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1. Introduction

Supplier Portal

Tasks

Contracts
Supplier News
Steps to Review / Respond Public Negotiations

Invoices and Payments

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

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

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

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

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

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

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

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

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

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

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

The Table of Contents provides a detailed overview of all the topics covered in this User Guide. It contains hyperlinks to the
exact page of the content in the document so the reader can navigate directly to the relevant section. Each section starts
with a brief overview of the content of that section with hyperlinks.

Throughout the document, there are three types of hyperlinks:

- Hyperlink buttons that will take reader to the main TOC, found at the top right corner of each main chapter page, such as
the one on this page.

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

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

Click to return to
Introduction

Main Page
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Click to return to
_ -

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

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

Some of the main benefits of the system are:

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

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

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

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

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

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

transparency.

Click to return to
Introduction

Main Page
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2 Register Supplier Profile custosunt

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

» Overview of the Supplier Registration

» Step 1: Enter the company details KA IMPORTANT N
» Step 2: Enter the contact (user) details

You should register for an account only once.

> Step 3: Enter the company address If you have forgotten your password, use the
: option Need help signing in?
» Step 4: Select the Business classifications \_ W,

» Step 5: Select the Products & Services

» Step 6: Complete the questionnaire and finish the
registration

» Set the password and login to the system
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The first time a bidder enters the Quantum Supplier Portal, a one-time registration process is required. Bidders only register once,
and thereafter enter the Portal with their own User ID and password.

Action 1 Mandatory:
Compile the required v" D-U-N-S number (if you have'one) and taxpayer ID or Tax registration number.

information v' Company name as legally registered.
v’ Contact details for maintain the account. Read more details in the guide.
v’ Legal address of the company.
v' Documentation required if your company falls under one of the categories as explained in the guide.

Action 2 v" Document about women ownership status of the company if relevant.
Click the link for v’ Banking Proof for Spend /Authorised Suppliers

Supplier registration
Recommended:

v’ Brief description of the company profile.

v Copies for company registration documents.

_ _ v Copies of following documents if you possess them:
Register Supplier v/ 1SO 9001, ISO 14001, ISO 14064, or equivalent;

Action 3

Profile Details v"Internal company policy documents relevant to these quality requirements;
4 )
/\ IMPORTANT
Action 4 *  Have the necessary information and documentation ready before starting registration process.
Create password Companies with their own email domains need to make sure that http://supplier.quantum.partneragencies.org and
E } and Iogin the system oracle.com is not in blocked by their email firewalls. y

Click to return to

Register Profile
Main Page
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To start the registration of your supplier profile please click on the registration link that is provided in the
Procurement notice OR that would be provided directly in Negotiations.

, /I\ IMPORTANT I

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

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

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

= Company (name)

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

Only Latin characters are allowed for the Company name.

Step 1: Enter the Company Details

1 —0—©9 Special characters are not permitted in Company names.
CovPmy.  Necs s If you create another profile for the name already registered,
Register Supplier: Company Details the system will allow for saving, however, you will not receive
Enter your text here the registration emails.
AN AR In case you have already created a user profile and
Enter a value for at least one of these fields: D-U-N-S Nur, Tazyer ID, or Ttrnon Nuxbe.r experienced iSSUGS Wlth the registration, please reaCh out to

the Procurement Focal Point.
* Tax Organization Type Select one of the options

from the dropdown menu.
* Supplier Type | Supplie v = Supplier Type Select one of the options from the dropdown
menu. Companies should select the option Supplier. Individuals
should select the option Individual — Contractor.

* Company ‘ XYZ Export-import

* Tax Organization Type ‘ Company/Corporation v

Corporate Web Site ‘

Attachments None wje

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

Click to return to

Register Profile
Main Page
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Click to return to
Register Profile

Main Page

Step 1 (continued): Enter the Company Details

D-U-N-S Number | 123456789

Enter a value for at least one of these fields: Tax Country | Angola -

= D-U-N-S Number (it should contain 9 or 12 digits) TaxpayeriD (0001234567

Tax Registration Number | 000012345678|

= Taxpayer ID

Note to Approver
= Tax Registration Number

Vs

The Taxpayer ID and the Tax Registration Number are

greyed out by default. Please select the Tax Country (A IMPORTANT
first and the other fields will open for completion.
In case you do not have a D-U-N-S Number or Taxpayer
ID or Tax Registration Number, insert unique identifier
to your company/individual such as national id etc.

.

\

_/
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"Step 1 (continued): Enter the company details Additional Information

UNGM Vendor ID l

* Country of Origin ' Angola v

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

Your Contact Information

Enter the contact information for communications regarding this registration

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

|
* Last Name ’ One ‘
|
|

"Email address" Must be a valid email address for your * Email [tencers@ayzexpimp com
company. Please note that this e-mail address will be used as
User ID to login the system and all future communication
from the system will be sent to this address.

( \ "UNGM Vendor ID" If you are already registered on the
A IMPORTANT

* Confirm Email ltenders@xyzexplmp‘com

UNGM Website, enter your UNGM Vendor ID.
To avoid issues and keep control of your supplier
profile in case the employee working on the bids Once all the info is entered, click "Next" or "Contacts" to
submission leaves the company, please use a generic go to the next step.
e-mail address that multiple employees of
¢ ) your company have access to. )

Click to return to

Register Profile UN Women Quantum Supplier Guideline - October 2022
Main Page
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[Action 3:Register Supplier Profile etas [T U™

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

registration and to be able to continue working on the

On Step 1, you entered thg contact details (first, last name and registration later, please click the "Save for Later"

the e-mail address). On this page you can add more contacts, button.

however we advise you to initially keep one contact only. _ _ _

M | ti . ided in th ti -M f The system will send an e-mail to the e-mail address
Ore explanation 1S provided In € Section danage supplier entered at Step 1 of the registration, containing a link

Qrofile. that you should click to continue the registration.
To go to the next step, please click "Next" or "Addresses".

© 2 — 09— 0—0—0—0
Company Contacts Addresses Business Products and Questionnaire Review
Detaiis Classifications  Services

Register Supplier: Contacts @ | ‘ m

Enter your text here
Enter your text here

Enter at least one contact.

Actions w View v Format w «« Create 4 Edit J{ Delete F i " Detach
- Administrative  Request User .
Name Job Title Email Contact Acconnt Edit Delete
One, User UNDPtenders@abcexpim v v r 4 »

( Columns Hidden 7
immann

Click to return to

Register Profile
Main Page
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Company Contacts Addresses
Details

Register Supplier: Addresses

Enter your text here
Enter your text here

b U ¢ 77 N (P I BARS L AN + A
Actions w View w Format w Edit Delete Freeze |w  Detach

Address Name Address
In Step 3, click "Create" to enter the supplier address. No data to display.

Columns Hidden 3

Step 3: Enter Company address

A I M PO RTANT Create Address
Please pay special attention to the selected country i e
* Country | Unitea States | w |
Address Line 1 | Alghanistan islamic State of AF

For all bidder profiles, please make sure to select the country
of your address and if not appearing by default, change it by

= B AN
Address Line 2 | VaNa Islanas e

Albania Al

clicking on "Search" in the Country dropdown menu. Then, | b2
State
search and select the correct country from the drop-down Aeoarican Sacmod
Postal Code | 4 AD
menu. '
4 Address Contacts | Ao =
Select tho contacts that are assoq Anguea Al
Actions w View w Format 4 Antarctica AQ
Antigua and Barbuda AG
Name

I ?’.r:ur'.hl
No data 10 gisplay
LTI

Click to return to

Register Profile
Main Page
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= * Address Purpose
Acaress Name | 02
* Coumtry | Angou -

* Acsress Line 4

Adiwes Lirm 2

Step 3: Enter Company address - continued W = .
Enter the info for all fields marked with *. e - N

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

Check the box "RFQ or Bidding". ©

Company Confacts B € 3 and Questionnake  Review
Detals Cas

Register Supplier: Addresses Back | Meat | || Save tor Later || Register | || Cancel |

Enler your lext here

Once you complete the required info, B i e
click "OK". To go to the next step click :

n n n . o gre . n Acticns w View v Fomal w o Creste  Edit ) Delete » Detach
Next" or "Business Classifications".
Address Name Address Phone Address Purpose Edit Dedete
Stan Street name and humter BONGUI FINDA 1)IGE ANGOLA #2484 (2026603 RFQ or Boding F 4 b 4

Columns Midden 3

Click to return to
Register Profile
Main Page
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Step 4: Select the Business classifications

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

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

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

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

Click to return to

Register Profile
Main Page

O— 00— 90— "“—0—0—09
Company Contacts Aodresses Business Products and Questionnaine Review
Details Classification:  Services

(ot ) [ent]

Register Supplier: Business Classifications
Enter your lext heye

Enter your text here

Enter at least one business classification or select none appicable.

None of the cassifications are applicable

Attions ¢ View » Format e 1 X Freer » Detach
* Classification Subclassification  Certifying Agency 2::;;"“”‘"“ Certificate Start Date
B None of the classifications are applicable
Actions w View v Format w == E Freeze |w  Detach Wrap
* Classification Subclassification

UN Women Quantum Supplier Guideline - October 2022
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Step 5: Select the Bank Accounts, applicable for
Spend/Authorised Suppliers.

O—O—O—0O

Company Contacts Addresses Business
Details Classifications

Register Supplier: Bank Accounts

.

A IMPORTANT

If the Bank Accounts tab is not available, skip to the next page.

e Click "+Create" button to add a Bank Accounts.
* Enter the bank account details according to the

requirements of the country .

