oracle Cloud which handles most of the procurement processes, e.g. Solicitation, Contracts, Suppliers, etc.

» ServiceNow (UNall) which handles other parts of the process such as: Procurement strategy, Case
management, Oversight review, etc.

Logging it to both system is enabled through UNDP MFA login system.


https://quantum.partneragencies.org/
https://undp.service-now.com/

/d
2UANTUM
GET READY TO USE THE SYSTEM _

H Objective Actions needed Who takes the action

Establish contact between Contact the Quantum support team and provide the names and email addresses for
procurement focal points of ~ the CAP Secretary, Head of Procurement, Operations Manager and/or DRR

1 your office and Quantum operations in your CO. Couriy e
support team.
Review procurement plan to identify pilot cases.
Establish a rollout plan for p- . £ L v p Country Office
2 . Communicate internally within the office.
the office. -
Prepare rollout and training plans
Identify users who need to have access to Quantum and complete the User Account
. . Request form. Have it approved (DocuSign) by ARGUS manager/approver and :
Il f . L . . . 0L . ff
3 Collect user information submit it (both the signed pdf and the excel file) via UNall. See detailed instructions Country Office
in this Annex.
ITM and Quantum
4 Setup BU and users. Setup BU and users access in the new system. Support team
Train users and launch Review training materials and other resources: Quantum Procurement Rollout Country Office with
c system. support webpage. Create the draft case both un UNAIl and in Quantum and create support from

an incident on UNall. Review the draft case, insert the necessary changes and Quantum support
launch the case. team


https://eur03.safelinks.protection.outlook.com/?url=http%3A%2F%2Fundp.service-now.com%2F&data=04%7C01%7Cvladimir.popnikolov%40undp.org%7Cbcaa2107475e4bfecf3a08da0e669f22%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637838131509011934%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=sNe43a8Yre38DkWIu1BiYaeWKfqT0Jp4Udnek8BYoZs%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fundp.sharepoint.com%2Fsites%2FNextGenERPProcurementRollout%2FSitePages%2FHome.aspx&data=04%7C01%7Cvladimir.popnikolov%40undp.org%7Cbcaa2107475e4bfecf3a08da0e669f22%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637838131509011934%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=5SdCy8XTEpTQ%2Fnv5PHy7FsWYuIjZMKdDj3%2FQypKuuIM%3D&reserved=0

,‘
QuanTum ' ’

1. Procurement request, Procurement Strategy & CMS (UNall)

1.1 Create a Procurement Request

1.2 Approve a procurement request

1.3 Define and complete the Procurement Strategy
1.4 Case Management System (CMS)

Return to TOC
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1.1 Create a Procurement Request in UNall

New services N\ SRt
Hi Samuel, launch in N R Log in to UNall and Select

how can we help you U all A ¢ »' 5 “Procurement” from the
i K Comtes o o i N Tl available services.

A procurement request
must be created in Unall as
well in order to create a
case in Unall system
needed for later steps such
as Case Management,
Oversight, etc.

0000
0000

D

- ]

Return to Office

©
i}

%

HR/Payroll Operations

€1

Procurement

i

Treasury

v

Q All procurement related systems
will be grouped in this section.

UNDP Quantum procurement User Guide (May 2022)
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1.1 Create a Procurement Request in UNall

To initiate a procurement request, click on “New Procurement Request”’

Home My drafts To-Dos My cases Find answers

Home ¥ Al Catalogues » Procurement

Catalogue Popular ltems

SrocurEment i Mew Procurement Request Increased Delegation of P... Adhoc Oversight Review

Categories

& Procurement

My Activities

Review scoped request - 0

CoA and Shipment for
Subscription - 0

Modify My Subscriptions

UNDP Quantum procurement User Guide (May 2022)
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me ¥ Al Catslogues » Procurement ¥

New Procurement Request
New Procurement Request

Submit a new procurement request.

Reques ter

@ | Viadimir Popnikolov

Alternate Requester

What type of procurement?

Works

eReq Reference

Actions Business Unit Base Currency More Information

&£ n MDA1D uso School

rehabilitation

Procurement

1.1 Create a Procurement Request in UNall

nt > P ent Re >
Reques ting BU
O MDA
Region

©  Regional Sureau for Europs and the I

Deadiine for receiving

31-12-2021

Estimated Contract Start Date

30-11-2021

Line Number

1 1000000

Complete the fields in the form. Some are
mandatory and some are optional:

» Insert ATLAS requisition ID.

» Then, update lines by either deleting some or
adding new lines.

Merchandise Amount  Requisition

15 septembs
2021

b

UNDP Quantum procurement User Guide (May 2022)
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1.1 Create a Procurement Request in UNall

Funding Source/Project ID Scope of Work and TOR/Specifications > Se|eCt the right approver from “St Of available
000000012345 a p p rove rS .

Procurement Plan Reference

e ©  veacesiavzuGA x | - » Funding source/Project ID: ATLAS project ID

Urgency level
Morma

et oo o > Procurement plan reference: Reference number
from PROMPT.

Request Name/Title

Dem

[s]

Case for user guide >

Once request is completed, click on “Submit” to
send it for approval.

Description of request

This is a demo case to be used for the user guide

Preject Deseription > You can also “Save as Draft” and come later to
— E {3} <> el .
complete and submit it.

bl
%
%
3

- Paragraph = B [ E = = =E = i =

Summary of project description and overview of the scope of this procurement request.

.o With full deployment of the new system, this step will
"\ /" beintegrated with requisition process in Oracle and
either streamlined or completely automated in Unall.

[ Save as Draft

UNDP Quantum procurement User Guide (May 2022)
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1.1 Save as draft a Procurement request in UNall

The Request Preparer can save a procurement request as Draft
and come back later to complete/submit it.

To save a draft version of a procurement request, check the Save
as Draft box at the bottom of the page and click the button
Submit. A draft procurement request will be in State — Pending
and Stage — Draft and is not submitted to the Procurement
Request Approver for approval.

To continue to work on a draft procurement request and be able
to submit it for approval, go the UNall portal main page and click
on Procurement icon = .

Click on + to expand the Procurement menu, select Procurement
Requests and then click on Modify Procurement Request.

Select the

Click on the Procurement Request field and all procurement
requests that you saved as draft will be listed. Select the one you
wish to complete, add/modify the required info and click on
Submit.

‘ B | Review

Catalogue

Popular Items

[rocsramen -]

Categories
Pmcu rement

Pelicy & Oversight

| Procurement Requests

| Modify Procurement Req... New Procurement Request

Modify Procurement Request

Submit a modify procurement request.

Procurement Request

L

Q

PRC0001087

©F T AOO attacnments

UNDP Quantum procurement User Guide (May 2022)

Strategy CcMS

Number PRC0001086
State Pending

‘ Stage | Draft

Awaiting Sourcing

After saving a\

procurement
request as
draft, a
notification
email will be
sent to the
Procurement
request
Approver.
Procurement
requests saved
as draft
cannot be
approved and
those emails
should be
ignored.

)
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1.2 Approve a Procurement request in UNall

PRODO0I 0G93

PRCOOO10E1

PRODOO1OVT

nnnnnnnnnn

Approver, e.g. Project manager, needs to approve the request in Unall.
Go to Unall >> switch to “Fulfiller view”

On the left side menu bar select “Unall Case Management” >>
“Procurement Cases” >> “My Cases”.

Select the Case ID that needs approval.

UNDP Quantum procurement User Guide (May 2022)
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1.2 Approve a Procurement request in UNall

_ > Rework needed:

Approver reviews request and ‘& -vl"i- cool Follow - Update Accept Post Question Reject Rework Needed Save .,L, Procu rement req uest iS
. valid but substantial
approves by clicking on , R
”Accept”. Awaiting Oversight Finalizing Complete Informatlon IS rrTISSIng
or not accurate in the
e request and requester
Other options for approver nate Requestor
are: s need to re-do the
I Assigned to Veaceslav BUGAI a, 0] I req u eSt'
o . Collaborators i > Post uestion:
> Reject: The goods/Services = - Q ,
are not required and nO Region Regional Bureau for Europe and the CIS Procu rement req uest IS
o needed, request is
procurement action is , Feq
needed generally complete and
' accurate, but some

clarifications are
required before
approval.

Approver can also forward approval to
-( )- another person instead by changing the
“Assigned to” name.

(YL

UNDP Quantum procurement User Guide (May 2022)
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1.3 Define and complete the Procurement strategy

The next step after a procurement request is approved is to determine the procurement strategy, which is
who, how, and when will the requested goods and services be procured.

The persons involved in the strategy will depend on nature of goods/services, estimated amount, and
procurement tools and resources available to the Business Unit. There are two key steps in the system related
to the strategy alignment:

Step 1: Establish the strategy alignment team. In this step it is decided who should be involved in the
formulation and approval of the procurement strategy.

Step 2: Define the procurement strategy for the case. How the goods/services will be procured, and who
should conduct the procurement process.

~~- With future integrations of UNall with Oracle, many of the decisions taken at strategy step will be automated or enabled by the
Q system to provide users with best possible information and streamline the process.

UNDP Quantum procurement User Guide (May 2022)
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1.3 Define and complete the Procurement strategy

(= Frocrement Cases-PRELOULIT ,ﬂ 1fl oo Folow v Update | CompleteStrategy  PostQuestion | ReworkMeeded  Save

Typically, the following roles are involved in this step:
1. Head of Procurement/OM/DRR. Will be the main
authority representing and approving on behalf of

requesting unit.
2. Project Manager representing the project/unit
—— that submitted the request.
i 3. Regional Procurement Advisors, for procurement
of amounts above USD 200,000.
4. Special category manager if requested
: goods/services fall under one of the specialized
e / categories, e.g. health, elections, etc.
5. Head of the procurement team that the case is
B assigned to.
6. Other persons can be added as necessary.

litktodDGs | &

Pending Queries ~~ No

oo RS > Add Members in “Collaborators” box.
I . : » Select procurement team who will manage
the case.

Quon-rum UNDP Quantum procuren’iegt User Guide (May 2022)
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1.3 Define and complete the Procurement Strategy

Once the strategy team is established, they decide on the procurement strategy. Some of the key decisions
taken in this step are:

1. Whether an LTA is available and can be utilized.

2. Whether an Ex-ante is required. If box is checked, system will route the case to an Ex-ante before
proceeding to solicitation.

Whether a waiver is in place to not use the online tendering process (Oracle and/or ATLAS eTendering).
Select procurement method: ITB, RFP, RFQ, etc.

Type of competition: Open, Limited, Local, etc.

Whether there will be a pre-qualification/shortlisting conducted as first step.

How will the tender be announced.

Planned evaluation committee members.

Additional information on the case, such as: Timelines, quality assurance mechanisms, risk
management strategy, etc.

OO NOUL W

-

It is possible to split the request in two different procurement actions. For example if the strategy determines to
procure some of the items though an existing LTA while some other need to be procured through an open
Q procurement process.

Clicking on “Create Related procurement” will create a second case which then can be adjusted accordingly, e.g.
k remove some of the lines required, define the specific procurement strategy, etc. /

o~ UNDP Quantum procurement User Guide (May 2022)
aQuanTum 16 l /
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1.3 Define and complete the Procurement strategy

Strategy | Request  ltems = Notes

% Assign Procurement Team PRC-UNDP-MD v Procurement Method mn v O n Ce t h e p rO C U re m e nt St rategy
Ex-ante Required? Competition Type Open Competition A fo r m i S CO m p I ete d ) t h e p e rS O n
Bxisting LTA/Contract Willthere be a Prequalification or Z::’;ul:t'::lj re p I"e S e nti n g t h e re q u e Sti n g B U
O g et st 01 : clicks on “Complete Strategy” to
UNDP PN
- 8 complete the strategy step.

After this case, the case is moved
to next step — Case Management

UNDP C0 website v
Planned Evaluation Committee lurie TARCENCO “ - Where the procurement team
Hnsand managing the case will take over.
Q

1

Enter email address

Oracle Sourcing Waiver Justification

— j= L¥]
U =

B I U 4 Verdana v it @B A-BE-Ff P MHE o E

UNDP warks in bout 170 countries and teritoriss, helping to sradicate poverty, reduce inequalities and exclusion, and build resilience so countries can sustain progress, As the UN's development agency, UNDP plays & critical role in helping countriss .
achieve the Sustainable Development Gozls.

UNDP Quantum procurement User Guide (May 2022
QAuanTum “ procure (May 2022)
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1.4 Case Management System (CMS)

Once Strategy step is completed and case assigned to a procurement team, the case moved to CMS stage where the assigned procurement
team can further manage the case.
By default, the name of the Head of the Procurement Team (selected at the Strategy step) appears in the Assigned to field.

As a first step, the Head Of The Procurement Team (HPM) assigns the procurement focal point that will manage the case. The name of the
procurement focal point should be selected in the Assigned to field.
The HPM may also assign an alternate focal point for the case by selecting the name in the Alternate Focal Point field on the CMS tab.

For instructions on how to assign the head of procurement team and team members go to the Annex: Procurement Roles guide.

K' .. Procurement team can \

Y communicate internally and
) with requesting unit as well
using “Notes” feature.

