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1. Introduction 
Severalof United Nations (UN) Agenciesincluding United Nations Development

Programme(UNDP),United Nations Population Fund (UNFPA),United Nations

Entity for GenderEqualityand Empowermentof Women (UN Women), United

Nations Capital DevelopmentFund (UNCDF),United Nations Volunteers(UNV),

havepartneredtogether to usea unified new ERPsystemfrom OracleCloudthat

includes a supplier portal that will manage interaction with suppliers for

solicitationprocessand contract management. Thisdocumentis intended for any

supplierwho wishesto do businesswith any of the aforementionedUN Agencies

(PartnerAgencies)andto serveasa guideon how to usethe onlineportal system.

In the initial phase during 2022, the new portal will function in parallel with

existingsystemsof Partner Agenciesand will be utilized only for specifictender

processesfrom selectOffices. Therefore,suppliersneedto registeranduseOracle

Portalonly for the specifictender opportunitieswhichare managedvia the Oracle

portal. Duringthis initial period, the PartnerAgencieswill continueusingexisting

online tenderingsystems,suchasATLASeTendering,InTend, etc. Suppliersneedto

useprofiles of those systems(or registerone if needed)to participate in tenders

managedin the other platforms.
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Quick References to the Guide 
The Supplier Portal guide is intended for individuals or companieswho wish to participate in a tenders/negotiations

managedthrough this portal or registerasan authorizedsupplierto acknowledgeand managecontractagreementsvia the

portal.

Forquickreference,youcannavigatedirectly to a specifictopic by clickingon the relevanthyperlink:

ÅTocreatea profile and registerasa supplierin the portal, pleaserefer to the sectionon how to Registera Supplier
Profile.

ÅTosearchfor Tendersanddownloadtenderdocumentswith a registereduseraccountpleaseclickhere.

Å If you alreadyhavean accountand wish to participatein a tender, pleaserefer to the sectionon How to Submita
Bid

Å If youalreadyarea Spend/authorizedsupplierandwishto createan Invoiceor managePurchaseOrders,pleaseclick
here.

Å If youhaveanaccount,but haveforgotten your password,pleaseclickhere.

Å If you are experiencingany technicaldifficulties with signingin, registration,or bid submission,pleaserefer to the
sectionon HelpdeskSupport.
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1.1 How to use the Guide

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 Contentsprovides 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.

5
Click to return to 

Introduction
Main Page

Click to return to 
TOC
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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 ¦bΩǎ ŦǳƴŘŀƳŜƴǘŀƭ ǇǊƻŎǳǊŜƳŜƴǘ ǾŀƭǳŜǎ, such as fairness, integrity, transparencyand 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 contractisawarded.

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.

1.2 What is Supplier Portal?

6
Click to return to 

Introduction
Main Page
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TOC

https://www.undp.org/procurement


2  Register Supplier Profile

üOverview of the Supplier Registration

üStep 1: Enter the company details

üStep 2: Enter the contact (user) details

üStep 3:  Enter the company address

üStep 4: Select the Business classifications

üStep 5: Select the Products & Services

üStep 6: Complete the questionnaire and finish the 
registration

üSet the password and login to the system

7

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.

Click to return to 
TOC
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You should register for an account only once. 
If you have forgotten your password, use the 
option Need help signing in? 

IMPORTANT



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 Portalwith their own User ID and password.

Overview of registration process

8
Click to return to 
Register Profile

Main Page
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Action 1
Compile the required 

information

Action 2
Click the link for 

Supplier registration

Action 3
Register Supplier

Profile Details

Action 4
Create password 

and login the system

Mandatory:
V D-U-N-S  number (if you have one) and taxpayer ID or Tax registration number.
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.
V Document about women ownership status of the company if relevant.
V Banking Proof for Spend /AuthorisedSuppliers

Recommended:
V Brief description of the company profile.
V Copies for company registration documents.
V Copies of following documents if you possess them: 

V ISO 9001, ISO 14001, ISO 14064, or equivalent;
V Internal company policy documents relevant to these quality requirements;

Å Have the necessary information and documentation ready before starting registration process. 
Å Companies with their own email domains need to make sure that undp.organd oracle.comis 

not in blocked by their email firewalls.

