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1. PURPOSE OF THIS GUIDE

In January 2016, the United Nations Office for Project Services (UNOPS) started progressively
implementing an e-tendering system (UNOPS eSourcing) to conduct its tender processes. In order to access
the full UNOPS tender details and submit a vendor response to a tender using the system, vendors need to
be registered as a UNOPS vendor on the United Nations Global Marketplace (UNGM).

This guide provides vendors with instructions on how to register on UNGM and how to access and submit
offers to UNOPS tenders in the UNOPS eSourcing system. In UNOPS eSourcing, vendors can view full
tender details, express interest in tenders, inform UNOPS about their intention to submit a tender, request
clarifications about tenders, submit responses to tenders, and respond to UNOPS evaluation clarifications.

UNOPS will periodically review and update this guide to reflect new system functionalities and user
feedback.

What is UNGM?

UNGM (www.ungm.org) is the common procurement portal of the United Nations system of organizations.

It brings together UN procurement staff and the vendor community. The United Nations represents a global
market of over USD 17.7 billion annually for all types of products and services.

@ UNOPS

The UNGM acts as a self-service portal where potential suppliers can register with one or more of the 29
UN organizations using the UNGM as their vendor database and sourcing tool. These organizations account
for over 99% of the total UN procurement spent. The UNGM therefore provides an excellent way to introduce
your products and services to many UN organizations, countries and regions by completing only one
registration form. UNGM also provides an overview of procurement notices, such as tenders, published by
more than 40 UN organisations and other entities. There is no cost to register on UNGM or to view the
procurement notices on the website. Also, additional information about procurement practices can be found
on the UNGM website.

UNGM is the entry point for various UN agencies’ e-procurement systems which are integrated with the
UNGM website, such as the UNOPS eSourcing system.

What is UNOPS eSourcing?

UNOPS eSourcing is an e-procurement system that facilitates the procurement processes conducted at
UNOPS by handling on-line sourcing, solicitation, bid opening, evaluation and award. These functions are
currently done offline, so the new eSourcing system will streamline how UNOPS and vendors interact,
providing increased efficiency and governance to the procurement process.

UNOPS acknowledges the change this represents for vendors and appreciates their effort in using the
system and providing valuable feedback.

Please note that this guide is for UNOPS-related procurement tenders carried out with the UNOPS
eSourcing system, and does not cover other eTendering systems used by other UN Organizations. For help
with tenders posted by other UN Organizations using other eTendering systems, please contact the specific
Organization.

What is new in version 1.4 of this guide?

The following changes have been made compared to version 1.3:

» Updated UNGM screenshots as per new system design.


https://www.unops.org/english/Pages/Home.aspx
https://www.unops.org/english/Pages/Home.aspx
https://www.ungm.org/
https://www.ungm.org/
https://www.ungm.org/
http://www.ungm.org/
http://www.ungm.org/
http://www.ungm.org/
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+ Updated the eSourcing screenshots as per new system design (layout, logo, colours)
W Adjusted section 6.1 as per new tender statuses and colour coding. & Other
minor changes and adjustments.
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2. REGISTER ON THE UNGM PORTAL

In order to access the full UNOPS tender details and respond to a tender in the UNOPS eSourcing system,
you must first register as a UNOPS vendor on UNGM.

Registration at basic level is sufficient, as UNOPS does not require level 1 and 2 registrations.
Please note that registration at UNGM is free of charge. In addition, UNGM enables vendors to keep

informed of upcoming tender notices through a paid service called Tender Alert Service. By subscribing to the
Tender Alert Service, vendors can receive relevant business opportunities directly by email.

2.1 Register

Go to www.ungm.org

Click on the Login and New Registrations section.

Login and New E 3 3 ender Alert Service

Registrations

Click on New Registration.

@UNOPS 5
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Select the type of registration by clicking on the relevant box. If you represent a company, click on
Company/NGO.
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Enter the required information and tick the relevant box to acknowledge the UN Supplier Code of Conduct,
and click on the Send the activation link button.

@UNOPS s
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)| uni - R .
Company registration
.

& that the UN Supplier Code of Conduct provides the minimum standards expectad of supplie:

Once you click on Send the activation link, you will receive an activation email including your user
name and UNGM number. Please note, however, that in order to respond to UNOPS tenders you must
activate your account and complete your registration. If you have not received the activation email, you
can resend it to yourself from your UNGM inbox. (If you do not see the activation email, check your
Spam Inbox. UNGM-related emails are sent through the email address noreply@unops.org. We
recommend that you add this email address to your address book, and/or contact your IT department to
ask that emails sent from UNGM not be blocked by your organization’s email server.)

@UNOQOPS 7
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2.2 Activate your UNGM account

Click on the link included in the activation email. You will then see the following Account Activation
screen confirming you successfully created a UNGM account.

L AcounmAdmaton ]
@

2.3 Complete your registration

In order to log in to your UNGM account, please click the Log in link at the top right-hand corner of the
page. You will need your username which is the email address you registered with, and your password. If
you do not remember your password, please click the Forgotten password? link.

From the Registration link in the left-hand menu you can complete your registration form. It only takes
about 5-8 minutes to complete your Basic registration.

Please note that some tabs appear in red and others in green. The red tabs indicate that you must provide
information.

Please enter the required information in the fields provided and click the Save button. The asterisk (*)
indicates information that is mandatory. Your registration will not be complete without this information.

