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1. PURPOSE OF THIS GUIDE

In January 2016, the Office of United Nations of Services for Projects (UNOPS) started
implementing progressively an electronic system to carry out bidding processes and identification
of suppliers (UNOPS eSourcing). To access to complete details of ads and submit answers to ads
through system, suppliers shall be registered as suppliers of UNOPS in worldwide site for
suppliers of United Nations (UNGM).

This guide provides instructions to suppliers on how to sign in in UNGM and how to access and
submit answers to ads of UNOPS in eSourcing system. In eSourcing system of UNOPS,
suppliers can consult totality of details of ads, express interest for the ad, report to UNOPS their
intention to submit an answer, request clarifications of an ad, submit answers to ads and answer
requests of clarifications submitted by UNOPS during evaluation.

UNOPS will revise and update this guide regularly to show the new functions of system, as well
as comments and suggestions of users.

What is UNGM?
UNGM (www.ungm.orq) is the common site of acquisitions of system of bodies of United Nations.

Collects personnel of acquisitions of United Nations and to community of suppliers. United Nations represent a
global market of more than 18.6 million dollars a year for all type of products and services.

UNGM acts as a single window of self-service through which possible suppliers can be registered as suppliers
of one or several of 29 bodies of United Nations that use UNGM as database of suppliers. These bodies
represent more than 99 % of total expense of United Nations in relation to acquisitions. Therefore, UNGM is
an excellent launch that allows suppliers to submit products and services to several bodies of United Nations,
countries and regions, completing a single form of request online. UNGM also provides a general vision of
several ads, such as bidding ads, published for more than 40 bodies of United Nations and other entities. Sign
in in UNGM or consult ads in Website does not lead to any cost. As well, Website of ANGM contains additional
information on acquisition practices.

UNGM serves for access point to electronic management systems of acquisitions of several bodies of United
Nations integrated in Website in UNGM, among them eSourcing system of UNOPS.

What is eSourcing system of UNOPS?

eSourcing platform of UNOPS is an electronic management system of acquisitions that eases acquisition
processes of UNOPS because it allows to manage online, through a single system, identification of
suppliers, bidding, opening of answers, evaluation and allocation. So far, these stages are not carried out on
Internet but offline; so, the new eSourcing system of UNOPS will simplify and systematize interactions
between UNOPS and suppliers, improving efficiency and management of acquisition processes.

UNOPS recognizes that this supposes an important change for suppliers and thanks to these to improve to
use the system and provide suggestions and constructive and useful comments.

Remember that this guide only covers operations of acquisitions related to UNOPS and carried out through
eSourcing system of UNOPS, and is not related to electronic management systems of acquisitions used by
other bodies of United Nations. If you need help with


http://www.ungm.org/
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the notices published by other bodies of United Nations through other electronic management systems of
acquisitions, please contact the respective body.

New aspects of version 1.5 of this guide
From 1.4 version, the following changes have been made:
Sections 2.1 to 2.4 of UNGM system have been updated according to new design.

i
8 Section 2.5 has been included. Identify UNGM number.
2  Other changes and minor adjustments.
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2. SIGN IN IN UNGM

To access to complete details of ads and submit answers to ads through system, suppliers shall first be
sighed in as suppliers of UNOPS in UNGM.

A basic registration is enough, UNOPS does not require suppliers to be registered at level 1 and 2.
Remember that signing in in UNGM is free. Also, UNGM allows suppliers being informed of next ads of
bidding through a payment service called Servicio de Alerta de Licitaciones. Through subscription to

Servicio de Alerta de Licitaciones, suppliers can receive pertinent business opportunities directly to inbox of
your e-mail.

2.1 Signin

Access to www.ungm.org

Click on section Inicio de sesi6n and nuevos registros.

;;T."} U‘V‘\H I El). N(\‘I‘I‘O.%\'S

Welcome to the UNGM

Anuncios de "l Servicio de alerta de
licitaciones = Ol licitaciones

Inicio de sesion y
nuevos registros

Personal de las
Naciones Unidas

Adjudicaciones de
contratos

Ayuda

)

Acerca del Mercado
Global

g o

Q
UN: o2

@ UNOPS 5


http://www.ungm.org/

UNOPS eSourcing vendor guide

Click on Crear una cuenta.

UNITED NATIONS
GLOBAL MARKETPLACE

Iniciar sesi

Homne Cuenta de usuario
Acerca de UNGM

Espafiol v Registrarse + Iniciar sesion Buscar en el Mercado G

5 *
Proceso de registro Correoeledironico | | ‘

Cédigo de conducta
Contrasefia *
Términos y
condiciones .
Recordar mis claves -
Tender notices

Restablecer contrasefia
Contract awaréhe‘ i
Tender Alert servic
Centro virtual del
conocimiento

Ayuda

Codigos UNSPSC < 9 A 3 3 = 5 i
Si no tiene una cuenta, puede registrarse haciendo clic en el boton "Crear una cuenta " que tiene a continuacion.

Help Centre

Comunicado de
i

Select type of registration clicking on corresponding box. If it represents a company or an NGO, clicking on
box Compafiias/ONG. Please log in as Individual Consultant in UNGM will limit your ability to participate
electronically in bidding with UNOPS.

Q

P
5{513 UN‘\T‘E?le\_TIO_I\lS Espanal v Registrarse * Iniciar sesidn Buscar en el Mercado Globa
Creac Ssu cuenta

Home Por favor, seleccione el tipo de registro haciendo clic en la casilla correspondiente.
About UNGM El registro como Consultor independiente/auténomo es adecuado para las personas que estan interesadas en contratos de duracion limitada asociados con los proyectos, donde se requieren

habilidades especificas y con experiencia.
Proceso de registro

EGaig cie coclicka Registrarse como empresas es relevante para las empresas con licencia que pueden proporcionar productos y/o servicios relevantes  las organizaciones de las Naciones Unidas.

Términos y condiciones

Tender notices El apartado de registro para Or delas Unidas y/o Or Inter se limita al personal de las Naciones Unidas/Organizacion Internacional y deben tener una
direccion de correo electrénico valida y activa de las Naciones Unidas o de la Organizacion Internacional correspondiente.

Contract awards
Se solicitara al proveedor leer el Cédigo de conducta para proveedores (SCC) y ser informado de que, para poder registrarse como proveedor potencial de Ia ONU, debe confirmarse Ia lectura y el
TSI ek Sarvics. conocimiento del SCC .

Cana viinsidel También se proporcionaran enlaces a las guias que contendrén informacion detallada.