* Select Country, Bank, Branch and Currency from the

dropdown lists.

e Add Bank Account Number /IBAN

* Add the additional Information details, if applicable.
* Click "Ok" to save the Bank details

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

Click to return to

Register Profile
Main Page

Actions w View w Format w =§= Create Edit

Account Number
No data to display.
Columns Hidden 8

Create Bank Account
Enter account number or IBAN urless account numiber

" Country | Jordan
Bank | ARAB BANK PLC
Branch | ABDALI BRANCH

Account Number | 500183

Additional Information

—_— Account Rame | The XYZ Test Comparny
Anlsmate Account Name
Account Sufhs

Check Dagits

Comments

Note to Approver

®—C0—0O—6®

Bank Products and Questionnaire Review
Accounts Services
Delete Freeze  im Detach Wrap

5 marked as Tequved

v IBAN

v  G— Cymrenhcy  USO v 4—

v —

.

g Agency Location Code
Account Type | Checking v

Description

Create Another

0K || Gancet

UN Women Quantum Supplier Guideline - October 2022
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Company Contacts Addresses Busness Products and Questionnaire Review
Details Chassifications  Services

Register Supplier: Products and Services

Ender your text here
Ender your text here

Enter at least one products and services category

Step 5: Select Products and services sy W oy | LURANSG YO | e T
Category Name Description
Click on "Select and Add" icon. No data o dispiay
You can select a whole category by checking the box for the s———— -
category you wish to add. Pronen
You can expand each Product/Service category and see all the R . ——
sub-categories by clicking the Expand icon. Then, you can select = se coop e Oescrptin
a more specific sub-category that best describes the "D o o
product/service that your company offers by checking the = TR o e
appropriate box. S i b o ooiid
You can select multiple categories and/or subcategories). Then S maseee e
click “OK”. To remove a selected category/subcategory from the :
list, select it in the list and click the "X-Remove" icon. I S
To move to the next step, click "Next" or "Questionnaire". /\ IMPORTANT
( If the Product and Services tab is not available, skip to the next page.

Click to return to

Register Profile
Main Page
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Step 6: Complete the Questionnaire, review the data

and finalize the registration

Register Supplier: Questionnaire

Enter your text here

Enter your text here

Attachments None

Section

& 1. Comorate Profie

Women Owned Ong Details

3. Supplier Portal TAC

Click to return to

Register Profile
Main Page

Questions
Corporate Profile {Section 1 o1 3)

* 1. Suppler Regstration « Year of Inc

s Please Enter Year in YYYY (Ex; 2020) forn

COrpos

Fation

wal

* 2. Indicate Number of Full Time Empioyees

!

* 3 Prowde a Briet Summary of Company Profie and Main Area of Expertss

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

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

Some of the question that you will answer with the
option "Yes" will require to upload a scan of the
supporting document. Please follow the steps
explained on the next page.

To move from one section to another, click on

the corresponding section listed under "Sections" or
the "Next Section"/"Previous Section" at the
bottom of the page.

UN Women Quantum Supplier Guideline - October 2022
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* 4. Do You Possess a Quallty Assurance Certificate, for example ISO 9001. If yes, provide a copy

® 2 Yes
* Response Attachments
b. No

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

Step 6: Complete the Questionnaire, review the data [®] . Corporate Environmental Policy
and finalize the registration - continued - i

b. 1ISO 14001

Click on the + below the response "Yes" to add the RN

required attachment.

d. Other, Specify in Notes

e. None
Click again on the + and then the button "Choose Attachments
File". Select the file you wish to attach, enter the actons v View v [F] %
description in the Description field and click "OK". — o ——— Title
Repeat the same process for each question File v [ Shoose Fie o il chosen
required a supporting document to be attached. Rows:Seledied 4 ColimmsHildden 4

To move from one section to another, click on the corresponding section listed under "Sections"” or the
"Next Section"/"Previous Section" at the bottom of the page.

Click to return to
Register Profile
Main Page
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To review the data entered at all registration steps, click
on "Review".

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

. . . confirming that the registration was submitted.
Step 6: Complete the Questionnaire, review the © ©

data and finalize the registration - continued

» Confirmation

Review Supplier Registration: XYZ Export - Import

SEp

Your registration request was submitted, You will receive an e-mall after your registration request is reviewed

X

OK
Company  XYZ Bt - Iopon C-UN-5 Marber  DA12029%
Tos Crganaanion Type  Cusrgurrp Clrpary e Comntry Aaee
Suppler Type  Suggiw Totpayw 10 S04050002%
Corporsts Web Sitw Taz Rogpatruson Merrber  JA0450234

Notw 10 ApgEToear

Additiona Information

Country of Drign  &spina LUNGW Yeradoe 1D

Mathara’ dierntie

Click to return t : o
RI: isSerreP:;?il: UN Women Quantum Supplier Guideline - October 2022

Main Page




After completing the registration, you should receive three automatically generated e-mails. If the emails are
not in the Inbox, verify the Spam/Junk mailbox of your email address.
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If the Supplier profile was successfully created, you should The Password Setup page will open. Enter your
receive a second e-mail generated from the system. This e- password. Retype/Confirm your password.
mail contains a link to Activate Your Account, set your Click the button “Reset Password".
password and login the system. Click on "Activate Your If the setting up password was successful, a
Account" or copy/paste the URL from the email into the confirmation message will pop-up on your screen
address bar of your browser. and a confirmation email will be sent to your
® = email address.
,L:.:u UN Quartum. Visdo Dumeny Profile "\
@ «uantum
UN Guantum QUQnTUm
QuantTum UN Quantum
Reset your password
Hallo Viado Dummy Profia POV [FEROTY SO S e :I‘: SN
‘“_,,m Quantem g un. ,m. To gt stanted. i o) s::v:::v l _:—/;j)]
e - e e - Congratulations!

Click to return to

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

@ et omd ooud arsde

Prhevtar] b b sevedt o post LN Quadrtiim accourt

. e Supplier Contact Usar Account for United Nations was Created
Datails
Assgive Lasze
Asageet Oute 1) Mee 2502 210 WO Secubut Bewdeme  000Y0
q Papisiur Dok NI MW
wuantum AR P
Recommendad Actons
" I Voo wed GEIRE EIREt N P LANIS SENCEI T LSRN A wGEaee el of be st W VRS el B PRSI 13 s T anmsene
Ral 24
G mada ok s
Dewin Avsgrid ok
MBPETIT 1 N WOOR T TR 1 1V B 1 ] . recven Tix e (mecnpece
e B Ay Yo o
Vo wger rew
v e
e g
corpary Py
Tamows dasimts Punn sh Tpo wn 'l‘:’_:'.':"

Click to return to

Register Profile
Main Page
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UN Quantum

Enter your Usgr Name (.the email | QUQnTUfn
addressed registered with your profile) . e

a n d t h e Pa SSWO rd . CI i C k O n "Sign ’n" . :> Suppliers Account Sign In Secure vesification methods prove who you are. Two types of verification

methods are passwordless arid multi-factor authentication (MFA)
Passwordless verification allows you to verify your identity without requiting
you to remember a password. MFA s an extra security step to the
authentication process. Your administrator might have set up one or both

Th e QU a ntu m S U p p I ie r PO rta I CO nta i n S a |User name or email verification methods and require that you encoll in them belore accessing
secure verification and gives you —>

User Name

Password Password Proof Secure Access
another layer of security for your passiword —se
Supplier Profile. e L]

L sew - == o

Click on "Enable Secure Verification". Need help signing in? Clck here

Chick below to enable secure verification methods for your account

Enable Secure Verification

What is Secure Verification?

Cookie Preferences

Click to return to

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

You will receive shortly an email to
the email address registered with
your profile a one-time passcode for
your UN Quantum Supplier account.
The passcode is valid for 30 minutes.
Enter the conde and click on

"Verify Email Address".

Click to return to
Register Profile

Main Page

Quantum

UN Quantum

:> Select Your Default Secure Verification Method

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

‘ =4 Email
What is Secure Verification?
Your UN Qraantum Oné-Time Passcode
@
Quantum
Halo
....... R uena seweczTte o navt &

Ut s ore-teve esecioe 15 Compas I- Ny Warhoenn

O ICOPNGE THE MESSIge, CONKACT poas resDAaTTvE LIt Agercy ACal pos!
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QuanTtum

UN Quantum

Select Your Default Secure Verification Method

You have alroady set up one ar more recovery methods. We will use these
samne methods for Secure Verification

An email that contains a verification code has been sent
to

Code

337424

Resend code

Verify Emall Address

What is Secure Verification?

]




QuanTum

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

Quantum

UN Quantum

Successfully Enrolled

Your email address, has been set as your
default.

T

Click to return to

Register Profile
Main Page
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QuanTum

You are now logged in to the Quantum Supplier Portal with your Supplier profile.

Quantum

Supplier Portal

Invoice Nurmber v | ‘

Search I Invoices v

Tasks
Consigned Inventory
« Review Consumption Advices

Involces and Payments

« Create Invoice
« Creale invoice Without PO

« View Invoices

[ -

« View Payments
Negotiations

« View Active Negotiations

« Manage Responses
Company Profile

« Manage Profile

Click to return to

Register Profile
Main Page

Supplier News

Steps to Review / Respond Public Negotiations:

. Please cick on View Active Negotiations” on the et side pane, It will navigate you 1o 2 the open and
active negoliations

. Please ciick on the negotiation number for opening the negoliation
. Review e requiraments, line items and olher details

. IFinterested, please submit your bid from your own supplier portal acoount

UN Women Quantum Supplier Guideline - October 2022
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QuanTum

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

QuanNnTum

UMN Quantum

Suppliers Account Sign In

User Name

User name or email

Password

Password

Meed help signing in? Click here

e Cookie Preferences
i

Click to return to

Register Profile
Main Page

UN Women Quantum Supplier Guideline - October 2022



2uanTum

3. Submit a Bid

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

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

3.1 Search for Tenders

Log in and Search for Active Negotiations

Download Tender Documents

3.2 Participate in Tender/Negotiation

Subscribe to a tender/Accept invitation

Bid on negotiation

Provide responses to the

Requirements/Upload Supporting

Documents

Insert Line Items, Quantity and Unit Prices

Save Bid for Later

3.3 Submit Bid

Validate Responses
Submit a Bid

Review Bid Confirmation

3.4 Prepare a Bid Submission Offline (Optional)

Submitting a Bid in . XML

Download . XML Event Package

Open .XML File in Excel

Complete Bid Responses in Excel

Upload File into the System and Submit Bid

Click to return to

TOC



QUaNTUM

A Quick Guide to Submitting a Bid in Quantum

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

1 narch & view Negotiation

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

\

3> Provide responses in the Requirements section

4 > Upload documents

[

5 > Insert price(s)

6 > Review/Validate bid responses & submit bid

/
UN Women Quantum Supplier Guideline - October 2022



QUANTUM
3.1 Search for Negotiations — Log in the system

To search for all UN Women Open Competition Tenders, please visit : UNGM, UNDP Procurement
Notices To start participating in a tender through the UN Women Quantum Supplier Portal, use the

URL http://supplier.quantum.partneragencies.org and log in using your registered user ID (e-mail address) and password.
Complete the steps for the MFA verification process.

