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How can | view UNDP Cyprus tenders?

* Tenders are called Negotiations in Quantum.

* All UNDP Cyprus tenders can be viewed from;
UNDP Procurement Notices Website:
https://procurement-notices.undp.org/search.cfm

UNDP Cyprus website (https://www.undp.org/cyprus)
https://www.undp.org/cyprus/procurement
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How can | access Quantum?

e All UNDP notices on UNDP Procurement Notices includes the relevant links.

* Do you already have an account? If yes, you can login from using your
username and password. http://supplier.nextgenerp.partneragencies.org/

* |f you do not have an account already, you can register one following this
link: https://estm.fa.em?2.oraclecloud.com/fscmUl/faces/PrcPosRegisterSup
plier?prcBuld=300000127715271.
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1. Introduction

Supplier Portal

Tasks

Supplier News

Steps to Review / Respond Public Negotiations

Several of United Nations (UN) Agencies including United Nations Development
Programme (UNDP), United Nations Population Fund (UNFPA), United Nations
Entity for Gender Equality and Empowerment of Women (UN Women), United
Nations Capital Development Fund (UNCDF), United Nations Volunteers (UNV),
have partnered together to use a unified new ERP system from Oracle Cloud that
includes a supplier portal that will manage interaction with suppliers for
solicitation process and contract management. This document is intended for any
supplier who wishes to do business with any of the aforementioned UN Agencies
(Partner Agencies) and to serve as a guide on how to use the online portal system.

In the initial phase during 2022, the new portal will function in parallel with
existing systems of Partner Agencies and will be utilized only for specific tender
processes from select Offices. Therefore, suppliers need to register and use Oracle
Portal only for the specific tender opportunities which are managed via the Oracle
portal. During this initial period, the Partner Agencies will continue using existing
online tendering systems, such as ATLAS eTendering, InTend, etc. Suppliers need to
use profiles of those systems (or register one if needed) to participate in tenders
managed in the other platforms.

UNDP Quantum Supplier Portal Guide - October 2022
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QuUaNTUM
Quick References to the Guide

The Supplier Portal guide is intended for individuals or companies who wish to participate in a tenders/negotiations

managed through this portal or register as an authorized supplier to acknowledge and manage contract agreements via the
portal.

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

* To create a profile and register as a supplier in the portal, please refer to the section on how to Register a Supplier
Profile.

* To search for Tenders and download tender documents with a registered user account please click here.
* |If you already have an account and wish to participate in a tender, please refer to the section on How to Submit a
Bid

* If you already are a Spend/authorized supplier and wish to create an Invoice or manage Purchase Orders, please click
here.

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

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

UNDP Quantum Supplier Portal Guide - October 2022 6
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Click to return to
TOC

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

The Table of Contents provides a detailed overview of all the topics covered in this User Guide. 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 top right corner of each main chapter page, such as
the one on this page.

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

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

Click to return to
Introduction UNDP Quantum Supplier Portal Guide - October 2022 7
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Click to return to
_ h

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

The Supplier Portal system addresses UN’s fundamental procurement values, such as fairness, integrity, transparency and accountability.

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

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

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

v' Streamlines the bidding process: Suppliers can register in the system, retrieve all information and solicitation documents, submit their bid
online, edit it directly in the system, and receive automatic notifications once the evaluation is finalized and the contract is awarded.

V' Electronic submissions of Invoices : The system enables suppliers to submit their own invoices and view payments, receipts and orders
electronically.

V" Provides an audit trail: As the Supplier Portal system records all activity in the system, it keeps an audit trail for increased accountability and

transparency.

Click to return to
Introduction UNDP Quantum Supplier Portal Guide - October 2022 8
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2 Register Supplier Profile

Click to return to
TOC

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

» Overview of the Supplier Registration

> Step 1: Enter the company details (A RGN

> Step 2: Enter the contact (user) details

> Step 3: Enter the company address

> Step 4: Select the Business classifications
» Step 5: Select the Products & Services

> Step 6: Complete the questionnaire and finish the
registration

> Set the password and login to the system

UNDP Quantum Supplier Portal Guide - October 2022

You should register for an account only once.
If you have forgotten your password, use the
option Need help signing in?
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The first time a bidder enters the Quantum Supplier Portal, a one-time registration process is required. Bidders only register once,
and thereafter enter the Portal with their own User ID and password.

Action 1
Compile the required
information

Action 2
Click the link for
Supplier registration

Action 3
Register Supplier

Profile Details

Action 4
( Create password
and login the system

Click to return to

Register Profile
Main Page

Mandatory:

D-U-N-S number (if you have one) and taxpayer ID or Tax registration number.
Company name as legally registered.

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

Legal address of the company.

Document about women ownership status of the company if relevant.
Banking Proof for Spend /Authorised Suppliers

AN NN Y NN

Recommended:
v’ Brief description of the company profile.
v Copies for company registration documents.
v Copies of following documents if you possess them:
v/ 1SO 9001, ISO 14001, I1SO 14064, or equivalent;
v Internal company policy documents relevant to these quality requirements;

/\ IMPORTANT
* Have the necessary intormation and documentation ready before starting registration process.
* Companies with their own email domains need to make sure that undp.org and oracle.com is
not in blocked by their email firewalls.

Documentation required if your company falls under one of the categories as explained in the guide.

UNDP Quantum Supplier Portal Guide - October 2022
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To start the registration of your supplier profile please click on the registration link that is provided in the
Procurement notice OR that would be provided directly in Negotiations.

/" /\\ IMPORTANT I

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

Please click here to login the system with your User ID (email address) and the
password. If you have forgotten your password, you need to click on the
"Forgotten Password" link and create a new password. Please see instructions
on how to generate a new password if you forget it.

\_ /

=

I
b?‘(<4l-’

Click to return to mﬂ
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Step 1: Enter the Company Details

" —0—©
Company Contacts
Details

Register Supplier: Company Details
Enter your text here
Enter your text here

Enter a value for at least one of these fields: D-U-N-S Number, Taxpayer ID, or Tax Reglsiraﬂon Number.
= AN PR R B

* Company | XYZ Export-Import I

* Tax Organization Type | Company/Corporation v ‘

* Supplier Type | Supplier v

Corporate Web Site |

Attachments None sj=

Click to return to

Register Profile
Main Page

Addresses

UNDP Quantum Supplier Portal Guide - October 2022

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

Company (name)

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

Only Latin characters are allowed for the Company name.
Special characters are not permitted in Company names.

If you create another profile for the name already registered,
the system will allow for saving, however, you will not receive
the registration emails.

In case you have already created a user profile and
experienced issues with the registration, please reach out to
the Procurement Focal Point.

Tax Organization Type Select one of the options

from the dropdown menu.

Supplier Type Select one of the options from the dropdown
menu. Companies should select the option Supplier. Individuals
should select the option Individual — Contractor.

Optional:

Enter the link for Corporate Web Site.
Add relevant documents (if any) in the Attachments

12
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Step 1 (continued): Enter the Company Details

Enter a value for at least one of these fields:

= D-U-N-S Number (it should contain 9 or 12 digits)
= Taxpayer ID

= Tax Registration Number

The Taxpayer ID and the Tax Registration Number are

greyed out by default. Please select the Tax Country
first and the other fields will open for completion.

Click to return to

D-U-N-S Number | 123456789

Tax Country | Angola v

Taxpayer ID | 0001234567

Tax Registration Number | 000012345678|

Note to Approver

(A IMPORTANT

In case you do not have a D-U-N-S Number or Taxpayer
ID or Tax Registration Number, insert unique identifier
to your company/individual such as national id etc.

\_

~N

J

Register Profile UNDP Quantum Supplier Portal Guide - October 2022
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"Step 1 (continued): Enter the company details

Country of Origin" Select a country from the dropdown
menu.

"First/Last name" Name of the person authorized by your
company to use the system and represent the company.

"Email address" Must be a valid email address for your
company. Please note that this e-mail address will be used as

User ID to login the system and all future communication
from the system will be sent to this address.

& A IMPORTANT A

To avoid issues and keep control of your supplier
profile in case the employee working on the bids
submission leaves the company, please use a generic

Additional Information

UNGM Vendor ID |

* Country of Origin IAngcJa "

National Identifier | ‘

Your Contact Information
Enter the cantact information for communications regarding this registration,

* First Name lUser

* Email ‘ tenders@xyzexplmp.com

* Last Name ‘ Cine ‘

* Confirm Email ‘ lenders@xyzexpimp.com

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

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

i - 3N
e-mail address that multiple employees of s
E) your company have access to. )
Click to return to mﬂ
Register Profile UNDP Quantum Supplier Portal Guide - October 2022 14
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\Action 3:Regster Supplier Profile Detals || U

The system times out after a certain time of inactivity
Step 2: Review the Contact(s) and any unsaved changes will be lost. To save the data

entered at any moment prior to completing the

registration and to be able to continue working on the

On Step 1, you entered the contact details (first, last name and e e ol e Ak i Y e
the e-mail address). On this page you can add more contacts, button.

BRI adwsg you t(.) mlt!a”y keep O,ne SOMEE: Only' ) The system will send an e-mail to the e-mail address
More explanation is provided in the section - Manage supplier entered at Step 1 of the registration, containing a link
Qrof”e, that you should click to continue the registration.

To go to the next step, please click "Next" or "Addresses".

o >2—0 0 00— 00

Company Contacts Addresses Business Products and Questionnaire Review
Details Classifications  Services

Register Supplier: Contacts @ |

Enter your text here
Enter your text here

Enter at least one contact.

R A,
Actions w View w Format w == Create o Edit 3{ Delste Freeze |n | Detach
Name Job Title Email Apinisiellve  Reest Laps Edit Delete
Contact Account
One, User UNDPtenders@abcexpim. .. v v Vi 4

( Columns Hidden 7
T

Click to return to
Register Profile UNDP Quantum Supplier Portal Guide - October 2022
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Step 3: Enter Company address

Register Supplier: Addresses

Enter your text here
Enter your text here

Actions w View w Format w Edit

O O -
Company Contacts Addresses
Details

TP L O R 20 AR

Delete Freeze [y Detach
) n 11 Q
In Step 3, click "Create" to enter the supplier address. Aidioee N I
No data to display.
Columns Hidden 3
/I\ IMPORTANT
Please pay special attention to the selected country Create Address
* Address Name |Ma|n I
For all bidder profiles, please make sure to select the country * Country | unteq States L]
of your address and if not appearing by default, change it by Address Line 1 | Afgaristans isaimic Stibs A
. . . : and Islands
clicking on "Search" in the Country dropdown menu. Then, sddeasiine2 | " S N
} ania
search and select the correct country from the drop-down ands P -
menu. S0 American Samoa AS
Postal Code Andorra AD
4 Address Contacts | A9 AO
Select the contacts that are assog Angullla Al
Actions w View w Format y Antarctica AQ ‘\i\‘\ }

Click to return to

Register Profile
Main Page

Antigua and Barbuda
Name

AG

” Search I
No data to display.

UNDP Quantum Supplier Portal Guide - October 2022
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- * Address Purpose Croering
Adadress Name | Main P
* Country | Angola »

* Address Line 1 | Swreet narme and number

Address Line 2

Address Line 3 Eenall
* City | Luanda .:_
State | Uige I -
Step 3: Enter Company address - continued — '
4 Address Conlacts
Enter the info for all fields marked with *. tons Ve v Fomstw B ree i ouen

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

Check the box "RFQ or Bidding". O O - -0—0—0—0

Company Contacts ~ Addresses  Business Produclsand Questionnaire  Review
Details Classifications  Services

Register Supplier: Addresses @ [ Next ‘ Register | | | Cancel

Enter your fext here

Once you complete the required info, B e
click "OK". To go to the next step click =
“"Next" or "Business Classifications".
Address Name Address Phone Address Purpose Edit Delete
Main Street name and number, BONGUI FINDA UIGE ANGOLA +244 (20124603... RFQ or Bidding Il' X

Actiens w View w Fomal w <= Create Edit ¢ Delete Freeza o Detach

Columns Hidden 3

¢4<¢\-\
%t<<.—"

mu)

Click to return to mﬂ
Register Profile UNDP Quantum Supplier Portal Guide - October 2022 17
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Step 4: Select the Business classifications

Click the + button to add a Business Classification.
Then, select one of the options from the dropdown
menu in the "Classification" field.

If you cannot identify any option in the list which
describes the classification of your

company's business, select the row and click the X
icon. Then, check the box "None of these apply".

Once you have completed this section, click on
"Products and services" or “Next”.

Click to return to

Register Profile

Main Page

©0—0— 90— "—0—0—0

Company Contacts Addresses Business Products and Questionnaire Review

Back I Next

Details Classifications  Services

Register Supplier: Business Classifications

Enter your text here
Enter your text here

Enter at l=ast one business classification or select none applicable.

None of the classifications are applicable

Actions w View w Formatl w 4 Freeze = Detach
* Classification Subclassification  Certifyin Othar Coriying i
g Agency Agency Certificate Start Date
L ]
E None of the classifications are applicable
Actions w View w Format w == E Freeze |u | Detach Nraj
* Classification Subclassification

UNDP Quantum Supplier Portal Guide - October 2022
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OO 0@ O O

Company Contacts Addresses Business Bank Products and Questionnaire Review
Details Classifications Accounts Services

Register Supplier: Bank Accounts

—

Step 5: Select the Bank Accounts, applicable for Actions w View w Format w V+ Create Edit Delete Freeze |g| Detach Wrap
Spend/Authorised Suppliers. Account Number

Mo data to display.