Consultor Compafifas Organismos de las Misiones comerciales /
Naciones Unidas y Cémaras de comercio /
Organizaciones Entidades no
Internacionales comerciales
Para las entidades que fadilitan el
comerdio, pera no participan en las
licitaciones. El registro esta sujeto a
aprobacion.

conocimiento
Cédigos UNSPSC
Preguntas frecuentes

Comunicado de prensa

Ayuda

S

@ UNOPS 6
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Complete required information and select appropriate box to confirm that accepts Behavior Code for suppliers
of United Nations, and click on button Enviar enlace de activacion.

Please provide your company name as written in Incorporation Certificate of your company. If an error message
appears, which informs you that there is a company with a similar name, please contact UNGM at

registry@ungm.org .

Then, click on ‘Enviar el enlace de activacion’.

*) | UNITED NATIONS i
} | L NITED ‘r ATIONS Espaiol Registrarse + Iniciar sesion Buscar en el Mercado GI

(<3

Registro para companias

Cddigo de conducta para los proveedores de las Naciones Unidas

Home

Acerca de UNGM
Descérguese y lea el Codigo de conducta de los proveedores de las Naciones Unidas.
@ Para hacer negocios con las Naciones Unidas, s obligatario que confirme I lectura de! Codigo de conducta para los proveedores de las Naciones Unidas. Este debe ser aceptado por un oficial con

2 autoridad pertinente, pues estaré comprometiendo a la compafiia con el contenido del Codigo y en la promocion de sus valores.

Proceso de registro

Cédigo de conducta

Términos y condiciones

Tender notices

Contract awards

Tender Alert Service * indica un campo obligatorio
nformacién general de la compariia

Centro virtual del
conocimiento

: mbre de la compaf
Cédigos UNSPSC bre.de P
Help Centre
Comunicado de prensa Némers de registra mercanti =
©
<
=
2
Zz
Pais = Escriba el nombre del pais o te ®

Ayuda

Apellido =

Q

Correo electronico *

Confirm email address *

Contrasefia *

P
“
IR;S: leido y entendemos el Codign de Conducea para los provesdores de Ias Naciones Unidas

© 2018 - Portal mundial para los proveedores de las Naciones Unidas « Términos y condiciones

@&UNOPS
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2.2 Activate your UNGM account

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

{:.{} UNITED NATIONS epaol~ B

5
GLOBAL MARKETPLACE o] Buscar en el Mercada GI

Activate your account

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

Home
Acerca de UNGM MY UNGM REGISTRATION - STATUS
Proceso de registra

Cédigo de conducta o 2 3 4 N

Términos y condiciones Account created Account activated Registration started Registration completed Registration submitted

Tender notices but not submitted

Contract awards
Tender Alert Service

Centro virtual del
conacimiento

Cédigos UNSPSC

o Please activate your account

Comunicado de prensa

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

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

Check inbox of your personal e-mail, where you have received an e-mail from UNGM that contains an
activation link, Activate your account UNGM clicking on ‘Activar’ (‘Activate’).

UNGM Account Activation - Welcome to the UNGM Inbox x

UNGM <no-reply@ungm.org>
tome v

UNITED NATIONS

GLOBAL MARKETPLACE

UNGM Account Activation

To confirm your email address, just click the button below
[ 2 ]

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

https:/mwwwtest3.ungm.org/Account/Account/Activate?c=aeae5bd6-addd-
4541-838a-30867368d48b

Your userame is

Your UNGM number is available under your dashboard once you have
activated your account

United Nations Global Marketplace © 2017

@ UNOPS 8
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If you have not received the activation e-mail, consider you can resend it by yourself. You can do it with button
‘No he recibido el correo electrénico, reenvielo a mi' (‘I have not received the email please resend it to me’):

i U‘\l \T'D N%\TK)\ET Espafic e} Buscar en 2| Mercada Gl

Activate your account

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

Home
MY UNGM

Acerca de UNGM

Proceso de registra

p—— (1] 2 3 4 v
Termines y cendicianes Account created Account activated Registration started Registration completed Registration submitted
Tender notices but not submitted

Contract awards
Tender Alert Service

Centro virtual del

conacimiento
Cédigos UNSPSC

ot Please activate your account

Comunicado de prensa

Ayuda

Click the link in the ema

to
r. The sender is no-reply@ung:

[©)

-8

Or from your inbox of UNGM accessible from symbol of small wheel in upper right part of the page:

) | UNITED NATIONS epsio ) o Buscar en el Mercada G
Bandeja de entrada

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

Heme ‘ @ El Mercado Global utiliza un servicio de mensajerfs interna por motivos de seguridad. Todos los correos electrénicos relativos al Mercado Global podré encontrarlos aqui. ‘

Acerca de UNGM

Proceso de registra

Recibidos = Enviados
Cédigo de conducta

Términas y condiciones Eeclkic SuES e
Tender notices e
Asunto

Contract awards

- Cuerpo del mensaje
Tender Alert Service

Borrar todo | Actualizar el sitio web
Centro virtual del

conacimients

. Mostrar 1de 1
Codigos UNSPSC

Help Centre

Asunto Remitente Adjuntos  Fecha Cuerpo del mensaje =
oas s
R B2 UNGM Account Activation - Welcome to the | no-reply@ungm.org _ 30-now-2018 14:12 (CET) Lo 3jes relacionadas con |a activacién de cuenta no se E
O I squf por morivas de seguricaa

[©]

If you have not received the activation e-mail because you have provided an incorrect e-mail account when
creating your account, consider you can modify e-mail address provided through button ‘Deseo cambiar mi
direccion de correo electrénico’ ('l would like to change my email address’):

@ UNOPS 9
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Buscar en el Mercado GI

;i‘.l“’g U‘\H'[’D NATIONS Eepai 5 n‘

pafio
LACE

Activate your account

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

Home
Acerca de UNGM MY UNGM

Proceso de regisio

Cédigo de conducta o 2 3 4 <

TP e Account created Account activated Registration started Registration completed Registration submitted
Tender notices but not submitted

Contract awards
Tender Alert Service.

Centro virtual del

conacimiento
Cédigos UNSPSC

o Please activate your account

Comunicado de prensa

Ayuda

Click the link in the email we sent to to activate your account.