IMPORTANT
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Action 2: Click on the link for Supplier Registration

9
Click to return to 
Register Profile

Main Page

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

Please click hereto 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.

IMPORTANT

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.

https://estm.login.em2.oraclecloud.com/oam/server/obrareq.cgi?encquery%3D%2FIf6mUZq3RBCgQ6mirGaWVHwStcqQK8vP7SaklnNUU3DWbm%2FVKuYxvP61AaXpq9OYwxvDoFCsvdfxDzqTaVKwUlq8MupuYnNUrtOOYSiyBWLGMRi9slubrh4Oo9JLpe%2BNRMD9Pi0vdZWoELloF39te2abuuxhOvwfwbPeoRYxSPoMBTU25N0ZQJshWsCFnBMIeNoZoTIp2BLuXnudYIbQzMcpbEWxubK2UG8pb%2FV1qQSa0v659fZBvVYj4jBmPnvtVIEvmYVNXspS8aXwCrrNWUAfIJavCMU7%2Bxr8wSpVB3OWQcLviAvJuggEDcpoXLkxkq%2BN5l8solnCxbdhHUI6TpJ6pOY2DV5ztZGDwxuiy5IO0ZXPmW96XqNejgWkGA9f7J28AQpHM%2FEVVct%2FgsZTwGzMZ0YqPA%2BM6PLUjRyjRz09Dh2ki%2FYg4S%2FAQZuKCOQlFbn%2BAfi82jAWWyEcn7qRuEMFts%2FyGiUO8FyPvWfwYQMlkt5aAW9shfwXfS21c5jPsHsw06QvtJYlmZwwkXF4g%3D%3D%20agentid%3DOraFusionApp_11AG%20ver%3D1%20crmethod%3D2%26cksum%3D2f145c8d192cc2c4bd3301be3f8d7deff69c419c&ECID-Context=1.005lWo8z8si3z015RvK6yd0006HQ0000BJ%3BkXhgv0ZCLILIGVAPnJPRLPJBaHRO_JVB6UOPFMTPmMTQ_NS


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

Á Company (name)
V Must correspond to the name recognized and registered in 

relevant registration office.
V Only Latin characters are allowed for the Company name.
V Special characters are not permitted in Companynames.
V If you create another profile for the name already registered, 

the system will allow for saving, however, you will not receive 
the registration emails. 

V In case you have already created a user profile and 
experienced issues with the registration, please reach out to 
the Procurement Focal Point. 

Å Tax Organization TypeSelect one of the options
from the dropdown menu.

Á Supplier TypeSelect one of the options from the dropdown 
menu. Companies should select the option Supplier. Individuals 
should select the option Individual ςContractor.

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

Step 1: Enter the Company Details

10

Action 3: Register
Supplier Company Details

Click to return to 
Register Profile

Main Page
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Step 1 (continued): Enter the Company Details
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Action 3: RegisterSupplier Company Details

Click to return to 
Register Profile

Main Page
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Enter a value for at least one of these fields:

Á D-U-N-S Number(it should contain 9 or 12 digits)

Á Taxpayer ID

Á Tax Registration Number

The Taxpayer ID and the Tax Registration Number are 
greyed out by default. Please select the Tax Country
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.

IMPORTANT
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Action 3: Register Supplier Profile Details

Click to return to 
Register Profile

Main Page
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"Step 1 (continued): Enter the company details

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

"First/Last name" Nameof the person authorized by your 
company to use the system and represent the company.

"Email address"Must be a valid email address for your 
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 
UNGM Website, enter your UNGM Vendor ID.

Once all the info is entered, click"Next" or "Contacts" to 
go to the next step.

To avoid issues and keep control ofyour supplier 
profile in case the employee working onthe bids 
submission leaves the company, please use ageneric 
e-mail address that multiple employees of 
your company have access to.

IMPORTANT



Step 2: Review the Contact(s)

On Step 1, you entered the contact details (first, last name and 
the e-mail address).On this page you can add more contacts, 
however we advise you to initially keep one contact only. 
More explanation is provided in the section- Manage supplier 
profile.
To go to the next step, please click "Next" or "Addresses".

13

Action 3: Register Supplier Profile Details

Click to return to 
Register Profile

Main Page
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The system times out after a certain time of inactivity 
and any unsaved changes will be lost. Tosave the data 
entered at any moment prior to completing the 
registration and to be able to continue working on the 
registration later, pleaseclick the "Save forLater" 
button.

