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ACCESS TENDERS

Depending on the type of the tender, you can access the offers in two different ways:
A If the event is open to all suppliers, you have to follow all the procedures described in the next slides to
access the event through the UNGM portal.
A In case oflimited tenders , you will be invited to the event through an email from the e-Sourcing
system, with a link to direct you to the page of the event (see slide 10).
Once in the platform you will find the events in the section My RFX or in My RFI/EOI and, in case of an
open event, e click on the tabRFX Open to all suppliers.
Follow these steps to respond to an RFX or an RFI/EOI as the steps are identical for both processes.

KXJ ™ X «-°9X 9| Boiyerd « E« 3 X[Z X3 XENNA®2WREGZY =~ J 3 XZX3 X«NX
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Filter By: All RFQs v | | Enter Filter (type to start search) v

Code Title Project Code Closing Date Status Response Status Buyer Organisation
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ACCESS TENDERS open to all

From the United Nations PO Y S— o] |
P People Finder Mr... 8 Contracts 3 6. Contract Admi... 2 In-Tend Organiser... B Peoplebont sest. 00 B Govemment.a) (6 World intellechissl..| @0 Welcome to th... X | {8 fecmmipoint 3 PeopleSoft zessio_. |
Fle Edit View Favorites Tools M x SHComwert v [FSeec
G IObaI M arketp | ace (U N G M) 4 By Google Translate G Google 2° ::end Organiser - Login &' Oracle PeopleSoft Sign-in @ OpenText Content Server 5 Plan members Cigna 2 Requisition Selection 2 In-Tend Organiser - User L. [ Suggested Sues »
homepage (@) | UNTED NATIONS T
Welcome to the UNGM
https://www.ungm.org/ , nppe— . .
Login and New Business =4 Tender Alert Service
* Clle on "BUSIHGSS Registrations Opportunltles,..ic;,;,_ :

Opportunities ".

website. Every tender will need to be accessed through this website. If you are not yet a registered supplier,
you Will need to register here at this point. Only basic registration in the UNGM is needed.
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ACCESS TENDERS open to all

Once logged into the UNGM website, e click on either Tender notices or My tenders on the menu on
the left-hand side.

Clicking on Tender  yome Clicking on My tenders  Vendor
notices will enable  spour unem will show any tenders > Dashboard
you to see alistof  gegistration process that you have been Settings
ALL open tenders Code of corukcict Invited or attached to, Registration
published by UN S —— along with any tenders

Manage Agency Submissions

agencies. I P o I for which you have —

Contract awards expressed interest.

Vendor documents

Tender Alert Service
My tenders

Knowledge centre
My Contracts
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ACCESS TENDERS open to all

The Search tender notices page will appear. Use this feature to search Title, Description, Reference,
Publish and Deadline dates.

Use the advanced search function to look for a specific UN agency, Beneficiary Country, UNSPSC Code,
and Notice Type.

To access WI PO et en de rShowmore aiteris putton at the top right af the pade o n t
to view more filters.

Erglish = Register = Login Search UNGEM

Search tender notices

Homea

Wish Wai had Emnown aboul a tender earlier? Wish you had more time?
About LINGM (D

We connect vendors to tenders. Subscribe to the Tender Alert Service mow,
Registration process
Code of comduct

B

¥ Tender notices Description
Cantract msards Refersnce
Tender &lert Service Publshed between and 30-Jar-2019
Knowledge centre Dieanlire hecaeen 0-jan-2019 and
Hedp Centre
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ACCESS WIPO'S TENDERS

In the field UN Organization, p | e a sWIPQ"e [fercotm “wdwe listdThesgstem will automatically
display active tender notices published by WIPO.