@UNOPS s



UNOPS eSourcing vendor guide

Vendor Registration

b= Your vendor registration is not yet complete. Fill in all the required information in the below tabs to complete your registration
About UNGM ® ‘

Regisiration process

Code of conduct

— Allinformation compleied = Mare information reguired in i te  * dencies reguird e
Terms & Conditions
Tender notices
P General ) Address ) Registrationtype » Contacts ) Declaration » Coding ) UN organizations » What next
Tender Alert Service
e — General company information Company's Co
UNSPSC
Company name = New Mery 2 Telephone country code * Type a country/terrifilly name
FAGS
Video Guides
Trade name/DBA Telephone number *
Press ralease
a
=
Vendor x
Fax country code Type a country/territory name
Dashboard Parent company
Serrings @
Fax number
Vendor documents Company type * v
My TAS
e Websits
= License number * 12354781
My Business Seminar
Country/serrizary ™ Denmark

Year established *

Number of employees =

Company Director First Nama * | Marc

Company Director LastName * | Dubois

Partof s business conglemerate.

® 2017 - United Nations Global Marketplace + Terms and Conditions

Note: UNGM is available in 4 languages: English, French, Spanish and Portuguese. The default language

is English. If you want to change to another language, go the Settings by clicking on the icon in the top-right
corner and select your preferred language.

In the UN Organizations tab please select UNOPS. You may also select other UN Organizations which
match your company’s profile. Please note that this guide is for UNOPS related procurement activities, and

does not describe or support other UN Organizations. For help with procurement activities related to other UN
Organizations, please contact the specific Organization.

Once the registration form is complete, the information will be automatically saved and processed.

2.4 Verify your UNOPS vendor registration status
In order to verify your UNOPS vendor registration status, go to the Dashboard link in the left-hand menu.

To access UNOPS tender details and respond to a tender, you need to have the status Registered as a

UNOPS vendor on UNGM at the Basic registration level. The Basic registration level is sufficient to access
UNOPS tender information.

@UNOPS 9
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If UNOPS does not appear in your list of UN organizations, please ensure you complete your registration
and select UNOPS in the UN Organizations tab (see previous section in this guide).

If you need assistance to activate or complete your registration, please do not hesitate to contact the UNGM
help desk by clicking the Help tab at the right-hand side of the screen (see red arrow above).

My Dashboard

Home

About UNGM
You can edit it by using the 'Change Company Name'-button under the General tab of the registration.

@ TIP: Please ensure that your company name is exactly like it appears on your certificate of incorporation.
Registration process

Code of conduct

Terms & Conditions

MY UNGM ACCOUNT NEEDHELP?

Tender notices

Search UNGM

i i

Contract awards

Tender Alert Service

UNGM ar:

17-0ct-2017 04:14:05

Knowledge centre
UNSPSC ed language: Spanish
FAQs

Video Guides

Help

Press release

Vendor MY UNGM REGISTRATION - STATUS
Dashboard @
seangs o 2 © O—©O

Registration

Account created

Account activated

Registration started

Registration completed Registration submitted

but not submitted

Level 1

Vendor documents

My tenders
My TAS
Tips Tender Alert Service - CONNECTING Vendors to Tenders
SV nght now
Ready to do business ?
Your UNGM registration is the first step.
4 9 3 Now you need to actively seek and participate in tenders
With the Tender Alert Service you will receive an email with tenders matching your products and services.
active Show me more!
tenders in

UNGM

MY AGENCY SUBMISSIONS

Agency Basic level Level 1 Level 2

FAD Registerad
5-Mar-2017

Registered

UN Secretariat

15-Mar-2017

UNAIDS

UNDP

UNESCO

UNFPA

Registerad
15-Mar-2017

Registered

15-Mar-20

Registered

15-Mar-2017

Help

Registered

15-Mar-201

S

UNICEF Registered
15-Mar-2017
UNOPS Registered

15-Mar-201

@UNOPS 10
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3. SEARCH FOR A UNOPS TENDER NOTICE, EXPRESS INTEREST AND
VIEW TENDER DETAILS

3.1 Search for a UNOPS tender notice

UNOPS advertises both open competition and limited competition business opportunities through UNGM.
For the purpose of this guide, tender means any of the following procurement methods: Request for Quotation
(RFQ), Invitation to Bid (ITB), Request for Proposals (RFP), Request for Information (RFI), Request for
Expressions of Interest (EOI), and Prequalification (PQ). (See the Glossary at the end of this guide for a
definition of these procurement methods.)

Open competition refers to business opportunities accessible to all vendors. Vendors have to respond to
these tenders either through traditional methods (hard-copy submission or email) or through the UNOPS
eSourcing system as per instructions specified in the tender notice.

Limited competition refers to business opportunities accessible to select vendors through UNGM. The
vendors selected may respond to these tenders only through the UNOPS eSourcing system.

3.1.1 Open competition tenders

Go to www.ungm.org

From the UNGM Home page, click the Business Opportunities box. If you are already past the Home
page, click the Tender notices link on the left hand menu.

{2} UNITED NATIONS
‘1‘,‘5 ak Dt | 3

Welcome to the UNGM

Login and New
Registrations

About UNGM

~ Sl
Ffm ]
A\ -

ed Nations Global Marketplace » Terms and Conditions

@ UNOPS 11
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Click on the UN organization column title to list the business opportunities by UN organization. Then, scroll
down to find the opportunities from UNOPS. Alternatively, click on the Show more criteria button and type
UNOPS in the UN Organization field. UNGM will automatically show all the active tender notices issued by
UNOPS. If you click on the title of a tender, UNGM will display information about the tender organized under
these tabs: General, Contacts, Links, Documents, UNSPSC (codes applicable to tender), and Revisions.

The list of UNOPS tender notices will include both tenders that vendors have to respond to through
traditional methods (hard-copy submission or email) or through the UNOPS eSourcing system.

Please remember to log in to UNGM and complete your registration process as a UNOPS vendor to be able
to see the full details of the tender and respond to it.

3.1.2 Limited competition tenders

Go to www.ungm.org and log in with your user name and password.

Go to My Tenders on the left-hand menu.

N
If you have been invited to a limited competition tender, you will receive an email notification alerting
you of this opportunity.