The system will send an e-mail to the e-mail address 
entered at Step 1 of the registration, containing a link 
that you should click to continue the registration.

Tip



Step 3: Enter Company address

In Step 3, click "Create" to enter the supplieraddress.

For all bidder profiles, please make sure to select the country 
of your address and if not appearing by default, change it by 
clicking on "Search"in theCountrydropdown menu.Then, 
search and select the correct country from the drop-down 
menu.

14

Action 3: Register Supplier 
Profile Details

Click to return to 
Register Profile

Main Page
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Please pay special attention to the selected country

IMPORTANT



Step 3: Enter Company address - continued

Enter the info for all fields marked with * .

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

Check the box "RFQ or Bidding".

Once you complete the required info, 
click "OK". To go to the next step click
"Next" or "Business Classifications".

15

Action 3: Register
Supplier Profile Details

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'sbusiness, 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"orάbŜȄǘέΦ

16

Action 3: Register
Supplier Profile Details

Click to return to 
Register Profile

Main Page
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Step 5: Select the Bank Accounts, applicable for 
Spend/AuthorisedSuppliers.

Å Click "+Create" button to add a Bank Accounts.
Å Enter the bank accountdetails according to the 

requirements of the country.
Å Select Country, Bank, Branch and Currency from the 

dropdown lists.
Å Add Bank Account Number /IBAN
Å Add the additional Information details, if applicable.
Å Click "Ok" to save the Bank details
Å Click"Products and services"tab orάbŜȄǘέΦ

17

Action 3: Register Supplier 
Profile Details ςBank Accounts

Click to return to 
Register Profile

Main Page

UNDP Quantum Supplier Portal Guide - October 2022

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

IMPORTANT



Click on "Select and Add"icon.
You can select a whole category by checking the box for the 
category you wish to add.

You can expandeach Product/Service category and see all the 
sub-categoriesby clicking the Expandicon. Then, you can select 
a more specific sub-category that best describes the 
product/service that your company offers by checking the 
appropriate box.

You can select multiple categories and/or subcategories). Then 
click άhYέ. To remove a selected category/subcategory from the 
list, select it in the list and click the "X-Remove" icon.

To move to the next step, click "Next" or "Questionnaire".

Step 5: Select Products and services

18

Action 3: Register Supplier
Profile Details

Click to return to 
Register Profile

Main Page
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If the Product and Services tab is not available,skip to the next page.

IMPORTANT



Step 6: Complete the Questionnaire, review the data 
and finalize the registration

19

Action 3: Register Supplier 
Profile Details

Click to return to 
Register Profile

Main Page
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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 muchpossible 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.



Step 6: Complete the Questionnaire, review the data 
and finalize the registration- continued

20

Action 3: Register Supplier 
Profile Details

Click to return to 
Register Profile

Main Page
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Click on the+ below the response"Yes" to add the 
required attachment.

Click again on the + and then the button "Choose 
File". Select the file you wish to attach, enter the 
description in the Descriptionfield and click "OK".

Repeat the same process for each question 
required a supporting document to be attached.

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.



Step 6: Complete the Questionnaire, review the 
data and finalize the registration - continued

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.

21

Action 3: Register Supplier
Profile Details

Click to return to 
Register Profile

Main Page
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After completing the registration, you should receive three automatically generated e-mails.Please note that 
the second and the third e-mail with the link to reset the password and login the system are sent from Oracle 
within up to 3 days. If the emails are not in the Inbox, verify the Spam/Junk mailbox of your email address. 

22

Action 4: Create password and login to the system 

Click to return to 
Register Profile

Main Page
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The first e-mail confirms that the Supplier registration 
was recorded in the system. This does not mean that the 
profile was successfully created.

Verify both the Inbox and the Spam/Junk mailbox of your email 
address. Turn down any computer firewall that could block 
oracle or undp.org extension.
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:

Å a Supplier Profileis already registered in the system with the 
same company name;

Å a Supplier profile is already registered in the system with the 
same user/contact e-mail address;

Å Your computer firewall could block oracleor undp.org 
extension.

For assistance,please contact the procurement focal point 
managing the tender you are interested to participate.