Columns Hidden &

A IMPORTANT

If the Bank Accounts tab is not available, skip to the next page. Create Bank Account
Enter account number or IBAN unless account number is marked as required
" Country [ sordan |?| — IBAN | <
. Bank | ARAB BANK PLC v | &—— cunency [uso [+ | ¢——
 Click "+Create" button to add a Bank Accounts. R -] Jrmr
) . Branch | ABDAL| BRANCH I v | &—

e Enter the bank account details according to the PR P

requirements of the country . Al R R
° Se|ECt Countryl Bankl BranCh and Currency from the —_— Account Name|Tne X¥Z Test Company & | Agency Location Code |

dropdown |ists. AnematenccoumNnme| | Account Type | Checking ~
* Add Bank Account Number /IBAN Account sufi | | Description |
* Add the additional Information details, if applicable. sl |
* Click "Ok" to save the Bank details Comhents

Note to Approver ‘

* Click "Products and services" tab or “Next”.

Click to return to

Create Another |"05 || cancel

Register Profile UNDP Quantum Supplier Portal Guide - October 2022 19
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Company Contacts Addresses Business Products and Questionnaire Review
Details Classifications Services

Register Supplier: Products and Services

Enter your text here
Enter your text here

Enter at least one producis and services category.

Step 5: SEIect PrOducts and serVices Actions w View w Format w [ Select and Add Remove Freeze |w Detach

Category Name Description
Click on "Select and Add" icon. No data (o cisplay.
You can select a whole category by checking the box for the — :
category you wish to add. 4 oeh
Catepory tome | Disciintisn

Sgarch | Resal

You can expand each Product/Service category and see all the

View w  Foima w Fizeze g Detach

sub-categories by clicking the Expand icon. Then, you can select s comemone Dk

a more specific sub-category that best describes the m-—- =
product/service that your company offers by checking the g W S ——

a pproprlate bOX. b B Monresidential buliding constiuction servicas 72120000 - Monresidential bufidng canstruction servicss

I Residanbal building construction services 72110000 - Residential bulldi

P Bl Specelzed trade construction and mamtenance zer 72150000 - Specsalzed frade constuclion and maintenance services

You can select multiple categories and/or subcategories). Then

b @@ Foad Foos
click “OK”. To remove a selected category/subcategory fromthe ... :
list, select it in the list and click the "X-Remove" icon. b BN ssmss o s v
3 E Call menagemant systems or arcessonies 43221500 - Call managemenl systems or accessories

To move to the next step, click "Next" or "Questionnaire". /\ IMPORTANT

(@@“
QEt<<.—“’

( If the Product and Services tab is not available, skip to the next page. N 7

Click to return to mﬂ
Register Profile UNDP Quantum Supplier Portal Guide - October 2022 20
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Step 6: Complete the Questionnaire, review the data
and finalize the registration

Register Supplier: Questionnaire

Enter your text here

Enter your text here

Attachments None

Section
:9 1. Corporate Profile
2. Women Owned Org Detalls

3. Supplier Portal TAC

Click to return to

Register Profile
Main Page

There are multiple sections with questions in the
Questionnaire. Some of the questions require selecting
one or multiple options from a list of answers.

Other questions require a textual answer. Please
provide as much possible a comprehensive answer to
these questions. Most of them will be included in
specific tenders and when you will prepare your bid
responses the answers provided at the registration will
automatically appear (you will not need to answer

them again).
Questions Some of the question that you will answer with the
corporets Prefle (Sectentef) option "Yes" will require to upload a scan of the
* 1. Supplier Registration - Year of Incorparation .
3 Pimr o Y ot i supporting document. Please follow the steps

| | explained on the next page.

* 2. Indicate Number of Full Time Employees

* 3. Provide a Brief Summary of Company Profile and Main Area of Expertise TO move from One Section to anOther, C“Ck On
the corresponding section listed under "Sections" or
the "Next Section"/"Previous Section" at the

¢4<¢\-\
%t<<.—"

bottom of the page. s
UNDP Quantum Supplier Portal Guide - October 2022 21 mﬂ
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Step 6: Complete the Questionnaire, review the data
and finalize the registration - continued

Click on the + below the response "Yes" to add the
required attachment.

Click again on the + and then the button "Choose
File". Select the file you wish to attach, enter the
description in the Description field and click "OK".

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

* 4. Do You Possess a Quality Assurance Certificate, for example 1ISO 9001. If yes, provide a copy
®) a. Yes

* Response Attachments

b. No

* 5. Does Your Company Have a Carporate Envirenmental Policy or Environmental Management System such as
ISO 14001 or ISO 14064 or Equivalent?

[@] a. Corporate Environmental Policy
Response Attachments None =f=
b. ISO 14001

c. ISO 14064
d. Other, Specify in Notes

e. None

Attachments

Actions w View w E X

Type * File Name or URL Title
File Choose File |No file chosen

Rows Selected 1 Columns Hidden 1

To move from one section to another, click on the corresponding section listed under "Sections" or the

"Next Section"/"Previous Section" at the bottom of the page.

Click to return to

Register Profile
Main Page

UNDP Quantum Supplier Portal Guide - October 2022 22
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Step 6: Complete the Questionnaire, review the

on "Review".

data and finalize the registration - continued

upplier Registration: XYZ Export - Import

Company Details

Company
Tax Crganization Type

Supplier Type

Corporate Web Site

Additional Information
Couniry of Origin  Angota

National Identifier

Click to return to

Register Profile
Main Page

To finish the registration, click the "Register" button. A
confirmation message will pop-up on your screen
confirming that the registration was submitted.

To review the data entered at all registration steps, click

QO O O O 0 0 -
Gonpary | Coticks | Lakke +» Confirmation

Compat
Detsils

Your registration request was submitted. You will receive an e-mail after your registration request is reviewed.

x

XVE Export - [mport D-U-N-5 Number 346282030
ComganyCoaparation Tax Country  Angola
Suppier TaxpayeriD 36485030224
Tax Registration Number 3484583234
Note 1o Approver
UNGM Vendor ID
& N
DN
Y, i
pNs. 7
=

UNDP Quantum Supplier Portal Guide - October 2022
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After completing the registration, you should receive three automatically generated e-mails. If the emails are
not in the Inbox, verify the Spam/Junk mailbox of your email address.
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If the Supplier profile was successfully created, you should
receive a second e-mail generated from the system. This e-
mail contains a link to Activate Your Account, set your
password and login the system. Click on "Activate Your
Account" or copy/paste the URL from the email into the
address bar of your browser.

Oracle
aracie.com

Welcome to UN Quantum, Viado Dummy Profile

Click to return to

Register Profile
Main Page

° Or.nlo- no-replySoracie.cams
Quantum

Hello Vlado Dummy Profile,

Your UN Quantsm account is ready To gel stared. activate your gceount

Details

It the activate yous sccount ink doesnt work, please copy and paste the faliowing URL Into the address bar of your

browser:
41 FIF e IVEaiE KATRMW CF TH30L THEC JIHSG G %A

Important: This link will expre on Thursday, Apnl 7, 2022 100023 AM EDT

Aner activation of your account, click here 10 access the Suantum Supplies Poda

It you don't recognize this message. Piease cantact your respactive LN Agency Tocal pomt

UNDP Quantum Supplier Portal Guide - October 2022

The Password Setup page will open. Enter your
password. Retype/Confirm your password.

Click the button “Reset Password".

If the setting up password was successful, a
confirmation message will pop-up on your screen
and a confirmation email will be sent to your
email address.

QuanTum

UN Quantum

QuanTtum

UN Quantum

Reset your password

Set & passward for yout user accaunt
New Password

I:>

Congratulations!

® The password must have at least 12 chafaciers

me of the user,
Your password has been reset. Please login using your new password.

Cnnﬁnue to Sign In

me of the user.

Confirm New Passwerd

25
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Click on "Continue to Sign In" to go to the Quantum Login page. Alternatively, one of the emails that you received
contains a link to login to the system. Click on "Access the application"”, enter your login credentials (your e-mail address
as a User ID and the password you set) and click the "Sign In" button.

Passwaord has besn reset for your BN Cuantum account

‘ Oracle < - resorade comi

Quantum

Helle

Your passwoed for UN Guanium account has baen reset
Details

Important: 1 vou dant recogreze s message o if you haven't seoeved any password commimicaton, contact
youf respecive LIN Agency focal pont

@ estrnfa, eflow.mallemz.cloud.oracl <estinfa. sarder@workowmail em2.loud deadke om
Ta

Supplier Contact User Account for United Nations was Created

Details
Assignes Suppiter
Assigned Date  31-Mar-2022 08.38.10 Supptier Number 1000199
Enpiration Date  10-Apr-2022 69,3210
Tash Number 243343
Recommended Actions

o ware granted acass bo e SupplEr sppication for Unfan Mahons A saparate emal will 08 2201 50 yau Wit Te mEtniction i ancess tha spplicatian

Aress D aoplication

Assigned Holes

Rale Descripticn

Mananes mvoices
and payments far

Supeller Accounts Recenable Specialist E%::::;"‘E;z;m""
IIIlI]
Click to return to
Register Profile UNDP Quantum Supplier Portal Guide - October 2022 26

Main Page

Emgowered Eves



QuanTum

Quantum

UN Quantum
Enter your User Name (the email (
your Use ( | QuanTum
addressed registered with your profile) I SomL L e
i "¢y i i t Sign In ecure verification methods prove who you are. Two types of verification
and the Password' Cth On S'gn In ° :> R Ao inethudsa:e pfasswordtlr:es:}artd mul‘.irjfacyftm autllmicfl;i)on (I\;FA].r .

Passwordless verification allows you to verify your identity without reguiring
you to remember a password. MFA is an extra security step to the

User Name e 2 i
authentication process. Your administrator might have set up one or both

The Qu a ntu m Su p p I ier PO rta | CO nta i ns a User name or email verification Tethcds and require that you enroll in them before accessing
your account.
secure verification and gives you o =
Password Proof Secure Access
another layer of security for your passiword Y
Supplier Profile. v ann B
PP L sew = +lpgm /= V
— v
Click on "Enable Secure Verification". esthae g litege

Click below to enable secure verification methods for your account.

Enable Secure Verification

What is Secure Verification?

Cookie Preferences

Click to return to
Register Profile UNDP Quantum Supplier Portal Guide - October 2022 27
Empowered lives.

Main Page Resilient nations.
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At this moment, the Quantum
Supplier Portal offers the Secure
Verification Method using the email
address that you entered at the
registration. Click on Email.

You will receive shortly an email to
the email address registered with
your profile a one-time passcode for
your UN Quantum Supplier account.

The passcode is valid for 30 minutes.

Enter the conde and click on
"Verify Email Address".

Click to return to

Register Profile
Main Page

QuantTum

UN Quantum

:> Select Your Default Secure Verification Method

You have already set up one or more recovery methods. We will use these
same methods for Secure Verification.

‘ =4 Email

What is Secure Verification?

4

Your UN Quantum Cine-Time Passcode

° Orache <no-rapiy@oratlecon
Quantum

Hello

JAT433 & e ane-time passcode Tor your N CrisEntum account
PNUteS.

RS pAsSCOde i vakd for 30

Use inis ane-lifme passooda o complete -Step Yenticabon

It you gort rBconnize NS Messags. coMact your respective UN Agency local poin

UNDP Quantum Supplier Portal Guide - October 2022

QuanTum

UN Quantum

Select Your Default Secure Verification Method
You have already set up ane or more recovery methods. We will use these

same methods for Securs Verification,

An email that contains a verification code has been sent
to

Cade

(EESZEE

Resend code

Verify Email Address

What is Secure Verification?

]

28
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A confirmation message will pop-up on your screen. Click on "Done".

Quantum

UN Quantum

Successfully Enrolled

Your email address, has been set as your
default.

- S

Click to return to

Register Profile UNDP Quantum Supplier Portal Guide - October 2022 29
Main Page m
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You are now logged in to the Quantum Supplier Portal with your Supplier profile.

QuanTtum AR ® w.

Supplier Portal

Search ‘ Invoices v | l Invoice Number ¥ ‘ ‘ 0\

Tasks e

Consigned Inventory

« Review Consumption Advices Supplier News

Invoi dP nts
e Steps to Review / Respond Public Negotiations:

e . Please click on 'View Active Negotiations' on the left side pane, it will navigate you to all the open and
« Create Invoice Without PO active negotiations
« View Invaices H - Please click on the negotiation number for opening the negotiation

+ View Payments «  Review the requirements, line ltems and other detalls
Negotiations . If interested, please submit your bid from your own supplier portal account.

« View Active Negotiations

« Manage Responses

Company Profile

« Manage Profile

©

Click to return to Eﬂ
Register Profile UNDP Quantum Supplier Portal Guide - October 2022 30
Empoweradﬁves

Main Page
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In case you forget the password of your profile on the Quantum Supplier Portal,
please follow instructions provided here.

Click to return to

Register Profile
Main Page

QuanNnTum

UM Quantum

Supphers Account Sign In

User Name

User name or email

Password

Password

Need help signing in? Click here

Cookie Preferences

UNDP Quantum Supplier Portal Guide - October 2022
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3. Submit a Bid cusiruns

This section covers the bid submission process including how to search and view negotiations in the system, how to

participate in a negotiation and prepare your bid response, and how to make the final bid submission and confirm that the
bid has been submitted.

3.1 Search for Tenders 3.3 Submit Bid
« Login and Search for Active Negotiations * Validate Responses
« Download Tender Documents e Submit a Bid

e Review Bid Confirmation

3.2 Participate in Tender/Negotiation 3.4 Prepare a Bid Submission Offline (Optional)
» Subscribe to a tender/Accept invitation * Submitting a Bid in .XML
* Bid on negotiation  Download . XML Event Package
* Provide responses to the * Open .XML File in Excel
Requirements/Upload Supporting e Complete Bid Responses in Excel
Documents

e Upload File into the System and Submit Bid

* |nsert Line Items, Quantity and Unit Prices _
* Save Bid for Later

U|N]

UNDP Quantum Supplier Portal Guide - October 2022 mﬂ
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A Quick Guide to Submitting a Bid in Quantum

The main steps to submitting a bid in UNDP Quantum Supplier portal are as follows:

1 > Search & view Negotiation

Z)Accept Invitation/Subscribe to a tender/Create Response

3> Provide responses in the Requirements section

4 > Upload documents

5 > Insert price(s)

o6 > Review/Validate bid responses & submit bid

UNDP Quantum Supplier Portal Guide - October 2022

33
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3.1 Search for Negotiations — Log in the system

To search for all UNDP Open Competition Tenders, please visit : UNGM, UNDP Procurement Notices
To start participating in a tender through the UNDP Quantum Supplier Portal, use the
URL http://supplier.guantum.partneragencies.org and log in using your registered user ID (e-mail address) and password.

