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REGISTRATION PROCESS ON UNGM

STEP |: CREATION OF YOUR UNGM ACCOUNT

Go to www.ungm.org and click on the ‘Login and New Registrations’ tile.

=
- Jhebhdballhs

Welcome to the UNGM

Login and New Wl Business 25
Registrations Opportunitiesﬁ% :
- —

UN Staff Area Contract Awards

Click on the ‘New registration’ button.

UNITED NATIONS

English ~ Register + Login - -
GLOBAL MARKETPLACE el & & Search UNGM

@)

Home

Jr— Existing account login

Code of conduct
Terms & Conditions Password *

Tender notices.

Contract awards Remember me?
Knowledge centre Forgotten password?

UNSPSC
Log in
FAQs

Press release

® If you do not have an account yet, you can register by clicking on the "New Registration' button below.

New Registration
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Please select the type of registration by clicking on the relevant box. If you are a company,
please click on the ‘Companies’ box.

UNITED NATIONS

English ~ Register » Login Search UNGM
GLOBAL MARKETPLACE

@

Home Please select the type of registration by clicking on the relevant box below.
About UNGM The Individual Consultant registration is suitable for the following types:
Registration process 1. Commercial contractor

2. Individual consultant - Registration as an Individual Consultant is suited for individuals who are interested in providing time and deliverable bound services

Crilae i for limited duration contracts associated with projects. Typically for organisations such as UNOPS and UNDP.

Terms & Conditions 3. Landlord - Registration as a Landlord is suited for individuals that are owners or possessors of an estate in land or rental property and are interested in

—_— leasing or renting real estate property to an organisation of the United Nations.

Tender notices 4. Sole proprietor - Registration is a type of business entity that is owned and run by one natural person and in which there is no legal distinction between the
Contract awards owner and the business.

Tander Alert Service The Company registration is relevant for licenced businesses which can provide relevant products and services to United Nations Organisations.

Knowledge centre The UN Organization registration is limited to United Nations staff and requires a valid and active UN email address.

UNSP5C

Help Centre The vendor will also be requested to read the Supplier Code of Conduct (SCC) and be informed that in order to be able to register as a potential vendor to the UN,

the SCC must be acknowledged.
Press release

Links to the guides which will contain detailed information will also be provided.

United Nations
Organization a
International

Individual Consultant Company (or on behalf
(not associated with a of a company) / NGOs
company)

Organization
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Introduce your company details and accept the UN Supplier Code of Conduct.

Please provide your company name as written in your company's Certificate of Incorporation.
If an error message appears informing you that a company with a similar name already exists,

please contact us.

Then, click on the ‘Send the activation link’ button.

{‘_4\:} UT“-I::D N_,L\TIO\NT Engish Register « Login Search UNGM

Company registration

UN Supplier Code of Conduct

Home

About UNGM

Registration process Please download and read the UN Supplier Code of Conduct.

To register your interest in doing business with the United Nations and its organizations, you are required to acknowledge that the UN Supplier Code of Conduct provides the minimum standards
expected of suppliers to the United Nations and ts organizations.

Code of conduct

Terms & Conditions

Tender natices

Comract swarss Company registration
Tender Alert Service = denotes required field

Basic company details
Knowledze cenmre. Basic company detalls

UNSPSC
Company Name *

Help Centre

Press release
License Number

Help

Country = Type & Country/erritary name

@

Company Director details

First Name *

Last Name *

User account creation
The contact data in previous step and the user are the same.

First Name *
LastName ®

Email address *
Confirm email addrass =
Password *

Confirm password *

How did you hear about UNGM

Source ™ v

%a-e =ad and acknowledge the LN Sugglier Code of Conduct as the minimum siandards expectsd of suppliers to the United Nations and its organizations

Send the activation link - g

© 2018 - United Nations Glabal Marketplace + Terms and Conditions
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STEP 2: ACTIVATE YOUR UNGM ACCOUNT

Once you have created your UNGM account, please do not forget to activate it.

{Z:i UNITED NATIONS

GLOBAL MARKETPLACE

Activate your account

Please activate your account to get access to all the functionalities of UNGM

Engien ~ [ & - Search UNGM

Home

T MY UNGM REGISTRATION - STATUS

Registration process

Code of conduct o 2 3 4 M
Terms & Condidon: Account created Account activated Registration started Registration completed Registration submitted
Tender notices but not submitted

Contract awards

Tender Alert Service

¥nowisdgs cantre

UNSPSC

Help Centre

e — Please activate your account

Click the link in the email we sent 1o diane.valentin2+2510@gmall.com to activate your account.
Make sure 1o check your spam folder. The sender is no-reply@ungm.org

1T would like to change | > I have not received the email,
my email address. please resend it to me

Go to your personal email inbox, where you should have received an email from UNGM
containing an activation link. Please activate your UNGM account by clicking on the
‘Activate’ button.