On the left side of each tender notice,

rome

C Wizh you had known about 3 tender earbier? Wish you had more time?

heé Tanner Alert Sen

you will find a blue Express Interest =

We connect vendors to tenders. Subscribe 1o
=ts|1l"?0" process

Code of conduct

!"v";' e a word

button if it is the first time you are

Terms & Congions

Tender notices -
Oascription securty
. | N -
I l I I ) -
g " Tender Alert Service Pt shed hetween g 24 jen-201% '
P - P yoe
Knowledge centre Desdire Detieen 24 jan. 2019 N3
‘ot et Rogven for fO Rocuest for propose Rogmr for quateten
UNSPSC PreaTOR 19 50 Reover Y ve-ouafearor Raguen for ~Ay-=gtan
Grare -~ . Sre-2g mors
Melp Centre S recon Ot procons Pre-0d motce

Press release

Vendor

Dispiaying resuits 1 10 2 of 2
Express Interest ——

The Express Interest button change

to View Documents once cicked

Deadline Published UN Type of Reference Beneficiary
organization  notice country/territory

Manage Agency ADZQIRA00MEDS - info Sequniry 205202019 24 Jan.2018 WiPQ Request for AMS_SIAD/2018/205/REP Switzerend
nmissions Awareness CBT Coursewace & Ancilary 16.00 (GMT proposel
JEA 3¢ 40504
Level?
Vendor socuments
AMS SADQIRVISYEFP - Salesvans 125202019 14.Jan-2019 WIFQ Reguest for AMS _SIAD/Z0EN SRS Switteriand
My tenders poyuriry Canguiants 1600 (GMT a0t
T A
My TAS w)

Tips

My Business Seminer
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ACCESS TENDERS open to all

e=P Clicking on a

. LTATest Coepreem Express Interet
notice through the

. . Reference: rfx_284

Iicon E you wi Il see Beneficiary country(ies): Multiple destinations (see 'Countries' tab below)

fEW tender detai |S. Registration level: Basic

Published on: 01-Apr-2021
Deadline on: 30-Apr-2021 16:00 0.00

If you open the event,
you can alsos=Pp click | pescription

on the Express LA
Interest button in the
pop-up window that Contacts  Links  Countries  UNSPSC

appears as shown
here.




ACCESS TENDERS open to all

Once clicked, this Express Interest button changes to a green View Documents button. Click on this
button to access the tender documents.

Express Interest Test E

View Documents  Test E

| f you \dwidackmerdsti , “ you wi | | b eUNGM ldientrtyecentere, vhetethe t h e
UNGM credentials are requested in order to access WIPO e Sourcing platform.
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ACCESS TENDERS on Invitation

If you have been invited to the event, you MY EXPRESSIONS OF INTEREST
will see the event on your UNGM

dashboard, in the sectionMY rfx_251 WIPO
EXPRESSION OF INTERESWhere you testing 1>-04
lick onView Beneficiary country(ies). Multiple
only have to e click onVie e
Documents. Deadline: 24-Apr-2021 (GMT 0.00)
| f you \dwidackmerdsti , “ you wi | | b eUNGM ldientrtyecentere, avhetethe t h e

UNGM credentials are requested in order to access WIPO e Sourcing platform.
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ACCESS WIPO eSOURCING PLATFORM

Please note:You remain logged in WIPO e

Sourcing platform for 30 days according to
UNGM password and security rules. You will
not be requested to re-enter your UNGM
credentials during this period unless you log
out from WIPO e -Sourcing platform, or you
delete your cookies.

After entering the login details, your permission
will be requested to transfer your user profile
Information to WIPO e -Sourcing platform.

Please note: This step is required only the first
time you want to access WIPO e-Sourcing

platform.
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TENDER MANAGEMENT

You will then be taken to WIPO e-Sourcing platform where you have to == click onAccess Documents to
have access to all tender detalls.

RFX: rfx_174 - ec2 test4 #5% Running

Project: project_56 - ec2 project
Closing Date: 08/03/2022 09:00:00
,‘

1 Access Documents

™
Response Status /'/

Response Status
No Response Prepared

)} X Decide Later =~ =P Printable View

Overview
Code Title
rfx_174 ec? test4

Description Event Currency
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TENDER MANAGEMENT

Along with the RFX setting and project titles and codes, the RFX header displays theclosing date and
supplier submission date. If the response date has passed, this information will be highlighted in yellow.