Complete the steps for the MFA verification process.

Click to return to
Submit Bid Main

Page

QUANTUM

UN Quantum

Suppliers Account Sign In

User Name

ear na L g Ceea
|._f_' er name or emall

Password

a vord

Need help signing in? Click here

Cookie Preferences

4 A IMPORTANT

If you are already registered in the system but do

not remember your password, please do not
register again.

If you have forgotten your password, use the option
Need help signing in? Click here and complete the
ers required for Forgot Password option.

~

J

UNDP Quantum Supplier Portal Guide - October 2022
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https://www.ungm.org/
https://procurement-notices.undp.org/
https://eur03.safelinks.protection.outlook.com/?url=http%3A%2F%2Fsupplier.quantum.partneragencies.org%2F&data=04%7C01%7Cvladimir.popnikolov%40undp.org%7C6b6e584bc2e040a479d108d9ad98f5e8%7Cb3e5db5e2944483799f57488ace54319%7C0%7C0%7C637731694728072716%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=eLkC9h2YUP5t5P5CDkVQW%2BiQaNyVd50j%2FpNozn9ECcg%3D&reserved=0

QUaNTUM

3.1 Search for Negotiations — Go to Search Page

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

Good afternoon, Supplier Guide!

Things to: Finish

Click to return to

Submit Bid Main

Page

Then, click the "View Active Negotiations" link.

Negotiation is a term used for a tender in the Oracle Cloud system.

Cimisaned Invaon

Suppser News.

iew | Respond Public Negofistions:

UNDP Quantum Supplier Portal Guide - October 2022
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3.1 Search for Negotiations — Use search filters

All ongoing public tenders (negotiations) will be listed.
You can use the search engine to filter and view ongoing tenders by Q Example

Negotiation ID, Title, Negotiation Open/Close dates or Invitation Received.
To filter and view public tenders launched by UNDP

in a specific Country, search by the three-digit
country code (ISO country codes) e.g. Iraq, type
UNDP-IRQ in the "Negotiation" field and leave blank

* Negotiation - The ID of the tender is indicated in the
related procurement notice.

e Title—Itis also indicated in the related procurement notice. in the field "Invitation Received". Click on
* Negotiation publishing dates and closure deadlines. “Search”, All results for ongoing tenders from Iraq
* Invitation Received — always leave it blank. will be displayed on the screen. The code for tenders

issued y HQ units is UNDP-HQ

4 Search Manage Watchiist | Saved Search | Open Megobatans |

N NOP I Recely ~
ibmitted w
Hegotiati 1 H; pen Si
search | | Reset || save..
f Rasul
ctions w View w  Formal w = Detach : Create Responge
Negotiation  Title }::;Dria(ion Buyer Supplier Site L':':‘E lllll . Close Dan All Responses o Your ra“rlticipala Manitar Hnread g poE \T:"SPD"“‘
UNDP-$0-1008 IR0 RFP - Awand Approval Nolifcatien Raguest for Fro. 3 Days 13 Howrs  J-0E2001 173 Segled D =
latfication (8 3 Howr: 0 B
UNDP i IR0 savel Nalificatior R 1o 3 Dy 12 Hil 3-Jub-2021 185 Sedlad 0 = ‘f@v
E UNDP-0-000TE 1RO RFF - Award Aporoval Molificalion Fieguest for Pro.., 2Days 13Howrs  Z-Ju-R021 130, Sealad L b [Fi) Vil ‘\i\.; é
unnnn

Click to return to mﬂ
Submit Bid Main
Empowered
Page ;;sipfmna:f'ovf;


https://www.iso.org/obp/ui/#search

QuanTum
3.1 Search for Negotiations - View/Download attachments

Each negotiation in the system has multiple

. ] . . Reg for Proposal; UNDP-PSU-00157
sections. To view each section, click on the
corresponding link in the “Table of Contents”.

Once you open the “Overview section”, cIic|g::>
on “Expand All "to see all the details. '

Cover Page

(
/I\ IMPORTANT

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

\submission. )
To view PDF version of the Negotiation, select the “View PDF
option”.
To download the files attached to the Negotiation, click
Respond
on the ”Actions” button. Then select “View” e . ..
—>> “View Attachments”. o KV'E“PDF )‘;" |

Click to return to
Submit Bid Main UNDP Quantum Supplier Portal Guide - October 2022

Page

rospanse | actens + | | ['oom |
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3.1 Search for Negotiations- View negotiation/Download attachments

Attachments (Request for Proposal UNDP-PSU-00157)

Enter your text here

Enter your fext here

Search | Fllz Mama or URL X || Y | Shaw Fifters
Actons w View v Fomaztw 7 | Downioad
File Name or URL Level Attached To Title Size
RFP - Instructions to Vendors .. Header RFP - Instructions to Ven 433KB
Voluntary Agreement o Promat . Header Voluntary Agreement to P 120KB

Rows Selected 1 Columns Hidden 3

All files attached to the negotiation are listed on the “Attachments” page. To download all attachments, click the “Actions” button and
then select the option “Download All”. The attachments will be downloaded in a zip folder, which may contain several sub-folder with
attachments. Open the zip folder with an appropriate application and unzip (unpack) the folder(s).

Click to return to
Submit Bid Main UNDP Quantum Supplier Portal Guide - October 2022 38
Page
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3.2 Accept invitation for a closed competition negotiation

DEV4
Show Al ',
Active Negotiations N
Yesterday . Q . TI P

Notifications

ACTION REQUIRED

tandard Time
b Sairih ' m—— It is very important to subscribe
_ | Acestiiingigs to an ongoing negotiation that
Search Reaul ‘ Dot Iniat you are interested to participate.
. ecline Invitation L .
Actions » View w Format w . [ Detach I € | Acknowledge Participation || Create Response ThIS IS the Only Way to receive
: automatic e-mail notifications
Ga Ne Sup Time Your Will 2
Negotiation Title Ty Bu Site Remaining Close Date All Responses Responses Participate Monit: with the information on any
UNDP-1Q-00091,1 IT Equipment for CO Irag I.. 20 Days 22-4ul-2021 09:.... Sealed No Changes related to that tender.

After you login the system, there are two ways to accept the invitation:

1) On the “Search” page, select the option "Yes” in the “Invitation Received” field and click the “Search” button.
Identify/Select the Negotiation for the tender in question and click the button “Acknowledge Participation”.

2) Click the “Notifications” icon, identify the corresponding notification, click on the “Actions” button and select the option
"Accept Invitation" form the dropdown menu.

To decline the invitation, select the option "Decline Invitation" in the same dropdown menu.

o

(;é‘fv\.
%4”

Click to return to mﬂ
Submit Bid Main UNDP Quantum Supplier Portal Guide - October 2022 39
page Empowered fives.
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3.2 Subscribe to a Public Negotiation

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

Invitation to Bid: UNDP-PSU-00178 | Create Response | Actions ¥ |

Currency = US Dollar Time Zone Eastern Standard Time
o X R : % 1 PN e 4
Title Supplier Guide Document Open Date  30-Jun-2021 05:05.:20
Status  Active (Locked) Close Date  2-Jul-2021 08:30:35

Time Remaining 23:15:58

Table of Contents Cover Page
Gaover Page
Overview [@Direccion de entidad juridica de unidad de negocio de compras: linea 1@][@Direccion de entidad juridica de unidad de negocio de compras: linea 1@)]

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

Lines
This ITB includes the follc
which is inserted in the Bid Data Sheet (BDS):

Section 1: This Letter of Invitation

Section 2: Instruction to Bidders

Section 3: Bid Data Sheet (BDS)

Section 4: Evaluation Criterla

Section 5: Scope of Work, SOW

Section : Returnable Bidding Forms

0 Form A: Technical Proposal Submission Form

o Form B: Bidder Information Form

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

h o Form D: Qualification Form
unnnn

Click to return to
Submit Bid Main UNDP Quantum Supplier Portal Guide - October 2022 40
Empowered fives.
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3.2 Participate in Negotiations —Key Components of an online Bid

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

> Answer the questions in the Requirements section and upload supporting documents

» Insert unit prices for the items required. :
» Validate and submit the bid response Q Tip

Use the Save/Save and close function

Follow the instructions in the guide to complete your bid. to save the progress of your bid
response. After some time of
inactivity, the system times out and
you may lose any unsaved changed to
your bid. Therefore, use frequently
the Save function.

Click to return to

Submit Bid Main UNDP Quantum Supplier Portal Guide - October 2022 41 mﬂ
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3.2 Prepare Bid Response — Provide responses in the Requirements section

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

submitting your response

Attachments

Actions w  View w % ¥

Type “ File Name or URL

|Fi:e v| AddLinesTemplat

Rows Selected 1 Columns Hidden 1

Click to return to
Submit Bid Main

Page

Title SO Attached By Attached Date

| AddlUnesTempiate-Megoti Eidder information form| Supplier Guds 30-Jun-2021 05:13:28

|D_IS| | cancat |

UNDP Quantum Supplier Portal Guide - October 2022

4 )
A IMPORTANT

-* Response Required: When a question is
marked by a star, it means that answering
the question is mandatory to submit a bid

response.
. i J

‘0" Tip

Some questions may already be answered.
These questions were part of the registration
process and the answers that you provided
automatically appear in your bid response. You
may revise your answers if necessary to update
the information.

I
b‘(<‘l!

=
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Empowered lives.
Resiltent nations,



QUaNTUM

3.2 Prepare Bid Response — Upload supporting documents

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

Response Attachments [None sjs

For some of the questions in the Requirements Section you may be
asked to upload supporting documents in addition to your

response. To upload the files, click on the + icon.

Attachments

Actions »  View w X

Rows Selected 1 Columns Hidden 1

Type * File Name or URL

| File v Choose File | No file chosen

Title

x | Click the + button to add an attachment. Then,

click the "Choose File" button and select the file
Description AttachedBy  Attached Date on your computer that you wish to

1 |vmamreeni . ewz0zios0ss | upload/attach. Once the file is uploaded, enter

the description.

(o« |[cancet | | TO add more attachments, click the + button

and repeat the same process for each file.

Attachments
Actlons w  View w +=1|
{ ¥ - |
L iType * File Name| "</
File » | lest document. docx
File » | demo pul | Update... |
Rows Selected 1 Columns Hidden 1

| _Llpdate...-

To delete an uploaded file, first select the file by
clicking on the appropriate row. The selected

Title Description Attached By Attached Date

| m— row becomes highlighted (in light blue). Then,
click the X icon.

demo.pal Bla Sacurity Viadimir Popnik. G-Jul-2021 08:14:40

7
t§t<-(é“

=

ok | cance To go back to the previous screen, click OK.

Click to return to
Submit Bid Main

Page

|
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3.2 Prepare Bid Response — Financial information for Request for Proposals

For Negotiations that are Request for Proposals (Two envelop
procurement method), there will be two evaluation stages —
Technical and Commercial.

The portal maintains two envelops through these stages.
Information posted in the stage marked as “Commercial” is not
disclosed until technical evaluation is completed and financial
are opened for only those suppliers that pass the technical
evaluation.

4 /I\| IMPORTANT )

Do not enter any information/ attachment related
to financial proposal or total cost/value of the
proposal in evaluation stage marked as “Technical”.

- J

estm-test ap & «
ewkequiner  Ling
Create Response (Bid Response 20269): Requirements @ [ messanes | Responavy spreasancat | = | acuons + | gac | we W save < | supmue | cancer |
o 2one Eansiern Standard Time
Time R Close Date  12-0¢t-2022 03:16.00
Section 5. Financial Evaluation
1
| ag per hate 1 <] ol
d lina ihee
Firan céal Eval |
7 N
h %é
U[N|
Click to return to mﬂ
Submit Bid Main UNDP Quantum Supplier Portal Guide - October 2022 44

Page

Empowered fives.
Resiltent nations,



QUaNTUM

3.2 Prepare Bid Response — Financial information for Request for Proposals

Never put 1 for the “Response Value” but enter the total value of your proposal OR as instructed in the
Negotiation. Please see below two examples:

1. Breakdown of outputs

2. Total bid price

Click to return to
Submit Bid Main

Page

Create Response (Bid Response 20269): Lines @

Currency = US Dokar

Lines:; Edit Line: 1 (Bid Response 20269)

Cumency = US Dedar

Rank  Sealed

UNDP Quantum Supplier Portal Guide - October 2022

D T [ 3 ) I
Last Seved 5.0c0-2027 03.41.25

7 Eastern Standard Time

rrrrrrr

il P i
Ling Amount pgiivary Date

|
vy

-y
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3.2 Prepare Bid Response — Save for later

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

OverviewRequiren Lines Review

Create Response (Bid Response 13207): Requirements @ | Respond by Spreadsheet | ¥ | . | save | v

o & Cl Date 31-Aug-2021 04:40:10
Time Remaining 55 Days 19 Hours R He

Section 1. Technical

* 1. Capacity to deliver the articles under the DAP Incoterm in 45 days, complying with all technical requirements.
100
HResponse Attachments test document.docx (1 more...) s
Comments

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

test test test
.
Response Attachments «fs AN
Comments y Y
(_ S
win m
Click to return to mﬂ
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3.2 Prepare Bid Response — Save for later

To open a saved draft bid response and continue with the completion of the
bid, click on Manage Responses.

