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Manage Bids

This document guides the Supplier on how to view, revise, or re-submit that is already saved or
submitted in the system.

> View bid responses

» Revise/Edit a bid response

» Manage a bid after negotiation is amended
» Withdraw submitted bid response

> View or retrieve information from previously posted bids
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To view your bid responses for the negotiations that you participated, login to your Supplier profile and go to “Supplier Portal”.
Click on “Manage Bid Responses".

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

You can also search your bid responses by selecting one of the values in

the dropdown list for the "Response Status":

Manage Responses

4 Search

** Negotiation Title ‘

** Negotiation ‘

** Response ‘

Search Results

Revising a draft response automatically locks it.

UNWOMEN-DMA-2021-00057

Actions w View w Format w Freeze rII Detach Wrap Accept Terms \@\

Response Resy ppli pplier Site g
Number Status Contact

13206 Draﬂi Popnikolov, Via. UNDP-PSU-00157
13210 Draﬂ: Popnikolov, Via. UNDP-PSU-00179
13207 Draﬂi Popnikolov, Via.. UNDP-MD-00031
8207 Draft{, Popnikolov, Via.
14207 Draﬂi A Popnikolov, Via. UNDP-PSU-00193

Time Zone Eastern Standard Ti

L LT AP R

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

** Response Status ‘Draft

e ‘

Line Description ‘

Ne Negotiation Time Remaining

Tit Type
00" Requestf._. 15 Hours 59 Min...
00 Requestf_. 15 Days 20 Hours

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

Tes Invitation t . 0 Seconds

Unread
Messages

0

0
0
0
0

Reset H Save...

Monitor

** At least one is require:

Award Amount

Click the button "Search" and all bid responses with that status
will be listed.

[ 1111
Click to return to

Manage Bid Main
page

Active — to see bid responses submitted for ongoing
negotiations;

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

Awarded - to see your awarded bid responses;
Disqualified — to see your bid responses which were
disqualified during the evaluation process;

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

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

Rejected — to see your bid responses that were not
awarded;

Resubmission required — to see your bid responses
which have to be resubmitted because the
negotiations were amended.
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To view your bid response(s) for the on-going (Active) negotiations, login to the system, click on the
“Supplier Portal” icon and then “View Active Negotiations” link. All on-going negotiations will be listed.

The negotiations for which you have not created a bid response will have value 0 in the column Your
Responses.

The negotiations for which you created a draft or submitted a bid response will have the value 1 in the
column Your Responses. To open the bid response, click the number 1.

o s
Suppher Portal 4 Search ‘ Manage Watchlist | Sav
** Negotiation ‘ ‘ ** Invitation Received | No v ‘
** Title ‘ ‘ Response Submitted | v ‘
Tasks
" - fa . .
Consigned Inventory Negotiation Close By ‘ dd-mmm-y yyyy 'e | Negotiation Open Since | dd-mmm-yyyy
Requiring Attention Recent Activity
« Review Consumption Advices Last 30 Days
Invoices and Payments Search Results
* Create Invoice . )
Actions w View w Format w Freeze lu Detach Wrap Accept Terms Acknowledge Participation Create Response
* Create Invoice Without PO . —
No data available N s v "
* View Invoices iati e up ini our Vil
Negotiation Al Title vi Bu site Time Remaining Close Date All Responses .
* View Payments
- UNDP-MD-00031 ITB-Proc Notice I... 21 Days 18 Hours  31-Aug-2021 04 Sealed
Negotiations R
Transaction Reports UNDP-MD-00032 RFO-Proc Notice R 17 Days 18 Hours  27-Aug-2021 04 Sealed 0
= View Active Negotiations Last 30 Days
- Manage Responses UNDP-MD-00033 RFQ-Proc Notice R 24 Days 18 Hours ~ 3-Sep-2021 04: Sealed 0
E UNDP-MD-00034 RFO-Proc Notice Attachment testing R 10 Days 21 Hours  20-Aug-2021 07 Sealed 0
Company Profile
« Manage Profle No data available UNDP-MD-00035,1 ITB-Proc Notice Attachment testing | 10 Days 23 Hours  20-Aug-2021 09. Sealed 0
LLLLL H Negotiation Responses Il Negotiation Messages UNDP-MD-00036 ITB-Proc Notice Attachment testing R 24 Days 22 Hours ~ 3-Sep-2021 08 Sealed 0

Click to return to
Manage Bid Main 4
page
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In the column “Response Status” you will see the status REEEERIS SIS
of your bid. For a bid to be successfully submitted, the

status must show as “Active”. Then, click on the number " s I

displayed in the column “Response” and the system will "

Revising a draft response automatically locks it.