Make sure to check your spam folder. The sender is no-reply@ungm.org

[©)

»

Once your UNGM account is activated, it shall redirect you to the next page. Click on
‘Completar el registro’ (‘Complete the registration’) to complete Registration in UNGM. You can also
click in link ‘Registro’ in left menu:

y“.“*} UNITED NATION T Espafio = diane valentin2+3011@gmail.com o Buscar en el Mercado G

Account activated

Home

Acerca de UNGM

Proceso de

Cocigo de = 0—0 3 4 &
jeminosy.condicanes Account created Account activated Registration started Registration completed Registration submitted

Tends but not submitted

Contra

Tender Aler: Service

Centro virtual del

conocimiento
Cédigos UNSPSC

Help Centre

Your UNGM account has been successfully activated!

Ayuda

Mi escritorio

Configuracién

(©)

Regiszro basico

Mis documentos

alerta de

My Business Seminar

2.3 Complete registration form of supplier in UNGM

You will be redirected to registration form of UNGM. It only takes 5 to 8 minutes to complete
registration.

To successfully complete registration process, provide necessary details and click on button
‘Guardar y continuar’ (‘Save and Continue’) for each and every steps. After clicking on button
‘Guardar y continuar’, the provided details will be saved and you will be redirected automatically to
the next step of registration process.

Asterisk (*) states the mandatory information to complete step.

@ UNOPS 10
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:‘._!‘} .\I“H TED NATIC !\ " Espafiol Q Buscar en el Mercado G
Registro de proveedores
Home
Acerca de UNGM
S o 2 3 4 5 6 v
Cédigo de conducta General Direccién Tipo de registro Contactos Codificacién Declaracion What's next?

Términos y condiciones

Tender notices

Cédigos UNSPSC

Help Centre

Nombre comercial/ DBA Namero de teléfono *
Comunicado de prensa
. ©
Proveedor . - e
Prefijo de fax Escriba el nombre del pais o te 3
Mi escritorio Compafia matriz =5
Configuracién ®
Tipo de compafiia * v Namero de fax
Nimera de registro mercantil * 54454565445 Sitio web
My Business Seminar
Pais o territorio * Espaifia

Afio de fundacién *

Nimera de empleados *

Note: UNGM is recently updated in 5 languages: English, French, Spanish, Portuguese and Mandarin.
UNGM will be available in Arabic and Russian soon. English is predetermined language. If you want to
change language, go to page Configuracion clicking on corresponding icon in upper right corner and select
preferred language.

In ‘General’, provide basic details of your company.

It is important to provide exactly the same company name provided in incorporation certificate of your company
or any other legal document related to the establishment of your company.

The license number refers to reference number of municipal, state and/or federal document granted to holder
of the capacity to participate in commercial activities specified in the area.

Once you have completed this step, click on button “Guardar y continuar” in lower right part of page.

@ UNOPS 11
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{:_1\:} IU ':\1 | '{:D N.f"T.‘f)f\ f Espafio = o3 Buscar en el Mercado Gl

Registro de proveedores

Home
Acerca de UNGM

(1] 2 3 4 5 6 v
Proceso de registro
il e General Direccién Tipo de registro Contactos Codificacién Declaracién What's next?
Términes y condicianes
Tender notices

Conrract awards

T— Informacién general de la compafiia Company's Contact Information
Tender Alert Service ) “ ° = pany -
S Nombre de la compatiia * Empresa Sunrise Prefija de teléfona = Espafia (+34)
conacimienta
Cédigos UNSPSC
Help Centre

Namire comerisll DBA Nimers g teléfans * 54454546
Comunicado de prensa
Proveedor . -

Prefijo de fax Escriba el nombre del pais o tel
Mi escritorio Compariia matriz
Configurazién
Registra bisica Tipe de compaiiia * Servicios v Nimers ds fax

Mis documentos
Servicio de alerta de
etscones Nimero de registro mercantil = | 54454565445 Sitio web
Cambios en Ioz cadigos
My Business Seminar

Pais o territorio * Espafia

#fio ds fundacién = 1998

Namero de empleados * 78

Company Director’s First Name * | Diane

Company Director’s Last Name ™ | Valentin

Company’

Company’s Ownership * ® Not applicable

Part of & business conglomerate

Save B Continue >

® 2018 - Portal mundial para los proveedores de las Naciones Unidas érminos y condiciones

2. Address

In ‘Direccién’, provide the information of your company address.

Once you have completed this step, click on button “Guardar y continuar”. If you want to return to previous
step to edit information, click on button “general information” in lower left part of page.

@ UNOPS 12
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5"‘.4"} UN}T??F\I{AT\T)N%

- ETPLACE Espafio = e} Buscar en el Mercada Gl

Registro de proveedores

Home
Acerca de UNGM
o—e 3 4 5 6 7
Frocesc de regista
Cédign de conducts General Direccién Tipo de registro Contactos Codificacion Declaracién What's next?

Términas y condiciones
Tender notices

Contract awards

U Direccién de la compafifa Direccién del apartado de correos (opcional)
Tender Alert Service N
Centro virtual del Namero del edificio 5 Némero del apartada de correos
conacimiento
Cédigos UNSPSC
Help Centre Cédigo postal de su apartada de
_— Direccian 1 * Calle de las flores correos
Comunicado de prensa
P d =
roveeaor
Diraccién 2 Ciudad o municipio de su g
T — P ——— z
Mi escritorio e
Configuracién
Diraccién 3 ®

Registra bsico Pais o territori

a

Escriba el nombre del pais o te
Mis documentos

. Ciudad o municipio ™ Madrid

licitaciones

Cambios en los cadigos

Pais o territario * Espafiz
My Business Seminar

Cédigo posta

< General Info Save & Continue >

© 2018 - Portal mundial para los proveedores de las Nadones Unidas » ndiciones

3. Type of registration

In ‘Tipo de registro’, inform if you prefer doing business only in your country or internationally. Click on
‘Nacional’ o ‘Internacional’.

Once you have completed this step, click on button ‘Guardar y continuar’. If you want to return to previous
step to edit any information, click on button ‘Direccion’.

@ UNOPS 13
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NATIONS = —
: = o Buscar en &l Mercada GI

KE

Home

Acerca de UNGM o e o B : e o

Frocesc de regista
Cédign de conducts General Direccion Tipo de registro Contactos Codificacion Declaracion What's next?
Términos y condiciones

Tender natices

Contract awards

Macional o internacion
E—— lacional o internacional

ervice

Centro virtual del
canacimisnta @ Seleccione nacional si prefiere hacer negocios con los organismos de las Naciones Unidas localizados solo en el pais en el que su compafiia esté regisrada.
Cédigas UNSPEC Seleccione internacional en caso de que también tenga interés en hacer negocios més all del pais en el que su compariia esté registrada.

