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| General Workflow for New Suppliers: Auto Approval Email



| General Workflow for New Suppliers: Activation Link Email



| General Workflow for New Suppliers: Passcode Reset Email



| Don’t forget:

Supplier must activate the link within a certain timeframe (one week). 1

For any issues, Supplier can write a ticket to gsd@unhcr.org or 
Buyer can raise a ticket to DLDIST-MSPOCISupport@unhcr.org 

2

3

If there’s no email in the contact info, contact the supplier by phone and ask for their 
email.  

mailto:gsd@unhcr.org
mailto:DLDIST-MSPOCISupport@unhcr.org


| Reset password

• If your activation link got expired, please do not 
register again.

• Click ‘Forgot password’

• Follow instructions and submit.

• Click password reset link in the email

• Login page will look at bit different , please select 
External IDCS before logging in.

Entering the wrong user 

credentials thrice will lock you 

out of your account.



| Available resources

Go to unhcr.org > Scroll down to 
Become a supplier > Click How to 
become a supplier

All resources are in the UNHCR 
Website

https://www.unhcr.org/
https://www.unhcr.org/get-involved/work-us/supply-chain-management
https://www.unhcr.org/how-become-supplier
https://www.unhcr.org/how-become-supplier


Submit a bid as a supplier

Supplier Response

...........................



| Supplier Portal



| Supplier Portal

Closing Soon



| View Active Negotiations
If the Negotiation ID is known then the 

supplier can search here 

Negotiation can be selected from the 
appearing list (this is why putting 

goods/services in the tile is a benefit)

Highlight the relevant negotiation and 
click Create Response

Attention: To 
see negotiation 

to which the 
supplier has not 

been invited



| Supplier Portal

Before creating a response, 
the supplier can here view and 

download all attachments at 
once



| Supplier Portal

Throughout the process 
messages can be sent to the 

buyer via the system



| Supplier Portal

In case multiple currencies 

were set up, this is where the 

supplier can choose.

This is where the supplier can 

confirm the offer validity



| Supplier Portal

Respond to questionnaire and 
upload required attachments

Navigate between sections of 
the questionnaire



| Supplier Portal

Enter line price:
-Services: Contract price
-Goods: Unit price



| Supplier Portal

Review your response and 
then submit



|No approval is needed for extending the closing date

Actions > Manage > Extend > Select Date 



|What will suppliers see during deadline extension? 

New deadline is shown to all suppliers 

Those who subscribed and drafted responses will also be notified. 
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