QUANTUM 4 A IMPORTANT )

UN Quantum If you are already registered in the system but do

not remember your password, please do not
register again.

Suppliers Account Sign In

User Name

|i.-'_--'r'.-" name or email

If you have forgotten your password, use the option

R Need help signing in? Click here and complete the
Password ers required for Forgot Password option. /

Need help signing in? Click here

Click to return to . T
Submit Bid Main UN Women Quantum Supplier Guideline - October 2022

Page

Cookie Preferences


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

QuanTum
3.1 Search for Negotiations — Go to Search Page

Once you are logged in to your Supplier profile account, Then, click the "View Active Negotiations" link.
click on "Supplier Portal".

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

Good afternoon, Supplier Guide!

-------

Click to return to . T
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QuaNTUM
3.1 Search for Negotiations — Use search filters

All ongoing public tenders (negotiations) will be listed.
You can use the search engine to filter and view ongoing tenders by
Negotiation ID, Title, Negotiation Open/Close dates or Invitation Received.

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

* Title—Itis alsoindicated in the related procurement notice.

* Negotiation publishing dates and closure deadlines.

* Invitation Received — always leave it blank.

Masage Wekroes  Sasnd &

L e

X
i

Click to return to
Submit Bid Main

Page

reeed |
v
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Q Example

To filter and view public tenders launched by UN
Women in a specific Country, search by the three-
digit country code (ISO country codes) e.g. Iraq,
type UN Women-IRQin the "Negotiation" field and
leave blank in the field “Invitation Received". Click
on

“Search”. All results for ongoing tenders from Iraq
will be displayed on the screen. The code for tenders
issued y HQ units is UN Women-HQ

34


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

QUANTUM
3.1 Search for Negotiations - View/Download attachments

Each negotiation in the system has multiple
sections. To view each section, click on the
corresponding link in the “Table of Contents”.

Once you open the “Overview section”, click : s
on “Expand All "to see all the details.

" /\ IMPORTANT A

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

\submission. )

To view PDF version of the Negotiation, select the “View PDF
option”.

To download the files attached to the Negotiation, click
on the "Actions” button. Then select “View” s
: >> ”View Attachments”. opentus 7y cor [ v ]

o l
o

esponc

Click to return to . T
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QUaNTUM

3.1 Search for Negotiations- View negotiation/Download attachments

Attachments (Request for Proposal UNDP-PSU-00157)

Envier your fed here

Enter your i hare

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

Click to return to . T
Submit Bid Main UN Women Quantum Supplier Guideline - October 2022 36

Page



QuaNTUM

3.2 Accept invitation for a closed competition negotiation

DEV4
Show A .
Active Negotiations . .
: ()- TP

Notifications

b Search | T It is very important to subscribe
onaat tavioibin to an ongoing negotiation that

MR ——— you are interested to participate.
Actions » View v Format w Detach Acknowledge Par t Create Response | This is the Only way to receive

- automatic e-mail notifications
'our Will

Ne Sup Time 2
Negotiation Title ™ Bu Site Remaining Close Date All Responses Responses Participate Monit with the information on any
NDP-10-000% | 20 Days N changes related to that tender.

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

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

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

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

Click to return to . . .
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QUaNTUM

3.2 Subscribe to a Public Negotiation

To subscribe to a negotiation, please click on "Create Response" button. Then, click the button "Save" and the draft bid response

will be created/saved. You can continue working on the draft response at any moment during the solicitation period

Invitation to Bid: UNDP-PSU-00178

Currency = US Daliar

L:EfiffiJ[CNUEquuxne Actions ¥ ‘I:III

Time Zone Eastern Standard Time

Title Suoplier Guke Document Open Date  30-Jun-2021 05:05:2
Status  Active |Locked) Close Date  2-Jul-2021 08:30:35
Time Remaining 23:15:58
Table of Contents Cover Page
[ j a Ica nidacd d a2 U n Jde 3
| F 3 DRt b | T rer
1 (BDS '
IIIII:

Click to return to . . .
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QuanTum
3.2 Participate in Negotiations —Key Components of an online Bid

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

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

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

Use the Save/Save and close function

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

Click to return to
Submit Bid Main

Page



QuanTum

3.2 Prepare Bid Response — Provide responses in the Requirements section

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

submitting your response

Attachments

Actians w View w + X

Type * Flte Nome or URL

Fila | AdaLines Tempiase

Mows Selncted 1 Cohamms Hidden 1

Click to return to
Submit Bid Main

Page

(
A IMPORTANT

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

response.
-

~

_/

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

A0uen. 2031 051038
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3.2 Prepare Bid Response - Upload supporting documents

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

Response Attachments

None s

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

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

Attachments

AcClions w View w» b 4

Type * File Name or URL Title Description Attached By Attached Date

Choose Flie INo i

Rows Selected 1 Columns

Hiddan 1

ladimir Popaik

OK || Cancel

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

To add more attachments, click the + button

Attachm

ACTONS w

0nts

.

+

Click to return to

and repeat the same process for each file.

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

Type * Flle Name Title Description Attached By Attached Date . . . .
, . row becomes highlighted (in light blue). Then,
wx  Update ' i ROgeTanae pa
o click the X icon.
[ To go back to the previous screen, click OK.
]
UN Women Quantum Supplier Guideline - October 2022 41
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3.2 Prepare Bid Response — Financial information for Request for Proposals

For Negotiations that are Request for Proposals (Two envelop ( \
. . /I\| IMPORTANT

procurement method), there will be two evaluation stages —

Technical and Commercial.

The portal maintains two envelops through these stages. Do not enter any information/ attachment related

Information posted in the stage marked as “Commercial” is not to financial proposal or total cost/value of the

disclosed until technical evaluation is completed and financial proposal in evaluation stage marked as “Technical”.

are opened for only those suppliers that pass the technical \ )

evaluation.

estm-test on®

Click to return to
Submit Bid Main

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

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

1. Breakdown of outputs

Deecriptine Catogory Naww  Responiss Price

2. Total bid price m P ®

Lines: Edit Line; 1 (Bid Response 20265 m . y mmm

IIIII : 2w Seved
Click to return to

Submit Bid Main UN Women Quantum Supplier Guideline - October 2022 43
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3.2 Prepare Bid Response — Save for later

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

0-2-0-0

OverviewRequiren Lines Review

Create Response (Bid Response 13207): Requirements @

o Close Date 31-Aug-2021 04:40:10
Time Remaining 55 Days 19 Hours Gl

Section 1. Technical
® 1. Capacity to deliver the articies under the DAP Incoterm in 45 days, complying with all technical requirements
100

R’re'sponAse Attachments (25t document.docx (1 more ) e
Comments

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

{est (est test

Response Attachments
_Comments

Click to return to . S
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3.2 Prepare Bid Response — Save for later

Click to return to
Submit Bid Main

Page

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

Portal de proveedor

Wtsaasca agul of ek

13

)

No®Cas ce proveedor

Steps 10 Review / Respond Public Negotiations

UN Women Quantum Supplier Guideline - October 2022

/A IMPORTANT

Be aware that saving your

|ater goes not SUEmIt itin t“e system

Saamitsid, you must cI|ck on
“Submit Bid”.

\_

45
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3.2 Prepare Bid Response — Save for later

Select the option Draft in the field "Response status" and click the button “Search”. All bid
responses which are saved but not submitted will be listed. In the column Negotiation the 1D
of the negotiation is displayed. This will help you to identify the tender/draft bid response that
you wish to complete.

Manage Responses | Dgne

lime Zone Eastern Standard T

4 Search Agdvanced Manage Watchlist Saved Search  Active or Dialt Responses
** Negotiation Title ** Response Status  Draft
** Negotiation Line Deacription
** Response
le Save
Search Results
Revising a drafl responss automatcally locks it
Actons v View w Formal w» Detach Revise
Reference Response Supplier : . Ne Negotiation 4 Unread
Her Time R in nitor Awar:
Response Number Status Contact Supplier Site Negotiation Tt Type me Remaining Messages Mo ward Amount
15206 Dratt Popmkokw, Via UNDP-PSL001§ ) Request | 15 Hours 39 Min
13210 Draft Popnikokw, Via INDP-PSI 0179 ' Request ! 15 Days 20 Hours
13207 Draft Popaikolov, Via LINDP.MD 00031 TE Invitation 1 A7 Days 15 Hours
h 8207 Dratt Popnikolov, Via UNWOMEN-DOMA,. 202100057 Tes Invitation 1 418 Days 12 Ho
i
14207 Draft Popnikoloy Via UNDP-PSUD01S Tees Invilation | 0 Seconds

Click to return to
Submit Bid Main

Page
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3.2 Prepare Bid Response — Save for later

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

Click Actions.

To continue working on
your draft bid response
and complete it, click the
option “Revise”.