Help Centre

Comunicado de prensa

t rnacion
Proveedor *

Pa te ios de negocio

Ayuda

Mi escritario

Configuracién

[©]

Regitre Dasis @ Seleccione los paises en los que su compafiia puede proveer bienes y servicios a los argenismos de las Naciones Unidas.

Mis documentos

Servicio de alerta de

‘ @ No ha seleccionado ningiin pais o territorio, por o que se asumira que estd interesado en hacer negocios en t

citacionas

Cambi

n los cédigos

oterritorio I nombre del p.

:
My Business Seminar

b

18 - Portal mundial para oveedores de las Naciones Unidas -

4. Contacts

In Contactos, provide your own contact data.

@ UNOPS 14
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@ | ot ot [ Q- [sewedmancs

Registro de proveedores

Home

Acarca de UNGH o e e o s ¢ 4

Proceso de registro
General Direccién Tipo de registro Contactos Codificacién Declaracion What's next?

Cédigo de conducta
Términos y condiciones
Tender notices
Contract awards

Tender Alert Service

Nombre propio * Diane

Comunicada de prensa

Segundo nombre

Proveedor

Mi escritorio

Ayuda

Configuracian Apellidols} * Valentin
Registro hézicn
Mis documentos Puesta de trabsjo * e
de slanade
Cambios en los cadigos Palz o tarritorio * Espafis
My Business Seminar
Corree lecirénics diane valentin2+2011@gmail.ct
Brefijo de taléfona = Espais (+34)
Namero de taléfona = 45456454
ensid
Prefijo de celular Escriba 2l nombre del paiz o te

Namero de celular

Once you have completed this step, click on button ‘Guardar y continuar’. If you want to return to previous step
to edit information, click on button ‘Tipo de registro’ (‘Registration Type’).

Consider that you can also invite / add colleagues to company account in UNGM in Step of “Contactos”.
They will receive an account link and then they can log in in an account with their own e-mail address and
password. To invite colleagues to UNGM account, click on button “Invite another contact” in lower part of

page.

5. Coding

@ UNOPS 15
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In ‘Caodificacion’, select codes that best describe products and/or services that your company can provide
following class UNSPSC for products and services.

Search new codes UNSPSC both writing key words or using class of cut tree. To select a code, select
check box next to code.

If you cannot find correct codes for products and services, please contact UNGM in registry@ungm.org
and provide us a description of products / services.

) | UNITED NATIONS RN~ | o Buscar en e Mercado Glo
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Registro de proveedores

Home

Aczrca de UNGM e e o o a 6 v

Proceso de registro
General Direccién Tipo de registro Contactos Codificacién Declaracion What's next?

Cédigo de conducta
Términos y condiciones

Tender notices

Contract awards
Tender Alert Service 3 B i N ~ ~ . R L

E| Mercado Global utiliza un subgrupo del Cédigo esténdar de productos y senvicios de las Naciones Unidas (UNSPSC®) para clasificar productos y servicios. Los codigos disponibles representan Ia
mayoria de productos o servicios con los que trabajan los organismos de las Naciones Unidas. Seleccione los codigos que mejor describan los productos o servicios de su compafiia, los cusles
aparecersn en |z parte Inferlor izquisrds de | pantala. Puede cambiar los cédigos en cualquier momento.

@ Si no encuentrs codigos para sus productos o servicios, cabe 1a posibilidad de que los organismos de las Naciones Unidas no trabajen normalmente con llos. Le invitamos 2 que contacte con nosotros
mediante &l botén Ayuda situado en 15 parte superior derecha de esta pantalls. Entonces deberd enviamos Informacisn detallada sobre esos productos y senvidos que no haya podida seleccionar en el

registro.
Comunicada da prensa Para més informacion sobre los cadigos UNSPSC en general, asi come para ver el grupa entero de cadigas, visite wy scorg.
Proveedor
Wi sserizerio Lista de cédigos UNSPSC 3
Z

Configuracion

Escribz una palabra para realizar la bisqueda: | agri Clear filter [AETPRNETE Y

©]

Registra bisico
Mis dacumentos

Servicio de alerta de.
iciacionas

Cambios en los codigos

My Business Seminar

ortal mundial para los proveedores de las Nadiones Unidas » Ténmings y condigiones

Once you have completed this step, click on button ‘Guardar y continuar’. If you want to return to previous step
to edit information, click on button
‘Contactos’.

6. Statement

Eligibility statement is a formal and explicit statement of your company. In “Declaracién”, check seven
statements and select the most appropriate option checking corresponding box.
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Registro de proveedores

N
o © 3 O © 0 v
Genera Direccién Tipo de registro Contactos Codificacion Declaracién What's next?

@

D 6n de elegibilidad

@ Esta declaracion de elegibilidad es de carécter formal y explicita y la realiza en nombre de su compafiia. Léase los siguientes siete puntos y seleccione | opcién més apropiada

Empresa Sunrise no es una compaiia

3 ni esta a50ciada con ninguna compafiia o individuo que tenga pron
Banco Mundia

2. Empresa Sunrise, en

3. Empresa Sunrise

rohaberpa

E v ca untos arriba
Empi esa Sunrise

Empresa Sunrise 3 2

dala nto, Empresa Sunrise. <
- Empresa Sunrise

mpresa Sunrise no cumple

r Empresa Sunrise, cumple co

abiendo que Empresa

Once you have completed this step ‘Guardar y continuar’. If you want to return to previous step to edit
information, click on button ‘Codificacion’.

Once you have clicked on button ‘Guardar y continuar’, you have successfully completed your registration and
you will be redirected to step ‘¢ Qué sigue?’ (‘What's next’). This section provides you access to registration
status in organizations of United Nations and to certain information on Alert Service of optional bidding.

Consider that this guide is for activities of acquisition related to UNOPS, and does not describe or support to

other Organizations of United Nations. To get help with acquisition activities related to other Organizations
of United Nations, please contact the specific Organization.
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| ez anions o o

Vendor Registration

o © © o © 0——0
P - General Address Registration type Contacts Coding Declaration What's next?
@ m =@

You are now hank you. Vour vendor regisiration prafile i <
registered with
Vendor 2 9

P

agencies

Tender Alert Service - CONNECTING Vendors to Tenders
Right now

23

active tenders in

U6

Ready to do b

< Dedlaration of eligiility

© 2018 - United Nations Global Marketplace - Terms and Conditions

In case you see the next message informing a doubled account has been identified, communicate
with UNGM immediately to registry@ungm.org.