Open you r Su bm itted bid . Actions w View w Format w Freeze |m | Detach Wrap Accept Terms ‘ Revise ‘

Reference Response Supplier
Number Status Contact

Ne Negotiation
Titl Type

13208 000123 Active Popnikolov, Vla.. UNDP-MD-00031 I... Invitation t 21 Days 18 Hours

Response Supplier Site Negotiation Time Remaining

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

Currency = US Dollar

Click on different Sections to view the entered info. To e ey 21 0o i
revise the bid response, click the “Revise” button. The = |
bid response will be open for editing. o

Response Amount 1,000.00

View v Format w Freeze |m' Detach Wrap

. - Response Transform UOM Estimated Response Minimum Response

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

Columns Hidden 10

Click to return to
Manage Bid Main
page
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You can also edit a bid response by clicking on “Actions” and then “Revise”.

Manage Responses

b Search ‘Agvanced H Manage Watchlist

Search Results
Revising a draft response automatically locks it.

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

Accept Terms eference Response Supplier Ne Negotiation

Supplier Site Negotiation Time Remaining

umber Status Contact Titl Type |
00123 Active Popnikolov, Via. .. UNDP-MD-00031 |... Invitationt... 21 Days 18 Hours

Unlock Draft

Delete Draft

Click to return to
Manage Bid Main
page
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To view and edit the data entered in different sections of your bid response (Overview, Requirements or Lines), click on the
appropriate step of the response. Once you implemented the changes, click the “Submit” button to post your revised bid

response.

Create Response (Bid Response 16208): Overview ?

Title ITB-Proc Notice

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

General

Supplier Vlado Company
Negotiation Currency USD
Response Currency USD

Price Precision 2 Decimals Maximum

Click to return to
Manage Bid Main

page

nOor ¢ B
- 0-0-0

OvervievRequirerr Lines Review
| Messages H Respond by Spreadsheet | ¥ H Actions ¥ ‘ ‘ Next ‘ ‘ Save | ¥ H Submit H Cancel ‘
Saved 9-Aug-2021 11:26:08

‘one Eastern Standard Time

TRV TR, | 8

Time Remaining 21 Days 17 Hours

Response Type (@ Primary

Alternate

Note to Buyer

Attachments None ==

p
/I\ IMPORTANT

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

\.
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If the negotiation for which you submitted a bid response is amended, your bid response will not be valid anymore and its
status will change for Active to Resubmission Required. You will receive a notification e-mail generated by the system with
this information. You can also find a notification in your Supplier profile once you login to the system.

(A IMPORTANT \

Please note that whenever
a negotiation is amended,
bids posted prior to the
amendment are
automatically withdrawn

Qnd must be resubmitted. j

Click to return to
Manage Bid Main
page

Supplier Portal

Notifications

® [y 54 seconds ago

= - Amendment 1 for Negotiation UNDP-PSU-00198 (UNDP PSU ITB for Supplier Guide) Requires Your
Search | Invoices v | | Invoice Number v ‘ ‘ O\ Attention
Dismiss
Tasks
® 3 weeks ago
Consigned Inventory - _ Negotiation UNDP-PSU-00156,1 (Test 10 June) Was Canceled
Requiring Attention
* Review Consumption Advices
Invoices and Payments ® oy 3 weeks ago
« Create Invoice Online Message for Negotiation Invitation to Bid UNDP-PSU-00192 (Test for suppliers) Was Received

« Create Invoice Without PO
« View Invoices

« View Paymenis

Negotiations

* View Active Negotiations

* Manage Responses

Company Profile

* Manage Profile

Dismiss

Task 215634 requires your attention.

w
=
o
o
=
]
]
=1
]

Dismiss

]

No data available
Il Negotiation Messages M Negotiation Responses
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You have to acknowledge the amendment first and then you | the Search Criteria, select the option Resubmission required in the field

will be able to resubmit your bid response. Response Status. Your bid responses that have to be resubmitted for

Click on the “Supplier Portal” icon and then click on “Manage amended negotiations will be listed in the Search Results. Click the

Reponses”. negotiation for which you wish to acknowledge the amendment and
resubmit your bid response.