Actividad reciente Informes de transacciones
Untimos 30 dias Ummos 30 dlas

- 3
\ Mo hay datos disponibles

Mo hay datos disponibles

= Gestignar perl

Moticias de provesdor

Steps to Review | Respond Public Negotiations:

jimws Aciive Negokistions' on the iefl side pane it wil navigate you to all th open and

Click to return to
Submit Bid Main

Page

UNDP Quantum Supplier Portal Guide - October 2022

[A IMPORTANT

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

\_
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3.2 Prepare Bid Response — Save for later

Select the option Draft in the field "Response status" and click the button “Search”. All bid
responses which are saved but not submitted will be listed. In the column Negotiation the ID
of the negotiation is displayed. This will help you to identify the tender/draft bid response that
you wish to complete.

Manage Responses

4 Search Advanced | Manage Watn:hlisti Saved Search | Active or Draft Kesponses e

** Al leas! one is require

ok

** Negotiation Title | Response Status | Draft

** Negotiation | Line Description |

** Response |
@Rﬂlt || Save...

Revising a draft response automatically locks it

Search Results

Actions w View w Format w Freez w  Detach Cept lerms | Revise|
Reference Response Supplier Ne Negotiation : Unread
Response Supplier Site Negotiation Time Remainin Monitor Award Amount
P Number Status Contact PP g Tit Type 'ng Messages
13206 Dratft/ Popnikolov, Via UNDP-PSU-00157 007 Request 1 15 Hours 59 Min 0
13210 Dratt : Popnikolov, Via UNDP-PSU-00179 007 Request{ 15 Days 20 Hours 0
13207 Draftf Popnikolov, Via... UNDP-MD-00031 ITE Invitationt... 47 Days 15 Hours i
h 8207 Draft) Popnikolov, Via... UNWOMEN-DMA-2021-00057 Tes Invitation t... 418 Days 12 Ho... 0
(1011 -
14207 Draftfh 4 Popnikolov, Via UNDP-PSL-00193 Tas Invitation 0 Seconds 0

Click to return to
Submit Bid Main UNDP Quantum Supplier Portal Guide - October 2022

Page
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3.2 Prepare Bid Response — Save for later

Identify the bid response that you wish to continue to work on and select it.
Click Actions.

Search Results

TO continue Working on Revising a draft response automatically locks it.
your draft bid response

View w Format w '« Detach ‘ Revise‘

and complete it, click the :
2 “ P 9 ,,' efeLence ::.:Eponse guptp;m;r Supplier Site Negotiation
option “Revise”. Revi umber us ontac
[ > evise
Draft{> Popnikolov, Via... UNDP-PSU-00157
Unlock Draft
To delete the draft Draft© Popnikolov, Via UNDP-PSU-00179
[ Delete Draft
response and create new 13207 Draft{> Popnikolov, Via... UNDP-MD-00031
draft bid response from
m) 8207 Draft/> Popnikolov, Via... UNWOMEN-DMA-2021-00057

scratch, click the option
Delete Draft 14207 Draft/~ Popnikolov, Via. . UNDP-PSU-00193

7
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QUaNTUM

3.2 Prepare Bid Response — Insert price(s)

To enter your price offer on the Line Item(s), click on the Lines step of the bid response.
Enter your price offer in the "Response Price" field for each Line Item that you wish to bid.

You can add attachments on the Line Item level. Select the Line Item (it should become highlighted in light blue)
and click the Edit icon.

@0 : 0

Overvi Requr . Lines Rewew

Last Saved 30-Jun 2021 05:24:538|
Tima Zone Easterm Standard Time

R A,

Time Rematning 2 Daye 3 Hours

Acfions w View w Fomat w D Free: m" Detach

Line Description Estimated Total

Required Category Name Estimated ;0 Line Ameount

Detalls Quantity Amount
o rinbers 200 03‘: 100 Esch 80,000.00
La TP oog rli'n-: 200 Each 200.000.00
TR 5,000.00 | 2 Each 1000000
Rowe Selected 1 Columns Hidden 5
Grand Totals
All responze lines are includad
Response Amaunt  290,000.00
unnnn :
Click to return to
Submit Bid Main UNDP Quantum Supplier Portal Guide - October 2022 50

Page

72
%t<1.—”

=

[

Empowered fives.
Resiltent nations,



QuanTum
3.2 Prepare Bid Response — Insert price(s)

Lines: Edit Line: 2 (Bid Response 122a7)

Enteryour fext here
Entor your fed here

Cuerency = U5 Dolar

" Respons

& Price 100000

Ectimatod Quantty 200

UON Ezth

Rane Sezled

To add attachments on the

Targat Minimum Release Amaan Li n e Ite m S I eve I CI iC k th e + ico n
Fespans: Minimum Rzkase Amoant . | o n t h e Atta C h m e nt fi e | d )

Hode 40 Buyes

AMtacnments 50140 SUPPLIER pof e 3

Click the + button to add an attachment. Then, click
the "Choose File" button and select the file on your
computer that you wish to upload/attach. Once the
file is uploaded, enter the description.

Attachments

Actions » View w
Type

File »

+ X

Category * File Name or URL

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

Rows Selected 1

« | To add more attachments, click the + button
and repeat the same process for each file.

e  Desereten Aeae® | To delete an uploaded file, first select the file
| | v by clicking on the appropriate row. The

| selected row becomes highlighted (in light blue)
Then, click the X icon.

[?ﬂ{}|'gmme|| NS/

7
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aQuantum
3.3 Submit Bid — Validate the bid response

Create Response (Bid Response 12207): Lines &

€ Error b4

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

ok |

Click to return to
Submit Bid Main

Page

UNDP Quantum Supplier Portal Guide - October 2022

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

The system will perform a
validation of the bid response.

If no errors are identified, you

can proceed with the submission.

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

72
%t<1.—”

correct on the bid response SR
(e.g., which data is missing).
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QUaNTUM

3.3 Submit Bid — Review and Submit Bid Response

You can review your bid response by clicking "Review". Then click on different Sections to view the entered info. Once your
bid is complete and your responses have been validated, click on “Submit” to post it in the system.

0 00

OverviewRequirem Lines Review

Review Response: Bid Response 13208 @ [ Messages || Respond by Spreadsheet | ¥ ][ Actions v ][ Back | [ wext | | [ save | + ][ submit

0 Last Saved 8-Jul-2021 03:57:33
Currency = US Dollar Time Zone Eastern Standard Time

31-Aug-2021 04:40:1(
Title  ITB-Proc Natice Close Date 31-Aug-2021 04:40:10

Time Remaining 54 Days

IO'-.rery'iew Requirements  Lines I

View w Format w reeze i Detach
Response
Line Description Details Category Name Response Price UOM Name Line Amount Extimated Tatal Mzvmum Attachments
Amount Release
Amount
Beverages =] Beverages 1,000.00 Each 1,000.00

Columns Hidden &

Click to return to
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QUANTUM
3.3 Submit Bid — Submit Bid Response

A confirmation message will pop up on your screen informing
you that the bid response was submitted. :

You will also receive an

automatically generated e-mail
notification confirming that the bid

response was submitted.

Click to return to
Submit Bid Main

Page

« Confirmation x

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

OK

L] FEESTITTI T SMIATT =

From: org <ecaa-devd fa mail.em?.cloud oracle.com>
To: "tend imp.com” imp.com>

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

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

Bid Confirmation

This is a confirmation of your bid placed on the Procurement Negotiation "UNDP-PSU-00156.1" listed below. If you edit/revise your posted bid and click on "Save", the system will save the new bid response as a draft, while the previous version will still be active. To submit the revised bid response, you must click on
“Submit” button for the new version prior to the expiry of the negofiation end date/time.

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

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

Esta es una confirmacion de su oferta realizada en la Negociacion de Adguisiciones "UNDP-PSU-00156,1", enumerada més abajo. Si edita o revisa su oferta ya publicada y hace clic en "Guardar”, el sistema guardaré la nueva oferta como borrador, si bien la version anterior seguird activa. Para enviar la oferta
revisada, debe hacer clic en el botén "Enviar” en la nueva versién antes de que expire el plazo establecido para el envio de ofertas.
Si desea refirar su oferta ya publicada y cancelar su participacion en esta Negociacion, por favor pongase en contacto con la persona de contacto establecida en la Negociacién

Si la Organizacion crea una enmienda, el sistema eliminaré automaticamente su oferta inicial. Para volver a enviarla, deberd reconocer la enmienda, revisar su oferta (si es necesario) y volver a enviarla. Es su responsabilidad asegurarse de que su oferta se ha enviado correctamente a través del sistema antes de que
finalice el plazo establecido para el envio de ofertas para esta Negociacién. Puede acceder a instrucciones detalladas en la guia de usuario.

Ceci est une confirmation de votre offre placée sur le dossier d'appels d'offres « UNDP-PSU-00156,1 » référencé ci-dessous. Si vous modifiez/révisez votre offre publiée et cliquez sur « Enregistrer », le systéme enregistrera la nouvelle offre sous forme de brouillon, tandis que la version précédente sera toujours active_
Pour soumettre l'offre révisée, vous devez cliquer sur le bouton « Soumetire » pour la nouvelle version avant I'expiration de la date/heure limite de soumission

Si vous souhaitez refirer votre offfe soumise et annuler votre participation & cette négociation, veuillez contacter le point focal d'approvisionnement qui gére cet appel dofires.

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

[supplier Name _|[supplier contact|[Bu Name _][Megotiation Type][Negotiation Number]| Number]|

[z Export-import[user one [unpe-psu_Jfinvitation to Bid |[unpe-psu-00156,1 |[z206 |[6/10/2021 :42 o0 na |

Date & Time[Time zone|[Bid Response Withdrawn?|
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QuanTum
3.4 Prepare a Bid Submission Offline — Submit Bid in . XML

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

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

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

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

Click to return to
Submit Bid Main UNDP Quantum Supplier Portal Guide - October 2022

Page
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QuanTum
3.4 Prepare Bid Response Offline - Export/Download XML file

To begin preparing your bid response offline, you must first export/download the .XML file to your computer. To export the XML
file, open the negotiation in question, click the "Create Response" button and click "Save". Then, click the button "Response by
Spreadsheet"” and from the dropdown list select the option "Export".

1-9-0-0

Overv Requlr L!f"‘ Reiaw

Enter your lext here
Enter your text here

Create Response (Bid Response 12214): Overview @ |I

Lasi Saved 01.07.21 09:42
Time Zone Ceniral Eumgenn Time

Title  Supphier Guide Document CF 02y Taeh
Time Remaining 1 Day 4 Hours
General
Supplier MNextganarp supplier 01 Response Type ‘@) Primary
Negotiation Currency LUSD Aftan
Response Currency USD
Reference Number
Price Precision 2 Dacimals Maximum
Conversion Rate 1 Nats to Blspee
Attachments Mone =
|||||IJ
Click to return to
Submit Bid Main UNDP Quantum Supplier Portal Guide - October 2022 56

Page

%
t§t<-(é“

Empowered fives.
Resiltent nations,



QuanTum
3.4 Prepare Bid Response Offline — Download XML file and open in Excel

Select the options "Requirements and lines" and 4
"Rich style spreadsheet" and click OK. The system Export Spreadsheet A IMPORTANT
will export and download the . XML file in a ZIP folder
on your computer. Use an appropriate application
to extract the file . XML file from the ZIP folder.

Response Template [@] Requirements and lines Please note that the system generates a
@) Rich style spreadsheet new .XML file every time a negotiation is

amended. Make sure you are using the

latest XML file when submitting your bid.

Lines only k

Light-weight style spreadsheet

@
Open the saved .xml-file in Excel by going to o — e
the “Excel” application, clicking O et 550178 e o
on “Open” [ “Browse” and then browsing the
file location.
(—) """"" ’ m——— {%}
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QuanTum
3.4 Prepare Bid Response Offline — Complete bid responses in Excel

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

~N

Autosave (@ o) [E] % NegotiationUNDP-PSU-D0178-Response - Excel B Search . [ I M PO RTA NT

File Home Insert Page Layout Formulas Data Review Wiew Help Acrobat

flj :X' Calibr » 11 v A 3 . : | _. -

paste " T —= === .99 P Please make sure not to change any

Clippond TS Font Algnment Number Sty calls details of other cells than the ones
Al - I g 3

in which you should enter the
A s c D E F s H ) K L M N required answers and price offers.

1 1Supplier Guide Document
2
] Negobafion Invitation to Bid UNDP-PSUD0178 Company United Nations \ j
4 Ciose Date 712/2021 14:30 Buyer KOXHAJ, Reland
5 Megatiation Currency USD Phone 300000097899814
[} Response Curmency USD Email roland kexhal@undp org
T Price Precision 2 Suppher Nextgenerp supplier 01
a Comversion Hats 1 Supplier Site
9
10 General
11 Resporse ValidUati[—__————————— 1] Reference bumber
12 ST ) 2
13
14
15 Mote 10 Buyer
16 ]
i

18 . Requirements {View Sconng Critena)

19 B Eligibility and Forms

20 1 s ther Bickder efigibie 1o submit a bad?

: IMPORTANT
22

24 ! Avendor should not be i aeld by any UN O or the World Bank Group or any other
25 mﬂnanonal Dmm-:anon Vendors are therefore raqu!'ed ta disclase to UNDP whether they are subject to any sancton or temporary suspension

e < | Please check all the sheet tabs at the bottom of the
excel file and make sure that you have answered all

required fields.
> \ J

Click to return to mﬂ
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QuanTum

3.4 Prepare Bid Response Offline — Complete bid responses in Excel

ront Algnmeri Numoer SLYIES

Je Qualifications

C D E F G H J K L

Ens

Administrative documents

Have you provided Power of Attorney authonzing signature of Offer to sign of behalf of the company

Comments

Have you provided Certificate of Registration of the business, including Articles of Incorporation, or equivalent document if Bidder is not a corporation.