Registro de proveedores

Home

Acerca de UNGM . < =
El sistema ha detectado un potencial duplicado con la creacion de su cuenta. Su registro ha sido bloqueado en este momento.

Proceso de Vamos a revisar la informacion que ha proporcionado nos pondremos en contacto con usted dentro de los proximos 2-3 dias.Por
registro @ favor, no intente registrarse de nuevo hasta que nos hayamos puesto en contacto con usted.Si necesita registrarse con urgencia
en UNGM, por favor, pongase en contacto con nosotros en registry@ungm.org o utilizando el botén Ayuda? que encontrara en

Codigo de ads 3
nuestra pagina.Gracias por su paciencia y nos disculpamos por la demora.

conducta

Términos v

2.4 Test status of registration as supplier of UNOPS

To test your registration status as supplier of UNOPS, click on Mi escritorio in left menu.
To check status of registration as supplier of UNOPS, click on button ‘Gestionar envios de
Agencia’ in section “¢, Qué sigue?’ (‘What's next”) and link ‘Panel de control’ (‘Dashboard’) in left menu.

@ UNOPS 18


mailto:registry@ungm.org

UNOPS eSourcing vendor guide

5;:;!‘3 UII\I!TE[.J N‘AlTICN‘S

Vendor Registration

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

MY AGENCY SUBMISSIONS
You are now Thankyou. ¥our ven

registered with

29

on profile is complete, saved and

agencies
Tender Alert Service - CONNECTING Vendors to Tenders
Right now
Ready to do business ?
active tenders in SR e
RIER:

- United Nations Global Marketplace - Terms and Conditions

To access to complete details of notices of UNOPS and submit answers to notices, suppliers shall get
status Registered as supplier of UNOPS in UNGM, registering at basic level registration. The basic
registration level is enough to access to details of notices of UNOPS.

If you need help to activate or complete registration, do not hesitate in contacting assistance service of UNGM
clicking on tab Ayuda (“Help”) in right margin of page (see red arrow in previous screenshot).
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UNITED NATIONS
TBAL MARKET PLA

Mi escritorio

Home

@ Hemos actualizado |a versién de los codigos UNSPSC. No olvide revisar su seleccion de cdigos en su registro basico.
Acerca de UNGM

Proceso de registro
Cédigo de conducta

Términos y cendiciones Mi espacio UNGM ACCOUNT NEEI:)HELP'."

Tender natices

er 520261 Search UNGM
30-nov-2018 14:20:01

m Video cutorizls
e

Tender Alert Service

Centro virtual de!
conocimiento U3z

Cédigas UNSPSC
Help Centre

Comunicado de prensa

Provesdor | MY UNGM REGISTRATION - STATUS
> M 53:rtcric%
Configuracian
Regiztro basico o 9 a e 9
Account created Account activated Registration started Registration completed but Registration submitted

Manage Agency Submissions not submitted
Registro nivel 1
Mis documentos

It ciones

M

contratos

MY AGENCY SUBMISSIONS

Servicio de alerta de
licitaciones

Agency Basic level Level 1 Level 2
Cambios en los chdigos
My Business Seminar

oMs Registrado

30-nov-2018

ca Registrado
30-nov-2018

UNOPS

ACNUDH

2.5 Identify UNGM number

Your UNGM number is a six-digit number that allows personnel of United Nations to identify company account
in UNGM. It is possible that you are requested this UNGM number when participating in offers. You can find
UNGM number in “Control Panel” once you have logged in in UNGM account.

iy N S
@ |l s

Mi escritario

@ Hemos actualizado |a versidn de los codigos UNSPSC. No olvide revisar su seleccion de cidigos en su registro basico.

Espafiol (=l Q Buscar en el Mercado ¢

de registro

ig0 de conducta
Términos y condiciones

NneepHELP?

Tender notices

Diane Valentin 5
Contract awards > Manage my account settings

Tender Alert Service

Search UNGM

m idecpeninty @

Centro wirtual def
conocimiento

Cédigos UNSPSC

Help

tre

Comunicada de prensa

Froveeder MY UNGM REGISTRATION - STATUS
M Escrl:rlc*
Configuracian
Registro bsico o o e e 0
Account created Account activated Registration started Registration completed but Registration submitted

Manage Agency Submissions not submitted
Registro nival 1
Mis documentos

Mis licitaciones

ontratas

— MY AGENCY SUBMISSIONS
i Agency Basic level Level 1 Level 2

Cambios &n los cédizes
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3. SEARCH FOR ADS OF UNOPS, EXPRESS INTEREST AND SEE

DETAILS OF ADS

3.1 Search for ads of UNOPS

UNOPS publishes in UNGM the business opportunities both for opened competition processes and for limited
competition. For the purposes of this guide, the term ad refers to any of the following acquisition methods:
quote request (RFQ), call to bidding (ITB), call to submission of proposals (RFP), request of information
(RFI), request of interest expression (EOI) and pre-qualification (PQ). (Consult available glossary at the end
of this guide for a more detailed definition of these acquisition methods).

It is about an opened competition in case of business opportunities to which all suppliers can access.
Suppliers shall answer to these ads through traditional methods (submitting documents in printed format or by
e-mail) or through eSourcing system of UNOPS, according to instructions specified in ad.

It is about a limited competition in case of business opportunities to which certain suppliers cannot access,
selected through UNGM. The selected suppliers can reply to these ads only through eSourcing system of

UNOPS.

3.1.1 Adsin an opened competition process

Access to www.ungm.org

In Homepage of UNGM, click on box Anuncios de licitaciones. If you are browsing beyond Home page,
click on Anuncios de licitaciones in left menu.

{é2) UNITED NATIONS

Inicio de sesi6n y
nuevos registros

Personal de las
Naciones Unidas

Acerca del Mercado
Global

Welcome to the UNGM

» Anuncios de

licitaciones =

Adjudicaciones de
contratos

@&UNOPS
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<)

T EG NATIO
Buscar anuncios de licitaciones

2 [T ——

Titulo Fecha limite Publicado Organismodela  Tipodeanuncio  Referencia Paisiterritorio
ONU beneficiario

Click in title of column Organismo de la ONU to classify business opportunities by body of United Nations.
Scroll down to find opportunities published by UNOPS. Alternatively, click on Mostrar busqueda avanzada
and insert UNOPS in field Body of United Nations. All active ads published by UNOPS will automatically
appear. If you click on title of ad, you shall see the details of ad in the following tabs: General, Contactos,
Enlaces, Documentos, Cédigos UNSPSC (applicable codes to this ad), and Revisiones

The list of ads of UNOPS will contain both ads to which suppliers shall answer through traditional methods
(sending printed documents or by e-mail) and ads to which suppliers shall answer through eSourcing system
of UNOPS.