Closed: To Be Evaluated

RFX: rfx_329 - Request for quotation_test

Project.project_85- testtesttest

Closing Date: 09/04/2021 15:11:00 (If you Submit a new Response now, it will be late)

Response Last Submitted On: Not Submitted Yet \

Warning: You have unread Buyer Attachments (1). Click here to read the files before Submitting your Response. \

RFX Details @QES (Un@

Settings  Buyer Attachments (1) My Response = Associated Users

{ /). Your Response is not yet Submitted. To make it visible to the Buyer you must click 'Submit Response'

Submit Response Igl Online Questionnaire in Excel

If the buyer has provided attachments to the RFX, a link to the attachment(s) will be displayed prominently
above the RFX navigation. This action link will take you toRFX Detalls > Buyer Attachments (nbr) area.
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DOWLOAD TENDER DOCUMENTS

If there are more documents to be downloaded-’ click on the tabMass Download to select and
download all the documents.

Response Last Submitted On: Not Submitted Yet

RFX Details = Messages (Unread 0)

Settings =~ Buyer Attachments (1) My Response  Associated Users

Path: root
@ass Dow@..
Enter Filter (type to start search) v
Folder/File Name »  Description Last Modification Date
1 @ doc 1.docx 09/04/2021 15:07:15 Ly

e=P Click on the icon to download and read a single document
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PREPARE RESPONSE

| On the RFX page you can choose toCreate Responseor to Decline to Respond.

If you choose to decline, you are presented with a comment field to Enter Decline to Respond
Reason Detalils.

Edit Mode

/ Decline To Respond X Cancel

Decline To Respond

Enter Decline to Respond Reason Details

Characters available 512
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PREPARE RESPONSE

When you click Create Responsein an RFX that has been configured to allow responses by Bidding
Groups, a screen overlay appears.

You cannot close this overlay

‘ast for integ r Respond as a Single Organisation or Bidding Group: [ X

until you select one of the . .
ChO|CeS presented to |nd|Cate . @ g;edpc:?f;ggefsrzpr;?g;ng Group requires configuration in the Manage
. . . . '«d On: Not Submitted Y
If you are bidding as a single Select Response Type
Organization or as a group read Buyer Attachr @ My Organisation Only (No consortium)

| (O Consortium (unspecified / other type)
WIPO only requires one of inread 0) O Impresa Singola

. . () RTI

the first two top options. s () MyRESPONS ~ comsorsio .

t Submitted. To make |
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PREPARE RESPONSE

| An RFX is composed of, at most, 3 response envelopes (Qualification, Technical, Commercial).

In the section My Response Summary, you can see which envelopes are configured and how many
guestions each envelope contains, and you are invited to answer all relevant/ mandatory questions.

RFX Details = Messages (Unread 0)

Settings  Buyer Attachments (1) My Response = Associated Users

4\ Your Response is not yet Submitted. To make it visible to the Buyer you must click 'Submit Response'

Submit Response PfI"J Online Questionnaire in Excel

My Response Summary

1.  Qualification Response Missing optional responses (1)

2.  Technical Response Missing optional responses (1)

3. Commercial Response All quoted items completed Total Price (excluding optional sections) 0
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PREPARE RESPONSE

e=d Click Edit Responsefor each envelope, completing the sections within the envelope and ensure
that you save your responses before moving to the next envelope.

Mandatory guestions are marked with a *.

Upon completion of a section,e=fp clickValidate Response to ensure that all mandatory questions
are answered and that the responses provided are compliant with the required format

e=P) Click Save and Continueto remain in the current envelope. Alternatively,asp click on Save and
Return to exit the current envelope and navigate back to My Response.

Response Last Submitted On: Not Submitted Yet

Edit Mode
\ \

4\ Your Response is not yet Submitted. To make it visible to the Buyer you must click 'Submit Response' \ ‘ l

Save and Return E Save and Continue X Cancel

- Validate Response
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PREPARE RESPONSE offlingh

e=d Click the Online Questionnaire in Excel button to respond to the RFX offline .

A Clicking Download downloads the questionnaire in Excel format. The Excel file is opened locally so you can answer
the questions. Cells for mandatory responses are colorcoded . Cells for optional responses are colorcoded
blue.

A When finished, savethe file and return to the Export/Import Response page.

A Use the Choose Filelook-up to select your file, then click Import Excel to upload your response.