(Target: Yes)

Follow the instructions next to the — '
cells that should be completed. Al B
5 2

If the instruction says "Target: Yes" it o t
means you can answer that 2
question only with "Yes", thus type ER

"Yes" in the answer cell. o >

lIlIlIIIIIIIIllllll......1;:.......!}

In the "Comments" cells you can type = .
any textual comment related to the o

answer that you provided in the >
answer cell. o
69

%lc :
amments
If the instruction says "Numeric value

72

only", type only a number in the a

answer cell. =

Click to return to
Submit Bid Main

Page

Have you provided Audited financial statements for the last three years, including: consolidated Balance sheet, Profit & Loss, and Cash flow statements?

Comments

3at Indicate annual turnover for 2020

| Numeric value only

Jaz Indicate annual turnover for 2019

| vumeric value onty
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QUaNTUM

3.4 Prepare Bid Response Offline — Complete bid responses in Excel

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

If you have any note/comments
related to the line items, type them in
the field "Note to Buyer" of the
corresponding line item.

Click to return to
Submit Bid Main

Page

File Home

Paste =

T & Avial vg o~ A A — 3 =7 & S
_D [‘P- . . - L w mv p

1 Share

Insert Page Layout Formulas  Data Review  View Help  Acrobat - Comment

v

= = ] 7 = = Find &
£22 = == ||E£ b ) hﬂ‘;}-un'ld:' &" Salect »
Clipboard T3 Font Alignment Mumber Styles Cells Editing Ideas Sensifivity
K15 * Ji
A B C | ] | E | F | §] | H | J K L M | N ] | P Q | R 5 T
1 Supplier Guide Document
2
3 Hegotiation Invitation to Bid UNDP-PSU-00178 Company United Nations
4 Close Date 71212021 14:30 Buyer KOXHAJ, Reland
5 MNegatiahon Currency USD Phone 300000087893814
G Response Currency USD Email reland.kexhaj@undp.erg
7 Price Precision 2 Supgiier Nextgenerp supplier 01
8 Comversion Rate 1 Supplier Site
9
10 Lines
Lk Response Amount (UsD)[_381,000.00]
12
Target Response]
i Minimum Minimum|
Estimated Total P
13 ~|tine Item Revision Start Price|UOM Quantity Amount Amount| Price Ameunt|Note to Buyer Target Pnice|Category Name Mote to
14 |1 Deskiop computers Each 100] 400.00) hotes and comments if any Computer printers |As per speciications prowided
15 | 2 Laptop computers Each 200| 1,300.00) C AS pEr SPECMcanons provided
16 |3 3zners Eath | 5 500.00) Computers including instataton
1
18
19 Last Downlnaded 7112021 8:44
7
(&)
phs 74
.
UNDP Quantum Supplier Portal Guide - October 2022 60 mﬂ
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QUaNTUM

3.4 Prepare Bid Response Offline — Upload responses and submit

When you have completed all fields, save the document as an Select the draft response that you created for the negotiation in
XML. Spreadsheet. Login to the system, click on the "Supplier question and click the "Revise" button. You can also click
Portal" icon and click the link “Manage Responses™. the "Action" icon and select the "Revise" option. Your draft bid

response will open.

Supplier Portal
= 4 3 ** Response | |
Search | Invoices N | | Involce Nurmber v |
Tasks & Unlock Draft
Consigned Inventory Delste Draft
Requiring Attention H automatically locks it.
» Review Consumption Advices
i View w Formatl w Freeze |m| Detach
Invoices and Payments ¢ 3 e
« Create Invoice ¢ Response Reference Response Supplier
. o Number Status Contact
« Create Invoice Without PO
DS 13206 Draft™ Popnikolov, Vla...
« View Payments
Negotiations 13209 Draft~ Popnikolay, Via...
« Vlew Active Negotiations
I » Manage Responses I
{
Company Profile
= anege Frofe B Negotiation Responses Il Negotiations Closing Soon
IIIII:
Click to return to
Submit Bid Main UNDP Quantum Supplier Portal Guide - October 2022

Page

| Revise I

Supplier Site Negotiation

UNDP-PSU-00157

UNDP-PSU-00179
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QuaNTUM
3.4 Prepare Bid Response Offline — Upload responses and submit

Click to return to

Submit Bid Main

Page

To upload the completed . XML file in the
negotiation, click the button "Respond by
Spreadsheet™ and select the option "Import".

Click on "Choose File" button and select

the completed .XML file on your computer. Click
"OK". When the .xml-file is imported/uploaded,
your answers will be automatically populated in
each section of the Negotiation. Please review

the answers to make sure everything is correct _
. . 3&1!"31 30 Olbgact: Neg NDP-F!
and add any attachments before validating your i
o . . = © Megotiation, ¥ Documents
entries and submitting your Negotiation.  —

L-00178-Raspanse

OK | Cancel

:[ 4'

UNDP Quantum Supplier Portal Guide - October 2022
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QUuaNTUM

* 1 Does the offer m
e 8 Fuly
h " Res
unnnn

3.4 Prepare Bid Response Offline — Validate bid response and submit

Overv. Regur. Lmes  Review

You can validate the bid response prior Create Response (Bid Response 12214): Overview ) (e et et ] e = ot ] e 7 ] o]
to the submission. Click the "Actions" T
button and select the option Validate
from the dropdown list.

The system will perform a validation of
the bid response.

If no errors are identified,

you can proceed with the submission.

General

If the validation process identified an
issue with the bid response (e.g.,
missing mandatory data), an

error message will pop up and inform
you what exactly is not correct on the
bid response (e.g., which data is
missing).

ved 01.07.21 10:01
sl European Time

Click to return to
Submit Bid

Page
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QUaNTUM

3.4 Prepare Bid Response Offline — Review bid response and submit

You can review your bid response by clicking "Review". Then click on different Sections to view the entered info. Once your
bid is complete and your responses have been validated, click on “Submit” to post it in the system.

000

OverviewRequirem Lines Review

Review Response: Bid Response 13208 @

Last Saved 8-Jul-2021 03:57:33

Currency = US Dollar Time Zone Eastern Standard Time

31-Aug-2021 04:40:1(
Title  ITB-Proc Natice Close Date 31-Aug-2021 04:40:10

Time Remaining 54 Days

IO'-.rery'i:.-'vw Requirements  Lines I

View w Format w reeze i Detach
) Re_sponse
Line Description Details Category Name Response Price UOM Name Line Amount Extimated Tatal Mzvmum Attachments
Amount Release
Amount
Beverages =] Beverages 1,000.00 Each 1,000.00
Columns Hidden &
IIIII:
Click to return to
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QUaNTUM

3.4 Prepare Bid Response Offline — Submit Bid Response

A confirmation message will pop up on your screen informing
you that the bid response was submitted.

« Confirmation x

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

OK

T MECSTITTSE STATTeS

From: org <ecaa-devd fa mail.em?.cloud oracle.com>
To: "tend imp.com” imp.com>

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

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

Bid Confirmation

This is a confirmation of your bid placed on the Procurement Negotiation "UNDP-PSU-00156.1" listed below. If you edit/revise your posted bid and click on "Save", the system will save the new bid response as a draft, while the previous version will still be active. To submit the revised bid response, you must click on
“Submit” button for the new version prior to the expiry of the negofiation end date/time.

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

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

Yo u W I | I a I SO re Ce Ive a n Esta es una confirmacién de su oferta realizada en la Negociacién de Adquisiciones "UNDP-PSU-00156,1", enumerada més abajo. Si edita o revisa su oferta ya publicada y hace clic en "Guardar”, el sistema guardard la nueva oferta como borrador, si bien la versién anterior sequira activa. Para enviar la oferta
revisada, debe hacer clic en el botén "Enviar” en la nueva versién antes de que expire el plazo establecido para el envie de ofertas.

a u to m at | Ca | |y ge N e rate d e -m a | | Si desea refirar su oferta ya publicada y cancelar su participacion en esta Negociacion, por favor pongase en contacto con la persona de confacto establecida en la Negociacin
Si la Organizacion crea una enmienda, el sistema eliminaré automaticamente su oferta inicial. Para volver a enviarla, deberd reconocer la enmienda, revisar su oferla (si es necesario) y volver a enviarla. Es su responsabilidad asegurarse de que su oferla se ha enviado correctamente a través del sistema antes de que

finalice el plazo establecido para el envio de ofertas para esta Negociacién. Puede acceder a instrucciones detalladas en la guia de usuario.
e Ceci est une confirmation de votre offre placée sur le dossier d'appels d'offres « UNDP-PSU-00156,1 » référencé ci-dessous. Si vous modifiez/révisez votre offre publiée et cliquez sur « Enregisirer », le systéme enregistrera la nouvelle offre sous forme de brouillon, tandis que la version précédente sera toujours aciive
res p onse was sunpmittedq. Pour soumettre [offre révisée, vous devez cliquer sur le bouton « Soumetire » pour la nouvelle version avant l'expiration de la date/heure limite de soumission

Si vous souhaitez refirer votre offfe soumise et annuler votre participation & cette négociation, veuillez contacter le point focal d'approvisionnement qui gére cet appel dofires.

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

[supplier Name _|[supplier contact|[Bu Name _][Megotiation Type][Negotiation Number]| Number]| ission Date & Timd [Time zone|[Bid Response Withdrawn?]|

[z Export-import[user one [unpe-psu_Jfinvitation to Bid |[unpe-psu-00156,1 |[z206 |[6/10/2021 :42 o0 na |

PL““:‘\.
t§t<<.—”
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4. Manage Bids aqsuni

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

> 4.1 View bid responses

» 4.2 Revise/Edit a bid response

» 4.3 Manage a bid after negotiation is amended

> 4.4 Withdraw submitted bid response

UNDP Quantum Supplier Portal Guide - October 2022
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QuanTum

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

** Negoliation Title
id Negotiation

** Response

Search Resuits
Rewising a draft response automatically locks it

Actions w View w Format w Freeze @' Detach

Wrap Accept Terms | thsa|

RéSponse Nurber Status Cmr'l'!-a‘tt Suppller St
13206 Draft) Popnikolov, Via..

13710 DraitfS) Popnikolov. Via

13207 DraftiSy Popnikolov. Via..

8207 Drafti Popnikolov, Via -

14207 Draft& A\ Popnikolov, Via

Negotiation

UNDP-PSU-00157
UNDP-PSU-001T8
UNDP-MD-00031
UNWOMEN-DMA-2021-00057

UNDP-PSU-00183

7 S G

Advanced ‘ Manage Wmhlls‘t| Saved Search ‘ Active or Draft Responses ¥

** Response Status ‘ Dralt v |

Line Description ‘ |

Reset ” Save...

Ne Negotiation Unread

Time Remaining Monitor Award Amount

Tit Type Messages
007 Request .. 15 Hours 59 Min 0
007 Request f. 15 Days 20 Hours o
ITE Invitationt... 47 Days 15 Hours a
Tes Invilationt.. 418 Days 12 Ho. . o
Tee Invitation L 0 Seconds 0

Click the button "Search" and all bid responses with that status

(—) will be listed.

Click to return to
Manage Bid Main
page

* At leas! one is require

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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QuanTum

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.

Supplier Portal

Search | Invoices

Tasks

Consignad Inveniory

= Rewviay

w Consumption Adwices

Invoices and Payments

Negotiations

egobabons
= Man SRGAS
h Company Profile
+ Manage Frofile
mnnnn )

Click to return to
Manage Bid Main

page

i

Requiring Altention

W Negabaiion Responizes B Negoabon Messag

Negotiation
** Title
** Megatiation Close By
Recent Activity
Last 30 Days
Search Results
Aclions w View w  Foamat w Freezr [ Dstach
No data available
Negatiation T Tile
LINDP-MDLO0037 ITB-Proc Natics
TranzaclionReports UNDP.MD 00022 RFO.Proc Naiice
UNE RFQ-Proc Notica
UNDE-MO00024 RFO-Proc Notice Attachment testing
E (0035 TH-Pn -2 Atlachm 5
No data evailable LIND 00035 1 ITB-Proc Malice Atiachment 1esting
UINCR.MDL00036 ITH-Proc Mobos Anachment estng
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on Create Response

SUP 1716 Remaining Close Date

H Days 48 Howrs 31-Aug 2001 04

17 Day

24 Day

10 Days

24 Day

5 18 Hoes

5 18 Hows

21 Howrs.

s 22 Hows

10 Days 33 Hows

27 hug.2021 04
3 Sep 2021 04

Al 2021 07
20402021 09

3 5ep.2021 08

Manage Watchllst | Sa

** Invitation Recelved | No v

Responze Submitted

Negotiation Open Since r

AIRasponses: Rlspo:::: allltlclpm
Sealad
Sealad ‘1?’ ‘qv’
Sesiad \‘l\\,%\j}l
Sealzd



aQuanTum

In the column “Response Status” you will see the status
of your bid. For a bid to be successfully submitted, the

status must show as “Active”. Then, click on the number
displayed in the column “Response” and the system will

open your submitted bid.

Click on different Sections to view the entered info. To
revise the bid response, click the “Revise” button. The

bid response will be open for editing.

Click to return to
Manage Bid Main

page

Manage Responses

b Search

Search Results

Revising & drafl response automatically locks it

Actions » View w Formal w eeze  m Detach Wrap Accept Terms Revise
Reference Response Supplier : : i Ne Negotiation ok
Response Number Status Contact Supplier Site Negotiation Titl Type Time Remaining
000123 Aclve Popnikolov, Via UNDP-MD-00031 Inwatation | 21 Days 18 Hours

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

Title  ITB-Froc Motice

Saved Search

Unread
Messages

1]

ORrR &

Hessa@-_-n| Revise | Actions

Time Remalning 21 Days 18 Hours

Response Status  Acfive Close Date  31-Aug-2021 04:40:10
Owarview  Regquiremeants  Lines|
Responss Amount 1,000 00
View w  Formal w Freeze ' Detach
Response Tr o UOM Respansa Minimum Response

Line Description fank Price Rank Name Guantity Release Amount Amount  Notes

1 Beverages Sealad 100000 Sealed 1,000 00
Columns Hidden 10
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aQuanTum

You can also edit a bid response by clicking on “Actions” and then “Revise”.