UNGM Account Activation - Welcome to the UNGM I inbox « & B

UNGM <no-reply@ungm.org> 2:24 PM {13 mimutes ago) Y -

UNITED NATIONS

GLOBAL MARKETPLACE

UNGM Account Activation

To confirm your email address, just click the button below

If clicking the button does not work, just copy and paste the URL below
into your web browser

hittps:ifwwwiests ungm org/Account/Account/Activate 7e=458293a2-3117-
436a-Gef5-0cTaall965c2

“Your usermname is :

“Your UNGM numier is available under your dashboard once you have
aclivated your account

United Nafions Global Marketplace @ 2017
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If you have not received the activation email, please note that you can resend it to yourself.
You can either do it from the ‘l have not received the email, please resend it to me’
button:

{:3) | UNITED NATIONS
}‘,,L; D HATIONS tgn~ B o

Activate your account

Please activate your account to get access to all the functionalities of UNGM

Search UNGM

Home

MY UNGM REGISTRATION - STATUS

About UNGM

Registration process
e —— (1] 2 3 4 v

TETELETE e Account created Account activated Registration started Registration completed

but not submitted

Registration submitted
Tender notices

Contract awards
Tender Alert Service
Knowledgs centre

UNSPSC

Help Centre

Press release

Please activate your account

Click the link in the email we sent to diane.valentin2+2510@gmail.com to activate your account.
Make sure to check your spam folder. The sender is no-reply@ungm.org

1 would like to change | > I have not received the email,
my email address please resend ittome

Or from your UNGM inbox accessible from the little envelop symbol in the top right side
of the page:

f‘.‘“ UNITED NATIONS
L¥7 | GLOBAL MARKETPLACE

English v‘ < ' Q - Search UNGM
Inbox

Please activate your account to get access to all the functionalities of UNGM

Lloms ‘ @ UNGM uses internal messaging for security reasons. Here you will find all UNGM related messages. ‘

About UNGM

Registration process

Knowledge centre
UNSP5C
Help Centre

Press release

Tender Alert Service

Showing 1 of 1

Received items ~ Sentitems
Code of conduct
TS B Received between and
Tender natices From
Subject
Contract awards
Body

Subject

UNGM Account Activation -
Welcome to the UNGM

From

no-reply@ungm.org

»

Attachments Date

25-Oct-2018 14:24 (CET)

Body

Messages related to account activation
cannot be displayed here for security
reasons.
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- Vendor Your UNGM account has been successfully

If you have not received the activation email because you have provided an incorrect email
address when creating your account, please note that you can amend the provided email
address from the ‘l would like to change my email address’ button:

@) |numep naTions o PO —

Activate your account

Please 3CTIVATe yOUr 3CCOUNE t get access to all the functionalities of UNGM

Home

[ MY UNGM REGISTRATION - STATUS

Registra o5z

e (1] 2 3 4 v

e EE e Account created Account activated Registration started Registration completed Registration submitted
but not submitted

Please activate your account

Click the link in the email we sent to diane.valentin2+2510@gmail.com t activate your account.
Make sure to check your spam folder. The sender is no-reply@ungm.org

Iwould like to change | > I have not received the email,
my email address. please resend it to me

Help

@

Once your UNGM account is activated, you should be redirected to the following page. Click
on the ‘Complete the registration’ button to complete the UNGM registration. You can
also click on the ‘Registration’ link in the left-hand menu:

Vf"’f‘ UNITED NATIONS English ~ KM O Search UNGM

L3 | GLOBAL MARKETPLACE

Account activated

Home

MY UNGM REGISTRATION - STATUS

About UNGM

Registration process

Code of conduct o o 3 4 v

Terms & Conditions Account created Account activated Registration Registration Registration

Tender notices started comp\etecj but not submitted
submitted

Contract awards

Tender Alert Service

Knowledge centre

UNSPSC

Dashboard
Settings -
Registration actlvated!
Vendor documents

My TAS

Tips > Complete the registration |
My Business Seminar 7
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In order to log into your UNGM account, please click on the ‘Log in’ link at the top right-
hand corner of the page or on the ‘Login and New Registrations’ box in the homepage.

(@) |UNITED NATIONS g e« L

Welcome to the

Logih and New | ENE
Registrations Opportunities

2

UN Staff Area

Help

AN

You will need to use your username which is the email address you registered with and
your password. If you do not remember your password, please use the ‘forgotten
password’ functionality.

@) DN AN frgn  feger g
Home

Existing account login
About UNGM - -

Registration process Email address *

Code of conduct
Terms & Conditions
Password *
Tender notices
Contract awards

Knowledge centre Remember me?

UNSPSC
FAQs
Press release a
T
T
® If you do not have an account yet. you can register by clicking on the ‘New Registration’ button below. @

New Registration

Provide your email address/username and click on the 'Submit' button.

Forgotten your password?

Froe ‘ @ Change your password in three easy steps. ‘
About UNGM
Registration process @ Enter the email address which you use as your username below.
@ Click the link which you will receive in an email and reset your password.
Coge of conduct @ Loginto your account with your username and newly created password.

Terms & Conditions

Tender notices Existing account login
Contract awards

Knowledge centre Emaladdress *

FAOS
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An email containing a link to reset your password will be sent to your email address. This link
will be valid only for | hour for security reasons. If you have not received any email from
UNGM, please check your spam folder as UNGM emails may be considered as such. Click on
the link provided in this email and follow the on-screen instructions to reset your
password. Provide your new password and click on the ‘Change password’ button.