2E

@UNOPS 12
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You will only see these green buttons if you are logged in to UNGM (with your user name and password),
AND vyou are already a registered UNOPS vendor at UNGM.

3.2 Express interest in a tender

To the left of each UNOPS tender notice you will find a button displaying either Express interest if this is
the first time you are viewing the notice, or View documents.

b
T
.....
IT
Title N P i N B Tvpe of tha bl anie Banefialary
¥ RSN nETe countraterion
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Click on the tender’s title to display information about the tender. If you are interested in this tender click on
the Express Interest button to notify UNOPS that you are interested in participating in this tender. After a few
seconds, the text in the blue button will change to View Documents and the button will become green.

Please note that for limited competition tenders there is no need to express interest, as you will only see the
View Documents button.

*

Note: expressing interest in a tender is an important step. All vendors who have expressed interest in a
tender will receive automatic notifications about the tender, such as when the deadline for submissions is
approaching, or when clarifications or amendments to the tender have been added by UNOPS. Once you have
expressed interest in a tender, that tender can be found by clicking My tenders in the left-hand menu.

3.3 View full tender details by logging into the UNOPS eSourcing system

Once you've clicked on Express interest, the button will now say View documents. Click on the green

View Documents button for the tender. This will automatically transfer you from the UNGM portal to the
UNOPS eSourcing system.

@UNQOPS 14
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The following UNOPS eSourcing screen will appear. If this screen does not appear, please contact UNOPS
Helpdesk at: esourcing@unops.org

®UNOPS eSOURCING

01T10-31 17 OR UTC

WELCOME

I Lt wiith yrma? LI et Comaifrl WAPCETANT NOTECE

Insert your email address and password and click on the Log in button. Note that the email address and
password are the same of your UNGM account. UNOPS eSourcing system does not require a specific
(different) account, it is the same as UNGM. All account aspects (emails, passwords, etc.) are managed
directly in UNGM as per guidance in section 2 of this guide.

Please note that if you are responding to a tender from another UN organization, that tender will not be
accessible through the UNOPS eSourcing system. This guide is for UNOPS related procurement tenders
carried out with the UNOPS eSourcing system, and does not cover other eTendering systems used by other
UN Organizations. For help with tenders posted by other UN Organizations using other eTendering systems,
please contact the specific Organization.

3.4 Navigate the UNOPS eSourcing system

Once you have logged in, you will have access to the tender on the UNOPS eSourcing system. You will see
a screen with the below information. Please see below a description of the key areas which you'll see in the
screen.

@ UNOQOPS 15
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UNOPS e5SOURCING

0000

o“r’r_mr submission for UNOPS Tender E
o e ot i
Prow ..|-|'||||t1|_i|:'.'||"||l-'.:' ‘_":'_ stion Train g and Mentoring Service
0'~'II=|-=-!|I of UNMAS Mali

Do o ® s

Key points in navigating the UNOPS eSourcing system:

List of all tenders that you have drafted and submitted. It shows a grid showing
Home the tender reference, title, date published, deadline date, submission status and
o tender status.

Access and search email notifications sent by the UNOPS eSourcing system
to the vendor’'s email address(es).

Notifications Notifications include when a vendor has been notified of an upcoming tender,
when UNOPS posts a clarification or amendment on a tender the vendor has
expressed interest in, when the tender deadline is approaching, when
UNOPS requests a clarification during the evaluation process, etc.

o

Access user guides, FAQs, helpdesk contact details and other support

Help
resources.

®

Lanauage Select language of the eSourcing system. Note that at the date of issuing this
o guag version of the guide, the system is available in English, Spanish and French.

Email address used to log into the UNOPS eSourcing system. This email
address is as per the vendor's UNGM account. Note that a vendor can set up
Email address more than one email address in UNGM and can access UNGM and UNOPS
eSourcing through each of those addresses included in the UNGM vendor
e profile. You can also Log out of eSourcing here by clicking the small arrow.

Actual time in UTC terms. UTC refers to the Coordinated Universal Time which
L is a time standard commonly used across the world. UNOPS uses UTC as the
Actual time in . ) . .
uTC standard for all its tenders published through the eSourcing system in order to
o avoid confusions regarding time zones and considering that our offices and
vendors are based across the world.

UNOPS tender reference. It shows the tender type / year / ID number, for

@ Tenderreference | tance ‘RFPI2017/17875.

@ UNOPS 16
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Countdown
e timer

9 Tender title
@ Submission

status

Tender
information

@ Vendor

confirmation

®

Vendor
submission

@ Evaluation

clarifications

@UNQOPS 17

Countdown timer showing how much time remains until the tender
deadline.

Title of the tender.

Status of your submission showing either Draft (blue colour) or
Submitted (green colour).

Access the tender details, arranged in the following tabs:

General information: general information about the tender, such as the
solicitation method, type of requirement, description, deadline, deadline
for clarifications, contact person, etc.

Tender particulars: more detailed information about the tender, such
as: scope of the tender, eligibility, clarifications and pre-bid meeting
information, validity period, type of contract to be awarded, etc.
Evaluation criteria: criteria how the tender will be evaluated on.
Documents: all attachments related to the tender. These can be
downloaded individually, or all at the same time. The documents include
both PDF documents and other documents in editable format (Word,
Excel) for vendors to complete and submit with their response.
Revisions: responses to clarifications and amendments to the tender
posted by UNOPS.

Request a clarification: where a vendor can request clarifications on
the tender.

Where vendors can inform UNOPS of their intention to submit or not a
vendor response to the tender.

Aspects that a vendor need to complete in order to be able to submit a
response. It can include the following tabs (some of them might not
display, depending on the specific tender):

Lots: if the solicitation tender provides for bidding by lots, a vendor can
select here the lot(s) the vendor wants to bid for

Questionnaires: requested information by UNOPS in the form of online
questionnaires

Document checklist: requested information by UNOPS by which
vendors upload documents.