Remember to log in in UNGM and complete sign in process as supplier of UNOPS to consult the complete
details of an ad and answer to this.

Buscar anuncios de licitaciones

Fecha limite Publicado Organismodela  Tipo de anuncio Referencia Pais/territorio
ONU beneficiario

3.1.2 Adsin alimited competition process

Access to www.ungm.org and log in with used name and password.

Click on Mis licitaciones in left menu.

m If you have been invited to participate in a limited competition process, you will
receive a notification by -email to inform you this opportunity.
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Mis licitaciones

Mostrar bisqueda avanzada

y 2402017

24002017

Titulo Fecha limite Publicado Organismodela Tipo de anuncio Referencia Pais/territorio
beneficiario

Ayuda

)

You will only see these buttons if you have logged in in UNGM (with user name and password) and you are
already a registered supplier of UNOPS in UNGM.

3.2 Express interest by notice

On the left of every notice of UNOPS, see button that will indicate or Express interest if it is the first
time you consult notice, or Visualize documents.

Buscar anuncios de licitaciones

Mostrar biisqueda avanzada

y 280612017

24-00t-2017

5087 I '/
Titulo Fecha limite Publicado Organismodela  Tipo de anuncio Referencia Pais/territorio
ONU

beneficiario

Ayuda

S

Click on title of notice to see details of notice. If this notice interests you, click on Expresar interés to inform
UNOPS of interest in participating in this process. After a few seconds, the text in blue button and will
indicate Visualize documents and will be green color. Consider that, for processes of limited competition,
it is not necessary to express interest and button Visualizar documentos will appear directly.
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General Contactos Enlaces Documento: Codigos UNSPSC  Revisiones

Note: Express interest for an advertisement is an important step. All providers who have expressed their
interest for an ad will receive automatic notifications of ad, for example, when deadline of submission is
imminent, or when UNOPS provides clarifications or amendments to ad. Once you have expressed interest
for an ad, you can consult it clicking on Mis licitaciones in left menu.

3.3 Consult details of ad connecting to system eSourcing

Once you have clicked on Expresar interés, button will indicate Visualize documents. Click on green button
Visualizar documentos left to ad title that interests you. You will be, then, redirected from UNGM site to
platform eSourcing of UNOPS.

Buscar anuncios de licitaciones

Mostrar biisqueda avanzada

Titulo Fecha limite Publicado Organismodela Tipodeanuncio  Referencla Pais/territorio
ONU beneficiario

The next screen of system eSourcing of UNOPS will open. If screen does not appear, contact technical
assistance service of UNOPS writing the next address: esourcing@unops.org

@ UNOPS 24


mailto:esourcing@unops.org

UNOPS eSourcing vendor guide

@UNOPS eSOURCING ) | LDIARED ATION

E
2017-11-16 11 03 UTC

w

BIENVENIDO

a la plataforma de adquisiciones electrénicas de UNOPS (UNOPS eSourcing).

Por favor recuerde que debe crear ungcuenta UNGM antes de poder acceder al sistema eSourcing de UNOPS

l Iniciar sesién con su cuenta de UNGM AVISO IMPORTANTE
UNOPS es consciente de Ia existencia de documentos fraudulentos en materia de adquisiciones, como
documentos licitatorios u 6rdenes de comprs, que estan siendo distribuidos como si procediesen de
UNOPS. Estos documentos contienen representaciones del emblema y logo de UNOPS, asi coma iniciales y/o
firmas de oficiales de la organizacion. Actuaimente estamos llevando & cabo investigaciones sobre estos
sucesos.

Todos los datos de contacto autorizados que aparezcan en documentos de adquisiciones de UNOPS

auténticos contendran una direccion de correo electronico que termine en @unops.org. UNOPS no cobra

importe alguno en ninglin momento por los anuncios de licitaciones.

£No dispone de cuenta UNGH
En caso de que tenga motivos para sospechar que alguna actividad supuestamente realizada en nombre de
UNOPS no es auténtica, pongase en contacto con fraudhotline@unops.org.
Sede de UNOPS, Marmorvej 51, P.O. Box 2635, 2100 Copenhague, Dinamarca. Tel: +45 45337500 © UNOPS | Condiciones de uso | Politica de privacidad | Denuncia de fraude

Insert your e-mail address and your password and make click in the button Conectarse. The e-mail address and

the password are the same that you use to log in in your UNGM account. The UNOPS eSourcing System do not
use a specific account (different) but the same in UNGM. All the account details (e-mail addresses, passwords,
etc.) are managed directly in UNGM, according the stated in section 2 of this guide.

Remember that if you want to answer a published ad by other United Nations body, you cannot access to it through
UNOPS eSourcing System. This guide only cover the acquisition operations related to UNOPS and made through
UNOPS eSourcing System, and do not concern other acquisition electronic process systems used by other United
Nations bodies. If you need help with the published ads by other United Nations bodies through other acquisition
electronic process systems, contact the related body.

3.4 Be oriented in UNOPS eSourcing System

Once you log in, you can access to the interest ad on the UNOPS eSourcing System. A screen with the following
information will appear. Next, you can see a description of key elements in the page.

¢
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o
10Y sucsor

@ UNOPS  eSOURCING

0000

e esourcingunops+1@gmail.com 2017-10-24 13 30 UTC

Su respuesta al anuncio de UNOPS RF! o E E
horas minutos

Provision de servicios de capacitacién para la prevencion y mitigacion de
riesgos ambientales

- ®

INFORMACION SOBRE EL ANUNCIO

Main elements oriented on UNOPS eSourcing System.

A list of all the ads, which has expressed interest. Present a table that has the ad

SN reference, title, publication date, answer status and ad status.

Consult and search notifications sent by eSourcing System to the supplier e-mail
addresses.

Notifications In this Inbox, the supplier can find a notification when the ad publication is
imminent, when UNOPS provide a clarification or amendment about an ad by
which the supplier has expressed interest, when the limit date for the answer
presentation is imminent, when UNOPS request an explanation during the
evaluation process, etc.

Here you can consult the user guides, FAQs, the help service contact details and

other support resources.
Help

L Select your preference language. When this guide is issued, the system is
anguage i i . .
available in English, French and Spanish.