It is important to

: communicate important

N - = . messages using this feature

k for record keeping purpose. /

S Procrment Coses - PACIONLIAT # A o Fdon - ke | wsegfowing | FaGueson | Sam |

UNDP Quantum procurement User Guide ( May 2022)
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1.4 Case Management System (CMS) - continued

By default, the members of the procurement team (selected at the Strategy Step) should appear as Collaborators. The
users listed as Collaborators have full access to the Procurement Case. If a member of the procurement team is not listed
in the Collaborators field, click the Unlock Collaborators icon, enter the name of the procurement team member in the
Search field and click the name in the search results. The name will be added in the Collaborators box. Repeat the search
for each user that you wish to add to the Procurement Team. Click the icon Lock Collaborators to complete the process

and continue with the next steps.

Requested By Sareen
Requested For
Assignmentgroup = PRC-UNDP-OP-TRAININGO1

Assigned to Procurement Manager01 Q,

Collaborators

Region Regional Bureau for Africa

Assignedto  Procurement Manager01 o O
Collaborators Procurement Officer01 .
T
@
Procurement Officer O,

rocuremen ice

Procurement Officer02

Region Regional Bureau for Africa

UNDP Quantum procurement User Guide ( May 2022)
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Procurement Officer02
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| 0
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1.4 Case Management System (CMS) - continued

Once the tender has been launched in Quantum, click the button Awaiting Sourcing in order to indicate the
correct status of the procurement request/case.

<

B —
= Procurement Cases - PRC0001028 V4 .‘». soo Follow  ~ | Update Post Question =~ Save ¢ \L

Review +/ Strategy CMS Awaiting Sourcing Evaluation Approval Awaiting Oversight Finalizing Complete
Number PRC0001028 Requested By | Anna SOLTAN
State Work in Progress Requested For
Stage CMS Assignment group PRC-UNDP-MD
Category Other Assigned to Denis SUSCHEVICI o ®
Type Procurement Collaborators Vladimir Popnikolov -

Roland KOXHAJ
Requesting BU MDA10

| Q

Enter email address

Region Regional Bureau for Europe and the CIS

UNDP Quantum procurement User Guide ( May 2022)
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2. Solicitation (Quantum)

2.1 Solicitation process (Introduction)

2.2 Prepare solicitation documents

2.3 Create a Solicitation (Negotiation) in the system

2.4 Approve a Negotiation

2.5 Automatic creation of a procurement notice on

the UNDP Procurement Notices website

2.3.1 Train Stop 1: Cover Page

2.3.2 Train Stop 2: Overview

2.3.3 Train Stop 3: Requirements

2.3.4 Train Stop 4: Lines

2.3.5 Train Stop 5: Suppliers

2.3.6 Train Stop 6: Review

2.3.7 Publish a negotiation

2.6 Manage ongoing solicitations

- 2.6.1 Negotiations Overview

- 2.6.2 Extend the deadline

- 2.6.3 Monitor suppliers’ activities

- 2.6.4 Clarifications

- 2.6.5 Create an amendment

Return to TOC
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2.1 Solicitation (Quantum) - Introduction

A Fundamental change in how solicitation processes are managed in Quantum is that the Tender document is generated by the system based on the
document layout in the system and input by the procurement officer created the solicitation in Quantum. Therefore it is important to plan and prepare the
documents needed prior to the creating the solicitation process in the system. Some of the considerations are listed below:

Preliminary Considerations Relevance for Solicitation Creation

What is the procurement method? Is it ITB, RFP, IC, This is important because it will determine which template will be used for the
etc.? event.

What is the expected contract outcome? E.g. will it be This will determine how suppliers will provide their prices in the offer and how the
an LTA with price variations based on quantity ranges?  contract will be setup. Once selected in the system when solicitation is created, it
cannot be changed later in the process.

Is it an open or limited competition? If a shortlist exists, If the solicitation is a limited competition, the suppliers need to be registered in the

was shortlisting process conducted in Quantum? system in advance so they can be invited to the tender. If shortlisting was conducted
in Quantum, a second round needs to be created on original process instead of a
new one.

How is the structure of price schedule? Can it be Price schedule should be ideally built directly in Quantum to allow for streamlined

replicated in full in Quantum or complementary excel evaluation, creation of contract, etc. In cases of complex price schedules or BoQ,

tables are necessary? complementary excel tables.

What are the minimum requirements and other Evaluation criteria can be setup in the system and included in the tender document,

evaluation criteria? allowing online evaluation by evaluation team.

Other parameters such as: partial bidding, bid These parameters can be setup directly into the system.

currency, deadline, focal point, etc.

UNDP Quantum procurement User Guide (May 2022)
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2.2 Prepare Solicitation Documents

In the new Quantum system, solicitation document is generated directly by the system based on inputs and other documents uploaded.
Procurement office must prepare several documents in advance in order to finalize the case in the system quickly. Documents and inputs
that need to be prepared in advance may vary depending on the tender type and complexity but in general they consist of:

Cover page: this is the text that will be in the front page of the solicitation document otherwise know as Invitation to Bid/Offer.

Introduction text: This is a text that will be shown also in the procurement notice and UNGM website (for public tenders).

Bid Data Sheet: This document is prepared separately in Word/PDF and attached to the case in the system.

Evaluation Criteria: they are inserted in “Requirements” section in the system and can be inserted either directly in the portal or

prepared offline in an excel template and automatically uploaded by procurement officer.

5. Price Schedule: they can be inserted directly in the “Lines” section of the system or prepared offline in excel and automatically
uploaded by the procurement officer.

6. Technical specifications and/or ToRs: They are prepared offline in Word/Excel and attached to the case in the system.

7. Forms and templates: They are blank templates or forms that bidders are supposed to complete and return with their offer. They are
prepared in Word/Excel and attached to the case in the system.

8. Other documents: They can be complementary documents specific to the tender (e.g. drawings) that are attached to the case in the

system.

P WNPR

UNDP Quantum procurement User Guide (May 2022)
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2.3 Create a Solicitation in the System

To begin creating a Solicitation in Quantum, log into Oracle using the URL http://quantum.partneragencies.org/, go to
main/home page, select Procurement and then Click on Negotiations Tab.

= QuaNTUM

Good evening, Vladimir Popnikolov!

My Client Groups Contract Management Procurement Tools Others
QUICK ACTIONS

Process Requisitions

o' = i

Purchase Purchase Orders Negotiations
Agreements

Manage Orders

Manage Agreements

Only procurement

Shop [ ()] v 2 2 q
ingt o= e officers with the right

- - procurement roles

will have access to

this page.

Suppliers Supplier

Manage Initiatives " PIE]
Qualification

UNDP Quantum procurement User Guide (May 2022)


http://quantum.partneragencies.org/

QuanTum
2.3 Create a Solicitation in the System

Click on “Tasks” icon to expand it and then click on “Create Negotiation”.

= QuanTum Ow R ® w

Qverview Negotiations
I » Create Negotiation I

» Manage Negotiations
« Manage Programs

... ; . » Delete Negotiations
My Negotiations Closing Next Recent Activity
Allw Setup

« Manage Negotiation Templates

» Manage Attribute Lists

» Manage Cost Factor Lists
No data available

¥
fii]] O |

Expiring Agreeme...
No data available

(O Within 7 Days

M Draft M Pending Award

| ] ggirlng Soon B Award Completed 0 In 8-30 Days

UNDP Quantum procurement User Guide (May 2022)
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Create Negotiation

* Procurement BU

Negotiation Type

Negotiation Style

Negotiation Template

QOutcome

* Negotiation Currency

2.3 Create a Solicitation in the System

UNDP-PSU |~

* Procurement BU | UNDP-PSU | v

Negotiation Type | Request for Proposal ~

Invitation to Bid I

Negotiation Style UN_NEG_STYLE_08

UN_NEG_STYLE_01

IGeneric ITB Template

|2| Two stage evaluationl

Purchase Order

usD

Negotiation Template l RFP Template Cumulative methoc | w

Qutcome Purchase Order

* Negotiation Currency l UsD v ]

UNDP Quantum procurement User Guide (May 2022)

Create Negotiation x

1.

2.

Select:

BU of office managing
the tender.

Negotiation type (ITB,
RFP, RFQ, etc.)

System template

Main tender currency

Click “Create”
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2.3.1 Create a Solicitation in the System (train stop 1: Cover Page)

Write letter of invitation in the “Cover Page” text box.

Overview  Edit Negotiation: Request for Proposal UNDP-PSU-00024 x

[ JONONORONO)

Cover QuerviewRequirsm Lines Suppliers Review
Page

Edit Negotiation (Request for Proposal UNDP-PSU-00024): Cover Page @

Currency = US Doliar

Messages | Actions ¥ Back | Next Save|v Publish ~ Cancel

Time Zone Eastern Standard Time
|4 Cover Page Insert Variables. M
Hevetica o ofalv] o m = IBE BDB
B I DU & && E =

SECTION 1: LETTER OF INVITATION

United Nations Development Programme, hereinafter referred to as UNDP hereby invites prospective proposers to submit a proposal in accordance with the General Conditions of Contract and the Terms of Reference as set out in this Request for Proposal (REP).
To enable you to submit a proposal, please read the following attached documents carefully.

Section 1: This Letter of Invitation

Section 2: Instruction to Proposers

Section 3: Data Sheet

Section 4: Evaluation Criteria

Section 3: Terss of Reference

Section 6: Conditions of Contract and Contract Forms

Section 7: Proposal Forms
Form A: Proposal Confirmation[RK1]

- Form B: Checklist
Form C: Technical Proposal Submission
Form D: Proposer Information

Form E: Joint Venture/C; i i Inf;

Form F: Eligibility and Qualification

Form G: Format for Technical Proposal

UNDP Quantum procurement User Guide (May 2022)
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2.3.2 Create a Solicitation in the System (train stop 2: Overview)

Complete general tender information:

Title: Tender title indicating what the tender is about. Do not put Reference numbers.

Synopsis: Brief overview of the tender.

Approval amount: Estimated amount of the tender.

Attachments: General attachments, e.g. system user guide, etc. Be aware that some of the documents referred in xxxxxx are attached in the
requirement sections in next train stop.

Introduction: Brief summary of the tender scope providing sufficient information on what UNDP is intending to procure and instructions on how
interested suppliers can participate. This is the text that will be show in procurement notice and UNGM websites.

VVYVYY

A\

Qverview  Edit Negotiation: Request for Proposal UNDP-PSU-00024 x

i1 : N ONONONO

Cover |OverviewHequirem Lines Suppliers Review
Page

Edit Negotiation (Request for Proposal UNDP-PSU-00024): Overview @ Messages | Actions ¥  Back ~Next  Save | ¥ Publish Cancel

- Last Saved 25-Nov-2021 10.59.39
Currency = US Dollar Time Zene Eastern Standard Time

. B Roland KOXHAJ
Title ‘ Demo Case for user guide ‘ Her olen
Procurement BU  UNDP-PSU
* Synopsis | This is a demo case for the purpose
of the user guide Outcome Purchase Order
2
Negotiation Style UN_NEG_STYLE_ 08 Attachments  None ==

v Two stage evaluation

General Terms  Collaboration Team |

4 Introduction ) Insert Variabies || Preview |

[THIS SECTION WILL BE POSTED AUTOMATICALLY IN THE PROCUREMENT NOTICE AND UNGM WEBSITE. INCLUDE ONE PARAGRAPH TO DESCRIBE THE MAIN SCOPE OF THE TENDER REQUIREMENTS, PROVIDE SUFFICIENT INFORMATION TO ATTRACT THE ATTENTION OF
POTENTIAL SUPPLIERS. IN THE SECOND PARAGRAPH PROVIDE INSTRUCTIONS ON WHAT SUPPLIERS NEED TO DO IF THEY ARE INTERESTED TO PARTICIPATE. A SAMPLE TEXT IS PROVIDED BELOW, EDIT AS NECESSARY. DELETE THIS PART WHEN COMPLETING THE RFP]

[SCOPE OF TENDER...._]

forgetten password/username feature if you do nat remember them. If you do not have an account already you can register one following this link: https #/estm fa em2 lecloud com/ fscml 1/f: ransRe |slerSuDDI|sﬂuchu\d 30DU(]0127?15271

Search for the specific tender using search filters and subscribe to the tender in order to get notifications in case of amendments of the tender document. If you need support with the enline system, you can contact the contact details of this tender as indicated in the solicitation document.
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2.3.2 Create a Solicitation in the System (train stop 2: Overview -cont.)

Complete additional information:

ATLAS req Number: a temporary field until full deployment of Quantum.

UNALL Case ID: Very important to provide the correct ID as it will enable integration with Unall Case management.
Public Tender Notice: Selecting “Yes” will enable automatic notice creation in procurement notice and UNGM website.

Open Bid format: Type of Public Bid Opening.
* Not Applicable : no Bid opening will be created
* Total Bid Price : Bid Opening will be sent showing total bid price.
* Total per each LOT: Bid Opening report will be sent showing total price per each LOT.

Reference Number: Internal office reference number for the tender.

Contact Point: Name/office serving as contact point for bidders participating to the tender

Contact email: Email address where bidders can communicate about the tender. Important: Bidders are instructed to
channel communication through the system. This email is to be used only when bidders cannot write via the system
messaging tool. Instruct the same to bidders in BDS, pre-bid meetings, and other communications.

» Beneficiary Country: Country where goods/services are sent/consumed. Wil be shown in same corresponding field in
procurement notice and UNGM websites.