Financial offer details: requested price information by UNOPS (total
financial offer, currency)

Submit: Where vendors can submit or withdraw their vendor response.

Correspondence between UNOPS and the vendor at evaluation stage.
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4. SUBMIT A VENDOR RESPONSE TO A UNOPS TENDER

4.1 Inform UNOPS about your intention to submit or not a tender response

UNOPS would like to know in advance of your intention to submit or not a vendor response to the tender as
that is very useful information for our procurement process.

In order to do this, click on the Vendor confirmation tab.

Click on either of the two buttons displayed:

* YES, we intend to submit a response (green button)
+ NO, we do not intend to submit a response (red button). If you select this option you will be
requested to state a reason.

Please note that you can only click on YES or NO once. This is done only for information purposes and you
will still be able to submit a vendor response even if you originally selected the NO option.

EN
ssountingunops+= 1@gmai com 201 7-10-24 0950 UTC

Your submission for UNOPS Tender RFP/2017/17875 n n ﬂ

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali

Draft

Viouar subiression i il in Dol Sams and yon My oomtinus 1o S50 oF edit informanon Yo can ondy Gubmit & vencor Subimissen if Defor s e desiine

A TEMDER INFORMATION VENDOR COMFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS

Vendor confirmation

Mease imfonm LIMOPS of your nmeniion b0 wtvmil of not 8 sendod subsmission 1o this teoder 1T you select WO, we Oon intend 1o st & reponse’ you will be regueded (o

sate @ feasan. You can only cick en YES or B0 once. Tres i dane only for information puiposes and you will @il be abis o submit 3 verdor sulbsmintion cven if yeu originally
srlecied ihe WO option

e | -

4.2 Request a clarification on a tender
If you have questions about this tender, you can submit a request for clarification to UNOPS.

To submit a request for clarification of a tender, click the Request a clarification tab (under the Tender
information tab) and then the Request a clarification button.

@UNOPS 18
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A=
asourcingunops+ | Bgmall com 2017-10-24 0584 UTE

Your submission for UNOPS Tender RFP/2017/17875 - n n “

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali

Dran

Four sibmmmsion i =50 in Deeft satus. and you may conginue o add of &R mformstion. Yoo cen anly swubmit a vendor sisbmiasicn @ belore the dessliine

& TENDER INFORMATION VENDOR CONFIRMATION | VENDOR SUBMISSION EVALUATION CLARIFICATIONS

GENERAL INFORMATION TENDER PARTICLILARS EVALLATION CRITERRA, DOCUMENTS REVISIONS REQUEST A CLARIFICATION

@ Piaase nobe that any requast for darfcation that you suiomit here will anly be visibile to you and not any other vendor. Responses from LWOPS to this reguest for

clarification vwill bs poriedd Dy LINCPS in the: Revisions tah, wathout identifing the vendor that requestad It

o dama was fourd

Enter your question(s) and click the Submit clarification request button. The requests for clarification that
you enter will only be visible to you and not any other vendor.

Please note that the system will only allow you to submit clarifications prior to the deadline for clarifications.
This deadline can be found in the General Information tab.

Request a clarification
(B 2llieiz » sj@

I= ragerds 'o e debsersbies sscban af ma Teoms of Rederecces pases cordy whed o 1Fa sececied dels for e ss scisd cantecior to corpals de ree-si 852 id el g epo-)
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Once UNOPS responds to your request for clarification, it will be posted in the Revisions tab, under Tender
Information. Any responses to clarification requests will be visible to all vendors but they will not identify the
vendor that submitted such request to clarification.

Your submission for UNOPS Tender RFP/2017/17875 E

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali

Draft
Wour submission is still in Draft status and you may continue to add or edit information. ¥ou can only submit a vendor submission if before the deadline.

# TENDER INFORMATION VENDOR CONFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS

GEMERAL IMFORMATION ENDER FPARTICOLALARS ENMALUATICN CRITERLA DOCUBENTS REVISIONS REQUEST & CLARIFICATION

Clarifications

Clarification Diate published
1) In regardls 1o the deliverables section af the Terms of Reference, please clarify what B the expected date Tor the 200 7-10-24
selected contractor o complete deliverable #2 (detalled report)

The sxpected date to complete delverable ¥7 (detailed report) i 15 December 2017

=

All vendors who have expressed interest in a tender will receive an automatic email
tender.

notification each time UNOPS posls a response to a clarification, or an amendment to that

4.3 Submit a response to a tender

To respond to a tender, complete the requirements under the following tabs (note that some of these three
tabs might not display, depending on the specific tender):

* Questionnaires: requested information by UNOPS in the form of on-line questionnaires &
Document checklist: requested information by UNOPS by which vendors upload
documents.

* Financial offer details: requested price information by UNOPS (total financial offer,
currency)

These are all displayed under the Vendor submission tab.

Once all the required information has been uploaded, the display colour beside each tab will change colour,
from Red (0/7), to Green (7/7).
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Your submission for UMOPS Tender RFP/2017/17875 “ m n m

Provision of Explosive Threat Mitligation Tralning and Mentoring Services in
support of UNMAS Mali

Draft
Vour webrmission i sl in Draft st snd you rmay oonfinge bo odd or ed® inforea tion You can only whmit g werdor sebmission # before he deadine.

A TEMDER INFORMATION VENDOR COMNPIRMATION VENDOR SLBMISSION EVALUATION CLAR
CUESTICNNAIRES G ICLIMENT CHECKLIST [ MANICIAL OF ey - | MIT A
¥ Bidder Informatien Form i

4.3.1 Questionnaires

As part of the tender process, UNOPS may require vendors to complete information in the form of on-line
questionnaires.