Search Results

Revising a draft response automatically locks it.

To delete the draft

response and create rlmew
draft bid response from
scratch, click the option
Delete Draft.

Click to return to
Submit Bid Main

Page

teference Response Supplier
lumber Status Contact
> Revise
Draft™ Popnikolov, Vla...
Unlock Draft
Draft/™ ‘
N> Delete Draft Popnikolov, Via...
13207 Draft Popnikolov, Via...
=) 8207 Draft Popnikolov, Vla...
14207 Draft/ Popnikolov, Vla...

UN Women Quantum Supplier Guideline - October 2022

rms ‘rRevise’

Supplier Site

Negotiation

UNDP-PSU-00157
UNDP-PSU-00179
UNDP-MD-00031
UNWOMEN-DMA-2021-00057

UNDP-PSU-00193



QUaNTUM

3.2 Prepare Bid Response — Insert price(s)

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

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

% || Hesposd by Speeetshont ¥ || Acticns ¥ | ack [ wegt | | Sewe ¥ Lh.nl; Cancet

Last Baved 30 Jun 2021 05.24: 39
Tme Zone Eastem Standard Time

Wi v WMy v Fomil o D Datach
ine Juscription

Click to return to . S
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3.2 Prepare Bid Response — Insert price(s)

Lines: Edit Line: 2 (Bid Response 12207)

o pout et s
Ermw our it oy

urway = US Dol

Attachments

Type Category

* File Name or URL

Title

Description

oK

Attached By

Viagmir Popn

Cancal

Click to return to
Submit Bid Main

Page

To add attachments on the

Line Items level click the + icon
on the Attachment field.

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

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

To delete an uploaded file, first select the file

by clicking on the appropriate row. The

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

To go back to the previous screen, click “OK”.
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3.3 Submit Bid — Validate the bid response

espanse (Bid Response 12207): Lines

Click to return to

Submit Bid Main
Page

vvvvvv

€ Error b 4

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

|OK|

UN Women Quantum Supplier Guideline - October 2022

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

The system will perform a
validation of the bid response.

If no errors are identified, you

can proceed with the submission.

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

50



QUaNTUM

3.3 Submit Bid — Review and Submit Bid Response

You can review your bid response by clicking "Review". Then click on different Sections to view the entered info.

bid is complete and your responses have been validated, click on “Submit” to post it in the system.

000 :
OwerviewRequirerr Lines  Review

Review Response: Bid Response 13208 @

(e =) o] ]

Currency = US Dollar Last Saved 8-Jul-2021 03:57:33

Tene Zone Eastern Standard Time
Title  1TB-Proc Notice Close Date 31-Aug-2021 04:4 )

Time Remaining 54 Days

Overview  Reguirements  Lines
View w Fomat v Detach
Response
Line Description Details Category Name Response Price UOM Name Line Amount Es""ulz’“‘g‘:::: M:::: aus': Attachments
Amount
Beverages . Be g E

Columns Hidden ¢

Click to return to
Submit Bid Main

Page
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QuanTtum

3.3 Submit Bid — Submit Bid Response

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

You will also receive an
automatically generated e-mail
notification confirming that the bid
response was submitted.

o4t e corlimarion Ge wie o plache 46 b dheaier £ appets d aties o 1
Paet scorvatre [ ofie reviede, vous deves dhose wr ik Sostan « Sowrety

« Confirmation X

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

OK

ECTIIMICE STATTS

v 40 At e e praviocs e b To subent Pos taw " ik
oy bl ) I oy A rongan sty | ]
v o vowen o ol V et
™ ol # » ‘4 - - e
" o - we svae ¥ o Senalon, tandin (e b saonben | =
sesance de i mocicatze, sancaeel Vlie Tepan " - » du vebow 1 a -
B By grew o [ulnans

[Beymher arw | Bugupber Covtin e Tharve Iwegetiatin 1y paggriticn hm:hnnv Werrbes }upfm‘-a’s:m e & Tl

{bevz Erpors armpord fwwt Crw | ln0epsu Jevetaton o 8 | nee-psuceisa,: s

v cimne !-_ngmw Wit

Click to return to
Submit Bid Main
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QuanNTum
3.4 Prepare a Bid Submission Offline — Submit Bid in . XML

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

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

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

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

Click to return to
Submit Bid Main

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

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

Spreadsheet"” and from the dropdown list select the option "Export".

s | Respond by Sproadsheet ¥ Actions ¥ : Next Save ¥ Submit Canr.-ll

- Lasd Sawed 01.07.27 0042
=

Tenws 200w Contrad Europesn Tie
;s sre 4 P

Genera

Click to return to . S
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3.4 Prepare Bid Response Offline — Download XML file and open in Excel

Select the options "Requirements and lines" and s ™~
"Rich style spreadsheet" and click OK. The system FXDoR: SpraGahoot - A IMPORTANT
will export and download the .XML file in a ZIP folder N

Response Template (@) Requirements:and lines Please note that the system generates a

new .XML file every time a negotiation is

on your computer. Use an appropriate application
amended. Make sure you are using the

to extract the file . XML file from the ZIP folder.

@) Rich style spreadsheet

Hight-weight style spreadsheet latest XML file when submitting your bid.

Lines only k )
@ Cancel

)
Open
-
Open the saved .xml-file in Excel by going to , o
-,
the “Excel” application, clicking e o .-
on “Open” “Browse” and then browsing the .
. . Thas Pt <\
file location. S
Click to return to . . .
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3.4 Prepare Bid Response Offline — Complete bid responses in Excel

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

H % IMPORTANT R

Please make sure not to change any
details of other cells than the ones
in which you should enter the

X s ¢ o g ¢ G " ; ; X l " N required answers and price offers.
8 SUppller Guide Document

< ’ [t Fovmmat +

5 Mepssdbon Imvilation bo Bid UNDPFEU 20178 Corearn Unted Nedom \ J

4 o e Bowet KOXMAJL Rotand

f, legrestion -y Frooe J0000006TA50814

] Respanse Camaacy £mas coland koxhayunap srg

; ¥ : ..: “‘."-.:L' Nexiganaip suppier §1

1-0 General

1 l-.lun-_;fuv(n-n:]:

12

13

14

15§ Mote o B

i ]

17

e — | 4

‘ A IMPORTANT

§: 1 A vengcr shoud not be suspended debarred, or stharmse Sy any UN ap-wwumnamuocm,em-

25 mmumvm mmuqunwuumwummmn, ate sultjoct b any sanction of termporery suspensien

& Gonacal U (1-31 | Ao Soing| | < | Please check all the sheet tabs at the bottom of the

excel file and make sure that you have answered all

E required fields.

Click to return to . T
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3.4 Prepare Bid Response Offline — Complete bid responses in Excel

Follow the instructions next to the
cells that should be completed.

If the instruction says "Target: Yes" it
means you can answer that
guestion only with "Yes", thus type
"Yes" in the answer cell.

In the "Comments" cells you can type
any textual comment related to the
answer that you provided in the
answer cell.

If the instruction says "Numeric value
only", type only a number in the
answer cell.

Click to return to
Submit Bid Main

Page

&:1 fx

M—

68

69 [
% Comments

72
73
74
75

Augrmnen LTI

Qualifications

A B C D E F G H | ) K L

LN

[ ]

2 Administrative documents

1 Have you provided Power of Attomey authonzing signatre of Offer to sign ol behall of the company

[ ]

Comments

2 Have you provded Certificate of Registration of the business, including Articles of Incorporabion, or equivalent document if Bidder 1s not a corporation

(Target Yes)

w
60 [ ]

3 Have you provded Audited financial staterments for the last three years induding: consolidated Balance sheet, Profit & Loss. and Cash flow stalements?

Comments

Jai Indicate annual lurnover for 2020

| Numeric value only

3a2 Indicate annual turnover for 2019
| | Numeric value only
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3.4 Prepare Bid Response Offline — Complete bid responses in Excel

m Insert Page Layout Formulas Data  Review View Help Acrobat ¥ Share  © Comment
Enter the price offer in the "Response —iy - 7
Price" field for each line item that you v o [
wish to bid. If the negotiation requires .
bidding for all line items, enter the
N . . 3 C D £ G { | i L (4] p Q R S T
price offer in the "Response Price" 1] Supplier Guide Document : r— - M—
filed for each line item listed. 3 il T o i
5 g0ty c *e.r;:L;iD Fv:-: J;»Iw.!,’ﬂltu
6 Aespor wory UID Eral rolang hosha@undp sy
' ; 's": ::.: f -““':-..'.:‘L-;: Nexigenerp supplier 01
If you have any note/comments i i o TR
related to the line items, type them in — o ’
. Eatimates. Total R "
the field "Note to Buyer" of the N P = i Ban g e T wemaasbes g seouse
corresponding line item. :gl = . = : i I == T
18
19 Last Downrnaded 72021 $:44

Click to return to . T
Submit Bid Main UN Women Quantum Supplier Guideline - October 2022 58
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3.4 Prepare Bid Response Offline — Upload responses and submit

When you have completed all fields, save the document as an
XML. Spreadsheet. Login to the system, click on the "Supplier
Portal" icon and click the link “Manage Responses”.

Supplier Portal

Search | Invoices v | | Invoice Number

Tasks
Consigned Inventory
+ Roview Caonsurmption Adyicot

Invoices and Payments

Negotiations

o View Active N atons
I « Manaoce Resnonses I

Company Profile

« Manage Profile

Click to return to
Submit Bid Main

Page

Requiring Attention

S

H

m View 9y FOomal ¢ 2 Detach ‘ r | Revise

Select the draft response that you created for the negotiation in
guestion and click the "Revise" button. You can also click

the "Action" icon and select the "Revise" option. Your draft bid
response will open.