YV VYV

Y YV V
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2.3.2 Create a Solicitation in the System (train stop 2: Overview cont.)

Additional Information

* Atlas Req Number ‘ NAO0000O11 * Reference Number l ITB- 0001/2022 l

* UNALL Case Id l PRC0001147 ‘ * Contact Point | >rocurement Office I

* Public Tender Notice l Yes v | * Contact Email l procurement office@uni ‘
* Open Bid Format ch-taI Bid Price v ‘ * Beneficiary Country l North Macedonia v ‘
) : ion by
Collaborative Procurement ‘ NA v ‘
e VUIAULIWVITL LUl
Negotiation Controls @ » Enable weights: allow using weighting point system. E.g.

Response Visibility Sealed for RFPS.

» Display scoring criteria to suppliers: will show evaluation

Requirements criteria to suppliers
+*| Enable team scoring -
v| Enable weights

+| Display scoring criteria to suppliers

Default Maximum Score

Response Rules @
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2.3.2 Create a Solicitation in the System (train stop 2: Overview cont.)

QuanTum

Select tender deadline using calendar feature. Remember that the system default time zone is UCT unless you have
changed it in your user preferences section.

For instructions on how to set the time zone in which you operate, go to this Annex. Once you set your preferred
time zone, the closing time of a solicitation will appear in the same time zone (no need to convert it).

IMPORTANT: ALWAYS SET THE CLOSING TIME TO BE WITHIN THE WORKING HOURS.

Select Date and Time

¢ | November v|2021‘4\‘vl >

SUN MON TUE WED THU FRI SAT

AN 1 2 3 4 5 6

7 8 9 i0 11 12 13
14 15 16 17 18 19 20

21 22 23 24 25 % 27

28 29@1 2 3 4

[ [alsfolal - o]
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2.3.2 Create a Solicitation in the System (train stop 2 continued)

Response Rules @ Scroll down to select Response rules:
View v Format w w Detach
» Restrict to invited suppliers: If checked, only invited
‘ Rule Display to suppliers can see and participate in tender.
Suppliers » Allow suppliers to select lines on which to respond: if
Restrict to invited suppliers checked system will allow suppliers to quote only on
v selected lines.
Allow suppliers to see other suppliers' notes and attachments > Require full quantity: If not checked, system will allow
suppliers to change the quantity requested and quote
Allow suppliers fo select lines on which to respond = for a different quantity.
» Allow multiple responses: if checked system will allow
/| Require full quantity J suppliers to provide alternative offers.
» Allow response revision: If not checked, system will
Allow multiple responses = not allow suppliers to revise their offer once
submitted. MUST BE CHECKED ALWAYS.
v/| Allow response revision 7 » Display to suppliers: if checked suppliers will be able
to see the response rules setup by the procurement
officer.
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2.3.2 Create a Solicitation in the System (train stop 2: Overview cont.)

Genzr Collaborafion Team

Busincis Terms

Payment Terms | Net 30

Freight Terms |Dﬁ.P- Delware: at Flzce v |

Shipping Metned | 2Ir

Curenzy &

v FOB | INCOTERWS 2020 v|

* Hegodiation Currency | )80

L
Frice Precision

W | Allw tesponzes noolber cunesces

Response Zurrency Settings

* Conversion Rata Type  UNCRE

]

* Comversion Datz  dd-mmmeyyyy

F¢|

of| Dsulzy alss lo supolers

Atinns w View w Fumatw o 3 Freeze [z Datach

" Hespnise —
Currency MNesrripfinn
ELR L4 | Pan Eurezean Curzncy
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Select Applicable Business Terms:

- Freight Terms: Select applicable
INCOTERM.

- Select if addition currencies are
allowed and specify which one.

- Price precision: How many
decimals system will allow
supplier to user for their unit
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2.3.3 Create a Solicitation in the System (train stop 3: Requirements)

Requirements refer to questions setup in the system some of which suppliers must respond to. Each template includes a set of pre-defined questions
which will serve as the basis but procurement office must review and update as needed per each specific case by either editing the text and/or type,

remove, or add new requirements.

Requirements are grouped into “Sections” each containing one or more requirements. For more information on the type of requirements read this.
All questions will be visible to supplier and captured in the solicitation document system generates, except for requirements that are marked as

internal.

Users can also prepare the requirements using the excel template and add them in the negotiation utilizing the Excel Upload function. This function is

explained in this Annex of this user guide.

Qverview  Manage Negotiations »  Edit Negotiation: Reguest for Proposal UNDP-PSU-00024 x

OROin -/

Cover OvervieyRequirerr
Page

ONONC

Lines Suppliers Review

Edit Negotiation (Request for Proposal UNDP-PSU-00024): Requirements @
Currency = US Dollar

4 |nstructions @

B

Messages ~ Actions ¥  Back  Next Save‘ ¥ | Publish Cancel

Last Saved 26-Nov-2021 05.28.18
Time Zone Eastern Standard Time

| Insert Variables H Preview |

[REVIEW REQUIREMENTS BELOW AND COMPLETE WITH THE NECESSARY INFORMATION. SOME OF THE REQUIREMENTS CONTAIN TEMPLATES IN WORD, E.G. ANNEX 1 AND ANNEX 2. USERS MUST USE THEM TO COMPLETE WITH INFORMATION FOR EACH CASE AND THEN

REPLACE THE TEMPLATE DOCUMENT WITH THE SPECIFIC ONE]
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2.3.3 Create a Solicitation in the System (train stop 3: Requirements continued)

» To add a new section, select an existing section that will precede the new one and click “Add Section”.
» To add a new requirement, select existing requirement that will precede the new one and click on “Add Requirement”.
» To delete or edit an existing section or requirement, select it and click “Delete” or “Edit”.

If “Technical” is selected under “Evaluation Stage” then bid responses will be available to evaluation team after bids are opened. If “Commercial” is
selected, then that section will be available only after technical evaluation is completed.

Requirements &)

View w Format w x N Freeze  im| Detach
Add Section . i . . i
Requirement Text Evaluation Scoring Team Weight Maximum

Stage Target Score
Add Predefined Section

Manage Scoring || Preview Requirement Questionnaire

- Wrap Add Section | hd H Add Requirement H Add Predefined Questions

o
]

Branching

Add Reguirement | Technical v| | Prelim\nar{ - |
Add by Spreadsheet ¥ | General Instructions to Proposers

This tender is governed by the provisions in Section 2. General Instructions to Proposers herewith attached. By participating and submitting an offer you cenfirm to have Confi i
Add Predefined Questions understood and accepted such provisions. onfirm acceptan

Add Predefined Qualification Areas
Bid Data Sheet

— Bid Data sheet contains information and instructions specific to this Tender. Please confirm to have read, understood, and a such provisions, herewith Have read and un
Technical Preliminary evaluati
cut General Conditions of Contract Accent & e ,
Do you accept the General Conditions of Contract as specified in Section & ccept Genera

Proposal Validity

P " i Accept Proposal \ 1
Clear Weights Do you accept that your proposal is valid as required in General Instructions and Bid Data Sheet sections?

\ Form A: Proposal Confirmation .

W "
Equalize Weights Have you provided Proposal Confirmation as per the form provided, duly signed by a legal representative of your company? Technical Proposz 1

Form B: Proposer Information 4
Have you submitted form B with infermation on proposer using the template herewith attached?

Form C: Joint Venture/Consortium/Association Information
5.Form C: Joint venture Have you provided information on Joint Venture/Consortium/Association Information using the template and instructions attached?
Choose the applicable answer from options below.

) Form D: Eligibility and Qualifications ) )
6.Form D: Eligioility and qualifl 2z oy submitted the information requires to establish eligibility and qualifications as per Form D herewith attached? ifornatonipcovid E
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2.3.3 Create a Solicitation in the System (train stop 3: Requirements continued)

QuanTum

» Type Requirement title.

» Repeat requirement title in bold in the text box.
» Type in the question or instruction in the text box. It is important that the question is formulated clearly and

aligned with the type of question.

Overview Manage Megotiations x Edit Negotiation: Request for Proposal UNDP-PSU-00024

Requirements: Edit Requirement (Request for Proposal UNDP-PSU-00024)

Section Ewvaluaiion Criteria - Preliminary Examination

Ewvaluation Stage Technical

* Requirement | Form AZ Proposal Confirmation
Requirement Text | Helvetica V|| > | _~ | ""J = -| -
= =

B 17 u s 2 s B} = = &

Form A: Proposal Confirmation
Hawve you provided Proposal Confirmation as per the form provided, duly signed by a legal representative of your company?

- \" Alternatively, you can prepare/edit the requirements
in Excel offline and upload them into the system.
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2.3.3 Create a Solicitation in the System (train stop 3: Requirements - continued)

Some of the key requirement settings, and how they can be used is explained below.

» Response required: System will require that supplier provides a response to the question. Can be used to collect information from suppliers in the form of
responses or attachments or both. Is the most common setting.

» Response Display only: Only display information. Suppliers are not required to respond.

» Response Optional: Suppliers can provide information but are not obliged to provide a response for these type of requirement.

» Response Internal: visible only internally.

» Requirement type Multiple choice with single selection: Sets up a question with one or more options from which the suppliers can choose as response.
Options are defined in “Acceptable Value” section.
» Requirement type Multiple choice with multiple selections: sets up a question with several options from which the supplier can select one ore more as
response. Options are defined in “Acceptable Value” section.
» Requirement type text entry box: Enables more settings under “Value type” field:
* Single line text: supplier can write a short text as a response
*  Multiple line text: supplier can write a long text as a response.
* Number: supplier can provide a number as a response
* Date: Supplier can provide a specific date as a response

» Scoring: Indicates how response will be scored at evaluation stage:
* None: there will be no scoring for the requirement.
* Automatic: System will score each requirement based on response by supplier and score defined in acceptable value section. Should not be used.
* Manual: Scoring is conducted manually by evaluation team.
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2.3.3 Create a Solicitation in the System (train stop 3: Requirements — continued)

» Weight: indicates the weight assigned to the requirement (in%) which the system will use to calculate total score at evaluation. Typically used for RFPs.
Total sum of weights for all requirements must be 100.

» Maximum score: sets the maximum points that can be given to the response. For Pass/Fail criteria it should be set as 1. For RFP technical evaluation
criteria it should match the scoring grid in the ToR and evaluation criteria section.

» Knockout score: sets the minimum required score which supplier must meet in order to qualify. E.g. for Pass/Fail criteria with maximum score as 1,
knockout criteria is 1. For RFP technical evaluation criteria with maximum points 1000, knockout criteria is set as 700. Be aware to use this when really
applicable for important criteria. At evaluation stage, system will allow buyer to apply knockout criteria which will automatically shortlist offers that
passed this score.

» Attachments: used to upload attachments for suppliers. For example, templates and forms they need to use to provide their response, ToRs, etc.

Acceptable value is enabled for multiple choice type of requirements. You can set one or more acceptable values. For each value, you can define whether
suppliers must upload an attachment (Required), can but not obliged to upload an attachment (optional), or cannot upload any attachments (not allowed).

You can select one of the values and set it as target: select the value then click “Actions” and select “Set as Target”. This will define the particular value as

the only acceptable response. Do not use this feature unless you are sure that is needed. Any response that does not match the target will be disqualified
automatically by the system.
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2.3.4 Create a Solicitation in the System (train stop 4: Lines)

Buyer completes the price schedule under “Lines” train stop. Users are required to replicate the price schedule in full in the system as this streamline bidding
and evaluation process, Contract Creation, avoid mathematical errors, etc. There are three ways how to create price schedule in the system:

1. Inserting directly into negotiation line section.
2. Import from requisition. This will be available in phase 2 when full system is deployed.
3. Use excel upload functionality.

Overview —Manage Negofiations x  Edit Negotiation: Request for Proposal UNDP-PSU-00024 x

o Oo-@lelem ®

Cover OverviewRequirerl Lines Huppliers Review
Page

Messages  Actions ¥  Back | Next Ssvel ¥ | Publish Cancel

Edit Negotiation (Request for Proposal UNDP-PSU-00024): Lines &

29-Nov-2021 06.08.39
tern

Curreney = US Dollar

4 Instructions | insert varianiss || Preview
Hetvetica v [~ = CHEY B3l TER
B 7 ul|s: s s Bl=s ===+ = ¢
Instructions to suppliers on how to complete the price schedule
Lines &
Actions w View w Format w 3+ S M N Freeze = Detach Wrap
. - ision * . - category - Current Note to . “ . . Requested
Line Line Type  Ite Revision * Description ot uom e e e Edit Quantity | Location ~ Feduesten
1 Goods Servers Computer serve Lot . ra 10 [UNDP Afghanis!
2 Fixed Price Sen network equipment Computer ar net P Vd NDP Afghanis|
3 RateBasedSer g = secur ity cameras Computer or nel Each = ,’\ 10 MNDP Afghanis!
e
41 | Goods Deskiop computers Computer displz Each . rd 100 [UNDP Afghanisi
42 | [ Q - laptop computers Compute @ an - | 2, rd so | JunDPas Q| | dd-mmm-yyy

Rows Selected 1
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2.3.4 Create a Solicitation in the System (train stop 4: Lines — cont.)

Buyer can go to detailed line edit mode by selecting the line and clicking on “Edit”. Here buyer can edit and/or provide
additional information on the line and attach documents specific to that line.