Click on the Questionnaires tab to view the questions and enter your responses. When you have
completed the questionnaire(s), click on the Save button at the bottom of the page. Note that questions
marked with an asterisk (*) are mandatory.

L TENDGER INFORMATICOMN YENDOR COMFIRMATICMN VENDOR SUBMISSION
QUESTIONNARES [ DOCUMENT CHECKLIST [ SANCIAL OFFER DET o | WrT i
w Bidder Infarmation Farm ik

w 1. Full lagal name: of Esddar *

B IR | -

Short free bt queestion (max 300 characierz)

w1, WAL s wdd i T i B e T @] et? *

w3, Hez pour Sirmiorganization besn coniracied previcysty by UMOPST ©

ba

4.3.2 Document checklist

As part of the tender process, UNOPS may require you to submit documents as part of your response. This
could include documents such as your financial statements or specific forms. If there is a requirement to
upload specific forms (e.g. Form E: Proposal Submission Form) you will be able to download editable versions
of the forms in the Documents tab under Tender Information.

When you have completed the documents, click on the Documents checklist tab to upload your files to the
eSourcing system. You can upload files either by clicking on the Choose Files button or by dragging them
directly to the Or drop files here section. Note that you can upload more than one document against each
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document checklist if needed. The maximum allowed size for each document uploaded to eSourcing is 20 MB
(twenty megabytes).

Before you upload a file against a document checklist, the document name heading will display as orange
colour (if the document is mandatory) or blue colour (if it's optional). Once you have uploaded a file, the
document name heading will change to green.

Select & file to upload
el Fila | Hao f

Please note that if the tender is a Request for Proposals (RFP) there will not be a document checklist
requesting financial/price information. In an RFP you may only submit financial/price information through the
financial envelope section under the Financial offer details tab (see below section for more information).

4.3.3 Financial offer details
As part of the tender process, UNOPS may require you to complete the financial offer details of your offer.

Click on the Financial offer details tab and enter your details: total financial offer (mandatory field),
currency (mandatory), and comments (optional).

When you are done, click the Save button at the bottom of the page.
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VENDDOR SUBMISSION

FIMANCIAL OFFER DETAILS [0 i

Financial offer details

w Enter financial offer datails -

Total finarcial ofer *

CLarEny #

Chasscway 31000

If the tender is a Request for Proposals (RFP) there will be a Financial envelope documents section. You
can upload files either by clicking on the Choose Files button or by dragging them directly to the Or drop
files here section.
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4.3.4 Submit your vendor response

Verify that you have completed all the required information by checking that the boxes beside
Questionnaires, Documents checklist and Financial offer details are green.

Then, click on the Submit tab. After that, click the Submit button to send your response to UNOPS.

Note: the system will not allow you to submit unless all required information has been completed or if it is past
the deadline for submission, which is specified in the General Information tab under Tender information. If
you have not completed all information and/or it is past the deadline you will not be able to see the Submit
button.

Please therefore ensure you prepare your vendor response with sufficient time and care by progressively
adding responses to the questionnaires and uploading documents against document checklists once they are
ready. We suggest you allow plenty of time to complete all the information required. The system allows you to
save your draft responses to questionnaires, document checklists and financial offer details. Once your
response is complete and ready to send, you can click on Submit.
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Your submission for UNOPS Tender RFP/2017/17875 - - - -

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali

Drafy

P wiaken maion v skBl i Ovall skatus and grds may corlinus 1o sdd of sdil minemaime Fou can only ubred 3 verader uals=wwsrn § eloir B Sradivw

# | TENDER INFORMATION VENDOR CONFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS

QUESTIONMAIRES [EED DOCUMENT CHECKLET [ERf FMANCIAL OFFER DETALS [EER SLEAT

Trari Fou far (emp #Lng M infarmation for oo FEEQONEE I DY Chddr. Al riguinikd ARFTRIEE® Pldd "ne Sahibt B8 Bt gl WAl e ST gt RUSMELSA SbifE Chib
BUmGN Dbl (i ardar Ba1 il 12 B SorEcEres

Once you have clicked on Submit, your submission status will change from Draft (blue colour) to
Submitted (green colour)

gYou will receive an automatic email notification once you have submitted your vendor response.
4.3.5 Submit a response for a tender with lots

If the solicitation tender specifies that the evaluation will be done per lot (this would be explained in the
Tender information tab), the vendors will be able to make submissions per lot using the eSourcing
functionality.

If the tender includes lots, go to the Vendor submission tab and then click on Lots. You will see a number
of rows showing the lot number, description and a section called Vendor submission.

Under Vendor submission, the default setting will be “Bid” (green colour) for all lots.

Your submission for UNOPS Tender ITB/2017/17877 n “ “ “

Supply of laboratory and surgical products

Draft

Vo subsamission s STl in Deal sTatus and you iy oDninues 1o add of s informaaticn, You can anly subimd 4 vendod subimistion il before the deadling

L TENDER INFORMATION | VEMDOR COMARMATION VENDOR SUBMISSION | EVALUATION CLARIFICATIONS

LOTS QUESTIOHNAIRES [[E DOCUMENT CHECKLIST [ERER FINANCIAL OFFER DETAILS [EE SUBMIT 4

This SoliCiGagion erdler Mg imaliphe IoTs &% Kendified i e B Dedow You Can Dic Bor o OF imare 1005, IF poid ane ool Didding on 51 o8 phease select 'Na bid” (red olow’) n
the codusmin “Wendor submigsion’, using the slider bunton. Plesse note that i change powr bidino bid selecnon here, the information you have o provide in your submission will

be adpusted accordingly.

Lot niambsr Dasription Vandor submission
1 Laparsrary produts Em
i Surgicel products [ |
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If you are not interested in bidding for a specific lot, then move the slider button for that lot to the right until it
shows “No bid” (red colour). This will automatically remove the information that you need to submit in your bid
related to your bid i.e. it will adjust the Questionnaires, Document checklist and Financial offer details

tabs.