Manage Responses

b Search ‘ Advanced 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 teference Response Supplier 5 . _— Ne Negotiation .
Jumber Status Contact Supplier Site Negotiation Tit: Type Time Remaining 2
00123 Active Popnikolov, Via. .. UNDP-MD-00031 | Invitationt._.. 21 Days 18 Hours
lllll:
Click to return to
Manage Bid Main UNDP Quantum Supplier Portal Guide - October 2022 70
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QuanTum

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 @

General

Supplier
Negotiation Currency
Response Currency

Price Precision

Click to return to
Manage Bid Main
page

Title [TE-Proc Notica

Close Date  31-Aug-2021 04:40.10

Viado Company
usp
UsD

2 Decmals Maximum

P ¢ @
1-0-0-0

OvervievRequirenr Lines  Review

| Messages || Respond by Spreadsheet ¥ || Actions ¥ | E Mext || Save V¥ || Suhmit” Cancel

S-Aug-2021 11:26:03
tern Standard Time

Time Remaining 21 Days 17 Hows

Response Type @ Pnmany

ARernate
Referonce Number | 000123

Hote to Buyer

Attachments Nons o

UNDP Quantum Supplier Portal Guide - October 2022

-
/I\ IMPORTANT

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

\.
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QuanTum

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.

Click to return to
Manage Bid Main
page

Supplier Portal

B

Search | Invoices v | Invoice Number ¥ 2
Tasks
Consigned Inventory
Requiring Attention

+ Review Consumption Advices
Invoices and Payments

+ Creale Invoice

« Craate Invoice Without PO

« \iew Invoices

= View Payments
Megotiations

» \fiew Active Negofiations

* Managa Responses
Company Profile

+ Manage Profile

Notifications

® [y

Amendment 1 for Negotiation

Atiention

Show All

54 seconds ago

Dismiss

a5k 215634 requires your attention.

N Inyrtation to Bid UNDP-PSU-D0192 (Test fo

3 weeks ago

Dismiss

3 weeks ago

suppliers) Was Received

Dismiss

3 weeks ago

Dismiss

No data available

W Negoliation Messages BB Negotiation Respanses

UNDP Quantum Supplier Portal Guide - October 2022
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QuanTum

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.

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

Reponses”.

Supplier Portal
Search | inyoicss v || inunica Number v

Tasks
Consigned Inventary
- Requiring Attention
* Rewiew Cansumpion Advices

Invoices and Payments

o View Pa

Megotistions

Company Profile

» Manage Profie

Click to return to
Manage Bid Main

page

W egoniation Responses M Megoaaton Messeges

Recent Activity
Last 30 Diays

No data available

Transaction Reports
£ 51 D

No data available

Response Status. Your bid responses that have to be resubmitted for

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

Manage Responses

4 Search Advanced | Manage Watchlist | Saved Search | Actwe or [iafi Responses

** At least one = requred
** Negotiation Tide I ** Response Status | Resubmission requesd ¥ I
“* Negotiation Line Description

** Response

Search | Reset | Save..

Search Results

Rew=ing a draft respense automatically locks it

Actions w View w Formal w Freers [ Detach Wrap  Accept Terma | Revise
Reference Response Supgplier " N L HNe Negotiation - Unread .
Response Mo Shatus Contact Supplier Site Negotiation it ™ Time Remaining Messages Monitor Award Amount

16300 a0 Resubimisskn r Popnikolov, Via U Invitston t 27 Days 3 Hours

=
b‘(<‘l!

=
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QuanTum

The amended negotiation will open. Click the button “Actions”,

A short description of the changes in the amended negotiation will be
displayed in the Amendment Description part. Scroll up and down to see

then select the option “Respond” and click on “Acknowledge .\, .c details of the amended negotiation.

Amendments”.

Invitation to Bid: UNDP-PSU-00108

Click to return to
Manage Bid Main

page

Vs s A

le  UNTIF PSL T or Supplin Guise

et (Lacked)

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”.

View v Format w Freazs = Defach
Amendment Title Published Date  Status
Amerdrmant 1 LESDP PSL TS for Supplier Guida f-Aug-2021 12 Actve (Locked)

Columns Hidden 3

Amendment 1: Detalls

Acknowledgment v | have reviewed the changes and | acknowledge amendment 1 for negotiation UNCP-PSU-00156.
Amendment Description  Increasad quansty o Line llams

UNDP Quantum Supplier Portal Guide - October 2022

View Original Negotiafion

all=l<a - ¢

Submit | Cancel

Tene Zone Eastern Standard Time
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QuanTum

A warning message informing you that you acknowledged

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.

£ Warning

Tha amendmenss In negotiation LP-FSLL0 100 wers acimewladged You can now creass a responsa. Do you wanl t o

Click to return to
Manage Bid Main

page

Manage Responses

4 Search
“* Megatiation Titie

** Negutiation

** Response

Search Resulis

oonse SUOMatcaty locks it
v Froere ' Detach

bference Response
Lmber Status

bt Resutmisson

Lecept Terms | Reviss

Supplier Site Magotiation

UNDP-PSU-00794

UNDP Quantum Supplier Portal Guide - October 2022

Advanced = Manage Wetchlist  Saved Eearch E.-\n:l ve or Draft Responacs

Click the option “Actions” and select the option Revise.

** Rosponse Status | Resubmession reqursd ¥

Lirme Description

Search | Resst  Save.

Ne Unread

Tit Ty Time G Monitor Award Amount

U, iwitabon . 22 Days 2 Hous =
»




QuanTum

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.

Manage Responses

S8 |+ Confirmation ® E *
4 Search e R e R e e sbmied Eved || Manage Watehiist | Saved Search | Active o Drafl Responses
fcbons v Vigw w Formal v Fraste [T Dubich ** Negotistion Title | il jus Resubmission required *
Line Description Requied  catagory Name  Item Revizion Rk Rezpanse Brice 'ﬂ‘m = Line Amouny  ESUMEted Toll - targe * Negotiation Line Description
Sagied 900 Eacn ** Response

Grand Totals

=

Click to return to mﬂ
Manage Bid Main UNDP Quantum Supplier Portal Guide - October 2022 76
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QuanTtum

For instructions on how to withdraw your submitted bid response, please contact the procurement
focal point managing the tender/negotiation.

Click to return to
Manage Bid Main UNDP Quantum Supplier Portal Guide - October 2022 77
page




QuanTum
5. Manage Orders and Invoices

Supplier Portal

Search | Orders ~ | Order Humber

Tasks

Orders

Recent Activity Requiring Attention

1 | == lanage Ordess

tanage Schedulas Nk Ghariciad or cad caked 3 i
! I I Sprasdshas] it
Agreemants Fammihis
.'..;;._
Shipmenis
= Manags Shipments [,» R

« Creats ASN
= Create ASBN
Ipload ASH or ASBEN

D | el RECEIRLS

= Yigw Retums
Contracts
Supplier News
Steps to Review / Respond Public Negotiations:
nView Achve Negolighions on ihe le0 site pane. il will navigale you 1o 2l e open and

Invoices and Paymants Ly
acdive

on the negobsbon numbes 166 Gpaning he negohaho

3 |—> f flr Invaits . Please dick i
>

Review INe requirements, line itemds and ofher delais

it interasted, please submif your bid from your own suppher portal 3o0ount

UNDP Quantum Supplier Portal Guide - October 2022

Click to return to
TOC

This Chapter is applicable only for “Spend
Authorized” suppliers who have active
contracts with UNDP. It provides an
overview on how to Create Invoice(s),
view Purchase Orders, Invoices, Payments
and Remittances in the supplier portal.
These options are found under the Tasks
segment of the Supplier Portal page.

Manage Order

View Receipts

Create Invoice

Create Invoice without PO
View Invoices

View Payments

G
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QuanTum
5.1 Manage Orders

Navigate the Tasks on the Supplier Portal page e Oiters 0 : m
in the previous slide and follow the steps below : R
1.  Click "Manage Orders" Headers/Schedules — — | 1

2. Enter the purchase order in the "Order" field 4 RS s WaragoWottin | soved Search [0 v %

or chose "All Orders".

Sold to Logal Enfity .EtLin;V |v Order | Stans with VE
3. Click "Search": The purchase order(s) details I . . ~ -
are “Sted in the SUCh as Order Number’ Order Supplier Site | Equals v v| Include Closed Documents | Equals » || No »

Date, Description, Amounts, Currency, Buyer, o Serh [ Rt v | Add i » | Roortar
Ear 236t AVE... lelds ¥ Oraer
PO Status and Schedules. e s

: . Search Results 3 |/
4. Click "Life Cycle" for PO dashboard 2 L~
5. Clickon "PO number" to preview the PO Moy Vewv Fomsiy 4 TG e 7 Detoch o Wap
GOrder Order Date  Description Supplier Site Ordersd  Currency Status Life Cycle g::tmn
o= . 2-Juk2022 hssels Tesling Office 1050000 USD NhkN2 A
Q TI p JAug-2022  Frocure Asset [tem for Extemal Use above threshold- test USDS00 Cffice 450000 EUR Closed for R Fhug-2022 A
Status 0 54000054 JAug-2022  Procure Asset [tem for Extemal Use sbove threshold- test USDS000 Cfice 200000 usD ¢ FAug-2022 A
* on HOId: The order iS on hOId; no transaCtions can 54000080 B-Aug-2022  FA- Procure Altractive Asast Fem for Intemal use Cfice 80000 UsD Closed for Rzceiving B-Aug-2022 A
be Created' 25-hi Test Offica 5000.00 EUR Closed for Receiving ™ 25-Jul-2022 A
* Closed for Receiving: The Order is fully received — = - ———
.. . . . 7-5ep-2022  Computer Laptop KLY 2000 Office 650000 USD Cpan 1-8ep-2022 R
* Closed for Invoicing: The Order is fully invoiced
. .. 10000365 f-Sap-2022  Dffice Equipment and Machinery Cfice 7,000.00. UsD Qpan W 1-5ep-2022 R
* Open: The Order is Open for receiving and ’
Invo|c|ng 10000366 T-Sep-2022 Cffice TA0ED0 USD Cpan 5 T-5ep-2022 R
° cance"ed: The Order |S Cance”ed but nOt deleted 10000364 T-3ep-2072 Office 1000800 USD Opan Hi T-Sep-2022 R

5

88ep2022 G

* Pending Change Approval: The Order has a 10000357 §-5ep-2022 Offce 500000 USD
change request that is sent for approval

“ !

Click to return to

Manage Orders and UNDP Quantum Supplier Portal Guide - October 2022 79
Invoices Main Page




QuanTum
5.1 Manage Orders — Life Cycle

A
Order Life Cycle: 10000367
Sold-to Legal Entity  United Mations Development Progremme Onder Life Cycle
Order 10000367 3
Supplior  ¥VZ Company Test 8K
i : .
Supplier Site  Cffice g B Orersd
Suppiier Contact o K B Shipped
B Received
Ordersd 6 500.00 USD E B Dclicres
-3 B Invoiced
R
1K
o I
4 In-Transit Shipments
Acions w View w Formalwe 2 Freeze '} Detach
Shipment Ship Date  Tracking Number Packing Slip
Ma results fournd
Columns Hidden 2
4 Receipts
Adigns w Vieww Fomaiw F 5 Firere =) Detach
Recaipt Receipt Date  Shipment Ship Date  Packing Slip
as 8-S2p-2022 0.
Columns Hidden 3
4 Invoices
Aclions w View w Fomaly 5 S Freeee  g; Detach
Involice Invoice Date  Status Invoice Total Paid Matched Amount Receipt Packing Slip
INV-2022-1789 \.") B-Bep-2032 validated 344500 oog 325000

Columns Hidden 3

Click to return to
Manage Orders and
Invoices Main Page

Crdered 650000 USD

Shipped 000 USD

Recewed 325000 US0

Defivered 3.250.00 USD

invoiced 3,250.00 USD

Expected Receipt Date Shipped Carrier Bill of Lading
Returned Received Dali Invoicad Open to Invoice
0.00 325000 3,250.00 000 0.00

UNDP Quantum Supplier Portal Guide - October 2022

Order Life Cycle details:

* Order Number

*  Supplier Name

*  Supplier Site

* Supplier Contact

* Ordered Amount

* Shipped Amounts

* Received Amount

* Invoiced Amount

* Receipts Details

* Invoices Details

* In-Transit Shipments

* Bar-Chart for PO
transactions
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5.2 View Receipts

View Receipts

4 Search

** Recaipt = Shipment v

2 3 Navigate the Tasks on the Supplier Portal page
** Pyrchase Order | 10000367 v — ** Recelpt Date | dd-mmm-yyy fig i del-smar-Tyyy Y and fo”ow the Steps beIOW:
Supplier [tam
——p | Search || Reser | Save.. . . .
— 1. Click “View Receipts”
Search Results
2. Chose All Orders saved search
Receipt Receipt Date Crganization Shipment Ship Date Purchass Order Invoics Packing Slip Bill of Lading Supplier Site 3 . E nte r/se I ect O n e o r m O re of t h e fo I I Owi n g
_> 98 7-3ep-2022 20 UNDPMYS_INV 10000367 Offics:

parameters: Receipt Number, Purchase

Order Number, Shipment, Item or Receipt
Receipt: 98 e | 3 Date range .