Never insert any value under fields “Start Price”, “Target Price” and “Display Target Price”.

Attachments.

Actions w View w + X

Type Category * File Name or URL

To Supplier v unnp-Psu.onmn_supPqu.pchumm_]
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2.3.4 Create a Solicitation in the System (train stop 4 : Lines — cont.)

This section explains the values under line items and how they can be used as part of price schedule.

>
>
>

Instructions: Text box where you can write instructions to suppliers on how they can complete and submit the price schedule.
Actions: Contains system actions for lines, such as add, edit, delete, etc.
Line: Sequential number for the lines. Inserted automatically by the system. If make sure the sequential number of the lines here matches
with numbering in other documents, e.g. excel price sheet, specifications sheet, etc.
Line type: defines what type which controls how quantities and prices are defined:
* Goods: used for goods. Requires buyer to define quantity and UOM and supplier provides price per unit.
* Fixed price Service: typically for services. Buyer cannot define quantity or UOM. Supplier will provide a lumpsum price for the line.
* Rate Based Service: typically for services based on quantities, e.g. translation services paid by hours. Buyer can define quantity and
UOM and supplier provides price per unit.
Item: Lookup from Items’ Master List. Not configured yet.
Description: Description of the line item. Pre-defined text not editable if selecting from Master List. Free text if selecting on Category level.
Category Name: Lookup from existing categories in the system. Based on UNSPCC codes
UOM: Unit of measure values based on existing defined values.
Note to suppliers: Free text notes to share specific notes/instructions with suppliers.
Quantity: numeric value for quantity.
Location: where goods need to be delivered. Lookup values based on existing UNDP offices.

“GROUP” type of line item. Used for LOTs. The first level as Group will specify the LOT where buyer can only define LOT description. Lines can be
added underneath the LOT where buyer can define the items composing each LOT.
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2.3.5 Create a Solicitation in the System (train stop 5: Suppliers)

For open competition tenders there is no need to select any specific supplier and case can be launched without any.
Procurement officer can though add suppliers identified who can potentially supplier the required goods and services as that would send them a
direct notification from the system when negotiation is launched.

Overview Manage Negofiations x  Edit Negotiation: Request for Proposal UNDP-PSU-00024 x

N TN TN Ty ™
1y—(2) (3) () o ()
N ./ S S ¥
Cover OverviewRequirem Linesfl Suppliers Review
Page

Edit Negotiation (Request for Proposal UNDP-PSU-00024): Suppliers @ Messages = Actions ¥  Back  MNext  Save | ¥ | Publish = Cancel
= Last Saved 9-Dec-2021 08.52.26 |E|
Cureney = US Dollar Time Zone Eastern Standard Time O
Suppliers & \
Actions w View w Format w x Freeze [=| Detach Wrap Search and Add
* Supplier Supplier Site Supplier Contact éd onal |||

alamts
viad Q = ﬁ

R Viade Export-import LTD1 1000107 Prospective 123409376

More..

To add suppliers, click on + or “Action” >> “Add Row” or “Search and Add” and search for the supplier's
name. click on “Add selected supplier” to add to supplier selection box.

A Supplier Selection

‘You have selected 1 supplier

Actions w View w X

suppler Supplier Sie Once all suppliers have been added to “supplier selection” box, click “Continue” to add them to
Viado Exportimp... negotiation and continue to next step.

[ Continge | | Supplier need to be registered in the system before they can be invited to a negotiation. For

negotiations with limited competition, procurement office must contact shortlisted suppliers and
request them to register in advance.
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2.3.6 Create a Solicitation in the System (train stop 6: Review)

As a last step, review the negotiation to make sure that is setup up properly. In Review step, navigate through all the links from Table of Contents and
review information in the system.

Additionally, generate the tender document in PDF to review how it will look for suppliers. Go to “Actions” >> “View Supplier PDF” to generate the
document.

Review Negotiation: Request for Proposal UNDP-PSU-00024 @ Messages  Actons ¥ | fleck Sve| v Pmn  Comet

Table of Contents Cover Page ’ - .
Messages Actions ¥ Back Mext Save | ¥ Publish | Cancel
o~ i oy vibes rovpeciive ropomesfo scbei  ropoal i scooedance i the Geoeral Conitions of Contract ad the Tevas of Refience us vt ot in s Request ¢ Popor

sc

Manage Negotiation Approvals | oo caved 9.Dec-2021 09.08.1¢
he Zone Eastern Standard Time

Validate

View Buyer PDF

al
I View Supplier PDF I
Messages Actions - Back Mext Copy to MNegotiation Template
©» Ermror = -
e The close dafe must e on or later ihan the current date. (POMN-2085180)
B Sooring 1 Fratary oAb GoatrTt e ey oM. (SOM S0BSEE3)
I:‘ Scoring team Oomrrfen:ial evaIlealion doesn't have any r‘nember-s. |jP'C>N—2DBSG§3‘J TO Check If negotlatlon has the rlght Settlngs, go tO ”Actlon” >> ”Valldate".
= ' =3 Red cross means setting need to be fixed before proceeding.
Orange triangle is a warning but system allows to proceed.
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2.3.7 Create a Solicitation in the System — Publish

Once negotiation is reviewed, cleared, and ready to publish, click “Publish”
This action will initiate an approval process. System will send a notification to all approvers set for the BU and any approver can approve.

Negotiation is not public or visible to suppliers until it has been approved.

Overview  Manage Neg x Edit 11 Request for Proposal UNDP-PSU-00024 x

N SN TN N TN
() (3) (4) (5) (8)
>/ N L N R N .
Cover OverviewRequirem Lines Suppliers Review

Page
Messages Actions ¥ Back Next Save‘ v Publish = §Cancel

Last Saved 9-Dec-2021 09.48.27
Time Zone Eastern Standard Time

Edit Negotiation (Request for Proposal UNDP-PSU-00024): Overview &

Currency = US Dollar
Buyer ' Roland KOXHAJ

* Title | Demo Case for user guide |
Procurement BU  UNDP-PSU

* Synopsis | This is 2 demo case for the purpose
of the user guide Outcome  Purchase Crder
e

Negotiation Style UN_NEG_STYLE_08 Attachments UNDP-PSU-00019_SUPPLIER pdf f= 3¢

¥ Two stage evaluation

General Terms  Collaboration Team

4 |ntroduction @ Ingert Variables || Prﬂlew|

To check if negotiation has the right settings, go to “Action” >> “Validate”.
Red cross means setting need to be fixed before proceeding.
Orange triangle is a warning, but system allows to proceed.
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2.4 Approve a Solicitation in the System

Once negotiation is reviewed, cleared, and ready to publish, click “Publish”
This action will initiate an approval process. System will send a notification to all approvers set for the BU and any approver can approve.
Negotiation is not public or visible to suppliers until it has been approved.

Notifications

® ACTION REQUIRED

Vladimir Popnikolov

®

Web Services Application Identity for Procurement

® Fy

Wiadimir Popnikolov

‘ FYl

Web Services Application Identity for Procurement

Frl

Viadimir Popnikolov

MNegotiation Approval Actions w  Approve  Reject
Request for Proposal: Demo Case for |
M <& 0O RK I From
Opens Upon approval
Shotr=T Closes 31-Dec-2021 10.30.00 EST
Yesterday
2mo Case fo ar guide Negotiation Request for Proposal Ul
Mote to Approvers
Approve
Approval History
Yesterday
@ Assigned to Ali JUMAH
esterday @ Assigned to Zafar YULDA SHEV
© ~ssigned to Roland KOXHAJ
1 month ago €D submitted by Viadimir Popnikolov
s Open for Responding I & UNDP-PSU-00026_BUYER_US.pdf
1 month ago
| Request for Proposal UNDP-PSU-00026 |
Load More ems  1-5 of 6 items

To check if negotiation has the right settings, go to “Action” >> “Validate”.
Red cross means setting need to be fixed before proceeding.
Orange triangle is a warning but system allows to proceed.
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2.4 Approve a Solicitation in the System - continued

-| Approve  Reject Approver has other options and actions to take in addition to approver or reject:

| Request Information |

» Request Information: To request additional information from procurement officer who submitted the case.
Delegate

Reassign » Add Comments: To add a comment before approving or rejecting the case.

Route Tazk
» Add attachment: To add an attachment as part of tender documents directly to the case.

Escalate

Renew

Approve | submit || cancer

Suszpend

Comment | Approving the case. adding comment when approving

Withdraw

Skip Current Assignment

Drag files here
Add Comments ‘.‘ or click to add
attachment
T

Add Attachment

Add Assignee
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2.5 Automatic creation of a procurement notice on the UNDP
Procurement website

Once a public negotiation is approved, a procurement notice will be automatically created on the UNDP Procurement Notices website. This process
takes up to 60 minutes. Go the procurement notices website as an external party (use the URL https://procurement-notices.undp.org/) after 1 hour
from the negotiation approval and identify the procurement notice created for the approved negotiation.

To search and identify the procurement notice, click on the Search Notices tab. Select the IMPORTANT: If the procurement notice is
date range, enter the negotiation ID in the filed Reference No. and click on Search. not created or is missing the tender

. : . document(s), create an incident on the
To filter all the procurement notices created from negotiations in Quantum by your UNAIl olatform
Country Office, enter just the first 7 characters contained in all negotiations created in P '
your BU (e.g. UNDP-MD) or enter the country name in the field Country and click Search.. Curren prosursment Notices || Searsh Noticss || Awards

View Negotiation

*r o »= 0 :
" 3

SS5R/Procurement of IT equipment for Ministry of Defence
Procurement Process | RFQ - Request for quotation

Procurement Notices

Office : UNDP-MD - MOLDOVA

Deadline : 10-5ep-21 @ 09:00 AM {New York time)
Generalinformation | [ ement Notices | | Seard] h Notices Awards

Published on : 18-Aug-21 @ 12:00 AM (New York time)

Development Area : OTHER
To view by post date, indluding past notices. please choose a date range
Dey

es P vear
v][2021v| *© [31 v 1w
_v]2021v] ' [31 | December v]2021 ] Reference Number : | UNDP-MD-00001,1

Contact @ Procurement Team / UNDP Moldova - sc.md@undp.org

undp-md-00001
| moldova

This specific tender 1s managed via the new supplier portal system of UNDP which will in the future replace the online eTendenng system
currently in use. If you are interested in submitting a bid for this tender, you must subscribe following the instructions in the user guide. If
you have not registered a profile with this system, you can do so by following the link for Supplier Registration.

Procurement Notices If you already have a supplier profile, please login to the Supplier Portal, then search for the negstiation using the reference number UNDP-
MD-00001,1, following the instructions in the user guide.
i ea Ref No Titie P Ot unD: ry  ProcurementProcess  Dea diine Posted
@ OTHER | UNDP-MD-000011 SR/Procurement of IT equipment for Ministry of Defence UNDP-MD MOLDOVA RFQ - Request for quotation 10-Sep-21 @ 09:00 AM (New York time 18-Aug-21 Introduction : PRCO001021

Documents :
Tender Overview Document
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2.6.1 Manage ongoing solicitations — Overview

Navigate Home >> Procurement >> Negotiations to go to main overview page for negotiations.

This page contains several info lets each showing overview of various information.
“My Negotiations” info let includes negotiations created by yourself. To view all negotiations to which you have access, normally the ones within your
business unit, Select “Tasks” icon on the right pane and click “Manage Negotiations”

 Refreshed from PROD as of 22 Oct 2021 &

= DEV4 N B @ rv

Overview

ap

My Negotiations Closing Next Recent Activity Messages Expiring Agreeme... Responses to Score
Request for Proposal UNDP-PSU-00024 Demo Case for use... Ally [r—
Nepetiations E|
- « Create Hegofiafior
New scores submitted | 23-Nov-2021 03.41.07 2 Within 7 Davs =
2 1 Request for Quotation UNDP-ED-000022 Procureme. . 0 ¥ WPl Menaqe “eadlistons
- M Duein7Da + Mznage dmgrame
Days Remaining Collahoration task assigned | 23-Nov-2021 10.59.14 Unread _ B C)\
Closes 31-Dec-2021 Invitation to Bid UNDP-PSU-00023 Test_23 Nov 2021 0 In8-30 Days - Manags Sumogats Secpances
+ Dsieze Hegefiations ==
. New scores submitted | 1-Nov-2021 08.03.16 " Py £ . esearch sugler
Request for Proposal UNDP-PSU-0001% RFP Demo c...
: fers inActive Negotiat sux ul.
Sourcing Programs Negotiation closed | 1-Nov-2021 07.00,24 My Performance Suppliers in Active Negotiations [T 111
Megotiated Savings Calendar Year to Date o
Request for Proposal UNDP-PSU-00018 RFP Demo c... Request for Proposal UNDP-PSU-00024 | 1 invited Menage Alfribute Lists wlmmty
Sealed : -
Megotiation closed | 29-Oct-2021 10.30.00 + Menage Cos! =actor Lists ﬁ
Request for Quotation UNDP-MD-00008 RFQ21/0237 ...
M Orait W Pending Award . .
M Opening Soon B Award Complated No data available No data available
Active
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2.6.1 Manage ongoing solicitations - Overview

» You can use different search criteria, including negotiation ID. Using BU code in negotiation ID will list all negotiations for that BU. Including the full
ID will select the specific negotiation.

» You can create customized searches and make them as the default search using the “Save” function.