»

"* Response
|
Uniock Dran

Delete Draft
automatically locks it

Reference Response Supplier 2 v 0
Response Nivibor Status Contict Supplier Site Negotiation
13206 Draft Popnikolov, Via UNDP-PSU-00157
13209 Draft Popnikoloy, Via UNDP-PSU.00179
UN Women Quantum Supplier Guideline - October 2022 59
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3.4 Prepare Bid Response Offline — Upload responses and submit

Toupload the completed .XML file in the b g plo R
negotiation, click the button "Respond by
Spreadsheet” and select the option "Import".

Click on "Choose File" button and select

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

each section of the Negotiation. Please review 25 ¥ ey st ' - T
the answers to make sure everything is correct ’
and add any attachments before validating your = it |

entries and submitting your Negotiation.

Click to return to

Submit Bid Main UN Women Quantum Supplier Guideline - October 2022 60
Page
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QuanTum
3.4 Prepare Bid Response Offline — Validate bid response and submit

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

The system will perform a validation of
the bid response.

If no errors are identified,

you can proceed with the submission.

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

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

Click to return to
Submit Bid

Page

Main

Create Response (Bid Response 12214): Overview @
£rfa ot tenl larn

reate Response (Bid Response 12214): Requiremen v | Actors ¥ || Back || Mext | || Seve ¥ || Sehit | Cancet
e oo g fave
Ui

LAl Saved 9107 21 0.0
Torm Jinw Canend Evropesn
. R
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3.4 Prepare Bid Response Offline — Review bid response and submit

You can review your bid response by clicking “Review". Then click on different Sections to view the entered info.

bid is complete and your responses have been validated, click on “Submit” to post it in the system.

000 -

OwerviewRequirert Lines  Review

Review Response: Bid Response 13208 (@ uessages Respond by Spreadsheet | ¥ || Actions v |- N Save | ¥ | Submit

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

Title  1TB-Proc Notice Close Date 31-Aug-2021 04:40:10

Time Remaining 54 Days

Overview Reguirements  Lines
View » Fomat » Detach
Response
i ; Estimated Total Minimum
Line Description Details Category Name Response Price UOM Name Line Amount Arouit Release Attachments
Amount

il
o

o
T

Columns Hidden ¢

Click to return to
Submit Bid Main

UN Women Quantum Supplier Guideline - October 2022
Page
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3.4 Prepare Bid Response Offline — Submit Bid Response

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

« Confirmation X

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

OK

You will also receive an T s ; ’ . P : ;
automatically generated e-mail B

notification confirming that the bid A Syt s :

r‘esponse was Sme|tted. rompeceadigy-g Vi s vl s alvosdicrry ves kil bratgadbuss bl o ey Sad el s huss i vre ko i e el e e Ll -

Sogwier Marw | Bappber Corto |0 Mrre [ Wegetiation Typed Mapotetion Warmdes Presposse Werrber [Besport Sesesmriban 0ot & Tiva] Trre o J96] Pesgonse WIDMY o 7|
NVZ Erpors irmpord Jwe Crae JrDe U ewetaton to S |JNCP-PSU001%6,1 008 14/10/3031 242 AM

Click to return to
Submit Bid Main
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4. Manage Bids A

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

» 4.1 View bid responses

> 4.2 Revise/Edit a bid response

> 4.3 Manage a bid after negotiation is amended

> 4.4 \Withdraw submitted bid response




QuanTtum

To view your bid responses for the negotiations that you participated, login to your Supplier profile and go to “Supplier Portal”.
Click on “Manage Bid Responses".

You can use different Search criteria. If you know the ID of the negotiation, enter it in the "Negotiation" field and click the “Search”
button. Your bid response for that negotiation will be displayed in the Search Results.

You can also search your bid responses by selecting one of the values in

the dropdown list for the "Response Status": Active — to see bid responses submitted for ongoing
negotiations;

Active or draft — to see both the submitted and draft
responses for ongoing negotiations;

Manage Responses

4 Search Agdvanced Manage Watchlist Saved Search  Actve or Diafl Responses

. - Awarded — to see your awarded bid responses;
wm..., M.m“ — Disqualified — to see your bid responses which were
** Response disqualified during the evaluation process;
e == Draft — to see the bid responses which were saved as draft
S:hR"w iyt (not submitted);
oy pviseas Hoes e <% e o Pending Award — to see your bid responses which are
Response et s i Supplier Site  Negotiation w ".,y'g."""”" Time Remaining Meoenges  Monitor  Award Amount L. L.
—— e : awaiting an award decision;
o Rt 1500y 20 s ~ Rejected — to see your bid responses that were not
= o G e L lL awarded;
o T WL Ch Resubmission required — to see your bid responses
Click the button "Search” and all bid responses with that status which have to be resubmitted because the
(—) will be listed. negotiations were amended.
Click to return to
Manage Bid Main UN Women Quantum Supplier Guideline - October 2022 65
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To view your bid response(s) for the on-going (Active) negotiations, login to the system, click on the
“Supplier Portal” icon and then “View Active Negotiations” link. All on-going negotiations will be listed.

The negotiations for which you have not created a bid response will have value 0 in the column Your

Responses.

The negotiations for which you created a draft or submitted a bid response will have the value 1 in the
column Your Responses. To open the bid response, click the number 1.

Neguadtiens

o Mage ospotsss
'
Company Profile
RS
LLITL B Vgt enrt Memcrses B ez tet Uessasn

Click to return to

Manage Bid Main
page

4 Search

Requiring Aftestion Recent Acbvity

Seorch Resuts
Moo Ve o Forrt o ¢ s Detach

Nwactiatizn AT T

NN WD 30001 ™ e Hoxs

fransaction Reports

No cata available

UN Women Quantum Supplier Guideline - October 2022

Create Resporas

Ne Sp
™ su S0 Tisse Renaiteng Closs Dete

All Rasporaes
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In the column “Response Status” you will see the status EECEFEEEEIES
of your bid. For a bid to be successfully submitted, the ‘ . , e -
status must show as “Active”, Then, click on the number " Searh A o=z et oot

displayed in the column “Response” and the system will ==
open your submitted bid. Py~ P ot Terms. [een
Response Mmm' : = aﬁm :‘;:.':;' Supplier Site Negotiation ';’: ;y‘;' ' Teme R = Mo::;:

oo Actrve Sogroioy. Via NOP MO0 | nvitasnn ¢ 21 Davys 10 Pours
DEV4

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

Click on different Sections to view the entered info. To e o ey 35
revise the bid response, click the “Revise” button. The —_— e e
bid response will be open for editing.

Responss Amount 1 000 00

Yew w Fone v » Detach

Line Deecription Rank Response Transform LUOM Estimated  Response Minmum

Rark Name Quarety Release Amourt Amount

Colummns Migden

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

Manage Responses

b Search ‘ Advanced H Manage Watchlist

Search Results

Revising a draft response automatically locks it

Mormat v Freeze = Detach Wrap Accept Terms ‘ Revise ’

Accept Terms teference Response Supplier . _— Ne Negotiation -
lumber Status Contact Supplier Site Negotiation Tit: Type Time Remaining 0
00123 Active Popnikolov, Via.. UNDP-MD-00031 ... Invitationt... 21 Days 18 Hours

ock Draft

Click to return to
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To view and edit the data entered in different sections of your bid response (Overview, Requirements or Lines), click on the

appropriate step of the response. Once you implemented the changes, click the “Submit” button to post your revised bid
response.

P r \
seas /I\ IMPORTANT
Create Response (Bid Response 16208): Overview Messages || Respond by Sprosdsheet ¥ || Acticns ¥ e ve ¥ || Submit | Gance
Make sure that you submit your bid after
s : — — i o : you edit/revise it.
Titse TR0 Moo Tme Hematren 21 Daapn 17 moun
Clooe Date 11 Aug 2021 D4 401 - k J

General

7 o WO
Bavpie 0. ve Resgonss Type @ Primay
Negooaton Currency &L
flespense Carency
Reterance Number (001
Pries Pyscision 2 Decensll Moy

Nate to Buywr

Aftachimunts Moo 4

Click to return to
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If the negotiation for which you submitted a bid response is amended, your bid response will not be valid anymore and its
status will change for Active to Resubmission Required. You will receive a notification e-mail generated by the system with
this information. You can also find a notification in your Supplier profile once you login to the system.

[A IMPORTANT i

Notifications

Search | Invokes ¢ || Invocs Numtsr v }
Please note that whenever e Ormin
g g 9 ® oy w Q¢
B HRBRHRH 0Nk FEBARERH, Concignat osatury AR —— i
bl-:d . . tthl Al S TORE Requiring Attention
mmmh‘hm wm l'] N pvsew Consumption Advicas Diamin
%&{T&Twh%wmust click on Invoices and Payments ® rvi R i gt
automatically withdrawn i N WL O | vy
and must be resubmitted. 2 B o
\ Negotiations

o View Actye Negalstions

o Munuge Responees

Company Protile

« Manage ProMe No data avallable
- B Megotaton Message: ll Negosaton Responses

Click to return to

Manage Bid Main eaBi:I Main UN Women Quantum Supplier Guideline - October 2022
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You have to acknowledge the amendment first and then you |, the Search Criteria, select the option Resubmission required in the field

will be able to resubmit your bid response. Response Status. Your bid responses that have to be resubmitted for
Click on the “Supplier Portal” icon and then click on “Manage amended negotiations will be listed in the Search Results. Click the
Reponses”. negotiation for which you wish to acknowledge the amendment and

resubmit your bid response.

Ragurng Attentian Recent Actieity Negriaten T I

** Megateten Line Dencrigton

* Respooss

Ko data avatabie Search  Feset  Savw

Sexvch Resits

Tansa s L MNar o Sl widrrae miragh oty e bl Y
Aers v Vew @ lame o wir " Datach Socest e Review

Referance Response Suppler Negotetion Unreas
Corpary Prome Mspurne Musmer Stares Contact Suppher St Negotation N Yse Trrw Remaning Massages Mositee Amard Armourt

Click to return to
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A short description of the changes in the amended negotiation will be
The amended negotiation will open. Click the button “Actions’, gisplayed in the Amendment Description part. Scroll up and down to see
then select the option “Respond” and click on “Acknowledge ;. details of the amended negotiation.
Amendments”. To acknowledge the amendment, check the box in front of the text "I have
reviewed the changes and | acknowledge amendment 1 for negotiation
XXXXX" and click the button “Submit”.