Summary T 4 CIle MsearCh"-

: 5. Select Receipt form the table.
6. Click on the “Receipt” number to view the
. i receipt’s details (Header and Lines )
i irediatin 7. Click “View Transaction History”
Lines
Itam ftem Description Decument Type r;:‘n"h".‘:" sy UOM Name  Currency  Receipt Date
H { Orderec Returned Net Received Rejected
Computsr Laptops Del Lathuds 5420 Plirchase onder 10000367 10 J g 0 Each B-Sep-202E 01

Click to return to

Manage Orders and UNDP Quantum Supplier Portal Guide - October 2022 81
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5.3 Create Invoice

Create Invoice @

" identitying PO

Supplor

Taxpayer Iy
* Supplier Site
Address
Suppier Tax Registration Number

Customer
Customer Taxpayer ID

Lines
vigw w Cancet Ling

" Number ~ Type
" Humbar

o data o dispiay

Total
<

Create Invoice &

FRamit to Bank Acoonnt

10000182
10000153
100001585
10000120
10000765
10000146
10000152
10000144
10000505

10000007

Search

ABC Solutions
ADC Solutions
ABC Solutions
ARC Solutions
ABC Zolutions
ABC Solutions
ABC Solutions
ABC Solutions
ABC Solutions

ABC Solunons

e

P

Step 1

Click “Create Invoice” option from the main Supplier Portal page

Step 2

<

= None =

Purchase Order

— ' identifying PO

Supplier

Taxpayer iD
_> ~ Supger She

Address

Suppher Tax Registration Homber

Customer

* Customer Taxpayer iD

Click to return to
Manage Orders and

Invoices Main Page

* Schedule

10000480
ABC Soluliorns
324T7E424

Y

UMITED STATES

D

Nusmbar

Consumption Advice

Supplier ltem

em Description

Femst-to Bank Account
Unigue Remittance ideatifer
Unigue Remiitance deatifer Check Degit

Descrphon

 ——

Tax Controd Armoant

MHame

Address

Ship-to Location Tax Cl

Enter Purchase Order Number/Select from the dropdown list.

Step 3

Add the Invoice header, including all the mandatory fields below:

* I|dentifying PO

* Invoice Number
* |nvoice Date

* Invoice Type

* Supplier Site

* Attachments

]

Antachimsents imeoece Samp

Undea Mations Devslopment Programmae

UNDP Quantum Supplier Portal Guide - October 2022

Rl -] - - o-— R -~

e T
—— = Date
—l * Type

Invosce Carremcy

Paymenl Carmancy

MODT-S3PT-001
S-Aug-PO2Z2 e
IrvaoiCe -
LSO - UFS Doliar

WSO - LIS Dablar

82
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5.3 Create Invoice

Create Invoice &

* identitving PO | 10000180 ' - Remil-to Bank Account =

Suppier ABC Solubons Unigoe R & lehesiifisr

TaxpayeriD 32475424
Unique Remittance identifer Check Digit

* Suppler Site | WY

Descnption
Address UNITED STATES

Steg 4 ) ) Attachments  invoice Sampie Vi pd-f X

Supplier Tax Registration Number L
Go to the “Select and Add” - — Tax Control Amount
to view the lines pending to
be invoiced S
* Customer Taxpayer ID | UNDP = Name- Unied Natons Development Frograsme
' Address.
Lines
‘J:JI‘"—'I'_Vi; Cancel Line
Purchase Order Consumption Advice
* Number " Type Supplier em Item Description Shipo Location Tax Classification
* Number * Line * Schedule  Number Line

Hio data fo display.
Total

Click to return to
Manage Orders and UNDP Quantum Supplier Portal Guide - October 2022 83
Invoices Main Page
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5.3 Create Invoice

Selact and Add: Purchase Orders
4 Search

"% Purchase Order | 10000180 -

=* Creaftion Date | dd-m 9

Search Results
Wiew w = Deiach

-

Select Al ¢———

Purchase Order

n Ship-to Location Ordered
Humber Line Schedule
—— 4 000 1RO 1 DS — Jubcaipa. Hon 1.000
<
Purchase Order Consumplion Advice
er " Type
* Number ~ Line * Schedule  Humber Line
tem « 10000180 1 1

Total
<

Click to return to
Manage Orders and
Invoices Main Page

Agvanced Saved Ssarch e

" Consumption Advice

Invoiced Unit Price

ER

500 25§ 10

v m
i

—bmmw

Supplier lrem lemn Description Ship-to Location

FILE DS —Juticalpa H »

Step 5
* Select Purchase Order line(s)

* To select all purchase order lines use “Select All” button

«  Click “Apply” + “OK”

Step 6
* Scroll right to view the other columns
Example:
v" Ordered Qty = 1000 Units
v" Received Qty = 500 Units
v" Invoiced Qty = 400 Units

v' Qty to be Invoiced = 100 Units
* Enter the Invoice Quantity / Amount
* Select Tax Classifications, if Any.
Step 7
* Repeat for the next Line.

Available
Tax Classification Quantity Cuantity Unit Price  UOM
- E0G 100 10 Ea

UNDP Quantum Supplier Portal Guide - October 2022

* Amount

84



QuanTum

5.3 Create Invoice

Create Invoice () imice &chons v MM Save:

Click “Save” to create a
draft Invoice. Once saved

Identifying PO 10000130 v Remil-to Bank Account - L] ® Humber | MDT-SPT-001
e : : = the Invoice number
gt M Jouiom Unigue Remittance identifer * Date | S.Aug-2022 %
Togayerid 32475424 = cannot be reused.
Unique Remimiance entifier Check Digi i
Suppliar Site 1Y - Invoice Currency  USD - US Dollar Save and Close
Description
Address  UNITED STATES Paymeat Currency USD - US Dollar i i
i R X Save draft invoice and
Supplier Tax Registration Humber - eX|St the screen
e Y- Tax Contred Amount
c Submit
ustomer —_—
H ' { Yy /4
Mame Unitzd Natons Development Programme CIICk Sme’t to Send
Customer TaxpayeriD LN v . . .
P invoice directly to UNDP
Accounts Payable for
L processing.
Vewy 4 X B | Cancelline Once Submitted Invoice
Purchase Order Consumption Advice - cannot be cha nged
ar " Type Supplier Rem Item Description Ship-to Location Tax Classification E:' por Quantity Unit Price  UOM * Amount
* Number * Line “Schedule Number  Line -
+ 10000180 1 1 FLE DE-Jubtalpa H » .'l' 00 1060 10 Ea 1,.000.00
g INTC r 2 | n Bk rha
ﬂl woioe MOT-SPT-001 has been submited
Total 1,000.00
L4 >

Click to return to
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5.4 Create Invoice Without PO

After navigating to the Tasks segment on  create Invoice Without PO @ TP .. | s oo | suvot
the Supplier Portal page shown above:

— Supplier XYZ Test Compnay

1. Click Create Invoice without PO ol i i sutscoms | ! e
2. Enter all the mandatory fields: ey s B : e — o= 2

Header: Ntien 2 FEFARNAPES, KO CIEESIATA K S| | mm

= |nvoice Number TR, : — ;”Mm.,. Payment Cursncy MYy ingd

= Invoice Date Tex Cotrol Aot

= |nvoice Type Customer

= Supplier Site R — : K i e oo —_— " ReqestrEnad

* Attachments — Fenuese Nae

= Currency Lines

* Requester email (UNDP Vewy & B X [Gomiin

Contact Person ) * Number * Type Ship-io Location Ship-from Location Tex Classilication J * Amount Description l
Lines B I+ | =] | 5 5000100 | Paming S man 03 kg
| | Ty p e .[ Total 50,000.00

* Amount Summary Tax Lines
= Description LB
3 Click “Save” / “Save and Close” Line * Reglme * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage  Per Unit Amotnt
4. Submit the Invoice. s

5. Click “Done” to exit screen

6

. To downland an invoice copy click
( ”Prin table page ” Hems Freight Miscellaneous Inclusive Tax Exclusive Tax Invaice Amount
50,000.00 0.00 0.00 000

Totals
000 50,004.00

Click to return to

Manage Orders and UNDP Quantum Supplier Portal Guide - October 2022 86
Invoices Main Page
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5.5 View Invoices

View Invoices

4 3earch

** Invoice Number |

** Supplier | XVZ Test Company

Supplier Site |

** Purchase Order |

Search Results
view v §FH 1l Detach

Invoice Purchase

© | Number Invoice Date Type Order Due Date

........ INY-2022-1789 G-Sep-2022 Standard 10000367 8-Sep-2022
INY1250-407 8-Sep-2022 Standard 54000053 8-Sep-2022
Flesi-Memang-... 2-Sep-2022 Standard 2-Sep-2022
MDT-TT-001 24-Aug-2022 Standard 54000010 24-Aug-2022
MOT-TT-002 24-AU0-2022 Standard 54000070 24-AUQ-2022
MDT-TT-003 24-Aug-2022 Standard 54000010 24-Aug-2022
Retest Thrasho 23-Aug-2022  Standard 54000010 23-Aug-2022

Click on “Search”

Hwn e

Click to return to
Manage Orders and
Invoices Main Page

Unpaid Amount Invoice Status

0.00 USD Approved

0.00 USD Cancolod
0,00 USD Canceled

1.715.30 USD In process

On hold

| v |<—
=
Supplier
Site
Cifice
Ciffice 4,500.00 EUR
Ofice 5,001.00 USD |
Gifice
Office
Cfice
Cffice

1.504.00 USD Approved

Click “View Invoices” on the supplier portal main page
Use any of the following search options to retrieve the exiting Invoices: Invoice Number, Supplier, Supplier Site , Purchase Order , Invoice / Paid Status.

Paid Status
Faid

Urpaid
Urnpaid
Unpaid
Urpaid
Urpaid

Unpaid

&3

| Advanced | Saved Search | All Invoices - |

** Atleast ona is required

Consumption Advice|

nvoice Status |

Paid Statusi

Payment Number |

Payment Number

5656000001

UNDP Quantum Supplier Portal Guide - October 2022

_>| Search | Reset || Save... |

Invoice Amount

3,445.00 USD

4,500.00 EUR

5,001.00 UsSD

0.00 USD

0.00 UsD

1,715.30 USD

1.504 00 USD

The Invoice details will be retrieved in the results table including Invoice Date, Type , Order , Due Date, Payment Number, Invoice and Unpaid Amounts

87
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5.6 View Payments

View Payments

4 Search

** Payment Number

Payment Status

Payment Amount
Search Results
view w 51 147 Detach
PaymentNumber  PaymentDate  Payment Type ',:'mf:r

——— 556000001 12-3ep-2022

1. Click “View Invoices” on the supplier portal main page

Payment Process R...  INV-2022-1738  XYZ Test Company

Supplier Site

Office

T
— A Supplier| XYZ Test Company

Supplier Site |

Payment Date | dd-mmm-yyyy

.y

Payment Statu: mit-to Account

Payment Amount Payee

Negotiable JOCOGO0N3333 344500 USD XYZ Test Company

Payee Site

Cffice

Al Paymenis v |

| Advanced | Saved Search

** At lzast one is rRquired

| Seamh_| MH Save... |

Bank Account

UNDP-MY5-ZBA-USD-573625

2. Use any of the following search options to retrieve the exiting Invoices: Payment Number, Payment Status , Supplier, Supplier Site , Payment Date and

Amount.
3. Click on “Search”

4. The payments list will be retrieved in the results table including Payment Number , Date, Type , Invoice Number , Remit-to Account, Payment Amount,

Payee, Bank Account, etc.

5. Click on the “Payment Number” to view the details

Click to return to
Manage Orders and
Invoices Main Page

UNDP Quantum Supplier Portal Guide - October 2022
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6. Manage Supplier Profile

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

> 6.1 Setting your Regional and Language preferences

> 6.2 Update supplier profiles

» 6.3 Manage Contacts (user access)

UNDP Quantum Supplier Portal Guide - October 2022
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6.1 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".

tion Reports Appiicat

I¥5

72
t§t<<.—”

h No data available
UIN

Click to return to mﬂ
Manage Profile UNDP Quantum Supplier Portal Guide - October 2022 0 .
Main Page Lo e,

Resiliert nations.
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QUaNTUM

6.1 Setting your profile preferences - Regional Preferences

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

Preferences

-
L]

Click to return to

Manage Profile
Main Page

General Preferences

Regional

Language

Accessibility Settings
Password

Proxies

Waitchlist

Oracle WebCenter Portal

Service
User Notification Preferences

Knowledge

Preferred Knowledge Locale

General Preferences: Regional

"Territory" Select your country.

Territory

"Date and time format" Select Date Format
the format in which you wish

Time Format

the date/time to be presented.

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

Currency

UNDP Quantum Supplier Portal Guide - October 2022

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

US Dollar

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

91
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QUaNTUM

6.1 Setting your profile preferences — Language Preferences

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

Preferences

=
i
]
e
[

Click to return to

Manage Profile
Main Page

General Preferences

Regional

Language

Accessibility Settings
Password

Proxies

Waitchlist

Oracle WebCenter Portal

Service

User Notification Preferences

Knowledge

Preferred Knowledge Locale

General Preferences: Language

"Default” Select the default

system language for your profile. Defautt | Spanish v
"Current Session" Select the Current Session | Spanish v
system language for the current

session. The system language will Display Name | Engiish v
go back to the default one at the

next login.

UNDP Quantum Supplier Portal Guide - October 2022 92
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6.1 Setting your profile preferences - Language Preferences

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

Portal de proveedor

Introduzea aqui el fexto
Introduzca aqui el texto

Buscal | Facturas s || Mimero da faclura v

Tareas

In¥entaro consignado

Requieren atencion Actividad reciente Informes de transacciones
Ultimes 30 dias i

Ulimeos 30 diac

» Revisar avisos de consuma
Facturas y pagos
= Croar factura

= Croar faciura sin orden de compra " . ' . ;
ke Mo hay datos disponibles No hay dates disponibles

« Vorpagos .1 3 . "

Hegociaciones
= \er negociaciones sclivas
« Gestignsr respuesias
Parfil da compariia

= Gegsgnar pertl
W Megotiaban Respongas Nagatiztenz Closing Soon

Moticias de provesdor

Steps to Review [ Respond Fublic Negotiations:

»  Pleaze dick on "Wiew Aclive Megotisbons' on the el side pane it will navigate you to all the open and
=ciive negob ns

+  Pla c on the negotiation number for opaning the negotistion

= Re the rements, ling dems and other details
= Ifinterested, please submit your bid from your own supplier portal sccount
unnnn

Click to return to
Manage Profile
Main Page

UNDP Quantum Supplier Portal Guide - October 2022
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6.2 Update/Edit Supplier Profiles

Click to return to
Manage Profile
Main Page

Good afternoon, Supplier Guide!