» Click search to display the search results.

=! DEV4 O ¥ B ¥ v

Overview  Manage Negotiations x

Manage Negotiations Search fields marked with 2 "" sign require a value in
at least one of them.

Dene

Time Zone Eastern Standard Time

4 Search | Advanced " Manage Watchlist | Saved Search | My MNegofiations ~

To list all negotiations for your Business unit type = At least one is required =]
your BU code in "Negotiation" ield S E— ) Q
A
** Negofiation | UNDP-PSU | | ** Owner | [+] —
** Negotiation Title | | Line Description | |

— — hil,

| Search H Reset || Save... ‘
Search Results @

Actions w View v Format » B _T—‘ Er Freeze = Detach Wrap
Negoftiation Hegotiation Title ¥!?I Status Monitor -Iggr:faining Close Date Responses Meggarggg Owner

Mo search conducted.
Columns Hidden 7
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2.6.1 Manage ongoing solicitations - Overview

Once negotiation is selected, you can take several actions depending on the negotiation status. Alternatively, you can click on negotiation ID
hyperlink to open it and take further actions.

search Results » Create: Creates a new negotiation
wm- Fomitwy o4 B # F [ [ Freess [ Detach I wrap Search Results » Duplicate: Create a new
Create L % Negotiation Title E\c‘fionsvammalv + 3 /5 7 & Freeze || Detach Wrap negotiation by copying from the
Duplicate N selected one.
e e I Negotiion Tile > Edit: Edits selected negotiation
Export to Excel Peme Caseforuser guge 1L » Export to Excel: Exports all search
Unlock Drat pemo Casefor userauice L — || Demo Case for user guide results into an excel table.
Delete Draft Demo Case for user guide UNDP-PY——— Demo Case for user guide » Unlock draft: Allows user to
Test_23 Nov 2021 UNDP-PS De;ch Demo Case for user guide continue working on a previously
UNDP-PS ™ _— | Test 23 Nov 2021 saved negotiation.
Reassign Owner Test health tems T > Delete draft: deletes a negotiation
\iiew Buyer PDF RFP Demo case_1 UNDP-PS™ " 1 o By Example Test health items that is in draft mode.
cw Purchasing Documents RFP Demo case._1 PP REP Demo case. 1 » Reassign owner: Assigns the case
UNDP-PSU.00019 RFF Demo case UNDPPEU0020 REP Demo case. 1 to a different procurement officer.
UNDP-PSU-00013 Procurement of Laptop Computers for UNDP HQ Units UNDP-PSU-00019 RFE Demo case > View buyer PDF: Opens internal
UNDP-PSU-00013 Procurement of Laptop Computers for UNDP HQ Units Tender document.
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2.6.2 Manage ongoing solicitations — Extend the deadline

To extend the tender deadline go to “Actions” > “Manage” > Extend and select the new date and time and click “Submit”. The new deadline will be
reflected immediately in the portal and in the integrated procurement notices website. No approval is required by the system for deadline extension
through this navigation, however, Procurement office must have a clearance and agreement to extend deadline with supervisor and project using CMS
system in UNall.

Overview Manage Negotiations x  Request for Proposal: UNDP-PSU-00024 x

Request for Proposal: UNDP-PSU-00024 & Messages | Actions ¥ | Done
Analyze b

Currency = US Dollar Time Zof Time
Moniter 3

Open Date  9-Dec-2021 10.23.55

| M » ‘
Close Date  31-Dec-2021 11.00)___Extend I E=E

Title Demo Case for user guide

Status  Active (Locked)

~

Close View 4
Time Remaining 21 Days 5 Hours
Cancel Duplicate  *

Table of Contents Cover Page Manage Collaboration Team [
Cover Page Select Date and Time Manage Scoring I‘
Querview Manage Requirsments Y
Requirements SECTION 1: LETTER OF INVITATION < n > i E

Reassign Owner

Lines United Nations Development Programme, hersinafter referred to as UNDP hereby invites prospective propose SUN MON TUE WED THU FRI SAT s 3¢t out in this Request for Proposal (RFP).
) Invite Additional Suppliers
Suppliers To enable you to submit a propoesal, please read the following attached decuments carefully. 26 2T 23 29 30 3 1
Section 1: This Letter of Invitation 2 3 4 5 ] 7 8 Create Amendment
Bection 2: Instruction to Proposers
Section 3: Data Sheet 12 13 14
Bection 4: Evaluation Criteria
Section 3: Terms of Reference 18 @ 21
H Section 6: Conditions of Contract and Contract Forms
27T 23
Section 7: Proposal Forms
- Form A: Proposal Confirmation[RE1] 30 1 2 3 4
- Form B: Checklist m m
:. -~ :. -~
- Form C: Technical Proposal Submission
- Form D: Proposer Information
- Form E: Jeint Venture/Consortium/Association Information
Form F: Eligibility and Qualification
- Form G: Format for Technical Proposal -
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2.6.3 Manage ongoing solicitations — Monitor suppliers' activity

It is very important to monitor regularly suppliers” activity during solicitation process so that appropriate actions are taken in due time. For
example, if there is low interest or participation, it may be necessary to research and notify more suppliers, extend deadline, etc.

Messages Actions ¥ Done

Messages Actions ¥  Done To view if any supplier has subscribed
pnalae View Response History ‘ Analyze  b| by creatlng.a (.Jlraf.t response, or have
Y e Time accepted invitation when invited
Monitar » 5 . .
’ Manage [ i i iviti
Vanage 11.00.00 g Monitor supplier activities.
22 11.00.00 i
) View b
View g To see how many responses have
Duplicate k . .
Duplicate  » g . been submitted in the system go to
“ Actions > Analyze > View Response
History.
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2.6.3 Manage ongoing solicitations — Monitor suppliers” activity

When viewing suppliers’ activity system will list all suppliers that have either been invited directly to negotiation, have submitted a response, or have
created a draft response.

After selecting a supplier in the supplier activity box, system will list all activities conducted by that supplier, for example when they view negotiation,
download tender document, create a draft or submit a response, etc.

Overview  Manage Negotiations x  Request for Proposal: UNDP-PSU-00024 x  Monitor Supplier Activities: Request for Proposal UNDP-PSU-00024 x

Manitor Supplier Activities (Request for Proposal UNDP-PSU-00024) & Invite Additional Suppliers | Done

Title Demo Case for user guide Status  Active (Locked)

Close Date  20-Jan-2022 11.00.00
Jime Remaining 38 Davs 6 Hours

ime Bomainy El
4 Supplier Activities O\
View w Format w Freeze |z’ Detach Wrap
. . ) - . Lock or Unlock
Supplier Invited Supplier Last Activity Date Last Activity Supplier I|II
II Viado Export-import LTD1 & Yes 13-Dec-202103.24.09 Accepted negotiation invitation ﬂ I almmts
eTendering Support Team &,‘ Yes ﬂ
POP Music & No 13-Dec-2021 03.17.56 Created response ﬂ
4 \/lado Expol [- mport LTD1: Ac IVIly Log
Actions w View v Formatw Freeze  lm| Detach Wrap
Supplier Contact Supplier Site Activity Date Activity Response Response Status
Pop, Viadimir 13-Dec-2021 02.24.08  Accepted negotiation invitation
Pop, Viadimir 13-Dec-2021 03.23 43 Viewed negofiation
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2.6.3 Manage ongoing solicitations — Monitor suppliers” activity

» When viewing response history system lists all suppliers who have submitted a bid response. Pay attention to response status for any
status in disqualified or withdrawn as you may have to take actions for those case. See chapter on creating amendment for more
information.

» Toview a particular supplier information, click on supplier link to open their profile in the system.

Overview  Manage Megotiations x  Response History: Request for Proposal UNDP-PSU-00024 x

Response History (Request for Proposal UNDP-PSU-00024) Messages | Done

Currency = US Dollar Time Zone Eastern Standard Time

Title Demo Case for user guids Status  Active (Locked)

Close Date  20-Jan-2022 11.00.00
Time Remaining 38 Days 6 Hours

E
R

View w Format w Freeze im' Detach Wrap
. . . Supplier Response . Response Valid
Supplier Supplier Site Contact Response Status Amount Time of Response Until
POP Music & Music, Fop Sealed Active Sealed 13-Dec-202104.45.23 Sealed III'
Vlado Expori-Import LTD1 @, Pop, Viadimir Sealed Active Sealed 13-Dec-2021 04.41.47 Sealed E
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2.6.4 Manage ongoing solicitations — Clarifications

System has an internal messaging functionality that allows suppliers to write to procurement officer as well as procurement officer to write to
suppliers. This feature can be used to receive questions from suppliers as well as to disseminate clarifications and additional information about the
tender, for example, minutes of pre-bid meeting. All communications will be stored and archived within the case.

Suppliers are a instructed to use this functionality to write to procurement office. All messages will be accessible in “Messages” box. Once a message
is selected, its content will be displayed in the window below.

Overview  Manage Negotiations x  Request for Proposal: UNDP-PSU-00024 x  Online Messages: Request for Proposal UNDP-PSU-00024 x

Online Messages (Request for Proposal UNDP-PSU-00024) & Printable Page  Done
Time Zone Eastern Standard Time
Title Demo Case for user guide Status  Active (Locked)
Time Remaining 37 Days 3 Hours Close Date 20-Jan-2022 11.00.00 E
Messages ()\
Actions w View w Format w == Freeze [} Detach Wrap
Subject Status From From Company To Date Illl
4 jm Need clarification on requirement 01 r—y
I [E Need clarification on requirement 01 Read Fop, Viadimir Vlado Export-impor United Nations 14-Dec-2021 07.47. I ﬁ
P [ Clarification No 1 -

Need clarification on requirement 01: Details Printable Page || Reply ‘

From Viadimir Pop
From Company Viado Export-import LTD1

To United Mations
Attachments  None
Date 14-Dec-2021 07 47 29

Dear UNDF,
need clarification in regard to technical specifications and requirement 01

Regards,

Bidder xx
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2.6.4 Manage ongoing solicitations — Clarifications

Once all guestions and answers are consolidated in one document, procurement officer can share with suppliers by creating a new message. Go to

Actions > Send and then select “Supplier’ and “All participants”. \rite clearly the subject, e.g. Clarifications Round 1, message and attach the
document with consolidated questions and answers or minutes of pre-bid meeting.

Notification will be sent to all subscribed suppliers, and they can access full content in the portal. Suppliers that subscribe to the tender after a
message is sent will still be able to see the message in the portal directly.

Overview  Manage Negotiations x  Request for Proposal: UNDP-PSU-00024 x  Online Messages: Request for Proposal UNDP-PSU-00024 x

Online Messages (Request for Proposal UNDP-PSU-00024) &

Printable Page Done

Time Zone Eastern Standard Time

Title Demo Case foruser guid{ Send Message % | Status Active (Locked)

Time Remaining 37 Days 3 Hours I = I fo Date 20-Jan-2022 11.00.00 El
Supplier + | | All participants =
Messages I — . I C)\
View w Format w - B Freeze  m| Detach S .
elvetica v 2[a |~ - -
s From From Company To Date III-
Reply a 01

Stop Automatic Refresh b fquirement 01

Pop, Viadimir Viado Export-impori United Nations 14-Dec-2021 07.47
s round 1 regarding this ITB.

b fm Clarification No 1 -

Need clarification on requirement 01: Details Printable Page H Reply |
From "Viadimir Pop

To United Nations
Date 14-Dec-2021 07.47.29
Dear UNDF,

need clarification in regard to technical specifications and requirement 01.

Regards

Bidder xx

send I cancel
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2.6.5 Manage ongoing solicitations — Create an Amendment

» To create an amendment go to Manage >> Create Amendment. Write a clear description of what the amendment is about so it is clearly understood by
suppliers. Amendment keep same Negotiation ID and add an amendment sequential number in the end.

» When an amendment is created, and bid response that was submitted by suppliers prior to the amendment will be withdrawn automatically by the
system and it is required that suppliers re-submit their bid. Create amendment only when necessary.

» Amended version of a negotiation has to be approved in order to replace the previous negotiation version.

* Title | Demo Case for user guide

Messages  Actions ¥ Done . For due di“gence,
Synopsis | This is a demo case for the purpose .
Analyze of the user guide procurement officer must
Time Zo Time . . « . o
Jec-2021.10 23 55 Monttor . * Amendment Description Revised ToR and technical monltor Suppller partICIpatlon
Jeno  Extend | manage | svaluation erter y before and after the
Close View > Megotiation Style UN_NEG_STYLE_08 amendme nt to ma ke sure that
i v Tu i q . .
Cancel Duplcate ¥ | Two stage avaluation suppliers who have their bid
Manage Collaboration Team response Withdrawn by the
Manage Scorng system take the necessary
enase Requemene actions to re-submit their
Reassign Owner
setout i response.

Invite Additional Suppliers

Create Amendment
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3.0 Evaluation of Bids

This section covers instructions on how to access the bids received, conduct Public Bid Opening when it is required, how to download and
share the bid documents, and how to sue the Evaluation Process Management function.