{2} | UNITED NATIONS

Forgot Password

Home
About UNGM

Registration process

Code of conduct

Terms & Conditions

- Confirm new password
Tender natices

Contract awards

Knowledge centre Change passward, [3

You should now be able to login with the newly created password.
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STEP 4: COMPLETE YOUR VENDOR REGISTRATION FORM IN UNGM

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.

In order to successfully complete the registration process, please provide the required details
and click on the ‘Save & continue’ button for each of the 6 steps. After clicking the ‘Save
& continue’ button, the provided details will be saved and you will be automatically
redirected to the following step of the registration process.

The asterisk (*) indicates information that is required to complete the step.

@ USRI = o

<

Vendor Registration

[1] 2 3 4 5 6 v

General Address Registration type Contacts Coding Declaration What's next?

General company infermation Company's Contact Infermation

Sunshines Ltd Teleghane courtry code* Type a countrylterritory name

Vendar Fa country eade Type 2 counirylterritory name

License numbser * 2131245548
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I. General

Under ‘General’, please provide basic details about your company.

It is important to type your company name in the same way as it appears on your certificate
of incorporation or any other legal document relating to the formation of your company or

corporation.

The license number refers to the number that all legally operating businesses have which
permits them to function in the city and/or country where they are located.

Once you have completed the step, click on the ‘Save & Continue’ button in the bottom
right of the page.

(@) | UNITED NATIONS . o

Vendor Registration

(1] 2 3 4 5 6 v

General Address Registration type Contacts Coding Declaration What's next?

212548548

Save & Continue = 0

2018 - United Nations Global Marketplace + Terms and Conditions
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2. Address

Under ‘Address’, please provide your company’s address information.

Once you have completed the step, click on the ‘Save & Continue’ button. If you wish to
go back to the previous step to edit some information, click on the ‘General info’

button.

fe) UNITED NATIONS
8 closar marks ;

Vendor Registration

o—o 3 4 5 6 v
General Address Registration type Contacts Coding Declaration What's next?
Bl
ine Warm
e
Dashbica
e [ Type a countryferritary name
£
Copenhagen
Benmark
" 2100
< Generai Inf
© 2013 - United Nations Global Marketplace » Terms and Conditions
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3. Registration type

Under ‘Registration type’, please inform whether you prefer to do business only in your
country or if you prefer to do business internationally. Click either on ‘National’ or

‘International’.

Once you have completed the step, click on the ‘Save & Continue’ button. If you wish to
go back to the previous step to edit some information, click on the ‘Address’ button.

?uj_'lt} !JV‘\J:T[D N‘/\TI.L"-V.\S Engash =] u

Vendor Registration

o 0 9 4 5 6 v

What's next?

General Address Registration type Contacts Coding Declaration

@ Select National if you prefer to ¢o business only In your country.
Select International if you are also interested in doing business outside the barders of the country in which your company is registarad. Remember to include your own country in the list

!
National @ International

Vendor

Dashboar Country/areas of business

Help

© 2012 - United Nations Global Marketplace « Terms and Conditions

12 | Copyright © 2018 United Nations Global Marketplace. All rights reserved



4. Contacts

Under ‘Contacts’, please provide your own contact details.

Once you have completed the step, click on the ‘Save & Continue’ button. If you wish to
go back to the previous step to edit some information, click on the ‘Registration type’
button.

3} UNITED NATIONS . I
) E RKE ¥ g [ &

Vendor Registration

o © © 0 5 8 s

Genera Address Registration type Contacts Coding Declaration What's next?

< Registration Type

Please note that you can also invite/add colleagues to your company’s account on UNGM
at the ‘Contacts’ step. They will receive a link to the account and will be able to log into the
account in future with their own email address and password. To invite colleagues to the
UNGM account, click the ‘Invite another contact’ button at the bottom of the page.

Danmark (+45) v

ERECRERICIES

heir email address. They will be able t creste their own access to the account. Do not share your email address and password.




5. Coding

Under ‘Coding’, please select codes which best describe the goods and/or services
which your company is able to provide following the UNSPSC classification for products and
services.

Search for new UNSPSC codes either by typing keywords or using the trimmed tree
classification. To select a code, tick the checkbox next to the code.

If you are unable to find the correct codes for your products and services, please contact us
at registry@ungm.org and provide us with a description of the products/services.

Once you have completed the step, click on the ‘Save & Continue’ button. If you wish to
go back to the previous step to edit some information, click on the ‘Contacts’ button.

q\} U ’.J ‘T'_[J N ATIONS Erg ]

Vendor Registration

© © © © s v

Genera Address Registration type Comacts Coding Declaration What's next?

software Clear riter (AP

©2018 - Unitad Nations Giobal Marketpiace - Terms and Conditions
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6. Declaration

The declaration of eligibility is a formal and explicit statement on behalf of your company.
Under ‘Declaration’, please review the seven statements and select the most appropriate
option by ticking the corresponding checkbox.

Once you have completed the step, click on the ‘Save & Continue’ button. If you wish to
go back to the previous step to edit some information, click on the ‘Coding’ button.

{e3) UN:T[IEJ NATIONS Eng' 1 G

Vendor Registration

o © © L © 0 s

General Address Registration type Contacts Coding Declaration What's next?