Acknowledge Amendments (Invitation to Bid UNDP-PSU-001

Aeveeory | AP FSU D Yo Sgumer Gode RAg AL L Arve iLooed
]

Colerrra Hdden |

Amencment 1: Dotals

Achnawlafprernt o | Nrie Soamed D CRanges ] | sOrowadgn et | i hegtatn LNDF
Arcengmast Deecription  |acreenan qaariy 00 Low tar

Click to return to
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A warning message informing you that you acknowledged Click the option “Actions” and select the option Reuvise.
the amended version of the negotiation and new bid

response will be created will popup. Select the option

“No”, as you are not going to create new bid response but
revise the existing one.

Retpore Sugpher e
s o v oy SupplerSte  Negobetion '.gzr"‘n-um-m' - eertor Awers Amoust

Click to return to
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All answers submitted in the bid response for the previous A confirmation message that your bid response is submitted will

version of the negotiation will be displayed and all the fields be displayed on your screen.
will be open for editing. Click on each section of the bid

response and you will be able to edit the info/data.

Once your revised bid response is complete, click the
“Submit” button.

Manage Responses

v Confirmanon

** Negomation Tits o

** Neposanan

** Respomee

Boseh  feset  Bave.

el e L

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

Click to return to

Manage Bid Main UN Women Quantum Supplier Guideline - October 2022
page
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Click to return to

5. Manage Orders and Invoices Toc

Supplier Portal

This Chapter is applicable only for “Spend

o] e Authorized” suppliers who have active
Paks contracts with UN Women. It provides an
o B e overview on how to Create Invoice(s),
R . . - view Purchase Orders, Invoices, Payments
R | AL and Remittances in the supplier portal.
e 30 These options are found under the Tasks
Spmonts ' o - segment of the Supplier Portal page.
i - . 1. Manage Order
2 View Recelpt " . .
Lo 2. View Receipts
3. Create Invoice
Supplier News . .
Steps to Review / Respond Public Negotiations 4' Create InVOICe WIthOUt PO
Invoices and Payments 5. VieW InVOiCeS
[y —* crsein 6. View Payments
o
4—



QuanTum
5.1 Manage Orders

Navigate the Tasks on the Supplier Portal page

in the previous slide and follow the steps below :

1. Click "Manage Orders" Headers/Schedules

2.  Enter the purchase order in the "Order" field
or chose "All Orders".

3. Click "Search": The purchase order(s) details
are listed in the such as Order Number, Order
Date, Description, Amounts, Currency, Buyer,
PO Status and Schedules.

4. Click "Life Cycle" for PO dashboard

5. Click on "PO number" to preview the PO

(- Tip

Status

* On Hold: The Order is on hold; no transactions can
be created.

* Closed for Receiving: The Order is fully received

* Closed for Invoicing: The Order is fully invoiced

* Open: The Order is Open for receiving and
Invoicing

* Cancelled: The Order is cancelled but not deleted

* Pending Change Approval: The Order has a

change request that is sent for approval

Click to return to
Manage Orders and
Invoices Main Page

Manage Orders @ | 2 m
— | 1
l
faske  Marage Walchlist  Suved Seercn A

+ Advanced Search

v vibet | Statts wilh v

Semich | Reset | Save_ | AMdFisits v Reosder

St Ranidle 3 ——-
oA KESUs |
Agdaie Yew e Fomal e / ' Foaum Datach  J Wiep

Crexson

Oroar Order D28 Descnption Supplier Soe Ordersd Cumency Statys Lifs Cycie Daw Su
3 70
|
0
0
3
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5.1 Manage Orders - Life Cycle

S
Order Life Cycle: 10000367
Sold-to Legel Enty  Untied Maton: Developnent Pogramme Ovther Uit Cycle Irdeced § 500 08 USE
Dite 00T
2 Shoped 108 USE
Supgher XVITomaeny Test
Sopptier Sim (s - Fecarsed 325300 USD
W Onderec
Fopihr Costact ) » ‘:'ﬁ“"' Deitoerad 3250 08 U8
ol 4500 00 LSO w W Ootemed
8 naved wvoiced 325005 U3D
4 In.Transit Shipments
Musw Ywow oty T 3 ODwaach
Shipment Ship Date  Tracking Number Packing Stp Expected Receipt Date Shipped  Carvier
No nesult foune
Cotuanas Hutes 2
4 Recapls
Acdonz v Vew v Fomat w ! y » Detach
Hacaipt Receipt Dass  Shipment Ship Data  Paching Slip i i Haceived Dalvered
3L 88qel0222 a0 3250 m 124000
Conmns Hdoes 3
4 nveices
Adon v Verw Fomel v P & s Detach
woke Invoice Dete  Status bwoice Total Pad  Matched Amount Recolpt Packing Sip
B-Se-3002 Vb Zaow! EET LN ) 30 12500

Cotumng Mates

Click to return to
Manage Orders and
Invoices Main Page

UN Women Quantum Supplier Guideline - October 2022

Bill of Loding

Invoiced  Opes to Invoics

Do b3

Order Life Cycle details:

Order Number
Supplier Name
Supplier Site
Supplier Contact
Ordered Amount
Shipped Amounts
Received Amount
Invoiced Amount
Receipts Details
Invoices Details
In-Transit Shipments
Bar-Chart for PO
transactions
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5.2 View Receipts

View Receipts

+ Search
........
Search Rosults
Recept Rezeipt Date Crgarizaton ngment Sivp Dot
Receipt: 88
Summary
e
P
4
L
Nervter of Susmitel Pecking
b Asdbonal IntHer sl
Lnes
- Nen Descr pian D amant Trpe ::‘;:M

X T e

Click to return to
Manage Orders and
Invoices Main Page

Purcrase Oroer  Imvcice

S0t

Packng Sip

Quansty

et ned

LS D

Bib of Lading

Agvancet eivd es

—p | S4ptch  Fesel  Seve

Seppiir Ste

VoM Mame  Sunerey  Reaaigs Caw

Wt
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Navigate the Tasks on the Supplier Portal page
and follow the steps below:

1. Click “View Receipts”

Chose All Orders saved search

3. Enter/Select one or more of the following

parameters: Receipt Number, Purchase

Order Number, Shipment, Item or Receipt

Date range.

Click “Search”.

Select Receipt form the table.

6. Click onthe “Receipt’ number to view the
receipt’s details (Header and Lines))

7. Click “View Transaction History”

N

v oA
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5.3 Create Invoice

Create Invoice Step 1
. R _ Click “Create Invoice” option from the main Supplier Portal page
' P Step 2
Enter Purchase Order Number/Select from the dropdown list.

| Step 3

Add the Invoice header, including all the mandatory fields below:
e . L * Identifying PO
Lines " A * Invoice Number

wret

10000182

n ot 1D
nxpaye(iD | 10000183

¥ Suppiwr Sie | 10000154
Address | 40000180
Supphier Tox Regrutration Humbwes 10000184

10000140

Customer 10000182
10000144

Customer Taxpayor W0
10000505

Sanemn * |nvoice Date

Purchase Order Consumption Advice ] H p
" Number © Type Supplier lem tem Description Ship-to Location Tax C| InVOIce Ty e
" Numbet T Line © Schedule Numbaer Line . .
* Supplier Site
Total
. hm
‘ Attachments
Create Invoice @ e scons (Y (Y
—p * identifying PO | 10000180 - Remit-1o Bank Account - — * pumber | MDT-SPT-001
SROPAD - AT SN Unique Remittance identifier — * Date | S-Aug-2022 ‘®
TaxpayeriD 32475424
Unique Remittance deatifier Check Degit _> * Type | invoice -~
— - Supplier Site | NY -~ i . .
Description Invoice Carrency USD - US Doliar
Address UNITED STATES
y c IS S Dotlar
I —)  Attachments imsoice Sample V1 pdt e X Payment Currency USD - US Dolla
Suppber Tax Registration Namber - 2
Tax Coatrol Amount
Customer
led Nations Dewslopment Progeamme
* Customer Taxpayer ID | UNDP - Hame UnascNations pment Programme

Address

Click to return to

Manage Orders and UN Women Quantum Supplier Guideline - October 2022 80
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QuanTum

5.3 Create Invoice

Step 4
Go to the “Select and Add”

to view the lines pending to
be invoiced

Create Invoice &

* identitying PO
Suppher
Taxpayer ID

* Suppber Site

Address

Supplier Tax Registration Number

Customer

* Customer Taxpayer 1D

Lines

Click to return to
Manage Orders and
Invoices Main Page

Yrewv — > %‘) Cancel Line

" Number " Type
" Number

No data to display
Total

10000180
ABC Solutions

32475424

NY

UNITED STATES

UNDP v

Purchase Order

* Line * Schedule

| 4

Remit-to Bank Account

Unigue Remittance identifier

Umique Remittance identifer Check Dignt

Descnption

Attachments

Tax Control Amount

Name

Address

Consumption Advice

Number

Supplier ltem

Line

Item Description

«

Invoice Sampls Vipdi«e X

Un#ted Nations Development Programme

Ship-to Location

UN Women Quantum Supplier Guideline - October 2022

Tax Classification
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5.3 Create Invoice

Select and Add: Purchase Orders
4 Search

** Purchase Order | 10000180 -

** Creaton Date | o °

Search Results

View v = Detach SelectAN <«

Purchase Order

n Ship-to Location Ordered
Number Line Schedule
——) 10000 180 1 1 DS — Juticaipa, Hon 1.000
<
Purchase Order Consumption Advice
er " Type
* Number ° Line “ Schedule Number Line
10000180 1 1
Total

