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Manage Supplier Profile

 Setting your Regional and Language preferences
Update supplier profiles
Manage Contacts (user access)
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This guide describes some additional Quantum Supplier Portal features that enable the bidders to 
view their bidding activity and update the information in their Supplier profile.



Setting your profile preferences
The Portal gives the possibility each supplier to set the preferences of their own supplier profile.  This relates only to system 
interface and not solicitation documents.

Once you login the system, click on the "Setting and Actions" icon in the right upper corner of your screen and select the 
option "Set Preferences".
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Click to return to 
Manage Profile 

Main Page



Setting your profile preferences - Regional Preferences

To set your Regional preferences, click the option "Regional". Then you can set several different preferences:
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"Territory" Select your country.

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

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



Setting your profile preferences – Language Preferences

The default language of the system is English. To set the language preferences, click the option "Language"
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"Default" Select the default 
system language for your profile.

"Current Session" Select the 
system language for the current 
session. The system language will 
go back to the default one at the 
next login.

Save and Close after you made 
the changes.



Setting your profile preferences – Language Preferences
After selecting the preferred language, the system will display the menu as per your chosen setting.
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Update/Edit Supplier Profiles

To update your bidder profile, 
login to the system and click the 
"Supplier Portal" icon.
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To view or manage/edit the 
data/info of your supplier 
profile, click the link 
"Manage Profile".



Update/Edit Supplier Profiles
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Click on each tab to see different info of your Supplier profile.  To open the profile for editing, click the "Edit" button 
and then "Yes".

Click to add text



Update/Edit Supplier Profiles
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Enter the short description of the implemented change in the "Change Description" field.

Click on different sections 
of your supplier profile to 
update the required 
details/information.

To modify, add or remove 
contact(s) - user(s) from 
your company with access 
to login the system- click 
the "Contacts" section.



Manage Contacts (User Access) - Edit existing contact
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Click the "Contacts" page of your supplier profile details. Select the contact that you wish to edit by clicking on the 
corresponding row (the row will become highlighted). Then click "Actions" and select the "Edit" option.
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You can modify different info of an existing contact, including the e-mail address. If you change the e-mail address, 
the automatically generated system notifications will be delivered to the new e-mail address. 

Manage Contacts (User Access) - Edit existing contact

To login the system after 
the change, you will still 
need to enter your 
initially registered e-mail 
address as a User ID.

IMPORTANT
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To add new contact to your supplier profile, click "Actions" and select the option "Create".

Manage Contacts (User Access) - Create new contact
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Complete the required contact details. The field marked with * are mandatory.

The entered e-mail 
address will be used as 
a User ID at the login 
page for the new 
contact.

Once the required contact details 
are entered, check the box 
"Administrative contact". This will 
give full access to the new contact 
and the person will be able to 
prepare/submit bid responses and 
to manage the supplier profile, 
including add/remove contacts.

Check the box "Request user 
account" and click "OK" at the 
bottom of the screen.

Manage Contacts (User Access) - Create new contact
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Enter short summary of the implemented changes in the "Change Description" text box.

Manage Contacts (User Access) - Create new contact
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Once you review all the changes made to your profile, select “Submit" to validate these changes. 

Manage Contacts (User Access) - Create new contact
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A message will appear – “Your Profile change request was submitted for approval” 
Please note that this will not require any further approval for Suppliers in Prospective Status; Changes will be saved 
once the process is complete.

Click "OK" on the message.

Manage Contacts (User Access) - Create new contact
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Thank you for using UNDP Quantum Supplier Portal!

To view additional resources, please click here.

If you need support with using the system, please contact the focal 
point for the tender you are interested to participate or contact the 
corresponding UNDP office managing the tender.

https://www.undp.org/procurement/business/resources-for-bidders
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