It is the address that supplier uses to connect to the UNOPS eSourcing system. Is
the same address that the address used on the UNGM account. A supplier can
add more than one address in UNGM and can have access to UNGM and to
UNOPS eSourcing System with any of the addresses included on their UNGM
profile.

Also, it can be offline of the system by making click on the arrow.
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Countdown

Ad title

Status of
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Supplier
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Actual time expressed on the standard UTC. UTC refers to the coordinated
universal time (Coordinated Universal Time’in English), a time standard frequently
used in the entire world. UNOPS use the UTC standard for all its published ads on
eSourcing system, to avoid all confusion that can emerge with the different time
zones, since our offices and suppliers work in different parts around the world.

UNOPS ad reference. States the ad type, year and reference number, for example
‘RFP/2016/296".

A countdown watch that states how much time is remaining until the limit date for
the answers presentation.

Ad Title

Answer status. Draft (blue) or Presented (green).

Consult the ad details, divided on the following tabs.

General Information: General information about the ad, as bidding method,
requirement type, description, limit date for the answers presentations, the limit date to
request explanations, contact person, etc.

Ad details: More detailed information about the ad, as scope, bidding eligibility,
information or explanation about previous meetings, validity period, type of agreement
to be signed, etc.

Evaluation criteria: criteria based on which answers will be evaluated.

Documents: all the annex documents of the ad. Can be individually downloaded or all
at the same time. Include PDF documents and other documents with editable form
(Word, Excel) that suppliers can complete and present with their answer.

Revisions: answers to the explanation requests and published amendments by
UNOPS.

Request explanation: screen where supplier can request explanations about the ad.

Screen where suppliers can inform UNOPS if they have or not the intention to
present an ad answer.

Fields that supplier should fill to present an answer. Can include the following tabs
(it is possible that some do not appear, depending on the related ad):

Batches: if the bidding ad provide the possibility to present offers per batches, a
supplier can select here the batches for which want to present an answer.
Questionnaires: information requested by UNOPS, as questionnaires online.
Required documents list: Information requested by UNOPS, for which suppliers
should upload documents.

Details of financial offer: information about the price requested by UNOPS (total

of financial offer, foreign currency)

27
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i Submit: Screen where supplier can submit or remove answer.

Clarifications
during
evaluation

Interchange between UNOPS and supplier during evaluation
stage.
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4. ANSWER TO AN UNOPS AD

4.1 Report to UNOPS your intention to submit an ad answer

UNOPS would like in advance if it has or not the intention to answer the ad, because this
information results very useful to organize our acquisition process.

To provide this information, click on tab Confirmacion del proveedor.
Click on one of two existing buttons:

# YES, we have intention to submit an answer (green button)
2 NO,we do not have intention of submitting an answer (red button). If you select this last
option, you will be asked to provide a reason.

Consider that you shall only click in YES or NO once. This confirmation is requested with informative
purposes. You shall submit an answer, although you have initially selected NO.

Su respuesta al anuncio de UNOPS RFP/2017/17892

Provision de servicios de capacitacion para la prevencién y mitigacion de
riesgos ambientales

Borrador
Su respuesta sigue en estado de Borrador y todavia puede afadir o modificar la informacion que contiene. Recuerde que solamente puede presentar su respuesta antes de la

fecha limite.

# | INFORMACION SOBRE ELANUNCIO | CONFIRMACION DEL PROVEEDOR | RESPUESTA DEL PROVEEDOR
| ACLARACIONES DURANTE EVALUACION

Confirmacién del proveedor

Por favor informe a UNOPS de si tiene o no intencion de presentar una respuesta a este anuncio. Si selecciona ‘NO, no tenemos intencion de presentar una respuesta’, se le
pedira que proporcione un motivo. Solamente puede hacer clic en SI o NO una vez Se solicita esta confirmacion con fines puramente informativos. Podra presentar una
respuesta, aunque haya inicialmente seleccionado ’ . opcion NO.

Si, tenemos intencion de presentar una respuesta NO, no tenemos intencion de presentar una respuesta

4.2 Request a clarification of this ad
If you have questions on this ad, you can request clarifications to UNOPS.

You can submit a request of clarifications on ad, click on tab Solicitar aclaracion
(in tab Informacién sobre el anuncio) and then button Solicitar aclaracion.

Su respuesta al anuncio de UNOPS RFP/2017/17892

Provisién de servicios de capacitacion para la prevencién y mitigacion de
riesgos ambientales

Borrador

Su respuesta sigue en estado de Borrador y todavia puede anadir o modificar la informacion que contiene. Recuerde que solamente puede presentar su respuesta antes de la
fecha limite.

# | INFORMACION SOBREFLANUNCIO | CONFIRMACION DEL PROVEEDOR | RESPUESTA DEL PROVEEDOR
| ACLARACIONES DURA ALUACION

INFORMACION GENERAL DETALLES DEL ANUNCIO CRITERIOS DE EVALUACION DOCUMENTOS REVISIONES

SOLICITAR ACLARACION e

© Por favor recuerde que ningdn otro proveedor podré ver las solicitudes de aclaraciones que presente aqul, solamente usted podrd verlas, Cuando UNOPS responda a esta
sollcitud de aclaraciones, la respuesta aparecera en la pestafia Revisiones, sin Indicar la Identidad del proveedor que envi6 fa solicitud,
No se han encontrado resultados,

¥
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Insert questions and click on button Enviar solicitud de aclaracién. No other supplier shall see
requests of clarifications submitted here, only you can see them.

Consider that system will only allow you to clarify before deadline for clarifications. This date is stated
in tab Informacién general.

Solicitar aclaracion

|8 1] == |[= =]
Con respecto s |3 seccion de los entregables de los Términos de Referencia, podris sclarar cudl es |s fachs prevists pars que el 1! el g no. 2 (informe
detsliado)|

/ ch 2232000

« Enviar solicitud de aclaracion Atrés

When UNOPS answers to this clarification request, the answer will appear in tab Revisiones, in tab
Informacién sobre el anuncio. All suppliers shall see answers of UNOPS to requests of clarifications but
supplier identity will not be stated, who submitted request.

Su respuesta al anuncio de UNOPS RFP/2017/17892

Provision de servicios de capacitacion para la prevencion y mitigacion de
riesgos ambientales

Borrador
Su respuesta sigue en estado de Borrador y todavia puede anadir o modificar la informacién que contiene. Recuerde que solamente puede presentar su respuesta antes de la

fecha limite.