IMPORTANT
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Action 4: Create password and login to the system(continued)

Click to return to 
Register Profile

Main Page
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If the Supplier profile was successfully created, you should 
receive a second e-mail generated from the system. This e-
mail contains a link to Activate Your Account, set your 
password and login the system. Click on "Activate Your 
Account"or copy/paste the URL from the email into the 
address bar of your browser.

The Password Setup page will open. Enter your 
password. Retype/Confirm your password.
Click the button άReset Password".
If the setting up password was successful, a 
confirmation message will pop-up on your screen 
and a confirmation email will be sent to your 
email address.
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Action 4: Create password and login to the system (continued)

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.



25

Action 4: Create password and login to the system (continued)

Click to return to 
Register Profile

Main Page

UNDP Quantum Supplier Portal Guide - October 2022

Enter your User Name (the email 
addressed registered with your profile) 
and the Password. Click on "Sign In" .

The Quantum Supplier Portal contains a 
secure verification and gives you 
another layer of security for your 
Supplier Profile.

Click on "Enable Secure Verification".
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Action 4: Create password and login to the system (continued)

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".
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Action 4: Create password and login to the system (continued)

Click to return to 
Register Profile

Main Page
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A confirmation message will pop-up on your screen. Click on "Done".
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Action 4: Create password and login to the system (continued)

Click to return to 
Register Profile

Main Page
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You are now logged in to the Quantum Supplier Portal with your Supplier profile.
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If you forget your password / How to generate new password

Click to return to 
Register Profile

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



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.

30

Click to return to 
TOC
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3.1 Search for Tenders
Å Log in and Search for Active Negotiations

Å Download Tender Documents

3.2 Participate in Tender/Negotiation
Å Subscribe to a tender/Accept invitation

Å Bid on negotiation

Å Provide responses to the 
Requirements/UploadSupporting 
Documents

Å Insert Line Items, Quantity and Unit Prices

Å Save Bid for Later

3.3 Submit Bid
Å Validate Responses

Å Submit a Bid

Å Review Bid Confirmation

3.4 Prepare a Bid Submission Offline (Optional)
Å Submitting a Bid in .XML

Å Download .XML Event Package

Å Open .XML File in Excel

Å Complete Bid Responses in Excel

Å Upload File into the System and Submit Bid



31

Search & view Negotiation

Accept Invitation/Subscribe to a tender/Create Response

Provide responses in the Requirements section

Upload documents

Insert price(s)

Review/Validate bid responses & submit bid

1

4

3

2

5

6
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A Quick Guide to Submitting a Bid in Quantum
The main steps to submitting a bid in UNDP Quantum Supplier portal are as follows:



3.1 Search for Negotiations ςLog in the system

To search for all UNDP Open Competition Tenders, please visit : UNGM, UNDP Procurement Notices
To start participating in a tender through the UNDP Quantum Supplier Portal, use the 
URLhttp://supplier.quantum.partneragencies.organd log in using your registered user ID (e-mail address) and password. 
Complete the steps for the  MFA verification process. 

32
Click to return to 
Submit Bid Main 

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

If you have forgotten your password, use the option 
Need help signing in? Click hereand complete the 
steps required for Forgot Password option.

IMPORTANT

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


3.1 Search for Negotiations ςGo to Search Page

Once you are logged in to your Supplier profileaccount, 
click on "Supplier Portal".

33
Click to return to 
Submit Bid Main 

Page
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Then, click the"View ActiveNegotiations" link.

Negotiationis a term used for a tender in theOracleCloudsystem.



3.1 Search for Negotiations ςUse search filters

34

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.

Å Negotiation - The ID of the tender is indicated in the 
relatedprocurement notice.

Å Title ςIt is also indicated in the related procurementnotice.
Å Negotiation publishing dates and closure deadlines. 
Å Invitation Received ςalways leave it blank.