To update your bidder profile, 7 i

login to the system and click the —

"Supplier Portal" icon.

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

profile, click the link
"Manage Profile".

——>

UNDP Quantum Supplier Portal Guide - October 2022
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6.2 Update/Edit Supplier Profiles

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' l

L Warning ®

POZ-2130390Making edits will create a change reguest for the profila. Do vou want to conBnus?

| 2o | e

Click to add text

.(}4<¢Y‘\
Y
b‘(<‘l'

=

Click to return to mﬂ
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6.2 Update/Edit Supplier Profiles

Enter the short description of the implemented change in the "Change Description" field.

Click on different sections

of your supplier profile to N

Idemidlers  Addreszes  Contacts  Peyments  Busness Classifcations Frcc_::si-"-:'.*.er-.r_'esl

update the required + Goneral
details/information.

4 Identification : ’
To modify, add or remove ————
contact(s) - user(s) from T
your company with access —
to login the system- click
the "Contacts" section. P

Click to return to

Manage Profile
Main Page

UNDP Quantum Supplier Portal Guide - October 2022
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6.3 Manage Contacts (User Access) - Edit existing contact

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.

Organization Details  Tax Identifiers  Addresses Contacts Payments Business Classifications

:} v Formmat w o+ /7 Status |Active =  Detach
Create
& <7 Job Title ey
Edit
m) | dimir

“COTUmTS Hiagen 7/

72
t§t<<.—”

L» o

Click to return to mﬂ
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6.3 Manage Contacts (User Access) - Edit existing contact

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.

Edit Contact: Supplier Guide

[A IMPORTANT\ =1 _ o= ii

Middie Name | Fax |

® Last Name |cu|d; I Email |supo|ier.:uiaauh.'@o'nau.m1‘ I |

Jo T |

To Iogin the system after swganzston Datls Tax omitars  Addeesse  Conac ¥ Adnnisius contat

4 Contact Addresses

the change, you will still _—— —— e o e o e X B e o
need to enter your -

Mam Marmaony g 51,COPENHAGEN HOVEDSTADEN 2100.0EN. . RFO or Bidding

initially registered e-mail - UA |
4 User Accoun
address as a User ID. {——

ACCIuT Status | Aclive v|

User Hame  supplier guiseLIN@gmal com
Riles  Dala Arcess

Actons w View » Fomaiw M B Frears ' Detach Wrnp

Stats | Adlive v |

Hole &% Description
Supplier Accounts Recevabie Specalist Manages invoices. and payments for the supplier company. Pramary tssks incude submitiing invaices as well 2= backng invoi.

Suppliar Biddar 8ales rapresantalive from & pofential supplier respansibls for espondng lo requests for quois, requests for proposal, requast

Sugplier Sell Serviee Adminstator Manages the profile nformalion far e supper company. Primery lasks include updating supplier profs infarmation and requ
mnnnn :

[0 | cancel |
Click to return to
Manage Profile
Main Page

UNDP Quantum Supplier Portal Guide - October 2022
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6.3 Manage Contacts (User Access) - Create new contact

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

Organization Details  Tax Identifiers Addresses Contacts Payments Business Classifications

—> v Formatw o= S Status ‘Active v = Detach
Create
& <7 Job Title ey
Edit

dimir

“COTUMITS Hiagen 7/

72
t%t<<.—”

o

U
Click to return to mﬂ
Manage Profile UNDP Quantum Supplier Portal Guide - October 2022 99

B Empowered fives.
Main Page Resilient nations.



QuanTum

6.3 Manage Contacts (User Access) - Create new contact

Complete the required contact details. The field marked with * are mandatory.

Create Contact

Once the required contact details

Salutation |[Mr v Phone

b 4

The entered e-mail

address will be used as

page for the new

contact.

are entered, check the box - | - —

"Administrative contact". This will RN | 1 - .

give full access to the new contact *Last Name [cucs | e ol qukez@pplegidecon| e @ User ID at the login
and the person will be able to Job Tite ] status [Actve v

prepare/submit bid responses and Lz pommstave o]

to manage the supplier profile, ‘:ji"taiffddrffis .

including add/remove contacts. T e A;mss | ohone e e

No data to display.

Columns Hidden 5

4 User Account
E-mail is required when requesting & user accounl

Check the box "Request user
aCCOUHt" and CIiCk ”OK" at the Roles Data Access
bottom of the screen.

/| Request user account

=

Actions v \View w Format w X B z = | Detach
Role & % Description
Supplier Accounts Recelvable Specialist Manages invoices and payments for the supplier company. Frimary tasks include submitting invoices as well as tracking invoi..
— Suppler Bidder Sales representative from a potential supplier responsible for responding to requests for quote, requests for proposal. request..
. Supplier Self Service Administrator IManages rofile information for the supplier company. Primary tasks include updating supplier profile information and requ.
Click to return to
Manage Profile UNDP Quantum Supplier Portal Guide - October 2022
Main Page

100

=

[

Empowered fives.
Resiltent nations,

%4”



QUaNTUM

6.3 Manage Contacts (User Access) - Create new contact

Enter short summary of the implemented changes in the "Change Description” text box.

To save the changes, click on "Save and Close".

QuanTum OrR @
Edit Profile Change Request: 154004 m :m amm

G—

Click to return to
Manage Profile UNDP Quantum Supplier Portal Guide - October 2022 101
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QUaNTUM

6.3 Manage Contacts (User Access) - Create new contact

A message will appear — “Your Profile change request was submitted for approval”

Please note that this will not require any further approval; Changes will be saved once the process is complet.

Click "OK" on the message.

Click to return to

Manage Profile
Main Page

QuanTum

Company Profile @

niing approval. Yo

&% JobTitde

UNDP Quantum Supplier Portal Guide - October 2022
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Click to return to
TOC

7. Helpdesk Support

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 Quantum Supplier Portal.

» 7.1 Technical assistance

» 7.2 Additional resources for suppliers
» 7.3 Frequently asked guestions

» 7.4 Forgotten password

U|N]
[

Empowered fives.
Resiltent nations,
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7.1 Technical Assistance

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

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

e Your User ID and Company name

* The Negotiation ID you are participating in (if applicable)

* Screenshots of any error or warning messages

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

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

7=
%t«."

o

Click to return to mﬂ
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QUaNTUM

7.2 Additional Resources

To view additional resources on Quantum Supplier Portal, including video user guides and translated versions of this user
guide (French, Spanish, Chinese, Arabic and Russian), go to the UNDP Procurement Notice Page http://procurement-
notices.undp.org/ and click on “More Information for Bidders” at the bottom left-hand side of the page.

B = | B Resources | UNGR [ UMD | Procurement Mt < — + — o
< = O ¢ lp:ocuremant-non’ces.undp.org I hrd = L =

Home  About UNDP  The Sustainable Development Goals  News Centre

United Nations Development Programme

Procurement Notices

General information Current Procurement Notices Search Notices Awards

- Procurement at UNDP

« Sustainable procurement

5 R Current Procurement Notices
« Procurement training
- About us

Development Area Ref Title LINDP Office INDP Count: Deadline Posted
No
SERVICES 43475 IC/UNDP/BRG/30B7/001/2018 - Support Specialist for GIS Peatland UNDP Country Office INDONESIA 23-Jan-18 | 09-Jan-18

for Peatiand Rewetfing Infrastructure (Mafional Posiion)

Business opportunities

+ Procurement notices

+ Contract awards OTHER 43474 BIH/RFP-001-18 Promoting and Cperationalizing a Community Hub UNDP Office BOSNIA AND 08-Feb-18 | 09-Jan-18
Model in the MZ profect partner local communities HERZEGOVINA

CONSTRUCTION 43398 12175 PAN 2017 - SUMINISTRO DE MATERIALES ¥ MANO DE OBRA UNDP Counfry Cffice PANAMA 23-Jan-18 | 08-Jan-18
PARA El SERVICIO DE PINTURA DE LOS CENTROS DEIL INADEH DE 1A
CHORRERA Y | AJAS DE CHIRTOUIT

Vendors

+ Doing business with UNDP
- How we buy

OTHER 43473

suatemala/2017/CEN1S]1 “Adquisiciin de Suministros para | UNFPA GUATEMALA GUATEMALA 25-Jan-18 | 08-Jan-18

= Qualifications and cHolility POWER 43471 RFP/UNDP/Common Services/201

Protection System Ass

ounding and lightning RBA, Monrovia LIBERIA 11-Jan-18 | 08-Jan-18

™
« Protest and sanctions @ ent an cenance PAP Building
« Supplier ethics/code of conduct (pdf) - .}’
More infsration Tor Biddees 10} CONSULTANTS 43470 SDP-03-2018-SOLICITUD DE PROPLIESTAS PARA SERVICIC DE REPUBLICA DOMINICAN 24-Jan-18 | 08-Jan-18 ‘\Il
I' R I = CONSULTORIA PARA EL LEVANTAMIENTO Y MEJORA DE LOS DOMINICANA REPUBLIC N
- PROCESOS INTERNOS DEL A.D.N.
(1011 ‘
Click to return to mﬂ
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7.3 Frequently Asked Questions

During Registration:
I was able to register, however I did not receive the second email. What should | do?

If you did not receive the second and the third e-mail with the link to reset the password and login the system, the registration of your
Supplier profile was not successful. The reason could be one of the following:

- a Supplier Profile is already registered in the system with the same company name;
- a Supplier profile is already registered in the system with the same user/contact e-mail address or same Tax-id or DUNS number
For assistance,

1. Try forgotten password, if that does not work -

2. please contact the procurement focal point managing the tender you are interested to participate.

I was able to register and reset the password, however I did not receive the verification code. What should | do?

Check with your IT department and confirm that the domain oracle.com and undp.org are not blocked by your email firewalls.

Click to return to
Helpdesk Support UNDP Quantum Supplier Portal Guide - October 2022 106
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QUaNTUM

7.3 Frequently Asked Questions

Log In Issues:

I cannot remember my password.

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

I cannot remember my user name.

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

document of the tender you wish to bid on.

During Bid submission

I cannot find any open tenders or the tender | am interested in.
Please ensure you have ‘invited’ removed (should be blank), see the instructions here.

I cannot download tender documents.

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

documents, please go here.

Click to return to
Helpdesk Support
Main Page
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QUaNTUM

7.3 Frequently Asked Questions

I submitted my bid but did not receive a bid confirmation email.

If you do not receive a confirmation email, you can confirm the status of your bid and check if it has been posted directly on the

system. Please click here for further information on viewing your bid.

Managing your Account

I am trying to change my preferences but could not find my country.
Please select the nearest country in your time-zone.

Can | update the contact details in my bidder profile?

Yes. To update your bidder profile and other users registered under your profile, go to “Manage Events and Place Bids” = “My Bidder

Profile” and update information as needed. See Manage Bidder Profile for more information.

Click to return to
Helpdesk Support
Main Page
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QuanTum
7.4 Forgot Password

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

You will be prompted to enter your e-mail address,

@ To reset your password, click on Need help signing in? which is the User ID you entered during registration

Click Here. and click Next.
~ «UuanNTum
UQNTum
UN Quantum
UM Quantum
Suppliers Account Sign In
User Name Forgot Your Password?
|user name or emait Having trouble with your password? Reset it here,
9 b P

Password

What's your user name?

Password

Meed help signing |'r

.....) Cookie Preferences Cancel

Click to return to
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7.4 Forgot Password (continued)

A password reset notification email was sent to the email @
address associated with your Supplier Profile. Click Close
and verify your Inbox/Spam (Junk) mailbox.

Verify the Inbox and/or the Spam/Junk mailbox of your email
address and identify the email with the Password Reset link.
Click on Password Reset or copy/paste the URL from the email

into the address bar of your browser.

A% U Q n I U | I l Please Reset Your Password for Your UN Quantum Account

Orade <no-reply@cracle.com>
UN Quantum e

Password Reset Notification Sent.

A password reset notification will be sent to the recovery email address
associated with your username . If you haven't

received the password reset email, then please check your spam folder or
contact your system administrator. You can also retry after 10 minutes.

e

Click to return to

Helpdesk Support UNDP Quantum Supplier Portal Guide - October 2022
Main Page

QuanTum

Hello

On Thursday, March 31. 2022, a1 12:51:40 PM EOT, you requested [0 reset your password. You must reset your password
on the Password Reset page.

Password Reset
Detalls

If the Password Beset pane link doesn't work, please copy and paste the foliowing URL into the address har of your
browser:

nittps Mdcs-9500
LoREN=HEaIr

Important: This link will expire on Friday, April 1, 2022 725147 P EDT AISO, IT you don recognize this message,
contact your system administrator at

II
SO D P
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7.4 Forgot Password (continued)

Enter the new password. Confirm the new password.
Click on Reset Password.

QUANTUM

UN Quantum

Reset your password

Set a password for your user account.

New Password

Confirm New Password

Click to return to

A message will pop-up on your screen and confirming that
you that your password has been reset. Click on Continue to
Sign In to go to the Login Page.

You will also receive an email confirming that your password
has been changed.

QUANTUM

UN Quantum

v_popnikolov@yahoo.com

Congratulations!

Your password has been reset. Please login using your new password.

Continue to Sign In AR
M@&
8
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7.4 Forgot Password (continued)

Enter your User-Name (the email address) and the Password, click on Sign In and complete the steps for the MFA email
verification..

QUANTUM

UN Quantum

Suppliers Account Sign In

User Name

| fear Aamta Ar amail
|_,_- er name or email

Password

Dl o1 40
Fassword

Need help signing in? Click here

. N~
6 , Cookie Preferences
(1011

(@@“
QEt<<.—“’
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Thank you for using UNDP Quantum Supplier Portal!

To view additional resources such as instructional
videos for bidders and this user guide in other |

] Emggmaﬂfm

languages, please click here. Resifient nations.
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