oF ¢ @

Supplier Portal Manage Responses | Done

tern Standard Time|

4 Search ‘Ag vvvvv d H Manage Watch ed Sea o v‘
Tasks
** At least one is required
Consigned Inventory . ) I o I
Requiring Attention Recent Activity Negotiation Title ‘ ‘ Response Status ‘ Resubmission required ‘
« Review Consumy plion Advices Last 30 Days
. ** Negotiation ‘ ‘ Line Description ‘ ‘
Invoices and Payments
« Create Invoice 1 ** Response‘ ‘
« Create | Without PO 3 G e
Sl No data available ‘ Search H Reset H Save... ‘
« View Invoicas
« View Payments
Search Results
Negotiations )
Transaction Reports Revising a draft response automatically locks it
Last 30 Days —
Actions w View w Format w Freeze [o Detach Wrap Accept Terms ‘ Revise ‘
3 S
"« .
[ Reference Response Supplier : " o Ne . Unread "
Response Number Status Contact Supplier Site Negotiation Tit Type Time g Monitor Award Amount
e o s —— Noditd available 16209 0001 Resubmission .. Popnikolov, Via UNDP-PSU-00198 U.. Invitation t... 22 Days 3 Hours 0 .
Py ‘ »

Click to return to
Manage Bid Main 9
page
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A short description of the changes in the amended negotiation will be
displayed in the Amendment Description part. Scroll up and down to see
more details of the amended negotiation.

To acknowledge the amendment, check the box in front of the text "I have
reviewed the changes and | acknowledge amendment 1 for negotiation
XXXXX" and click the button “Submit”.

The amended negotiation will open. Click the button “Actions”,
then select the option “Respond” and click on “Acknowledge
Amendments”.

0B ¢ @ nE ¢ @

Invitation to Bid: UNDP-PSU-00198 Messages || Actions ¥ | Done |
I = Acknowledge Amendments (Invitation to Bid UNDP-PSU-001... @) View Origina Negotaion | | Submt | Gancel |
b - 3 ia AL - AW R, e P Analyze
T = o Currency = US Dollar Time Zone Eastern Standard Time
Title UNDP PSU ITB for Supplier Guid Open Date  8-Aug-202112.31:10 5
e i ani g = e ® Select each amendment to review and acknowledge the changes.
Status  Amended (Locked) Close Date  31-Aug-2021 17 00:00
Time Remaining Mot applicable
View v Format v Freeze lfﬂ' Detach Wrap
Table of Contents Cover Page n R
Cover Page Amendment  Title Published Date  Status Acknowledged - S By J
Overvew The United Nations Development Programme {LUNDP) hereby invites you to submit a Proposal to this Invitation to Bid for the above-referenced subject .
Requramsnt This ITB includes the following documents and the General Terms and Conditions of Contract Amendment 1 UNDP PSU ITB for Supplier Guide 9-Aug-202112.... Active (Locked)
Litias which is inseried in the Bid Dala Sheel (BDS)
Section 1: This Letter of Invitation .
Section 2 Instruction to Biders Columns Hidden 3

Section 3: Bid Data Sheet (BDS)

Section 4 Evaluation Criteria

Section 5. Scope of Work SOW

Section 6: Returnable Bidding Forms. ] .

© Form A Technical Proposal Submission Form Amendment 1: Details
© Form B: Bidder Information Form

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

© Form D: Qualification Form

o Form E- Format of Technical Proposal Acknowledgment |+ | have reviewed the changes and | acknowledge amendment 1 for negotiation UNDP-PSU-00198.
© Form F- Financial Proposal Submission Form L
o Form G: Financial Proposal Form Amendment Description  Increased quantity on Line ltems
o Form H: Format for G’ of Proposed Key Personnel

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

This procurement process is conducted thiough the JXOCKX anline system
ittps: XXOOCKXX com (interested applicants must register in the system in order to access the additional documents).

Click to return to
Manage Bid Main 10

page
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A warning message informing you that you acknowledged Click the option “Actions” and select the option Revise.
the amended version of the negotiation and new bid

response will be created will popup. Select the option

“No”, as you are not going to create new bid response but
revise the existing one.