A The system will run a compliance check to ensure that there are no missing rows, invalid responses, or missing
mandatory responses. If all validation checks pass, the platform will upload the file. If not, you will be prompted to
correct the errors indicated by the system message and reimport the questionnaire.

A You will be returned to the My Response page where you can review your responses for accuracy and make any
corrections if necessary. You have the option to Save Changesor to Undo All Changes and remove all responses.

\

/). Your Response is not yet Submitted. To make it visible to the Buyer you must click ‘Submit Response’ \ ]

Submit Response I’gj Online Questionnaire in Excel

Settings  Buyer Attachments (1) = My Response = Associated Users

My Response Summary
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COMMUNICATE WITH WIPO

You also have the possibility to communicate with WIPO through the tabbed section Messages.

S5 Running

* RFQ: rfx_100 - test 19/03 EOI

Project:project_45- test 19/03 EOI
Closing Date: 30/03/2021 13:00:.00

Response Last Submitted On: Not Submutted Yet

Warning: You have unread Buyer Attachments (3). Click here to read the files before Submitting your Response.

e

Sent Messages Draft Messages Forwarded Messages

RFQ Detalls  Messages (Unread 0)

Create Message Received Messages

Create Response o Decline To Respond

Please note that if a buyer has set a date underEnd date for Suppliers to submit Clarifications
Requests, ensure that all relevant communications are sent within the specified date.
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SUBMIT RESPONSHES

When the response is complete, = clickSubmit Responseon the RFX Details > My Responsepage
to submit your tender.

If any mandatory data is missing or invalid, a popup box will indicate the fields that must be corrected
before the response can be submitted.

After the response is submitted, the response status will change fromResponse to be Submitted to Buyer
to Response Submitted to Buyer.

/L Your Reaperse 4 net yel Submitted, To make i viebie 1o the Buyer you must chick ‘Submit Responds l

m g Online Questionnere n Excel

Technical Responts Miesing mandaiony esponees (59

Cormimrercial Resoons Wandatory lelds missing (4] Todal Price [exchading oplional seclion) i
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MANAGE AN RFX: edit and delete responses

You may edit or delete your responses at any time before the RFX's Closing Date and Time.

A To modify responses online, navigate toRFX Details > My Responseande=§p clickEdit Response
When finished, you have the option to Keep Changesor to Discard Changes Once all changes are
complete, e click onSubmit Changesto finalize the modifications.

A To modify responses offline, download the Excel questionnaire, update your responses, and then
Import the questionnaire again into the system.

A To delete your response, navigate toRFX Details > My Responseandesp click theDelete Response
option in the More menu. Once confirmed, all previous responses will be deleted. You will return to the

My Response page where you will have the options to Create Responseor Decline to Respond.
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PRINT RESPONSE SUMMARY

b= Back toList ) Withdraw Response

E__' Piwnibakle Wieww

RFQ: rfx_99 - test 19/03 RFP B

Froject project_44- test 19703 RFP
Closing Date: 31/03/2021 12:01:00

o o - - B e I e v LR = ol ™ B S Al B B I B I P

To view and save your
response, you can
download a PDF and print | v

. . . Tt Suppher 2 2EVTERA20ET 14:09:14 - Time Zone: CET - Cemiral Buncpe Time
the file by «=fp clickingon '~ | “ ne Zome: GET - Cenirsl Eurcpe Tin

the ellipsis ™Yy at the to
] ] p '-'.Ilknﬂ.lprr.ls.-:-' / p
right > Printable view and

] _ Project Infarmaltsan
the following screen will Project Code Project Titke
appear fender elsgurore] [==1 1w &nvelopaes

Fespanse Satus
| HAeapones Stalus | Lagt HSubmilted On

Fesporess Submilled To Suyer 603 2021 09:59:91
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CONTACT & ASSISTANCE:

For additional information and
assistance, you can contact the
JaggaerHelpdesk at:

JAGGAER Advantage

+33 146 09 56 72 (France)

+39 0212 41 21 302 (ltaly)

+34 917 870 226 (Spain)

+1 877 528 2947 (United States)
0800 069 8630 (United Kingdom)