3.1 Review List Of Received Offers 3.5 Review Status of Evaluation Process
3.2 Open Offers 3.6 Close Scoring and Generate Evaluation Tables
3.3 Finalize Composition And Establish 3.7 Record Award Recommendation

Tasks Of The Evaluation Team

3.8 Submit Award Recommendation For Further Approval

3.4 Evaluation Process

3.9 Complete Narrative Evaluation Report

= 3.4.1 Open Scoring

= 3.4.2 Generate Report Summary of all received
offers

= 3.4.3 View and Download attachments to offers

= 3.4.4 Review and score offers
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3.1 Review List Of Received Offers

Once the deadline of the tender has passed, buyer can view list of offers received (only list of companies) based on which a decision can be made whether

)

to proceed further with the process. It is important such decision is made before offers are opened. Open the negotiation and go to “Actions” >> “Analyze”
>> “View Response History”. Alternatively, you can open the same page by clicking in the hyperlinked number of responses from workbench.

Response History (Invitation to Bid UNDP-PSU-00035) ‘

Currency = US Dollar Time Zone Eastern Standard Time

AT B SR | oA
Title USer Guide demao case Close Date  22-Jan-2022 07.58.44

Status Clozed (Locked)

View w Format w  [il] Freeze [m' Detach 41 Wrap

Supplier Supplier Site ggﬁaiﬁr Response Status Re:;(;r:;e; IA?‘: ;ﬂ?.ltlgz::; Comg;?;; ?Ezmgf;g; Time of Response 5$‘?i|laonse Valid
| POP Music @, . Music, POP Sealed Active Sealed Sealed Sealed Sealed 20-Jan-2022 09.18.34 Sealed
Vlado Expori-Import @, Fop, Viado Sealed Active Sealed Sealed Sealed Sealed 20-Jan-2022 08.5553 Sealed
Support Team, ... Sealed Active Sealed Sealed Sealed Sealed 20-Jan-2022 09.3417  Sealed

eTendering Support Team @,

Columns Hidden 2

Review composition of the evaluation team that was agreed at strategy alignment phase in case there is a need to revise, for example due to
unavailability of one of the members, or conflict of interested based on the company names who have submitted an offer. If evaluation team

needs to be revised, record it in Unall once it is cleared with management.
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3.2 Open Offers

» Once evaluation team is finalized and agreed to proceed with evaluation, open offers received.

» Go to “Actions” >> “Manage” >> “Unlock”.

Once unlocked, buyers and members of evaluation team can view offers received. In RFP cases only technical offer can be viewed at this stage. See
more details in RFP evaluation steps.

2 Monitor

20-Jan-2022 Unlock | | S E— ,,| E

22-Jan-2022 Cancel View > O
Manage Collaboration Team Duplicate r .—\
Manage Scoring — E
Manage Requirements IIII
Reassign Owner I
Create Mew Round E

recified and the basis for award is lowest cost substantially compliant bid.

some are in the form of questions in different format.

ided to the case.
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3.3 Finalize Composition and Establish Tasks of
The Evaluation Team

Review composition of the evaluation team that was agreed at strategy alignment phase in case there is a need to revise, for example due to
unavailability of one of the members, or conflict of interested based on the company names who have submitted an offer. If evaluation team needs
to be revised, record it in Unall once it is cleared with management.

It is still possible at this stage to revise composition of the evaluation team members |

(selected on the solicitation in Quantum) to reflect any changes made before start of

Award
evaluation. To do so go to “Actions” >> “Manage” >> “Manage Collaboration Team”. Time Zo
B L £ Monitor
Then add or remove members as applicable. To remove, select the member then go to 022 open Scoring Manage b
“Actions” >> “Remove”. 02 oncel View >

) Duplicate [
. . Manage Collaboration Team
To add go to “Actions” >> “Add” and find the new member. ¢ .

Manage Scoring

Actions w View w Format w o= im Detach ‘ Manage Scoring Manage Requirements
* Team Member Job Access Price Visibility Task Reassign Owner
Create New Round
AKOH, Adenilke Scoring only v v, |
Ithe Create Surrogate Response FEHW compliant bid.
KOXHAJ, Roland Full v 1 the Torm of questions in different format.
Popnikolov,
Viadimir Ful v

Case.

e
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3.3 Finalize Composition and Establish Tasks of
The Evaluation Team (continued)

System allows to assign and distribute evaluation tasks among members of

the evaluation team. For example, one person may be assigned to check for ‘

completeness of the offers, some other may be assigned to assess E—
qualification criteria, or commercial aspects, etc. Basically, each of the

Time Zo

. ' . . Monitar
requirement'’s sections that were established when tender was created can
. . 022 .
be assigned to different persons/groups. Open Scoring Manage ¥
022 Cancel View [
Alternatively, all members can be put in one group and tasked to assess all :
Y, p g9 p Manage Collaboration Team Duplicate ’

sections together.
Manage Scoring

Go to “Actions” >> “Manage” >> “Manage Scoring” to go to next page. Manage Requirements

Reassign Cwner

Despite how evaluation tasks are distributed at this stage, all members of
evaluation team members are responsible for reviewing and confirming all
aspects of evaluation and will be asked to sign-off on the final evaluation 11§ Create Surogate Response _ Jally complantbid
reports that will be finalized in Unall. I the Torm of questions I different formar.

Create New Round

case.

o el
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3.3 Finalize Composition and Establish Tasks of The Evaluation Team
(continued)

To setup a group, click on + sign, type in a name, e.g. Pre-liminary evaluation, select members who part of this group using arrows to move
them from “Available” to “Selected” boxes or vice versa and assign what requirements they will be tasked to review and score by moving
them into the “Selected” box.

You can write also
specific instructions
to explain their task

and include also a Edit Scoring Team
d ea d | i ne fO r th e * Scoring Team | Evaluation Team | Instructions
taSk. Scoring Deadline | dd-mmm-yyyy E"é | 4
YOU can aISO erte a Team Members Sections
message from the Available Selected Available Selected
. o AKOH, Adenike KOXHAJ, Roland Evaluation Criteria - Evaluation Criteria -
Syste m usi ng Se N d Popnikolov, Viadimir Minimum eligibility Prefiminary Examination
Evaluation Criteria -
Message” feature. Qualfications

General Provisions

Technical Evaluation
Criteria

l Save and Close ” Cancel ]
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3.4.1 Evaluation process — Open Scoring

To initiate evaluation process and allow evaluators to score the offers, go to
“Actions” >> “Manage” >> “Open Scoring”.
The evaluation process is composed of two main parts:

Messages

Part 1 in Quantum which consists of reviewing and scoring the evaluation criteria

established in the solicitation document. This will be transformed into evaluation Time Zo
tables by the system.
B 20E2022 gpen scoring Manage  » E
. . . . . . . g 22-Jan-2022 -
Part 2 in Unall which consists of final narrative evaluation report and sign-off by Cancel View g C
all evaluation team members. Manage Collaboration Team Duplicate ~ »

Manage Scoring

Manage Requirements I

Very Important Note: N

Reassign Owner

m;.

Once this action is taken, it will not be possible anymore to change how the Create New Round

requirements are assigned to the various evaluation groups that was done in specified andthe  Create Surrogate Response  Jally compliant bid.
previous steps. Also it will not be able to add new internal requirements. Make i 8 O e
sure that all is setup correctly before opening scoring.

aded to the case.

actitigner's Handbook.
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3.4.2 Overview of offers received — Generate Report Summary of all

received offers

Any member of the evaluation team can review offers and attachments and generate the reports available. It is up to the
evaluation chairperson to decide how this is done for each case, e.qg. whether on person generates reports and downloads

attachments, or each member does so as needed during the evaluation process.

To generate an excel or PDF
report with a summary of all
offers received and responses
provided, go to “Actions” >>
“Award”, then select “UN
Negotiations Scores Report” tab,
select “Supplier Response” and
click “Apply”.

Click on gear sign and select
export to download report.

Award Negotiation (Invitation to Bid): UNDP-PSU-00035 @

Currency = US Dellar

Pl S A A %
us  Closed (Unlocked

ime Zone Eastern Standard Time

)

Close Date  22-Jan-2022 07.58.44

Award Progress Percent
Award Attachments

@ Additional Information

None:

=1

+

Layout Supplier Response v  Apply

UN iati ppli I and Scores Report
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3.4.3 Overview of received offers - View and download bid attachments

To view and download attachments submitted by suppliers, go to
“Actions” >> “"View” >> “Response Attachments”.
System will list all attachments; you can search by supplier or file name.

. . . “ 27
Once file is located, click “Download”. Mossa
ges
Y Iso d load all fil b lecting d load all I
ou can also download all files at one go by selecting download all, or - o
some files by selected them and clicking download. 022 08.06.47 Vansge > 1
= - - 022 07 Vi »
Response Attachments (Invitation to Bid UNDP-PSU-... Buyer FDF lew C
h g EE Supplier PDF Duplicate »
Search | File Name or URL X ‘ Q ‘ Hide Filters —
B Negofiation Attachments - E
Filters Reset Actions v | View v Format w B = Download
X ) i Response Attachments I
File Name or URL File Name or URL Supplier Response Level _l
Pasted image_test.png POP Music 15046 Requirement Approval History e
Supplier Pasted image_test.png POP Music 15046 Requirement E
v
Pasted image_test.pn POP M 15046 R t : E = = =
Response g g usie ogemen the basis for award is lowest cost substanhally compliant bid.
Pasted image_test.png POP Music 15046 Requirement . . .
v the form of questions in different format.
Eovel Pasted image_test.png POP Music 15046 Requirement
v Pasted image_test.png POP Music 15046 Requirement e
Type Pasted image_test.png POP Music 15046 Requirement T
i Pasted image_test.png POP Music 15046 Requirement
Search Pasted image (4).jpg Viado Export-im... 15043 Requirement
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3.4.4 Review and score offers

To start reviewing and scoring offers, go to “Actions” >> “Award” and
select “Score Responses” then click on pencil sign to initiate scoring.

iati Award [ 3

Award Megotiation | Time

Score Responses i Monitor o BN

View Automatic Award Recommendation Manage » E
Apply Knockout Criteria Wiew > c
View Response History Duplicate b

{
{
{
11
¢
1
1
{
{
:
t

{

i

{
[
H
it
i
i

L
-

P Scoring Instructions

A
8
g
t
R

ast Updated

Response Supplier Scoring Status Ié Composite

Last Updated

¥ Score
15043 Viado Expori-lmport m 7917 o~
15046 POFP Music | 9596 e
15045 eTendering Support Team [ | 10000 /‘
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3.4.4 Review and score offers - continued

All requirements will be listed, and each evaluator can score those assigned to him/her, following scoring guidelines. For example, marking as 1 or O the
Pass/Fail criteria, or a numeric sore for technical evaluation criteria for RFPs.

If supplier has uploading attachments as part of response for each criteria, evaluator can download and view it directly from each requirement.

When all criteria have been reviewed and scored, evaluator writes a general note under “Internal Note” box and clicks “Submit” to submit scores before
starting reviewing next offer.

Enter Scores (Invitation to Bid UNDP-PSU-00035) ] 3 ‘ save | v

A KL

Title USer Guide demo case Scoring Team Member "Roland KOXHAJ

Response 15043 Scoring Instructions  Ed
Response Scoring Status  Not Started
Supplier Viado Export-import
Last Updated By
Supplier Site
Last Updated
Requirement Score 0.00
Composite Score 79.17

Overall Rank (Composite) 3

Scoring Attachments  None = It is possi ble to SCO re
response through
Target Maximum Weighted Internal exce I a S eX p I a i n ed i n

Value Response Value Score  Score  Weight Score  Note

4 =11-1. Pricing 100.00 this Sectio n .

|-1. Response Amount Total Amount from the Supplier's Response $120,000 1 0.79 100.00 7917 g‘*

Internal Note

Requirements
Actions w View v Format w [z Detach

Requirement Requirement Text

4 2 Evaluation Criteria - Prelimi 0.00

Confirm

. General Conditions of Contract . *
E 1. General Condions of Do you accept the General Conditions of Contract (GTCs) as specified herewith. i?gﬁgﬁme a. Canfim acceptance of GTCs 1 100 0.00 0.00 E
i Confirm Bid . . "
. Proposal Validity s a. Confirm Bid Validity as ok
v
E 2. Proposal Validity Do you accept that your bid is valid as required in General Instructions and Bid Data Sheet? :.’Ea“hfllgdas required 1 100 0.00 0.00 E
Bid
£ - . Form C: Bid Submission Submission  a. Bid Submission form ¥
E 5 Form C- Bid Submissic Have you attached Bid Submission form as per template provided and duly signed by a legal representative of your company? form provided 1 \:\ 0.00 E’
provided
; Form D: Bidder Information Bidder a. Bidder Information
16 Form D: Bidcer informe L et farm T st infarmatin n the iridar icinn famniste hareith aftachad> Information 7. 1 000 E
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3.5 Review status of evaluation process

Buyer can review status of the evaluation process to see who has completed scoring by navigating to “Actions” >> “Managing Scoring” and selecting
“Scoring Progress” Tab. In the example below system shows that one evaluator has completed the scoring.
“Send Message” feature can be used to send an email reminder to evaluation team.