Declaration of eligibility

‘ @ Please review the following seven (7} conditions and select one of the options provided
unshines Lid is 196 3 company or associsted with & company or individus! prohitited [rom being engage

@ 2018 - United Nations Global Marketplace - Terms and Conditions
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Once you have clicked on the ‘Save & Continue’ button, you will have successfully
completed your registration and will redirected to the ‘What next?’ step.

JNITED NATIONS
GRAL MARKETPLACE

Vendor Registration

= © © © L4 © L6 9
General Address Registration type Contacts Coding Declaration What's next?
e [ [cat m

MY AGENCY SUBMISSIONS
You are now Thank you. Yaur ven

registered with
Vendor
o 29

agencies

Tender Alert Service - CONNECTING Vendors to Tenders

Right now

Ready to do business ?

23 -

Show me more!

active tenders in

U

< Dedlaration of eligibility

- United Nations Global Marketplace - Terms and Conditions

In case you see the following screening with a message informing that a duplicate account has
been identified, please contact us immediately at registry@ungm.org.

(@) | UNITED NATIONS

Vendor Registration

We suspect this is a duplicate account. We will review your information and contact you within the next 2.2 days. Please do not register again unti we have been in touch. If you need to register urgenty, please contact us at
registry@ungm.org or uze the Help button on the site
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STEP 4: MANAGE AGENCY SUBMISSIONS

Under the ‘What’s next section’, you will be able to see the number of UN organizations your
company’s profile is registered with. To find out more about your company’s registration with
UN agencies, click the ‘Manage agency submissions’ button or the link in the left-hand
menu.

(g} UNITED NATIONS ,
“;ﬂ SLOBAL MARKETPLACE Engi (=2 o

Vendor Registration

o 124 © O

General Address Registration type Contacts Coding Decleratian What's next?
con [ ] o Fan [n |

MY AGENCY SUBMISSIONS

registered with

agencies

iy oo Tender Alert Service - CONNECTING Vendors to Tenders
Right now

- Ready to do business ?

23

active tenders in

Ui

Show me more!

< Declaration of eligibility

nited Nations Globial Marketplace « Terms and Conditions.

You will be redirected to the ‘Manage agency submissions’ page where you can check your
registration status with UN agencies.

Depending on where your company is registered and/or the type of products and services
your company can provide, the number of UN organizations with whom you can register may
vary. The system is intuitive and your company’s profile will be matched automatically with
relevant UN agencies.
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If you place your mouse over the information symbol next to the status, you will be able to
see a description of the registration status with a specific agency.

o) UNITED NATIONS - il
(@) ChED RATIO] - § a

Manage Agency Submissions

MY SUBMISSIONS

Asian Development Bank -
Submitted (7) Agency does not use this level Agency does not use this level m
can Development Bank Group

submitted (§) Agency doss not use this level Agency does not use this level

You can always withdraw your submission with UN agencies if you are not interested
in doing business with some of them. In order to do so, click on the ‘withdraw’ button in
the right side of the page.

() UNITED NATIONS ks & o

Manage Agency Submissions

My SUBMISSIONS
Ol Compr: s Submitted (7) m
- d® m =
. ¢

Some UN agencies use additional level of registrations. If a specific agency uses registration at
level | and/or 2, you will be able to access the registration form for this level from the ‘Manage
agency submission’ page.

Intemational Aromic Energy Agency

Registered () Complete level 1>

Please do not forget to submit your completed registration to the UN organizations
matching your company’s profile by clicking on the ‘Submit registration’ button.
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STEP 5: CHECK YOUR STATUSES AND UNGM NUMBER IN THE DASHBOARD

You can also have a quick overview of your registration statuses with the different UN
agencies under your dashboard. You can find all details regarding your UNGM account
under your dashboard such as your UNGM number.

Click on the ‘Dashboard’ link in the left-hand menu to access your dashboard.

@ e o G e

My Dashboard

MY UNGM ACCOUNT NEEDHELP?

moer: 520214

250002013 14:49:34 FAQs

MY UNGM REGISTRATION - STATUS

o 24 © O ]

Account created Account activated Registration started Registration completed but not Registration submitted

Tender Alert Service - CONNECTING Vendors to Tenders
Right now

23

active tenders in

TEL

Ready to do business ?

Show me more!

MY AGENCY SUBMISSIONS

Agency Basic level Level 1 Level 2

WHO Regmiered
25-Dce-2018

If you wish to participate in a specific tender notice, please ensure that you are
registered with the UN agency issuing the tender.
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REGISTER AT LEVEL 1 AND/OR 2

You might also consider registering at level | and level 2 on UNGM. These registration levels
are optional and refer to different thresholds for awarded contracts. Some UN organizations
use these registration levels while others do not. The system is intuitive and will submit your
registration automatically to the UN organizations maintaining these levels.

When participating in a tender, please check carefully the minimum registration
level required by the UN organization.

Once you have submitted your registration at basic level, you will find a link to the level |
registration in the left-hand menu. Similarly, once you have completed and submitted level |
registration, you will find a link to level 2 registration.

For further guidance, please read the level | and 2 registration guide.