Click to return to 
Submit Bid Main 

Page

To filter and view public tenders launched by UNDP 
in a specific Country, search by the three-digit 
country code (ISO country codes)  e.g. Iraq, type 
UNDP-IRQ in the "Negotiation" field and leave blank 
in the field "Invitation Received". Click on 
ά{ŜŀǊŎƘέΦAll results for ongoing tenders from Iraq 
will be displayed onthe screen.The code for tenders 
issued y HQ units is UNDP-HQ

Example

UNDP Quantum Supplier Portal Guide - October 2022

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


Each negotiation in the system has multiple 
sections. To view each section, click on the 
ŎƻǊǊŜǎǇƻƴŘƛƴƎ ƭƛƴƪ ƛƴ ǘƘŜ ά¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎέΦ

Once you openǘƘŜ άhǾŜǊǾƛŜǿ ǎŜŎǘƛƻƴέ, click 
ƻƴ άExpand Allέǘƻ ǎŜŜ ŀƭƭ ǘƘŜ ŘŜǘŀƛƭǎΦ

35
Click to return to 
Submit Bid Main 

Page
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3.1 Search for Negotiations - View/Download attachments

To view PDF version of theNegotiation,ǎŜƭŜŎǘ ǘƘŜ άView PDF 
ƻǇǘƛƻƴέ.

To download the files attached tothe Negotiation, click 
on theέ!Ŏǘƛƻƴǎέbutton.¢ƘŜƴ ǎŜƭŜŎǘ ά±ƛŜǿέ 
>>έ±ƛŜǿ!ǘǘŀŎƘƳŜƴǘǎέΦ

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.

IMPORTANT
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!ƭƭ ŦƛƭŜǎ ŀǘǘŀŎƘŜŘ ǘƻ ǘƘŜ ƴŜƎƻǘƛŀǘƛƻƴ ŀǊŜ ƭƛǎǘŜŘ ƻƴ ǘƘŜ ά!ǘǘŀŎƘƳŜƴǘǎέǇŀƎŜΦ ¢ƻ ŘƻǿƴƭƻŀŘ ŀƭƭ ŀǘǘŀŎƘƳŜƴǘǎΣ ŎƭƛŎƪ ǘƘŜ ά!Ŏǘƛƻƴǎέ button and 
then select the option ά5ƻǿƴƭƻŀŘ !ƭƭέ. 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).

3.1 Search for Negotiations- View negotiation/ Download attachments
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After you login the system, there are two ways to accept the invitation:

мύ hƴ ǘƘŜ ά{ŜŀǊŎƘέpage,select the option óYesóin the άLƴǾƛǘŀǘƛƻƴ wŜŎŜƛǾŜŘέ ŦƛŜƭŘ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ά{ŜŀǊŎƘέ button. 
LŘŜƴǘƛŦȅκ{ŜƭŜŎǘ ǘƘŜ bŜƎƻǘƛŀǘƛƻƴ ŦƻǊ ǘƘŜ ǘŜƴŘŜǊ ƛƴ ǉǳŜǎǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ōǳǘǘƻƴ ά!ŎƪƴƻǿƭŜŘƎŜ tŀǊǘƛŎƛǇŀǘƛƻƴέ.

нύ /ƭƛŎƪ ǘƘŜ άbƻǘƛŦƛŎŀǘƛƻƴǎέƛŎƻƴΣ ƛŘŜƴǘƛŦȅ ǘƘŜ ŎƻǊǊŜǎǇƻƴŘƛƴƎ ƴƻǘƛŦƛŎŀǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!Ŏǘƛƻƴǎέ 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.
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3.2 Accept invitation for a closed competition negotiation

It is very important to subscribe 
to an ongoing negotiation that 
you are interested to participate. 
This is the only way to receive 
automatic e-mail notifications 
with the information on any 
changes related to that tender.

TIP



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
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3.2 Subscribe to a Public Negotiation



3.2 Participate in Negotiations ςKey Components of an online Bid

39

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

üAnswer the questions in the Requirementssection and upload supporting documents

üInsert unit prices for the items required.

üValidateand submit the bid response

Follow the instructions in the guide to complete your bid.
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Use the Save/Save and close function 
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.

Tip
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Suppliers will be prompted to answer negotiation questions (Requirements) that will be used in the final evaluation and 
ŀǿŀǊŘƛƴƎ ƻŦ ǘƘŜ ǘŜƴŘŜǊΦ ¢ƘŜ ǉǳŜǎǘƛƻƴǎ Ƴŀȅ ǾŀǊȅ ōȅ ǘƘŜ ǘȅǇŜ ƻŦ ǊŜǎǇƻƴǎŜ ǘƘŀǘ ƛǎ ǊŜǉǳƛǊŜŘΦ {ƻƳŜ ǿƛƭƭ ǊŜǉǳƛǊŜ ŀ άyes/noέ 
response, others may require typed/textual answers, or numerical input. Please read each question carefully before 
submitting your response
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3.2 Prepare Bid Response ςProvide responses in the Requirementssection

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 
the information.