Manage Scoring (Invitation to Bid UNDP-PSU-000 Actions | ¥ |
Manage Teams .
Scoring Progress by Team Team Member Status Show
| Send Message | Score Responses
‘| Teams » i
3 Mlembers Team Member Scoring Teams Scoring

Progress  Deadline

Evaluation Team

AKOH, Adenike 0%

Scoring Progress

33% ‘

Open for Scoring

Evaluation Team

Popnikolov, Vladimir 0%

Evaluation Team
KOXHAJ, Roland

Evaluation Team
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3.5 Review status of evaluation process (continued)

Buyer can review also status and ranking of offers based on scoring provided by navigating to “Actions” > “Award” and select “Suppliers” tab.
Using “Apply Knockout Criteria” buyer can automatically create a shortlist of suppliers who have passed evaluation criteria so far. This works based
on knockout scoring established for requirements. System allows buyer to disqualify suppliers manually as well.

Overview  Manage Megotiations x  Invitation to Bid: UNDP-FSU-00035 =«  Award Negotiation: Invitation to Bid UNDP-PSU-00035 x

Award Negotiation (Invitation to Bid): UNDP-PSU-00035 @ Award by Spreadsheet | ¥ |

Currency = US Dollar Time Zone Eastern Standard Time

AP S SR i iz ’ - Bl AP R R |
Status Closed (Unlocked)

Title USer Guide demo case
Close Date 22-Jan-2022 07.58.44
Time Remaining 0 Seconds

scoring Progress (D °>:

Scoring Status Open

Award Progress Percent 0%
Award Attachments Nonesjs

Prospective Suppliers Awarded 0 @ Additional Information &4

Award (3

Suppliers  Lines  Sustainable Indicators  UN Megotiation Scores Report

Actions w View w Format w = Detach Apply Knockout Criteria
. Supplier Requiren Response Overall Rank Composite Overall Rank .
supplier Contact Response " Score Amount  (Amount Only) Score (Composite) "Mt
eTendering Support Team & Support Team, ... 15048 0.00 95,000.00 1 100.00 1 []
POP Music I% Music, POP 15046 0.00 99,000.00 2 95.96 2 °
Viado Export-import & Pop, Viado 15043 0.00 120,000.00 3 79.17 3 ]

Columns Hidden 2
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3.6 Close scoring and generate evaluation tables

g‘ll k|

Buyer first needs to close scoring process in order to then generate scoring tables. Navigate to “Actions”
>> “Manage” and select “Close Scoring”.
When scoring is closed, evaluators cannot score anymore. However, it is possible to re-open scoring to

. . . . . Award »
allow evaluators to submit their score. System will record when who submits the scores in the system. S
20-Jan-2023 Close Scoring ‘ Manage L4 E
22-Jan-2022 c ! View »
. ancel O
X Award Negotigtion (Request for Quotation): UNDP-MD-00001,1 & Duplicate \
Award Negotiation ‘ Award » Savings 0.00% Manage Scoring
Time Prospoctive Supplion Awarded 2 Manage Requirements IIII
View Automatic Award Recommendation Monitor » Reassign Qwner —
4 pward Summary (7) atmmta
Complete Award Manage g . Create New Round E
View Response History View b A sified and I: Create Surogate Response ially compliant bid.
me are in the Torm of questions n different format,
Duplicate >
= P « to the case.
B ioner's Handbook.
To generate the report, go to “UN
Negotiations Score Report” under
P e, Important:
Award Negotiation” page and o . .
p—e Report will capture only qualified offers.

select applicable layouts: Score
Summary will include average scores

Supphets Lk UN Megotiation Scofes Repan

Therefore, buyer must download and

whiles Scoring details will include — O — save reports before any offer is
also individual scores by each disqualified first, and then download
evaluator. again after qualifications action.
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3.7 Select suppliers and quantities to be awarded

In “Award” page, select the supplier that is being recommend for award and click on the “Award” button.

Award Negotiation (Invitation to Bid): UNDP-PSU-00035 GG ST B IRt | |

Currency = US Dollar Time Zone Eastern Standard Time

PET T RET, | .48
Status Closed (Unlocked)

Title USer Guide demo case
Close Date  22-Jan-2022 07.58.44

Time Remaining 0 Seconds

ress Percent 0%

Scoring Status Closed
Award Attachments Nonesj=

=

Prospective Suppliers Awarded 0

@ Additional Information ES

Award (@)

A

Suppliers  Lines  Sustainable Indicators UM Megotiation Scores Report

Actions » View w Format w Freeze m Detach Wrap | Award H Change Shortlist Status || Apply Knockout Criteria
. Supplier Requiren Response Overall Rank Composite Overall Rank .
Supplier Contact Response  score Amount  (Amount Only) Score (Composite) S"O"et
eTendering Support Team & Support Team, ... 15048 0.00 95,000.00 1 100.00 1 V]
POP Music & Music, FOP 15046 0.00 99,000.00 2 95.96 2 []
Pop, Viado 15043 0.00 120,000.00 3 7917 3 [}

Vlado Export-Import &

Rows Selected 1 Columns Hidden 2
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3.7 Select suppliers and quantities to be awarded (continued)

» In “Award” page, go to “Suppliers” tab and select the supplier that is being recommend for award and click on the “Award” button.

» To split award, select “Lines” tab instead and in the subsequent page specify quantities to be awarded to each supplier.

Award Negotiation (Invitation to Bid): UNDP-PSU-00035 @ YRS — |

Currency = US Dollar Time Zone Eastern Standard Time

Ve 2 2 A AR - N Nt e 7 T R R, | 4
Status Closed (Unlocked)

Title USer Guide demo case
Close Date  22-Jan-2022 07.58.44

Time Remaining 0 Seconds
Award Progress Percent 0%

Scoring Status Closed

Prospective Suppliers Awarded 0 Award Attachments None+

@ Additional Information £S5

|== 0

Award (@

5518

Suppliers  Lines  Sustainable Indicators  UN MNegotiation Scores Report

Actions w View w Format w i@ Detach | Award || Change Shortlist Status || Apply Knockout Criteria
. Supplier Requiren Response Overall Rank Composite Overall Rank .
Supplier Contact Response ™ Score Amount  (Amount Only) Score (Composite) SMoTet
eTendering Support Team & Support Team, . 15048 0.00 95,000.00 1 100.00 1 ®
POP Music I% Music, POP 15046 0.00 99,000.00 2 9596 2 o
Vlado Export-import I% Pop, Viado 15043 0.00 120,000.00 3 7917 3 o

Rows Selected 1  Columns Hidden 2
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3.8 Submit Award Recommendation For Further Approval

In “Award” page, go to “Suppliers” tab and select the supplier that is being recommend for award and
click on the “Award” button. Navigate to “Actions” >> “Award” >> “Submit for approval”

The next steps will be conducted in UNall and will depend on the review and approval processes required
for each case. Below are some of the key steps followed in Unall:

Completing narrative evaluation report — for all cases.
Sign off of the evaluation report by evaluation team members — for all cases.

Review and approve evaluation report by office manager — for all cases.
Oversight review and approval — if required.

R WNR

Once award recommendation is approved in step 3 or step 4 above as applicable, notification is sent to
Quantum and system will allow buyer to proceed with contracting step.
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3.9 Completing narrative evaluation report in UNall

UNall contains an evaluation form where evaluation team can record key information about evaluation process. If an oversight
will be required, the box Oversight Required should be checked and the based on the award amount, the appropriate oversight
body should be selected. Once the evaluation is finalized, the buyer managing the case should check the box Evaluation
Complete. Then, each member can sign-off the evaluation by clicking the button Endorse Evaluation.

Click on “Yes”.

il
L[}
1
Il
i
i
L}
g
n
([}
1]
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4.0 Annexes

4.1. Annex 1 - Setting User Preferences

4.2 Annex 2 — Procurement Roles
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Setting User Preferences — Set the Regional preferences

Quantum provides an option for each user to set her/his own preferences. Click on Settings and Actions Menu icon and
then select Set Preferences.

= QuanTum

Good evening, Vladimir Popnikolov!

My Client Groups Contract Management Procurement Tools
QUICK ACTIONS

%E Process Requisitions

e E

Purchase Purchase Orders
Agreements

24 Manage Orders
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Setting User Preferences — Set the Regional preferences - continued

To set your Regional preferences click the option Regional. Then you can set several different preferences.

= QuanTum

= QUQ[’]TU"] Territory: Select your country.
General Preferences: Regional
Preferences .
Date and time format: Select the
General Preferences format in which you wish the
. Territ D k R
date/time to be presented. ey | Donner ‘
Language
Accessibility Settings Date Format ‘ dd-MM-yy (25-04-22) v ‘
Password Time Zone: Select the time zone
s in which you operate. This will Time Format | HHmm (2021) Y|
alcnlis
Oracle WebCenter Portal enable you to set the tender S
. . Number Format ‘ -1.234 567 | v ‘
== Service deadline to the exact time as per —
User Notification Preferences your chosen setting (e, g. your Currency ‘Damsh Kione V‘
ii‘ Knowledge local time).
Preferred Knowledge Locale Time Zone ‘ (UTC+01:00) Belgrade - Central European Time (CET) b ‘
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Setting User Preferences — Set the Regional preferences - continued

The default language of the system is English. To set the language preferences click the option Language.

- wuanTum = QuanTum

Preferences
General Preferences: Language
General Preferences Default: Select the default system
Regional :
mter.face language for your
Accessibility Settings p rofile.
Password Default ‘ English v ‘
Proxies .
Waterist Current Session: Select the
Oracle WebCenter Portal system language for the current Current Session ‘ Engish g ‘
=, Service session. The system language will
User Notification Preferences go baCk tO the default one at the
ii‘ Knowledge next login, Display Name ‘ English v ‘
Preferred Knowledge Locale
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Procurement Roles in UNall system

Role Description and function How to grant it in the system

Requester Creates procurement requests. Typically assigned to Project staff. By default to any UNall user

Procurement Fulfiller Enables additional features of UNall platform. Individuals who are involved in procurement Each user should create an individual request and
processes through UNall. Typically, any of the roles below will require “Procurement Fulfiller” select the BU CAP Secretary as Approver.
role as well.

CO Approver Approves procurement requests in Unall. Typically given to Project Managers and other BU CAP secretary assigns the role in UNall
individuals e.g. who currently have requisition approval rights in ATLAS.

Head of Managing authority in CO/BU who will approve procurement strategy per each case. Typically BU CAP secretary assigns the role in UNall

Procurement/OM/DRR OM and DRR and Head of Procurement Office for large offices.

Procurement Team Procurement officers members of a defined procurement team in a BU and involved in BU CAP secretary assigns the role in UNall.

handling procurement cases.

Group Manager Head of the procurement team managing procurement team, assigning cases, etc. Only the ITM technical team in UNall can grant
this role from the back-end. Create an incident on
UNall, provide the name of the Group Manager,
with a confirmation from the CO Senior
Management.

* For roles that can be assigned by CAP secretary in the system, an official approval/memo needs to be in place from BU manager approving who should be given such roles
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Create a request for granting access to the Fulfiller View privilege

In order to be able to use different functionalities and features that the UNAIl platform offers, users have to be granted access
to the Fulfiller View privilege. In addition, to perform specific role in the part of the procurement process managed in UNAII, the

users have to be selected and assigned different procurement roles.

Hi Roland,
how can we help you
today?

1. To create the request for granting access to the
Fulfiller View privilege, login to the UNAII platform and
on the Main/Home page click on the IT Services icon.

2. In the list of the available IT Services,
select Add/Remove Group Memberships.
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Create a request for granting access to the Fulfiller View privilege

1. Enter/select the following data in the request
form: s

All Catalogues  » IT Service Catalogue ¥  IT Services  »  Support ¥ Search Catalog |Q|

Add/Remove Group Memberships

2. * Requested For - the person who should be Add/Remove Group Memberships
granted the access to the Fulfiller View privilege. (¥ saatoonn |
* Requested For Submit
| @  Aids S=musl Reul COSSA * | . |
3. * Request Type - select the option Add. |‘%ecues:wpe -
* Select Group
4. * Select Group - select the option Procurement @ rrrememrutes - [-]
Fulfillers. o S e ‘
Select Approver
5.  *Justification for Group Membership - enter a [© sona conan a3

brief justification for your request.

& Add attachments

6. * Select Approver - select the CAP Secretary as
Approver for your CO.
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Assigning a specific procurement role in the UNAIIl system

Hi Roland,
how can we help you
today?
Q
>
Help Retum to Gfice e TR e

To create a request for granting specific role to a user, login to the UNAII platform
and on the Main/Home page click on the Fulfiller View. For roles that can be
assigned by CAP secretary in the system, an official approval/memo needs to be in
place from BU manager approving who should be given such roles.

UNDP Quantum procurement User Guide (May 2022)
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Assigning a specific procurement role in the UNAI| system

Service Management

= pmrememRolesmefaumearch ol v | search Click on All to remover your name from

'E * ® El ? User is Vladimir Popnikolov t h e fi |te r.

Create New . @ O\ =Role = User =BU = Region = First Alternate

To create new request for granting a role
No records to display to a user, click the button New.

W My Work

Globally Unassigned

() RelndkOmA - UL (7) 108

Enter the name of the user or click the
Look up icon and select the name from the

|iSt- User ‘TatlanaPanF\' a| @ Role ~MNone-- v
Then, select the specific role that you wish

to assign to that user. The list of the roles, -

their description/function and the user o -
who should create the request for each

role are available here.
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Assigning a specific procurement role in the UNAII system

The BU (Business Unit) and the Region fields will be automatically populated once you select the user and the role.