Level 1 Registration

Home

Your Level 1 registration is not yet complete. Provide the required information to complete your registration.
About UNGM | ‘

Registration process

Code of conduct

—— Allinformation is completed. = More information is required in this section.  * required field
Terms & Conditions i “ £

Tender natices

Contract awards Documentation » References » Company information

Knowledge centre

e Certificate of incorporation
FAQs

P Please upload your company's Certificate of Incorporation or a similar legal document which relates to the formation of your company.
Video Guides

Scam Alert select file *’

Vendeor
Optional documentation
Dashboard
Settings You are encouraged to upload further documentation that provides additional details on your company.
Registration These can for example be:
¥ Level 1

- Certificate of quality standards you adhere to and evidence of guality control programmes (ISO certification or equivalent).

- Evidence that your company is woman-owned, if applicable (i.e. 51% owned by one or more women).

- Documentation and information to demaonstrate sufficient production and export capacities and international scope of operation ta supply regional or international markets including
My tanders proof of exports such as shipping/freight documents or relevant licenses to operate husiness

- A copy of your Code of Ethics and/or Anti-Fraud Compliance Programme, or equivalent.

- Evidence of your company's Corporate Social Respansibility programmes, for example including environmental management policies and certifications, policies adhering to social
Tender Alert Service standards, such as IS0 14000 certification, Global Compact principles, etc.

Add another document -

Vendor documents
My Contracts

UNSPSC changes

®© 2015 - United Nations Global Marketplace » Terms and Conditions
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ACCESS TO BUSINESS OPPORTUNITIES

SEARCH FOR TENDER NOTICES

From the UNGM homepage, click on the ‘Business Opportunities’ box or click on the
‘Tender notices’ link in the left-hand menu. Click on the ‘show more criteria’ button on the

upper right side.

Welcome to the UNGM

Login and New Business Tender Alert Service
Registrations Opportunities

Gain online access to all tender
opportunities published by UN
agencies on UNGM

UN Staff Area ledge Centre

=
]
=

a%n

You can filter the notices by UN organizations, UNSPSC codes, dates...

7y | UNITED NATIONS .
EQ:"‘} GLOBAL MARKETPLACE egizn v B0 o

Search tender notices

Home ‘

Beware of scams requesting payment for registration as a vendor and promising guarantees of contracts. For more information, please click here. ‘
About UNGM

Registration process
Title Show more criteria
Code of conduct 1 ’
———
Description

Terms & Conditions
Reference

> Published between and | 03-Aug-2013

Contract awards

Deadline between 03-Aug-2013 and
Knowledge centre Clear all
UNSPSC
FAQs
& Displaying results 1 to 15 of 395
Video Guides %‘
A H " - e
Scam Alert Title Deadline Published UN Type of Reference Beneficiary
organization notice country ®
Vendor - - ) :
Ejecucién de Obra del nuevo Establecimiento 10-Sep-2015 03-Aug-2015 UNOPS Invitation to Licitar PEOC/15/95655/2398 Peru
Dashboard Penitenciario de Arequipa-Peru 2359 bid MINJUS
Settings .
Ejecucion de Obra nuevo Establecimienta 10-Sep-2015 03-Aug-2015 UNOPS Invitation to PEOC/15/95655/2397 MNJUS Peru
Registration Penitenciario de Ica - Peri 2359 bid
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For certain procurement notices, you might notice a button in the left-hand. It means that
these procurement notices require electronic submission.

If this is the first time you view the notice, you will see a blue ‘Express interest’ button. If
you have already expressed interest in the tender, you will see a green ‘View documents’
button.

25-0c1-2018 UN-Women Request far RFP/PAK30/2018/00824 Pakistan
propasal

24-0c1-2018 FAD rwitation to 2018/ABCDETCERD/100182  Unized Kingdem

quotation destinations

24-0ct-2018 FAO nwitation to 2018/CSAPC/TCERD/100120  United Kingdem

In case of first access, click on ‘Express interest’ to notify the UN agency that you are
interested in participating in this tender. After a few seconds, the button will change in a green
button ‘View documents’.

Click on this ‘View Documents’ button (on the left side) to gain access to the tender
documents.
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TENDER ALERT SERVICE

The Tender Alert Service is an added service for vendors who would like to be notified
of relevant tender notices via email. With the Tender Alert Service, you can receive
notification of relevant business opportunities that match your company's
products and/or services directly to your email address.

This service is provided at a fee of USD250 per year. You can also access tenders free of
charge under Tender Notices.

(@) | UNITED NATIONS egan > [ o Seareh UNGM
Tender Alert Service
Home
TAS-CONNECTING -\
Vendors to Tenders \
Receive new and revised tenders matching your products and services
via emall TENDER ALERT
SERVICE
No?l Maybe? Later? Tell us!
What is the Tender Alert Service? Cost & Payment Method How to subscribe?

What is it?
An email service that provides details of new or revised tenders that matches your products and services.
Start receiving tenders today.
Five benefits
Never miss a tender/revision published on UNGM
products and services

Saves you time and money, searching
Respond to tenders from the email

Follow procurement trends in related products and services

Nations Global Marketp!
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HELP

If you need Help at any stage of the process, you can contact via the ‘Help’ functionality
on the UNGM website. We aim to respond to all queries within 48 hours. Please note that

you can categorize your query, which enable us to treat it more efficiently.
X

s

Help

You may find more information to help with your issue by clicking here to go to the videos section which

‘ @ may be of interest.