L. | TENDER INFORMATION VEMD:OR COMARMATION VENDOR SUBMISSION EVALLIATION CLARIFICATIONS

LOTS CUESTIONNAIRES [ DOCUMENT CHECKLIST (S8 AMANCIAL OFFER DETARS [ SLIBMIT &k

This Soliciation serder his Muliple 18s as kbentified in e 50 bekw. You can bid for ane o mone ket I you are st Didding on ail ks please sekecl Mo b’ [red colour) in

‘the column Vendor submiston’, using the sider butson. Pissss nooe thas I change your bidimao bid sekection hane, this RAETTISION OU Rave [ proysde in pour sutenision wil
be afusted actordingly.

wendor submission
1 Laboretgry produss KEn
5w LI i oedaTs =

Once that you have decided which Lots to bid for, complete the required information under the Vendor
submission tab and submit the vendor response using the instructions in section 4.3 of this guide. Please
note that if you have selected more than one lot to bid for, you cannot submit the bid until you have completed
all the mandatory information for all the lots you have selected to bid for.

4.4 Submit an alternative offer to a tender

The system allows you to submit alternative offer(s) if so specified in the Tender particulars tab under
Tender information. Note that alternative offer(s) can only be submitted before the deadline for submission
specified in the General information tab under Tender information.

After you have submitted a response to a tender and your status is Submitted (green color), you can submit
alternative offer(s) if so allowed for in that tender.

Go to the home tab d of the tender submission and click on the Submit an alternative offer button.

Your submission for UNOPS Tender RFP/2017/17882 “ m

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali

o sulien b i Sbemiterd atus and has Been asoesiiuly eceteed ly LINOET,

L TEMDER INFORMATION YENDOR CONFIRMATION YENDOR SUBMISSION EVALUATION CLARIFICATIONS
Pleate note thet pou must dick Be “Submit’ Bumes under the Submit tab Befare the terder desdiing in order for your SuBMIsTion 1o Be received By UNOPS, Orce dema, your
ticadr Sulmiidian wil digdliy 8 'SubmiRed’ (freen cdGur] in P Fhitul Bar W pda hdve Aot FuBTiRed you venddr ridpania Ehe TEbtud bif vl §EERE Ovaft |Blud Calow)

A new Draft vendor submission will be created. Please complete the required information under the Vendor
submission tab and submit the vendor response using the instructions in section 4.3 of this guide.
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Your submission for UNOPS Tender RFP/2017/17882 “ - - "

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali

Winidr wibress ko i st il in Do al® staas anil yos ey Coisimie T add or eds doomaiion Yo can onby satimil a e ndon salsmisskon i before (e dead line

L TEMDER INFORMATION VENDOR CONFIRMATION VEMDOR SLIBMISSION EVALUATION CLARIFICATIONS
ALTERMATIVE OFFERS

QUESTIONNAIRES n COCUMENT CHECKLIST - HHANCIAL OFFER DETAILS m SUBMIT &

> Bidder Information Form &

Once you have submitted the alternative offer, you will be able to view both your Original submission and
the Alternative offer(s) submitted.

Your submission for UNOPS Tender RFP/2017/17882 ﬂ

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali

submsea T

Yousr subsmission is in Submitted sanss and has besn successhully recetved iy URNOPS

L] TEMDER INFORMATION VENDOR CONFIRMATION VENDOR SUBMISSION EVALUATION CLARIFICATIONS

ALTERNATIVE OFFERS
Submission id St Created dite
Submitision #22159 Sunrrerned 200 7.10.24 11:32 UTC

4.5 View, edit and withdraw a vendor response to a tender

Once you have submitted a vendor response to a tender, you can perform the following actions: view, edit,
and withdraw your response(s). Note that you can only edit and withdraw before the deadline for submission
as specified in the General information tab under Tender information.

4.5.1 View and access your vendor responses

Once you have expressed interest in a tender in UNGM, you can access the tender details and your vendor

response in two ways:
+  Option 1 — through UNGM
*  Option 2 — through the UNOPS eSourcing system directly

Option 1 — through UNGM

Go to www.ungm.org and log in with your UNGM user name and password.
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Go to My Tenders on the left-hand menu and click on the View documents button next to the tender you
want to access.

& o
L Jmicd ru B
T ' o

You will be automatically transferred from the UNGM portal to the tender in the UNOPS eSourcing system.

Note that if you are not logged in to the UNOPS eSourcing system you will be prompted to log in using your
UNGM account details (email address and password). See section 3.3 of this guide for details.

Option 2 — through the UNOPS eSourcing system directly

Go to htips://esourcing.unops.org/ and log in using your UNGM account details.

Then click on the Home button.
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ssurcngunepse | gmalleom 2077-10-25 38 33 LC

MY TENDERS EE

This will display a list of all tenders that you have expressed interest in with the following information:

+ Reference: tender reference. To access the tender you are interested in, click on the hyperlink
showing the tender reference.

+ Title: tender title

» Date published: date the tender was published by UNOPS

» Deadline: deadline to submit a vendor response to the tender, expressed in UTC terms & Your
submission status. There are two possible submission status:

o Draft (blue colour): when you have not submitted yet a vendor response o Submitted
(green colour): once you submit a vendor response & Tender status. There are three
possible tender status:

o Open (green colour): when the deadline has not passed yet. o Evaluation (orange colour):
when the deadline has passed and UNOPS is making an evaluation of the vendor
submissions received. You cannot submit a vendor response once the tender status is on
Evaluation.

o Finalized (blue colour): when UNOPS has already finalized the evaluation and determined
the results.

o Cancelled (gray colour): when the tender has been cancelled by UNOPS.