Manage Responses

4 Search

Advanced Manage Watchlist Saved Search | Aclive or Draft Responses

** At least one is required
** Negatiation Title ** Response Status | Resubmission required ¥

** Negotiation Line Deseription

** Response
£\, Warning x

The amendments to negotiation UNDP-PSU-00198 were acknowledged. You can now create

Search | Reset | Save..
aresponse. Do you want to continue? (PON-2085336)

Search Results

Revising a draft response automatically locks it

View v Fffmat w Freeze = Detach Wrap  AcceptTerms | Ravise |
Tenm pference Response Supplier " Ne Negotiation Unread
mber Status Contact Supplier Site Negotiation Tit T Time Remaining Messages Monitor Award Amount
{ Revise
| 1 r Popnikolov, Via UNDP-PSU-00198 U Invitation t. 22 Days 2 Hours 0 B
tlock Draf >

Click to return to
Manage Bid Main

11
page
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All answers submitted in the bid response for the previous

A confirmation message that your bid response is submitted will

version of the negotiation will be displayed and all the fields be displayed on your screen

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

Create Response (Bid Response 16212): Lines @

Currency = US Dollar

B o W 73

N <7 TR .
Close Date  31-Aug-2021 17:00:00

Tim, Days 2 H
Actions w View w Format w Freeze [u Detach Wrap  Revert
Line Description REE:’.‘HZ’ Category Name  Item Revision Rank Response Price E;‘L’:xﬁ: uom Line Amount Es"’"“‘:‘:ﬂz'ﬂ ;:9::
1 Desktop Computer Computers Sealed ‘ 300 Each
2 Computer accessor Computer accessor Sealed ‘ 300 Each

Grand Totals

All response lines are included
Response Amount  0.00

Click to return to
Manage Bid Main
page

Manage Responses

25 |« Confirmation X P

4 Search
The response 16212 to negotiation UNDP-PSU-00198,1 was submitted.

** Negotiation Title ‘

** Negotiation ‘ ‘

Line Description ‘ ‘

** Response ‘ ‘

| Search H Reset H Save... ‘

12
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Currently the system does not allow supplier to withdraw an already submitted bid. If you need to
withdraw your bid before the tender deadline has passed, please contact the procurement focal
point managing the tender/negotiation.

Click to return to
Manage Bid Main
page

13
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If you want to review information included in a posted bid, you can do so following the instructions included in this part of the document.

Bid Response: 329771 (Request for Mini Bid UNDP-ZMB-00139,1)

| [T— H Actions ¥ H ‘ Done ‘

Currency = US Dollar View Response History

1. Navigate to Supplier ] e ~a S

Time Remaining 0 Seconds Export Response Spreadsheet

portal and open “Manage e o e
Responses” under Ovenview  Requirements  Lines

H H H ection 2. Secondary bid submission / Technical requiremen
“Negotiations” section. SN S B Tl eauement ‘ '

1. Secondary Bid Submission form

Please provide your best offer for the requirements listed in the table(s) attached covered by the LTA with UN/UNDP. Your secondary-
bid should reflect the exact specifications, currency, unit of measure. manufacturer and price as described in the signed LTA
Discounts on prices contained in the LTAmay be provided as a percentage discount on the lump sum order price

Negotiat ions Q Bidders are required to complete the attached document and submit as their technical proposal along with all required documentation
(Target: Secondary bid submission form attached)
Attachments Annex 4_Request for Mini Bid1

= View Active Negotiations

a. Secondary bid submission form attached

Response Attachments m70t Gé datashest pdf (6 more. )
| = Manage Responses |

| Section 2 Secondary bid s

Manage Respo

Central European

2. Use various filters to 4 searcn e

search for the negotiation ewsmontie[ ] “ropomasens ]
you want to review, then Sp— 3. Navigate through
click on the Response () o ]

o Resuts “Overview”,
number-. e “Requirements” and “Lines”

Saved Search | Active or Draft Responses -

** Atleast one is required

Response a9 RPN negotiation Negotiation Titl Negotiation  Time g Meonread  Monitor tabs to review respective

. You can also generate a PDF
. print ot your bid response
339205 Pending award UNDP-ZMB-00160 RFQ mini-bid IT EQUIPMENT/ZPS PROJECT

Request for Mini... 0 Seconds 0 f llA t' ”n >> llV-
rom “Actions Iew

Requestfor Mini... 0 Seconds 0

Columns Hidden 8

Click to return to Response PDF”.
Manage Bid Main 14
page
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1. Make sure that your bid is posted in the system. Use “View Response” feature to view status, and if needed
re-submit your bid response.

2. Pay attention to system notifications, especially when you are required to re-submit your bid response. It will
happen if there has been an amendment to the negotiation after you have posted your bid.

3. You can review your bid responses at any time, including after a negotiation has closed.

15
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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 or
that has issued your contract.

Click to return to
TOC


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