Tip

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

IMPORTANT
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3.2 Prepare Bid Response ðUpload supporting documents

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.

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, firstselect the file by 
clicking on the appropriaterow. The selected 
row becomeshighlighted (in light blue). Then, 
click the XƛŎƻƴΦ

To go back to the previous screen, click OK.
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3.2 Prepare Bid Response ςFinancial information for Request for Proposals

For Negotiations that are Request for Proposals (Two envelop 
procurement method), there will be two evaluation stages ς
Technical and Commercial.
The portal maintains two envelops through these stages. 
LƴŦƻǊƳŀǘƛƻƴ ǇƻǎǘŜŘ ƛƴ ǘƘŜ ǎǘŀƎŜ ƳŀǊƪŜŘ ŀǎ ά/ƻƳƳŜǊŎƛŀƭέ is not 
disclosed until technical evaluation is completed and financial 
are opened for only those suppliers that pass the technical 
evaluation.
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Do not enter any information/ attachment related 
to financial proposal or total cost/value of the 
ǇǊƻǇƻǎŀƭ ƛƴ ŜǾŀƭǳŀǘƛƻƴ ǎǘŀƎŜ ƳŀǊƪŜŘ ŀǎ ά¢ŜŎƘƴƛŎŀƭέΦ

IMPORTANT
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3.2 Prepare Bid Response ςFinancial information for Request for Proposals

Never put 1ŦƻǊ ǘƘŜ άResponse Valueέ ōǳǘ ŜƴǘŜǊ ǘƘŜ ǘƻǘŀƭ ǾŀƭǳŜ ƻŦ ȅƻǳǊ ǇǊƻǇƻǎŀƭ hw ŀǎ ƛƴǎǘǊǳŎǘŜŘ ƛƴ ǘƘŜ 
Negotiation. Please see below two examples:
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1. Breakdown of outputs

2. Total bid price
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3.2 Prepare Bid Response ςSave for later
¸ƻǳ Ŏŀƴ ǎŀǾŜ ȅƻǳǊ ōƛŘ ǊŜǎǇƻƴǎŜ ŀƴŘ ŎƻƳŜ ōŀŎƪ ƭŀǘŜǊ ǘƻ ŀŘŘ ŀŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴΦ /ƭƛŎƪ ƻƴ ά{ŀǾŜ ƻǊ {ŀǾŜ ŀƴŘ ŎƭƻǎŜέΦ
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Be aware that saving your bid for 
later does not submit it in the system. 
To submit your bid, you must click on 
Submit Bid.

IMPORTANT

Be aware that saving your 
bid for later does not submit 
it in the system. To submit 
your bid, you must click on 
ά{ǳōƳƛǘ .ƛŘέ.

IMPORTANT

3.2 Prepare Bid Response ςSave for later

To open a saved draft bid response and continue with the completion of the 
bid, click on Manage Responses.
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3.2 Prepare Bid Response ςSave for later
Select the option Draft in the field "Response status" and click the buttonά{ŜŀǊŎƘέΦ All bid 
responses which are saved but not submitted will be listed. In the column Negotiation the ID 
of the negotiation is displayed. This will help you to identify the tender/draft bid response that 
you wish to complete.
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3.2 Prepare Bid Response ςSave for later

Identify the bid responsethat 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 
ƻǇǘƛƻƴ άwŜǾƛǎŜέΦ

To delete the draft 
response and create new 
draft bid response from 
scratch, click the option 
Delete Draft.
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3.2 Prepare Bid Response ςInsert price(s)

To enter your price offeron the Line Item(s), click on the Linesstep 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.
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3.2 Prepare Bid Response ςInsert price(s)

Click the+button to add an attachment. Then,click 

the "Choose File"button and select the fileon your 
computer that you wish toupload/attach. Once the 
file is uploaded, enterǘƘŜ ŘŜǎŎǊƛǇǘƛƻƴΦ

To add moreattachments, click the+button 

andrepeat the same process for each file.