You may find the answers to some of your questions in the Frequently Asked Questions page, which may

i
‘ @ be helpful to you.

Feedback
Area v v
=%
- o
How has your experionce . T

on the UNGM site been so
far?

Comments

¥ »dd a screenshot automatically

Highlight areas Hide areas

v Other information included

If you urgently need assistance, you are also welcome to contact us at registry@ungm.org.
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BIDDERS’ INSTRUCTIONS ON

HOW TO ACCESS FAO TENDER DOCUMENTS and SUBMIT
BIDS THROUGH UNGM

The registration with UNGM (https://www.ungm.org/Vendor/Registration) is a mandatory requirement in
order to participate to FAO’s tenders. Please visit www.ungm.org for more information on how to register your
company in UNGM.

1. REGISTRATION IN UNGM

To access the tender documents, you need to be fully registered in UNGM (Basic Level is sufficient). Please click on
“Register”, follow the instructions and define your UNGM LOG-IN account (your e-mail) and password.

i::{‘;g UNITED NATIONS

GLOBAL MARKETPLACE

Welcome to the UNGM

Register 1 W Business

Please ensure that your UNGM BASIC REGISTRATION with FAO is complete. If not, please add the information
requested by the UNGM system before proceeding.

2. LOG-IN TO THE UNGM WEBSITE

Once the registration at Basic Level is complete, please log-in with your e-mail address and password

"ﬁ;“;‘; UNITED NATIONS

English Register - Login

GLOBAL MARKETPLACE
Home
About UNGM Account details
Regjstration process

Email address * |

Code of conduct
Terms & Conditions Password *
Tender notices
Contract awards RantErh =
NrioWedEe e Eorgotten password?
UNSPSC

FAQs

Scam Alert
If you do not yet have an account, you can register here.




{&) | UNITED NATIONS glish ~ £l s

@ |0 e e
My Dashboard

Home

About UNGM @ We are in the process of updating the UNSPSC codes. For more information on the changes and addition, read here - UNSPSC changes

Registration process

tiode ofconduct Your UNGM number is 406344

Uil There are UN organizations matching your profile to which you have not yet submitted your vendor registration. Visit the Registration page and click on the UN Organizations section to submit your
Tender notices registration now.

Contract awards

Knowledge centre
ation status

UNSPSE

FAQs

‘ (D The statuses of your company's registration submissions are shown below. For an explanation of what each status means, please dlick here
Video Guides

3. SEARCH FOR PUBLIC TENDER NOTICES ISSUED BY FAO

From the UNGM home page, click on “Business Opportunities” and select “Tender Notices” to access the list of public

tender notices.
Tender notices <: PUBLIC TENDERS

Contract awards

Tender Alert Service
Knowledge centre
UNSPSC

FAQs

Video Guides

Press release

Click on the “/Clear All ” button to clear the default dates in the fields “Published between” and “Deadline between”.

Search tender notices

Home - " i i
‘ @ Beware of scams requesting payment for registration as a vendor and promising guarantees of contracts. For more information, please dlick here. ‘
About UNGM

Regstration process

Tite | Hide advance criteria
Code of conduct
Description
Terms & Conditions = B Beneficiary Country/area :
athebweidiall Reference )
> Tender notices INSPSC Codes Select UNSPSC
Published between and UhisEscCades
anthackawards Deadiine between and Tyee
Knowledge centre
[
UNSPSE
IARs Clear All
Video Guides
Scam Alert

Displaying results 1 to 15 of 158

Click on “/Show more criteria ” button in the upper right side and type FAO in the “UN Organization” Field.



My Tenders

Description

Reference

Published between and Type

Deadiine between and [ Notses [ Request for Ol 7] Request for proposal [ Request

on [ Reques for informasion

Clear All

The system will automatically show all the active tender notices issued by FAO. On the left side of each tender line,
you should see a blue button “ Express Interest ” (if applicable) or a green button “/View Documents ”.

After logging into the UNGM with your supplier account, click on “Express Interest” to notify FAO that you are
interested in participating in this Tender. After few seconds, the button will change in a green button “View
Documents”.

01-Dec-2015 17-Nov-2015 FAD Invitation to bid 2015/CSAPF/RAPRD/100011 Papua New
11:00

Guines

Click on “/View Documents ” to access to the tender documents for each specific tender.

4. SEARCH FOR RESTRICTED TENDER NOTICES ISSUED BY FAO

Once you have logged in, select “My Tenders” to access the list of restricted tender notices. These are the tenders your
company has been invited to by the UN Agencies. In this page, restricted tender notices are presented in the same way
as public ones and can be searched using the same methods.

Vendor

Dashboard
Settings
Registration

Vendor documents

£A0 <:| RESTRICTED TENDERS

Alternatively, under My Tenders, click on ‘FAQ’ to access restricted tenders your company has been invited to by FAO.
In this page you will only find tender notices for which FAO has expressly invited your company to participate.