You can also filter the results by clicking on the Filtering criteria section.

You can sort the tenders according to their reference, title, date published and deadline by clicking on the
column heading.
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TENDERS
(e

Balmranre Title - e e EER I - P Tt

4.5.2 Edit a vendor response

You cannot edit a vendor response that has been submitted. In order to edit your response, you must first
withdraw your submission (see next section of this guide). Once your submission is withdrawn, the status will
change from Submitted (green colour) to Draft (blue colour), and you will be able to edit the content.

When you are finished editing your vendor response, remember to submit the response again (see
instructions in section 4.3 of this guide). All vendor responses must be submitted before the deadline for
submission, which is specified in the General Information tab under Tender information.

N
You will receive an automatic email notification every time you submit a vendor response.

4.5.3 Withdraw a vendor response

At any time before the submission deadline you may withdraw a response that you have already submitted.
Select the tender you would like to withdraw your vendor response from. Then, go to the Vendor submission
tab, then Submit tab and click Withdraw submission.

@UNOPS 30



UNOPS eSourcing vendor guide

Your submission for UNOPS Tender ITB/2017/17877

Supply of laboratory and surgical products

Submitted
Your submission is n Submited swous and hes been successiully recensed by UROPS
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LOTS QUESTIONNAIRES [EZR DOCUMENT CHECELIST B33 FINAMCIAL OFFER DETAILS KR SLBMIT

Thani you for SUbmRTING Your MESPONSE ©a this tender. Please note that you may wikhdraw your submission acany ime before the cender deadline by dicking the buton below. if
you withdraw the submission you may continue to adit it and may resubmit at sy time before the desdiine.
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If you have submitted alternative response(s) to the tender, you may also withdraw them. You may also
withdraw the original vendor response. Note that if the original response is withdrawn then all the alternative

responses will be withdrawn.

5. RESPOND TO UNOPS EVALUATION CLARIFICATIONS

After you have submitted a submission to a tender, UNOPS may request a clarification of your submission.
UNOPS issues any clarifications after the deadline for submission has passed, i.e. during the tender

evaluation stage.

gYou will receive an automatic email notification if UNOPS requests an evaluation clarification from
you. Please respond to any UNOPS requests for clarification in a promptly manner.
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5.1 View evaluation clarifications
Access the tender through the direct link in the clarification email you received, or go to the Evaluation
clarifications tab of the tender.

Your submission for UNOPS Tender RFP/2017/17875 - - n -

Provision of Explosive Threat Mitigation Training and Mentoring Services in
support of UNMAS Mali

Sulbmitted

¥our submission ks in Sebemited s and hes been Seooessfully received by UMOPS

L TENDER INFORMATIOM YEMDOR CONFIRMATION VEMDOR SUBMISSION EVALUATION CLARIFICATIONS

LIRS
JT-10-24 1916 UTC
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5.2 Respond to an evaluation clarification
In the Evaluation clarifications tab, click on the Reply button.

This will open a text box where you can type in your response. You can also upload documentation if
requested by clicking the Choose files button. Click the Submit button when you are done.

# TENDER INFORMATION VENDOR COMFIRMATION YEMDOR SLIBMISSION bl LATRON CLARIRCATIONS
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6. CHECK TENDER STATUS AND RESULTS

6.1 Check tender status

@UNOPS 32



UNOPS eSourcing vendor guide

If you would like to check the status of any of the eSourcing tenders that you expressed interest on, go to
https://esourcing.unops.org/ and log in using your UNGM account details and click on the View my tender
submissions button. Or if you are already logged in, go to My tenders.

The Tender status will show in the right column of the table. There are three possible tender statuses:

*  Open (green colour): when the deadline has not passed yet.

+ Evaluation (orange colour): when the deadline has passed and UNOPS is making an evaluation of the
vendor submissions received. You cannot submit a vendor response once the tender status is on
Evaluation.

»  Finalized (blue colour): when UNOPS has finalized the evaluation and determined the results. If there
have been any contracts awarded as a result of this tender, the Finalized button will also have an
hyperlink to the UNGM contract awards page (see section 6.2 for details).

+ Cancelled (gray colour): when the tender has been cancelled by UNOPS.

N
If you submitted a vendor submission for a tender using eSourcing, you will receive an automatic

email notification once UNOPS has finalized the tender evaluation. This email will inform you on
the outcome: whether you have been short listed or not (in EOl and PQ tenders) or whether you
have been awarded a contract or not (in solicitation tenders: RFQ, ITB, RFP). These automatic
emails will also include the contact details of the UNOPS personnel responsible for the tender if
you would like to seek further information. And in case there have been any contracts awarded as
a result of this tender it will also provide a link to the UNGM contract awards page (see section 6.2
for details). If a tender has been cancelled and you have expressed interest, you will receive and
aumatice email notification.

6.2 Check contract awards

When UNOPS has finalized the evaluation of a tender using eSourcing and there have been any contract
awards made resulting from the tender, it will publicly publish the main details on the UNGM contract awards

page.

To access the page, go to https://www.ungm.org/Public/ContractAward.

Search the contract award you are looking for by either: title, description, reference, supplier, or award date.
You can also search by additional criteria (UN Organization, country/area, or UNSPSC codes) if you click on
the Show more criteria button.

Note: if you already know the eSourcing tender reference (e.g. RFP/2016/124) you can insert it in the
Reference field of the UNGM contract awards page. The eSourcing reference is the same as the contract
award reference to facilitate linkages amongst the two.

Once you have identified the contract award you are interested on, click on the hyperlink with the title. This
will open a new screen showing the following information distributed in four tabs:

* General: shows general information about the contract award (title, UN Organization, reference, award
date, contract value in USD, description) and the beneficiary countries the award relates to.