To add attachments on the 

LineItemslevelclick the+ icon 

on the Attachment field.

To delete an uploaded file, first select the file 
by clicking on the appropriaterow. The 
selectedrow becomeshighlighted (in light blue). 
Then,click theXƛŎƻƴΦ
To go back to the previousscreen,ŎƭƛŎƪ άhYέ.
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3.3 Submit Bid ςValidate the bid response

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 
canproceed with the submission.

If the validation process 
identified an issue with the 
bid response (e.g., missing 
mandatorydata), an error 
message will pop up and 
inform you what exactly is not 
correct on the bid response 
(e.g.,which data is missing).
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You can review your bid response by clicking "Review". Then click on different Sections to view the entered info.Once your 
ōƛŘ ƛǎ ŎƻƳǇƭŜǘŜ ŀƴŘ ȅƻǳǊ ǊŜǎǇƻƴǎŜǎ ƘŀǾŜ ōŜŜƴ ǾŀƭƛŘŀǘŜŘΣ ŎƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ to post it in the system.
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3.3 Submit Bid ςReview and Submit Bid Response
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A confirmation message will pop up on your screen informing 
you that the bid response was submitted.
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3.3 Submit Bid ςSubmit Bid Response

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



3.4 Prepare a Bid Submission Offline ςSubmit 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.
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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".
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3.4 Prepare Bid Response Offline ςDownload XML file and open in Excel

Select the options "Requirements and lines" and 
"Rich style spreadsheet" and click OK. The system 
will export and download the .XML file in a ZIP folder 
on your computer.Use an appropriate application 
to extract the file .XML filefrom the ZIP folder.
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Please note that the system generates a 
new .XML file every time a negotiation is 
amended. Make sure you are using the 
latest .XML file when submitting your bid.

IMPORTANT

Open the saved .xml-file in Excelby going to 
the ά9ȄŎŜƭέapplication,clicking 
onάhǇŜƴέά.ǊƻǿǎŜέand then browsing the 
file location.



3.4 Prepare Bid Response Offline ςComplete bid responses in Excel

56

Once you have opened the file in Excel, complete all the required info/data on each sheet tab of the .XML document.
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Please check all the sheet tabs at the bottom of the 
excel file and make sure that you have answered all 
required fields.

IMPORTANT

Please make sure not to change any 
details of other cells than the ones 
in which you should enter the 
required answers and price offers.

IMPORTANT



3.4 Prepare Bid Response Offline ςComplete bid responses in Excel
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Follow the instructions next to the 
cells that should be completed.

If the instruction says "Target: Yes" it 
means you can answer that 
questiononly 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 instructionsays"Numericvalue 
only", type only a number inthe 
answer cell.



3.4 Prepare Bid Response Offline ςComplete bid responses in Excel
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Enter the price offer in the "Response 
Price" field for each line item that you 
wish to bid. If the negotiation requires 
bidding for all line items, enter the 
price offer in the "Response Price" 
filed for each line item listed.

If you have any note/comments 
related to the line items, type them in 
the field "Note to Buyer" of the 
corresponding line item.



3.4 Prepare Bid Response Offline ςUpload responses and submit

59

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 linkñManage Responsesò. 

Select the draft response that you created for the negotiation in 

question and click the "Revise" button. You can also click 

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

response will open.
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3.4 Prepare Bid Response Offline ςUpload responses and submit

60

To upload the completed .XML file in the 

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 

the answers to make sure everything iscorrect 

and add any attachments before validating your 

entries and submitting your Negotiation.
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3.4 Prepare Bid Response Offline ςValidatebid response and submit
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You can validate the bid responseprior 
to the submission. Click the"Actions" 
button and select theoption Validate 
from the dropdownlist.
The system will perform avalidation of 
the bid response.
If no errors are identified, 
youcanproceed with the submission.