Home Messages Tenders UNGM Help Logout

Tenders

| | %
My Tenders

Showing 1 to 10 of 158 [0,

& Sort Title 4 Sort Date documents can be requested until
Awarded | |
Show all.. | Procurement of Air Screen Seed Cleaners (18/156) Date documents can be requested until: 17 Jul 2018 11:00 |

| | Status Your refurn has not yet been sent
Description Procurement of Air Screen Seed Cleaners (18/156)
Customer
Al = | ‘ View Details
Involvement
All v i "HPE ArcSight licenses support renewal” Date documents can be requested untii: 26 Apr 2018 12:00
Status Your refurn has not yet been sent
The Food and Agriculture Organization of the United Nations (FAQ) has launched a new
Invitation to Bid for the provision of services refated to "HPE ArcSight licenses support
renewal”.

5. TENDER MANAGEMENT

You will be transferred from the UNGM portal to the FAO e-tendering system. The “Tender Management” screen
should now appear.

(@) | UNITED NATIONS

Tender Management

Home  Messages

AUV Invitationto Bid | Correspondence larfications

Procurement of Precision Measuring Instruments and N n & Communication Equip for Papua New Guinea
Title Procurement of Precision Messuring Instruments and Navigation & Communication Equip for Papua New Guinea
Reference 2015/CSAPE/RAPRD/100011
Measuring Instruments and Navigation & Communication Equipment for Papua New Guinea. If you are interested in submitting an offer,

please make sure to have, at least, a Basic Registration with UNGM (www.ungm.org).
Instructions on how to access FAQ tender documents through UNGM are attached to the present Notice under the “DOCUMENTS” tab;
please follow these instructions when submitting your bid,

OFFERS WILL BE ACCEPTED ONLY IF SUBMITTED THROUGH THE UNGM PORTAL.
OFFERS NCT SUBMITTED THROUGH THE UNGM PORTAL WILL BE INVALIDATED,

Date documents can be requested until;
Customer
Process

Directive

Procedure ;

01 December 2015

o— Th Fod and Agrure Oganzaton of e Unied Naions (FAG)invies o1 bt nafr o the procutementof Procsion

csapF
public
PURCHASE ORDER |
s

At any time you will be able to return to UNGM by selecting the “UNGM tab” on the upper menu.

IMPORTANT: If the Tender Management screen does not display, please contact UNGM Support, referencing the exact
FAO ITB number.

You are now in the FAO e-tendering system. In this area, you have few menu tabs.

* Tender: General information about this tender

* Invitation to Bid/ Request for Proposal: IMPORTANT! Here you can visualize the deadline all the documents
of the Invitation to Bid/ Request for Proposal. In the same area, you have the placeholders for uploading your
proposal and all the related documents.

* Correspondence: In this section, you can send requests for clarification or any other question you want to
address to FAO.



* Clarifications: In this section, you can read the clarifications issued by FAO (made available to all bidders).

Please ensure to read all the clarifications, as they are part of the tender specifications. [0 History: a log of
past activities related to this tender.

6. DOWNLADING THE TENDER’S DOCUMENTS and UPLOADING YOUR TECHNICAL AND FINANCIAL OFFERS

I Click Invitation to Bid/ Request for Proposal tab and scroll down to view and download the tender documents;

cick the Attach Doc

n click e red Submit Refurn a: the bottom of this pags

Tender Detais

Stage Name n to Bid
Locked Unsil 01 Decarnber 2015
Closing Date

Froject Title

Project Description

|G THE UG S0RTAL
©F7ER NOT SUEMITTED THROUGH THE UNGM SORTAL WL B NVALIDATED

Tender Documnts Received - Main

FAC IT8 2015-CEASF-RAPRD- L0OOLL Navigationsh recsion Messuring-Communizstion Equipment for PG pef

Dowriosd

FAD General TCs_Gogs_- Apr 2015 pat FAO Ganersl terms ang

ions for goods View Donriosd

Confirmation of Your Invoivement

dscision and have the option (o cease any system-generated commanication: ou il bs abis to opt back inat any poi

II. Click on the “OPT IN” button;

IIl. To upload all the files in the designated envelope, click on the relevant “§SI[EL RIS ERA” red buttons in
“My Tender Return” section.

Confirmation of Your Involvement

Please ensure that you inform us of your decision to participate, To submit a response, you will be required to Opt In

Ie to provide a reason as to your decision and have the aption to cease any system-generated communication. You will be able to opt back in at any point.

My Tender Return - Main Description Envelope [

General Please insert here your technical offer Technical Envelope Upload Document
General Please insert here your financial offer Financial Envelope Upload Document

Select doc:

ish to adld to the My Tender Ret g the Attach Documents button below.
NOTE ; Large files can take some time to upload.
NOTE : Document Placeholders have besn ploaded by the Procurement Department. Please upload a document for each mandatory placefolder before making 3 return

Envelope | (None)

Attach Documents

NOTE: It is highly recommended that the size of the files does not exceed 5MB.

In case bidders are required to complete a Questionnaire, it will be shown in Red and marked with a ”"
button. It is mandatory that any Questionnaire is completed.
V. IMPORTANT: Once both technical and financial files are uploaded (and the Questionnaire, if applicable),
please remember to click on the red button ”" to send your offer. If the submission is properly
completed, you will be able to view and download a receipt under the “HISTORY” tab.