«  Supplier: name of the awarded supplier. Note: in exceptional circumstances, UNOPS may decide to
withhold the name of the supplier for security reasons.

+ Contacts: contact details of UNOPS personnel in charge of the award. & UNSPSC: category code(s)
related to the award.

7. CONTACT AND RESOURCES
7.1 UNGM
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For more general information please visit www.ungm.org
For further assistance on the UNGM vendor registration process:

* Use the Help functionality available on the site

*  Check the Frequently Asked Questions (FAQ) section on the site

7.2 UNOPS eSourcing

For more general information about UNOPS please visit www.unops.org

For general information about UNOPS procurement please visit
https://www.unops.org/english/Opportunities/suppliers/Pages/default.aspx

For further assistance on the UNOPS eSourcing system:

» Use the Help functionality available on the top left corner of the site. You can also access it directly on
this link: https://esourcing.unops.org/#/Help/Guides

+ Check the Guides, Videos and Frequently Asked Questions (FAQ) included in the Help functionality

N
Contact the UNOPS Helpdesk at: esourcing@unops.org. Please provide your UNGM user name, your
UNGM Registration Number and the tender reference (e.g. RFP/2016/296).

8. GLOSSARY

This glossary defines the important terminology used in this document.

Request for Expression of Interest is a sourcing method by which an advertisement
is made to identify suppliers that wish to participate in a future solicitation.

EOI Information provided by interested suppliers is assessed and suppliers are
considered for inclusion on the short list of companies that are invited to submit
detailed offers/proposals.

Invitation to Bid is a formal method of solicitation where prospective suppliers are
requested to submit a bid for the provision of goods or services. Normally used when
the requirements are clearly and completely specified. The evaluation methodology
applied is lowest priced, substantially compliant offer.

ITB

Pre-qualification is a formal sourcing method to assess suppliers against predetermined
PQ criteria included in the invitation for Pre-qualification. Only suppliers who meet
established criteria are invited to submit detailed offers/proposals.

Request for Information is an instrument to conduct a market survey in order to
RFI obtain information that can be used to identify available or potential solutions for
fulfilling identified needs.
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RFP

RFQ

Tender

UNGM

UNOPS

UNSPSC

9. KEY RECOMMENDATIONS FOR VENDORS USING UNOPS eSOURCING

Request for Proposal is a formal method of solicitation where prospective suppliers
are requested to submit a proposal for the provision of goods, works or services,
based on the specifications, statement of work, or terms of reference included in the
solicitation documents. Normally used in cases where the requirements are complex,
cannot be clearly or completely specified, and where detailed technical evaluations
are to be performed, and/or where pricing or cost may not be the sole basis of award.
RFPs are conducted through a “two-envelope” system, by which technical and
financial proposals are submitted separately. The evaluation methodology applied is
combined analysis of technical and financial proposals.

Request for Quotation is an informal method of solicitation whereby suppliers are
requested to submit a quotation for the provision of goods or services. Normally used
for standard, off-the shelf items, where the value of the procurement falls below the
established threshold for formal methods of solicitation. The evaluation methodology
applied is lowest priced, most technically acceptable offer.

For the purpose of this guide, tender means any of the following procurement
methods: Request for Quotation (RFQ), Invitation to Bid (ITB), Request for Proposals
(RFP), Request for Information (RFI), Request for Expressions of Interest (EOI), and
Prequalification (PQ)

United Nations Global Marketplace is the common procurement portal of the United
Nations system of organizations.

United Nations Office for Project Services is an operational arm of the United Nations
supporting implementation of partners’ peacebuilding, humanitarian and
development projects around the world.

The United Nations Standard Products and Services Code (UNSPSC) is an open,
global, multi-sector standard for classification of products and services to aid in
procurement spend analysis and procurement optimization

Please see below our key recommendations for vendors in using the UNOPS eSourcing system.

Register as a

This is important as you must be registered as a UNOPS
vendor in UNGM in order to submit vendor responses to
tenders carried out with the UNOPS eSourcing system. If you

_UNOPS vendor are already registered, please ensure that UNOPS is
in UNGM amongst the UN organizations in your UNGM profile.
See section 2 of this guide for details.
After searching for tenders that might interest you,
remember to click on the Express interest button in UNGM.
E All vendors who have expressed interest in a tender will
. xpress_ receive automatic notifications about the tender, such as
:nte(:est ina when the deadline for submissions is approaching, or when
ender

clarifications or amendments to the tender have been added
by UNOPS.

See section 3.1 and section 3.2 for full details
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View tender
details,
especially the
submission
deadline

Inform UNOPS
whether you
intend to
submit or not

Request
clarifications
on a tender if
you have
questions

Save your
submission in
draft and don’t
wait for the
last minute

Respond to all
UNOPS
evaluation
clarifications
in a promptly
manner
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Remember to review all the details of a tender before
responding to it. If you want to submit a response to a tender,
you must do so before the submission deadline. The
Deadline is under the General information tab of the
tender.

See section 3.3 for full details.

It is important for UNOPS to know in advance of your
intention to submit or not a vendor response to the tender as
that is very useful information for our procurement process.
Please do this through the Vendor confirmation tab.

See section 4.1 for full details.

If you have questions about a tender, you may request a
clarification from UNOPS. You have to do this before
the Deadline for clarifications which is under the
General information tab of the tender. See section 4.2
for full details.

You may progressively save information as you complete it
(i.e. responding to online Questionnaires or uploading
documents against the Document checklist) and save your
submission as Draft. Don’t wait for the last minute to
complete your submission as you cannot submit a vendor
response after the Deadline has passed. Once you have
completed all the information, click the Submit button.

See section 4.3 for full details.

After the deadline for submission has passed, UNOPS may
send you a request for clarification during the evaluation
process. Please response to these evaluation clarifications
in a promptly manner.

See section 5 for full details.