<

Click to return to
Manage Orders and
Invoices Main Page

o Step 5
* Select Purchase Order line(s)

Agvanced Saved Ssarch -

. At i o «Click “Apply” + “OK”

Coasumpton Advice

Step 6
* Scrollright to view the other columns
Search Reset Save_
Example:
v' Ordered Qty= 1000 Units
v' Received Qty= 500 Units
v' Invoiced Qty= 400 Units

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

Received Consumed Invoiced

%

v m
™

Supplier ltem htem Description Shipto Location  Tax Classification Aa:g:z: Quantity  Unit Price UOM
ALE DS-Jicsipa H w v 600 100 10 Ea

UN Women Quantum Supplier Guideline - October 2022

* Toselect all purchase order lines use “Select All” button

* Amount
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5.3 Create Invoice

: Save:
Create Invoice @ moicesctons v [ m ==

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

identitying PO 100001 - Remit-to Bank Account v * Number | MDT-SPT-001 h | b
= : the Invoice number
TN 100 Sions Umque Remittance identifier * Date | 5-Aug-2022 Y
ToxpayeriD 32475424 cannot be reused.
Unique Remittance ientifier Chack Digit Twe Ivoice
Suppher Site 1Y v Invoice Curreacy  USD - US Dollar Save and Close
Address UNITED STATES e Payment Curreacy  USD - US Dollar Save draft invoice and
Attachments invoice Sample Vipat o X
Suppher Tax Registration Number v exist the screen
—— Tax Coatrol Amount
; Submit
Customer = )
: T Click “Submit” to send
Customer Taxpayer 10 UNCH z Name Unitiad Nations Development Programme . . )
PO invoice directly to UN
Women Accounts
Lines Payable for processing.
Vewy 4 X E | cancolline Once Submitted Invoice
Purchase Order Consumption Advice Available cannot be Changed
er “Type Supplier item ltem Description Ship-to Location Tax Classification 8:“. Quantity Unit Price UOM * Amount
* Number * Line " Schedule  Number Line ad
10000180 1 1 FLE DS-Jubcalpa H w v $00 100 10 Ea 1.000.00 !
. . 01 oioe MOT-SPT-001 has been submited
Total 1,000.00
< >

Click to return to
Manage Orders and
Invoices Main Page

83
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5.4 Create Invoice Without PO

After navigating to the Tasks segment on Create invoice Without PO @
the Supplier Portal page shown above:

1. Click Create Invoice without PO
2. Enter all the mandatory fields:

—— Sepohet X0 Test Comarmy

Tagaper ) 004T5T

Roroet o Bark Accowrn v

Mgse Sevndtiece leermter

— SR S

Header; o :‘!‘v.'; PERSIARAN APEC. 53000 CYBERUAYA 1 Uvegue fisen21arsy KeniBer Cruci e
= Invoice Number : R
= |nvoice Date . o
= |nvoice Type Customed
L] Supplier Site AT MaTm  Uinsed Nasor; Dot Frogranne
= Attachments
= Currency Lines
=  Requester email (UN ™
Women Contact Person Muriber * Typs Stip 1o Location ShiphomLocaton  Tea Clwaificion l Aot Duscripson l
Lin_e)s I Totsl ,000.00
= Type
=  Amount -
= Description Line. * Reginie " Tax Narme Tox Juriadiction * Tax Stats Rate Name Peicettage Pet Unik
1 Click “Save” / “Save and Close”
2.  Submit the Invoice.
3. Click “Done” to exit screen o
e 4.  To downland an invoice copy click o frogr Wictase e T
wue “Printable page”

Click to return to

Manage Orders and

Invoices Main Page
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QUANTUM

5.5 View Invoices

View Invoices u

# Search Agvanced Saved Scacn Al mvices -
" Mvoice Number Consumption Advice
" Suppher XYZ Test Company v — vorce Status ~
Suppier Site - Pala Status v
" Purchase Order Payment Number

—p Search | Reset  Save..

Search Resulils

Viaw w y Detach
:;‘::l‘::r Invoice Date Type 3;’;:?’!” Due Date z‘\:z)plk" Unpaid Amount Invoice Status Paid Status Payment Number invoice Amount
)-Sep- 2022 Standard 10000367 -Sep-2022 OMca 000 USC Paid 56560000( ), 445 00 LSD
{ ancard 4 [ Mco 450000 EUR ! = 1 JO0E
92022 cart ) Mce 400 USC L a 40 }
1. Click “View Invoices” on the supplier portal main page
2. Use any of the following search options to retrieve the exiting Invoices: Invoice Number, Supplier, Supplier Site , Purchase Order, Invoice / Paid Status.
3. Click on “Search”
4. The Invoice details will be retrieved in the results table including Invoice Date, Type , Order, Due Date, Payment Number, Invoice and Unpaid Amounts

Click to return to _ S
Manage Orders and UN Women Quantum Supplier Guideline - October 2022 85
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QUaNTUM

5.6 View Payments

View Payments

4 Search

5.

** Payment Number —lp " Supplier | XYZ Test Company

< |

Payment Siztus Suppber Site

e [«

Pzyment Amount

Search Resufis
Views 7 s Detach
PaymentNumber  PaymentDate  Payment Type —r Suppser Supper Site Payment Status Re.-monooun Payment Amount Payee
—ly  S5SE00DN01 12-Sep-2022 Faymeni Process R -2002-1783  X¥Z Test Company Office MNegotatie ;:\L=L>;'=I(:'.T~_"ISE.EE N 344500USD XYZTestCompany
1. Click “View Invoices” on the supplier portal main page

Payee Site

Bank Account

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

Amount.
Click on “Search”

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

Payee, Bank Account, etc.
Click on the “Payment Number” to view the details

Click to return to

Manage Orders and

Invoices Main Page
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Click to return to
T0C

6. Manage Supplier Profile

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

» 6.1 Setting your Regional and Language preferences

» 6.2 Update supplier profiles

» 6.3 Manage Contacts (user access)




QUANTUM
6.1 Setting your profile preferences

The Portal gives the possibility each supplier to set the preferences of their own supplier profile. This relates only to system
interface and not solicitation documents.

Once you login the system, click on the "Setting and Actions" icon in the right upper corner of your screen and select the
option "Set Preferences".

Settings ana Actior

Personalization

tion Reports Applications Heip
1ys

e) No data available

Click to return to

Manage Profile
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QUaNTUM

6.1 Setting your profile preferences - Regional Preferences

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

General Preferences: Regional

Preferences

General Preferences "Territory" Select your country.
. Territory | United States v|

Regional

Language "Date and time format" Select Date Format ‘ d-MMM-yyyy (30-Jun-2021) v‘

Accessibility Settings . . .

T e the format in which you wish ‘ ‘

. Time Format | HH:mm:ss (10:17:11) W

. the date/time to be presented.

Watchlist Number Format ‘ -1,234.567 w

Oracle WebCenter Portal "Time Zone" Select the time

. . . Currency ‘ US Dollar v‘

= Service zone in which you operate. This

User Notification Preferences will convert the tender deadline Time Zone | (UTC-05:00) New York - Eastem Time (ET) v|
iiﬁ% Knowledge to the exact-t|me as per your

# Preferred Knowledge Locale chosen settlng.

Click to return to

Mgm UN Women Quantum Supplier Guideline - October 2022
Main Page
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QUaNTUM

6.1 Setting your profile preferences — Language Preferences

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

Preferences

General Preferences

Regional

Language

Accessibility Settings
Password

Proxies

Watchlist

Oracle WebCenter Portal

Service

User Notification Preferences
Fl
ii% Knowledge
# Preferred Knowledge Locale

Click to return to

Manage Profile
Main Page

"Default" Select the default
system language for your profile.

"Current Session" Select the
system language for the current
session. The system language will
go back to the default one at the
next login.

UN Women Quantum Supplier Guideline - October 2022

General Preferences: Language

Default | Spanish w
Current Session | Spanish v|
Display Name | English ' |
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QUaNTUM

6.1 Setting your profile preferences — Language Preferences

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

Portal de proveedor
etrscazca sl of ek
Inbockarca pgut of el

13

No®©Cs Ge proveedor

Steps 10 Review /| Respond Public Negotistions

Click to return to

Mgm UN Women Quantum Supplier Guideline - October 2022
Main Page
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QUANTUM
6.2 Update/Edit Supplier Profiles

Good afternoon, Supplier Guide!

To update your bidder profile,

login to the system and click the p"
"Supplier Portal" icon.

To view or manage/edit the

data/info of your supplier = O
profile, click the link -
——> .

"Manage Profile".

Click to return to
Manage Profile S lier Guideli October 2022
Main Page UN Women Quantum Supplier Guideline - October
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6.2 Update/Edit Supplier Profiles

Click on each tab to see different info of your Supplier profile. To open the profile for editing, click the "Edit" button
and then "Yes'| l

Click to add text

Click to return to

Mana. e Profile UN Women Quantum Supplier Guideline - October 2022
Main Page
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QuanTum
6.2 Update/Edit Supplier Profiles

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

Edit Profile Change Request: 22001
000 yous baed frw

Click on different sections
of your supplier profile to
update the required
details/information.

4 Genara
‘

4 |dentificahon

To modify, add or remove
contact(s) - user(s) from
your company with access
to login the system- click
the "Contacts" section.

Click to return to

Mgm UN Women Quantum Supplier Guideline - October 2022
Main Page
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QUaNTUM

6.3 Manage Contacts (User Access) - Edit existing contact

Click the "Contacts" page of your supplier profile details. Select the contact that you wish to edit by clicking on the
corresponding row (the row will become highlighted). Then click "Actions" and select the "Edit" option.