Confirmation of Your Involvement.
en o participa ares

that you

u will be required to OptIn

My Tender Return - Main Description Envelope

Options

FINANCIAL OFFER pdf (Adobe Acrobat Document) Financial Envelope View Download Remove
General

TECHNICAL OFFER palf (Adobe Acrobat Document) Technical Envelope View Download Remove
General

Select documents you wish to add to the My Tender Return section above using the Attach Documents button below.
NOTE: Large files can take some time to upload.
Envelope [ (Nane)

Attach Documents

Submit My Returmn
ek t

When you have completed all t

Note: You

You can upload additional (non-mandatory documents) by clicking on the “Attach Documents” button.

7. NO BID NOTICE

In the event that your company is not interested to participate to this tender, the Organization would appreciate your
feedback. In this case, you are kindly requested to click on the “OPT OUT” button displayed on your UNGM Tender
Management page and select one of the following reason(s) for non-participation:

* Requirements are outside our normal activities

* There is insufficient time to prepare a bid

*  Present lack of resources to undertake more work

*  Bid submitted by authorized dealer in destination country

* Participating as subcontractor to another lead bidder

*  Other (please specify briefly below)

S IF SUBMITTED THROUGH THE UNGM PORTAL
Tender Documents Received - Main Description
Please confirm your reasons far opting out of this stage.

FAO ITB 2015-CS4F 0011 ision Measuring-C: Tender Do i) Download
Equipment for PNG.pdf
FAO General TCs_Goods_ - April 2015.pdf FAO Genef View Download

Please ensure that you inform us of your decisicn to participate, To submit a response, you will be required to Of [ Stop Rec

Optin-Th

firm to-us of your involvement and your intention to submit a return.
Opt Out- T} onfirm to us tha Vou will be able to p

nastoy Ti ftion. You will be able to opt back in at any point.

Opt Out Cancel

— S

8. COMMUNICATING WITH FAO AND REQUESTING CLARIFICATIONS

All communications concerning this tender should mention the tender number (TENDER No. [...]) and should be
submitted as soon as possible through the UNGM portal under the “CORRESPONDENCE” tab.
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Home  Messages Tenders UNGM  Help  Logout

Clarifications  History

3 Date & Subject

-~ there is no correspondence that matches your criteria -

Bidders are responsible for appropriately examining this tender. If you find discrepancies in or omissions from the
documents, or if their intent or meaning appear unclear or ambiguous, or if any other questions arise, you shall submit
any request for clarification through the aforementioned “CORRESPONDENCE” tab.

In submitting a request for clarification, please do not, under any circumstances, submit a copy of your offer or reveal
any information about your intended quotation. This will invalidate your offer.

9. FAQ’s REPLIES TO BIDDERS’ REQUESTS FOR CLARIFICATION

Responses to clarification enquiries will be simultaneously issued by FAO to all bidders through the UNGM portal. The
system will send automatic e-mail notifications to all bidders every time a clarification, or any other communication
related to the tender notice, is sent out by FAO.

All FAQO’s responses to bidders’ questions will be uploaded under the “CLARIFICATIONS” tab of your Tender
Management page and made available to all bidders. Please ensure to read all the clarifications as they become part
of the tender specifications.

() | UNITED NATIONS Tender Management

Your retum has been received by us

" Tender | InvitatontoBid  Correspondence [REMGTRII History
f B -
o R
v &
Read November
Unread 2015 Clarification no. 1

| ShowalL. |

Cartcaton. IR
Name

Stage

5 Clarification ne. 1
‘None v
| | Description:  Dear Bidders,
Please find attached the Clarifications Notice containing bidders' questions and FAO's replies.
Best regards
FAD
Procurement Office

Date: 27 Nevember 2015

10. MODIFICATION OR WITHDRAWAL OF YOUR OFFER

Bidders may, without prejudice, modify or withdraw their offer before the deadline using the “MODIFY RETURN”
function. Submitted offers cannot be modified after the tender deadline.



My Tender Return - Main

Description Envelope Options

FINANCIAL OFFER pdf (Adobe Acrobat Document) Financial Envelope Ve e
General

TECHNICAL OFFER pdif

{Adobe Acrobat Document) Technical Envelope Vi) Dairioad

Return Submitted

Vou have made a previous return for this tender on 30 November 2015
Itis possible to modfy the your returm by selécting the ‘Maodify Return’ button. Please note that any documents not included in the subsequent return will not be considered. All tender documents you wish to return must be included in your modified bid as this replaces your first and existing bids.

You must press the ‘Submit buttan again, in ordler ta submit any subsequent modified retums,

Modify Retum

11. HELP

In case you have issues concerning the UNGM system navigation and functionality please visit the UNGM Help page
and/or contact: support@in-tend.com, referencing the exact FAO ITB/RFP number.

f ) | UNITED NATIONS
@) | NTEDNaTIons Help

Home  Messages Tenders UNGM  Help  Logout

‘
§

+ elp Overview
by

. FAQ.
+ Step-by-Step Guide - Flowichart

Downloads

+ Mscelaneous Dawnloads

Web Site Information Pages

+ Suggestions
+ Browser Compatibilty
+ privacy Poicy

Contact Us

101 have any auastions on howto
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