If the validation processidentified an 
issue with thebid response (e.g., 
missingmandatorydata), an 
error message will pop up andinform 
you what exactly is notcorrect on the 
bid response(e.g.,which data is 
missing).
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You can review your bid response by clicking "Review". Then click on different Sections to view the entered info.Once your 
ōƛŘ ƛǎ ŎƻƳǇƭŜǘŜ ŀƴŘ ȅƻǳǊ ǊŜǎǇƻƴǎŜǎ ƘŀǾŜ ōŜŜƴ ǾŀƭƛŘŀǘŜŘΣ ŎƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ to post it in the system.
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3.4 Prepare Bid Response Offline ðReview bid response and submit
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A confirmation message will pop up on your screen informing 
you that the bid response was submitted.
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3.4Prepare Bid Response Offline ςSubmit Bid Response

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



4. Manage Bids

ü4.1 View bid responses

ü4.2 Revise/Edit a bid response

ü4.3 Manage a bid after negotiation is amended

ü4.4 Withdraw submitted bid response

64
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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 Manage Bids ςView Bid Response(s)
To view your bid responses for the negotiations that you participated, login to yourSupplier profile and go to άSupplier Portalέ. 
/ƭƛŎƪ ƻƴ άManage 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 ά{ŜŀǊŎƘέ
button. Your bid response for that negotiation will be displayed in the Search Results.
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Active ςto see bid responses submitted for ongoing 
negotiations;

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

Awarded ςto see your awarded bid responses;

Disqualified ςto see your bid responses which were 
disqualified during the evaluation process;

Draft ςto see the bid responses which were saved as draft 
(not submitted);

Pending Award ςto see your bid responses which are 
awaiting an award decision;
Rejected ςto see your bid responsesthat were not 
awarded;
Resubmission required ςto see your bid responses 
which have to be resubmitted because the 
negotiations were amended.

Click the button "Search"and all bid responses with that status 
will be listed.

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

the dropdown list for the "Response Status":
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4.1 Manage Bids ςView Bid Response(s) for ongoing negotiations
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To view your bid response(s) for the on-going (Active) negotiations, login to the system, click on the 
ά{ǳǇǇƭƛŜǊ tƻǊǘŀƭέƛŎƻƴ ŀƴŘ ǘƘŜƴ ά±ƛŜǿ !ŎǘƛǾŜ bŜƎƻǘƛŀǘƛƻƴǎέlink. All on-going negotiations will be listed.

Thenegotiations for which you have not created a bid responsewill have value 0 in the columnYour 
Responses.
The negotiations for which youcreated 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.
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4.2 Manage Bids ςView and Edit/Revise your Bid Responses

In the column άwŜǎǇƻƴǎŜ {ǘŀǘǳǎέ you will see the status 
of your bid. For a bid to be successfully submitted, the 
status must show as ά!ŎǘƛǾŜέΦ Then, click on the number 
displayed in the column άwŜǎǇƻƴǎŜέ and the system will 
open your submitted bid.
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Click on different Sectionsto view the entered info. To 
revise theōƛŘ ǊŜǎǇƻƴǎŜΣ ŎƭƛŎƪ ǘƘŜ άwŜǾƛǎŜέ button. The 
bid response will be open for editing.



4.2 Manage Bids ςView and Edit/Revise YourBid Response (2)
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¸ƻǳ Ŏŀƴ ŀƭǎƻ ŜŘƛǘ ŀ ōƛŘ ǊŜǎǇƻƴǎŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ά!Ŏǘƛƻƴǎέ ŀƴŘ ǘƘŜƴ άwŜǾƛǎŜέ.



4.2 Manage Bids ςView and Edit/Revise Your Bid Responses (3)
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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 
ŀǇǇǊƻǇǊƛŀǘŜ ǎǘŜǇ ƻŦ ǘƘŜ ǊŜǎǇƻƴǎŜΦ hƴŎŜ ȅƻǳ ƛƳǇƭŜƳŜƴǘŜŘ ǘƘŜ ŎƘŀƴƎŜǎΣ ŎƭƛŎƪ ǘƘŜ ά{ǳōƳƛǘέbutton to post your revised bid 
response.
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Make sure that you submit your bid after 
you edit/revise it.

IMPORTANT



4.3 Manage Bids ςManage a bid after negotiation is amended
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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 Activeto 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 thesystem.
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Be aware that saving your bid for 
later does not submit it in the system. 
To submit your bid, you must click on 
Submit Bid.

IMPORTANT

Please note that whenever 
a negotiation is amended, 
bids posted prior to the  
amendment are 
automatically withdrawn 
and must be resubmitted.

IMPORTANT












































