You can add attachment, if needed, to support your request for granting the role.
To submit your request, click the button Submit.

mmmmmmmmmmmm

Role Head of Procurement/OM/DRR

1]
k]
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Procurement Roles in Quantum/Oracle system

To request access in Quantum is available.

1. Download the User Creation Request Form - Solicitation. List the users that need access in Quantum and select/assign the
appropriate role(s) for each user.

Procurement Officer - Without rights Create and Manage Negotiations, No Event Launch Approval rights
to Approve Event Launch Procurement officers

Procurement Officer - With rightsto  Create and Manage Negotiations along with Event Launch Approval rights.

Approve Event launch Head of Procurement unit, if authority delegated by Managers

Event Launch Approver - Without Event Launch Approval rights, View Only access to Negotiations.
Procurement Officer rights Manager: OM, DRR, RR

Award Approver Award Negotiation Approval rights, View Only access to Negotiations

Manager: OM, DRR, RR, depending on thresholds. It is a new function and by approving the
award, the Approver authorizes the procurement office to initiate the contract.

2. ARGUS approver of the BU should approve the completed form. Use DocuSign to obtain her/his signature.

3. Submit the signed request and the excel version of the form through UNAII as IT incident (click here to see the instructions
on how to create the IT incident).
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Procurement Roles in Quantum/Oracle system - continued

Download the User Creation Request Form - Solicitation. List the users that need access in Quantum and select/assign the
appropriate role(s) for each user.

Procurement Officer - Without rights Create and Manage Negotiations, No Event Launch Approval rights
to Approve Event Launch Procurement officers

Procurement Officer - With rightsto  Create and Manage Negotiations along with Event Launch Approval rights.

Approve Event launch Head of Procurement unit, if authority delegated by Managers

Event Launch Approver - Without Event Launch Approval rights, View Only access to Negotiations.
Procurement Officer rights Manager: OM, DRR, RR

Award Approver Award Negotiation Approval rights, View Only access to Negotiations

Manager: OM, DRR, RR, depending on thresholds. It is a new function and by approving the
award, the Approver authorizes the procurement office to initiate the contract.

2. ARGUS approver of the BU should approve the completed form. Use DocuSign to obtain her/his signature.

3. Submit the signed request and the excel version of the form through UNAII as IT incident (click here to see the instructions
on how to create the IT incident).
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Setup Requirements in a Negotiation using the Excel upload function

Export existing requirements in an excel file

Requirements @
Open the negotiation and click on the Train Stop 3 — Requirements. BX v v Fomat e

Click on the Actions option, then select the option Add by Spreadsheet
and click on Export Requirements.

Freeze || De

Add Section 3
Requirement Text

Add Predefined Section

Add Requirement

Add by Spreadsheet » Export Requirements ers
erne
. . . i uesti i d
A warning message will pop-up. Select the option Yes to export the e R mportRequemen®  Freo
. . . Add Predefined Qualification A provisions.
requirement in excel and save the excel file on your computer. il S
Edit 1 ala ee!

Bid Data sheet contains informatiol

Delete submitting a bid you confirm to hav
] | herewith attached.
A\ Warning Cut
The existing text formatting may be lost if the requirement text is modified in the spreadsheet. Do you want to export existing requirements? Paste

(PON-2085607)
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Setup Requirements in a Negotiation using the Excel upload function
(continued)

Edit the requirements in the excel file All requirements that were copied form the template are
included in the excel file. You can edit the existing
requirements, delete the ones that are not relevant for your
negotiation or add more requirements (if needed).

Open the file using the excel application and Enable Editing.

@ AutoSave ‘(. Off) AddRequirements-NegotiationUNDP-PSU-00200 - Protected View ~ £ Search (Alt+Q)

File Home Insert Pagelayout Formulas Data Review View Help

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing TO ed it t h e Req u i re m e nt Tit | e O r t h e Re q u i re m e nt TeXt, Cl ic k
A vz A in the appropriate excel cell and edit the text as necessary.
A B C D E F G H I . . . .

. [ Jadd Requirements (Invitation to Bid UNDP-PSU-00200) You can also select the appropriate value in the other fields:

: s - Response - Attachments from Suppliers

5 Moot Garerey USD. oucoms Puchase rcer - Requirement Type - Scoring

6

. e Sectlon__ e - Value Type - Maximum Score

fg : : ;e-ﬂ'er.a\ \nslru‘clmns to Bidders ;EEEE?EEE:;Z;::S:SBigzs:rr:Ed by the GeneralInstuctons If_l:‘p:t:\lmr ‘ - Va | u e Ty p e = K n 0 C kO U t SCO re

12 _ e - Display Target - Allow comments from Suppliers

14 2. B\d-‘Data Sheet B:!q;:;mse:eete Si:gher

ig Bid Data sheet contains information and instructions specific to LS Requirement Text Level Response Requirement Type

17 B Rlcluou sacfion ta haua raad General Instructions to Bidders Supplier Display only —

This solicitation process is governed by the General Instructions [Hint Ty et

to Suppliers attached herewith and Bid Data Sheet and other Internal

Jdiofarmation lictad harouith By cubmittinn o hid cacnonca to thic . I
Requirement Text Level gp"‘?”ad fuirement Type
Bid Data Sheet Supplier s UL - !
Hint Target

Bid Data sheet contains information and instructions specific to I
thic Tandaor Bu oyt a hid vunas fi tn haua raad
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Setup Requirements in a Negotiation using the Excel upload function

(continued)
1.Go to the Oracle Sourcing tab.
" )

To add a Section, click in a cell of a section and click on Add Section option.
The new section will be added below.

To delete a Section (including all requirements from that section), click in
any cell of the first two section rows and click on Delete.

File Home Insert Pagelayout Formulas Data Review View Held Oracle Sourcing
Keo gy

Add Requirement ~ ul Generate
12 Add Acceptable Value Upload File
Add = Import

EDREQTXT... v : Jx  Proposal Validity

A B C D E F G H
1 | Add Requirements (Invitation to Bid UNDP-PSU-00200)
2
3 Title
4 Procurement BU UNDP-PSU Buyer Popnikolov, Vladim
5 MNegotiation Currency USD QOutcome Purchase Order
6 —
7 Number Section Maxi Score
8 2 Evaluation Criteria - Preliminary 9 4
9 TREqUITEMEnt irement Text
10 2. Proposal Validity Proposal Validity
11 Do you accept that your bid is valid as required in General
12 Instructions and Bid Data Sheet?
13 Number ‘Acceplable Value ‘Target |A|tachmen|s from &
14 a. |Conﬁlm Bid Validity as required |Ves |Not allowed

E 15 Number Requirement Requirement Text
16 3. Form A Bid Confirmafion Form A: Bid Confirmation
17 Please ackowledge interest to participate in this Tender by
18 'crsa!‘mg a ‘ql[aﬂ‘l_:ld r?rsp':‘)l;fe Elglema::l?? This will allow you fo

To add a Requirement, click in a cell of a requirement and click on Add
Requirement option. The new requirement will be added below.

To delete a Requirement within a Section, click in any cell of that
Requirement and click on Delete.

File Home Insert Pagelayout Formulas Data Review View Helpg” Oracle Sourcing

Add Section v Cut ™
0& <@e
I Add Requirement  + I ] Generate
12| Add Acceptable Value Delete Upload File
Add Edit Import
EDREQTXT... v : fx  Proposal Validity
A B C D E F G H
1 | Add Requirements (Invitation to Bid UNDP-PSU-00200)
2
2 Title
4 Procurement BU UNDP-PSU Buyer Popnikolov, Vladim
5 Negotiation Currency USD QOutcome Purchase Order
6
7 ‘Number Section ‘ Maxi Score
8 2. Evaluation Criteria - Preliminary | 9
e —
9 Numb Requi t Requirement Text
10 2 Proposal Validity Proposal Validity
11 Do you accept that your bid is valid as required in General
12 Insfructions and Bid Data Sheet?
13 [ Value [Target [Attachments from
14 a. Confirm Bid Validity as required Yes Nof allowed
[-] 15
16 3 Form A Bid Confirmation Form A: Bid Confirmation
17 Please ackowledge interest to participate in this Tender by
18 creating a draft bid response in the system. This will allow you to
racaiy tificati from tha cuctam in £a.
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Setup Requirements in a Negotiation using the Excel upload function
(continued)

For Requirement Types “Multiple choice with single selection” or “Multiple choice with multiple selection” you can add
or delete an Acceptable Value.

To add, click in any cell of the Acceptable value after which you wish to add the new option/value and click on Add
Acceptable Value. Then, enter the text, select the value’s Target and one of the options for the field “Attachments from

Suppliers.
To delete, click in any cell of the Acceptable Value that you wish to delete and click on Delete.

File Home Insert Page lLayout Formulas Data Review View Help (Oracle Sourcing i1 Commen
——

Add Section ~ Cut [N
& ol
Add Requirement Generate
w2 Add Acceptable Value X Delete Upload File
Add Edit Import
IPREQRE... v : ﬁc Multiple choice with single selection
B C D E F G H | J K L
78 Number Requirement |Requirement Text Level Response Requirement Type
79 | 2. Litigation Litigations Supplier Required Multiple choice with single selection
20 No consisten history of court/arbitral award decisions against  [Rint Target
81 the bidder for the last 3 years.
82
83 a. Mo Litigations No Not allowed
84 b. Litigations history provided No Required
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Setup Requirements in a Negotiation using the Excel upload function

(continued)
Once the list of the requirements is ready and all correctly set, Open the negotiation, go the train stop 3 — Requirements and on the
click on Generate Upload File. The file which should be uploaded Actions menu click the option Import Requirements.
in the Requirements section in the negotiation will be
automatically generated in the required format and saved in the To add the requirements from the excel to the ones existing in the
same folder where the excel file is placed. negotiation, select the option Add as new requirements.
To replace the existing requirement with the ones in the excel file,
File Home Insert Pagelayout Formulas Data Review View HelA\_ Oracle Sourcing . . .. .
R ‘o — R select the option Overwrite existing requirements.
ection v u r'
Add Requirement  ~ [im} Geﬁite
" Add Acceptable Value | X Delete | Upload Fle Click on Browse, select the file generated for the upload and click OK.
Add Edit Import
EDREQTXT... v : " fx  Proposal Validity
A B € D E F G H
1 | Add Requirements (Invitation to Bid UNDP-PSU-00200)
§ Tie Import Requirements
4 Procurement BU UNDP-PSU Buyer Popnikolov, Vladim
5 Negotiation Currency USD QOutcome Purchase Order
6
7 | [Number Section [ Waximum Score Spreadsheet Requirements Add as new requirements
8 |2. Evaluation Criteria - Preliminary | 9|
- Jumber T e @ Overwrite existing requirements
11' Do you accept that your bid is valid as required in General
y Instructions and Bid Data Sheet?
- } e o | — * File Name No file selected.
é- 14 a Confirm Bid Validity as required |Yes Not allowed
15 Number Requirement Requirement Text
16 3. Form A Bid Confirmation Form A: Bid Confirmation
17 Please ackowledge interest to participate in this Tender by
18 Selel i e it Bl
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Setup Requirements in a Negotiation using the Excel upload function

If you upload the correct file and all the requirements listed in the excel are correctly set, they will be added to or will overwrite the

(continued)

existing ones in the negotiation.

If you upload a wrong file or any of the requirements in the excel is not correctly set, an error message will occur and provide

information which row in the excel file should be corrected.

Correct the error in the excel row indicated in the error message, generating new upload file and upload it in the negotiation.

Requirements Import Errors (Request for Quotation UNDP-PSU-. ..

Correct the errors indicated in your spreadsheet and import again.

File Name AddRequirements (1).zip

Errors
View v Format w Freeze m  Detach Wrap
Spreadsheet
Row Number Column Title Value Error Message
23 Section You must enter a value.
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5.0 Helpdesk Support and FAQs

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.
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5.1 eTendering/Quantum Resources

In addition to this User Guide, which should be referred to as a key resource by UNDP procurement personnel
implementing eTendering, the following helpful resources are available to eTendering Users:

1. Quantum Teams site

To view a complete list of resources on the new procurement system, including user guides for bidders and users,
presentations, webinar recordings and announcements on trainings, please visit and join this the Team space:
NextGenERP procurement rollout

2. Public UNDP website with resources for bidders:
http://www.undp.org/content/undp/en/home/operations/procurement/business/procurement-notices/resources/
Currently this site has only guides for existing eTendering system. Supplier guide for the new system is automatically
added to each procurement notice that is created directly from Oracle. In near future more guides will be made
available directly to tis site as well.

3. Helpdesk support cases

For any system support, create an incident in Unall following the instructions in this guide: How to support request
for new procurement system
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https://teams.microsoft.com/l/team/19%3aN-FxLGdvkZNXFm7HDtnhmggnWQVU1Rekhwq4rj3HZBc1%40thread.tacv2/conversations?groupId=1fe4590c-0b55-42ce-a304-f572b45d09a1&tenantId=b3e5db5e-2944-4837-99f5-7488ace54319
http://www.undp.org/content/undp/en/home/operations/procurement/business/procurement-notices/resources/
https://undp.sharepoint.com/:b:/r/sites/NextGenERPProcurementRollout/Shared%20Documents/Resources/Guides%20for%20Internal%20users/How%20to%20request%20support%20with%20the%20use%20of%20Quantum.pdf?csf=1&web=1&e=FtTJZ7