Organization Details  Tax Identifiers Addresses Contacts Payments Business Classifications

—> v Formatw o= S Status |Active v = Detach
Create
A& <7 Job Title LY
Edit
=) | dimir

Click to return to

M,gm UN Women Quantum Supplier Guideline - October 2022
Main Page
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QuanTum

6.3 Manage Contacts (User Access) - Edit existing contact

You can modify different info of an existing contact, including the e-mail address. If you change the e-mail address,
the automatically generated system notifications will be delivered to the new e-mail address.

Eait Contact Supplier Cuide

4 A DR ) =

Wsite Nurve

" Lant Narve - Quioe

To login the system after _ B A g
. . # Contact Adoressas
the change, you will still o vy vy X B
Addrens Name Addouss
need to enter your i AR T
initially registered e-mail —
+ Usar Acoount
address as a User ID. e [ G—

Manwe Wwaw fimey X B w Dewcn

Role AT Deacription

Ragewen Aoty Necwvasy S3ecwsn Mg rvocs e peeretts by P s corpet; Ty Mods fotes s g svvon e el

LR Dubs e PG FE 5 DRl LO00W (OO RN N AICONEIg 13 1etseil e sacle et Y

1
Satwiet Ta? Saricw Adveesil e Vrwid 106 0rOfe SRaraabin 1 T bt Oty FIary Liihi 0w B3I buaimet (rulee el et T
mn I:

Click to return to
Manage Profile 96
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QUaNTUM

6.3 Manage Contacts (User Access) - Create new contact

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

Organization Details  Tax Identifiers Addresses Contacts Payments Business Classifications

—> w v Fomatw o= S Status |Active v Freeze | Detach

Create

& <7 Job Title &<’

Edit
dimir

"COTUMITS Hiagen 7

Click to return to

Manage Profile
Main Page
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QuaNTUM

6.3 Manage Contacts (User Access) - Create new contact

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

Create Contact x
Once the required contact details
are entered, check the box S - o . The entered e-mail
"Administrative contact". This will — = address will be used as
give full access to the new contact i Foaiaiitnion (= @ User ID at the login
and the person will be able to st [ Actn v page for the new
prepare/submit bid responses and Lz pamnstanns comact | contact.
to manage the supplier profile, ¢ Contact Addresses
. . s v Vew v Fomat w e Detach
including add/remove contacts.

Address Name Address Phone Address Purpose Status

urnns Hidden 5

4 User Account

Check the box "Request user
account" and click "OK" at the olés
bottom of the screen.

Click to return to

Mana'eProflle UN Women Quantum Supplier Guideline - October 2022 o8
Main Page
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QuaNTUM

6.3 Manage Contacts (User Access) - Create new contact

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

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

QuaNTUM

Click to return to

Manage Profile
Main Page

{——

UN Women Quantum Supplier Guideline - October 2022
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QUaNTUM

6.3 Manage Contacts (User Access) - Create new contact

|II

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

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

Click "OK" on the message.

JQuanTum
Company Prolile

o

=
0% :

Click to return to

Mgm UN Women Quantum Supplier Guideline - October 2022
Main Page
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Click to return to
TOC

7. Helpdesk Support

This section provides details on who to contact for technical assistance, how to address some
commonly asked questions and where to find additional resources on Quantum Supplier Portal.

» 7.1 Technical assistance

» 7.2 Additional resources for suppliers
» 7.3 Frequently asked questions

» 7.4 Forgotten password




QUaNTUM

7.1 Technical Assistance

If you experience technical issues with the bid submission process, please contact the focal point of

the procurement office as indicated in the solicitation document of the tender you wish to bid on.

To ensure your case is resolved as quickly as possible, when requesting helpdesk support, it is always recommended to

share the following details:
* Your User ID and Company name
* The Negotiation ID you are participating in (if applicable)
* Screenshots of any error or warning messages
* A brief description of the steps you took before encountering any errors or issues

Please always prepare and submit your bid well in advance of the deadline of the negotiation so that any

issues can be addressed in time.

Click to return to
Helpdesk Support UN Women Quantum Supplier Guideline - October 2022

Main Page
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QuanTum
7.2 Additional Resources

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

B © | BT wesources | UNGP [ uNoP | Procusesnt to ¢ | I g

United Nations Development Programme

Procurement Notices

General information

Lurren! ProCurcment Notices 28 ch Nouces ANSIcs
OF
nnable f eme .
o s Current Procurement Notices
Development Arca Rel Thie UNDE Office UNDP Country Deadline  Posted
No
Business apportunities /2oy SERVICES 43475  JC/UNDY/BRG/G87/00 1/ § - Support Spogslist for GIS Peattand UNDP Country Office INDONESTA 23-Jan<18 0% Jan- 18
far Feattand flewettng Infrastructure (National Position
Ty
ywords OTHER ity Hig UNDP Office BOSNIA AND 08 Feb-18  09-an-1§
HERZEGOVINA
o O\ CONSTRUCTION LES ¥ MAND DE OBRA UNDF Country Office PANAMA 23-Jan-18  08-3an-18
Vendors @&] INADEM OF
Yaly
Doing business with UNDF
! OTHER 0 de SUministzos pars  UNFPA GUATEMALA GUATEMALA 25-Jan<18 D8-Jan-18
Qusiifications and eligrbitity 4~ POWER 43471 | RFP/UNDP; Commeon Senices/2017/014.:Grounding and hightning RBA, Morvovia | IBERIA 11-Jan-18 | DBJan-18
« Protest and sanction ( 1 Frotoction System Agsessment and Maintenance PAP Buliding
« Subgiier stiics je of conduct ( “";
r (€ iPOrrr=amon 1or Bigders I ,'»'-;‘:\ CONSULTANTS 43470 | SLF-03-201 o REPUBLICA DOMINICAN 24-3a0-18  08:3an-15
- . . = N CONSULTT DOMINICANA REPUBLIC
'-.\7 ” PROCESOS INTERNOS DEL
mnn

Click to return to
Helpdesk Support

Main Page
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QUANTUM
7.3 Frequently Asked Questions

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

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

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

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

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

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

Check with your IT department and confirm that the domain oracle.com and http://supplier.quantum.partneragencies.org are not
blocked by your email firewalls.

Click to return to
Helpdesk Support

Main Page
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QUANTUM
7.3 Frequently Asked Questions

Log In Issues:
I cannot remember my password.

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

I cannot remember my user name.

If you cannot remember your user name please contact the focal point of the procurement office as indicated in the solicitation
document of the tender you wish to bid on.

During Bid submission

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

I cannot download tender documents.
Please ensure that your internet browser has enabled pop-ups. For more information on how to view and download solicitation

documents, please go here.

Click to return to
Helpdesk Support UN Women Quantum Supplier Guideline - October 2022 105
Main Page




QUANTUM
7.3 Frequently Asked Questions

I submitted my bid but did not receive a bid confirmation email.
If you do not receive a confirmation email, you can confirm the status of your bid and check if it has been posted directly on the
system. Please click here for further information on viewing your bid.

Managing your Account

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

Can | update the contact details in my bidder profile?

Yes. To update your bidder profile and other users registered under your profile, go to “Manage Events and Place Bids” > “My Bidder
Profile” and update information as needed. See Manage Bidder Profile for more information.

Click to return to
Helpdesk Support

Main Page
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QuanTum
7.4 Forgot Password

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

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

_ which is the User ID you entered during registration
Click Here. and click Next.

To reset your password, click on Need help signing in?

2UaNTUM

UN Quantum

QuaNTUM

UN Quantum

Suppliers Account Sign In

User Name Forgot Your Password?

|user name or emaif Having trouble with your password? Reset it here.

Passwaord

What's your user name?
o {

Password

Need help signing Fr
""IJ Cookie Preferences Cancel

Click to return to
Helpdesk Support

Main Page
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QuanTum
7.4 Forgot Password (continued)

A password reset notification email was sent to the email

address associated with your Supplier Profile. Click Close
and verify your Inbox/Spam (Junk) mailbox.

2UaNTUM

UN Quantum

Password Reset Notification Sent.

A password reset notification will be sent to the recovery email address
associated with your username . If you haven't
received the password reset email, then please check your spam folder or

contact your system administrator. You can also retry after 10 minutes.

I

Click to return to
Helpdesk Support

UN Women Quantum Supplier Guideline - October 2022
Main Page

@ Verify the Inbox and/or the Spam/Junk mailbox of your email
address and identify the email with the Password Reset link.

Click on Password Reset or copy/paste the URL from the email
into the address bar of your browser.

Please Reset Your Password for Your UN Quantum Account

@

On Tharsday, March 31, 2022

QuanTum

Hello

MAZH1 A0 PMEDT ¥

an ihe Password Resst pags

Details

e ENK 002SAT work. please copy and paste Me folowing URL e he a0ress bar of your
DIOWSEr

imponant: Tns dnk

2022 125141 P EDT AKO. £ you dont racognize Ins message
COMICt YOUr Eystem aommstralor al
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QuanTum
7.4 Forgot Password (continued)

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

QUQnTum You will also receive an email confirming that your password

has been changed.

2UaNTUM

UN Quantum

UN Quantum

Reset your password

v_popnikolov@yahoo.com

Set a password for your user account.

New Password Q/

i I
Confirm New Password Congratulations!

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

Continue to Sign In

Click to return to
Helpdesk Support

Main Page
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QuanTtum

Click to return to
Helpdesk Support

Main Page

7.4 Forgot Password (continued)

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

verification..

QUANTUM

UN Quantum

Suppliers Account Sign In

User Name

N P e i ary el
|LJ_'-|_".' name or email

Password

Password

Need help signing in? Click here

Cookie Preferences

UN Women Quantum Supplier Guideline - October 2022
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@UN v,
WOMENES

Thank you for using UN Women Quantum Supplier
Portal!
To view additional resources such as instructional
videos for bidders and this user guide in other
languages, please click here.

W UN Women Quantum Supplier Guideline - October 2022
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