# | INFORMACION SOBRE EL ANUNCIO | CONFIRMACION DEL PROVEEDOR RESPUESTA DEL PROVEED!
ACLARACIONES DURANTE EVALUACION

INFORMACION GENERAL DETALLES DEL ANUNCIO CRITERIOS DE EVALUACION DOCUMENTOS REVISIONES
SOLICITAR ACLARACION

Aclaraciones /

Aclaracién Fecha de publicacién
1. Con respecto a la seccién de los entregables de los Términos de Referencia, podria aclarar cuél es la fecha prevista  2017-10-24
para que el contratista seleccionado complete el entregable no. 2 (informe detallado)?

La fecha de finalizacion prevista para que el contratista seleccionado complete el entregable no. 2 (informe
detallado) es el 15 de Diciembre del 2017

Enmiendas

No se han encontrado resultados

M All su&gliers interested of an ad will receive an automatic notification by e-mail once
UNOPS publishes a clarification or an amendment on this ad.
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4.3 Submit an answer to this ad

To reply to this ad, complete required fields in the following tabs (it is possible that some of these tabs do
not appear, depending on specific ad):
1 Questionnaires: Information requested by UNOPS, as questionnaires online

i List of required documents: Information required by UNOPS, for which suppliers shall upload
documents

8 Details of financial offer: Information on price requested by UNOPS (total financial offer, currency)
There three tabs appear in tab Respuesta del proveedor.

Once you have completed required information, the color of numbers in title of each tab will change and
will go from red (0/7) to green (7/7).

Su respuesta al anuncio de UNOPS RFP/2017/17892

Provision de servicios de capacitacion para la prevencion y mitigacion de
riesgos ambientales

Borrador
Su respuesta sigue en estado de Borrador y todavia puede afiadir o modificar la informacion que contiene. Recuerde que solamente puede presentar su respuesta antes de la

fecha limite.

# INFORMACION SOBRE EL ANUNCIO CONFIRMACION DEL PROVEEDOR RESPUESTA DEL PROVEEDOR
ACLARACIONES DURANTE EVALUACION

l CUESTIONARIOS [zl LISTA DE DOCUMENTOS EXIGIDOS &l DETALLES DE LA OFERTA FINANCIERA ] PRESENTAR A

> Bidder Information Form A

4.3.1 Questionnaires

In the context of this ad, UNOPS shall require suppliers that provide information as questionnaires online.

Click on tab Cuestionarios to see questions or insert answers. When you have completed questionnaires,
click on button Guardar in lower part of page. Consider that questions that have an asterisk (*) are

mandatory.
4

) INFORMACION SOBRE EL ANUNCIO CONFIRMACION DEL PROVEEDOR RESPUESTA DEL PROVEEDOR
ACLARACIONES DURANTE BVALUACION

CUESTIONARIOS [EER LISTA DE DOCUMENTOS EXIGIDOS |2} DETALLES DE LA OFERTA FINANCIERA [N PRESENTAR A

v Informacion sobre el licitante A

W 1. Nombre legal completo del licitante #

“[B Tall=as #|[o =]

[Shaciens (Y

Pregunta con texto libre corto {(maximo 500 caracteres)

v 2. ;En qué afio se establecio su empresa/organizacion? *

Seleccionar |5 fecha =:]
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4.3.2 List of required documents

In the context of this ad, UNOPS shall require suppliers to submit documents as part of their answer. This
can include documents as financial statements of the company or specific forms. If it is required that
suppliers upload specific forms (for example, Annex E: Submission Form), they shall download editable
versions of forms in tab Documentos, in tab Informacién sobre el anuncio.

When you have completed documents, click on tab Lista de documentos exigidos to upload files to
eSourcing system. You can upload files clicking on button Choose files or adding them directly on box or
draw them and release the files here. Consider that, if necessary, it is possible to upload more than one
document in each section of documents listing. In eSourcing system, files cannot exceed a maximum size of
20 MB (twenty megabytes).

If you have not uploaded any file yet in section of documents listing, the rectangle on the top of section and
states the name of document will appear in orange color (if document is mandatory) or blue (if it optional). Once
you have uploaded file, the rectangle will change to green color.

=

[ 07 | LISTA DE DOCUMENTOS EXIGIDOS &) ERTA FINA! RA IEZR

RESPUESTA DEL PROVEEDOR

Lista de documentos exigidos

Haga clic en el boton a continuac on para subir un archivo o | Seleccione archivo(s) subido(s) anteriormente

’4

Seleccione archivos a subir:
_Choose File | No file chosen

Consider that if ad is a call to proposals submission (RFP), the listing of documents will not include section
that requests financial information / relative to price. In a calling to proposal submission, suppliers can
submit financial information / relative to price only in section “Documents of financial offer” in tab Detalles
de la oferta financiera (for more information, consult the following section of this guide).

4.3.3 Details of financial offer

In the context of an ad, UNOPS shall require suppliers to submit details financial offer of answer.

Click on tab Detalles de la oferta financiera and insert details of answer: total financial offer (mandatory field),
currency (mandatory) and comments (optional).

When you have finished, click on button Guardar in lower part of page.
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) INFORMACION SOBRE EL ANUNCIO

CONFIRMACION DEL PROVEEDOR
ACLARACIONES DURANTE EVALUACION

RESPUESTA DEL PROVEEDOR

CUESTIONARIOS [ LISTA DE DOCUMENTOS EXIGIDOS [EE DETALLES DE LA OFERTA FINANCIERA [ERN PRESENTAR A

Detalles de la oferta financiera

w Insertar detalles de la oferta financiera A
Oferta financiera total *

Divisa *

Comentarios

B .I|f=8

i
i
w

0

K Characters: 011000

If the notice is a calling for proposal submission (RFP), there will be a section called Documentos de

oferta financiera. You can upload required files clicking on button Choose Files or adding them directly on
section O arrastre y suelte los archivos aqui.
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RESPUESTA DEL PROVEEDOR

NA [ 07 | ‘ MEN X [ o5 | DETALLES DE LA OFERTA FINANCIERA [N A

Detalles de |la oferta financiera

w Insertar detalles de la oferta financiera 71\

Oferta financiera total *
Divisa *

Comentarios

B Ll o= 45 || -

Characters: /1003

l Documenigs de oferta fingncisrs I

Haga clic en &l botdn a continuacion para subir un archivo o | Seleccione archivo(s) subido(s) antericrmente
Selecclone archivos a subir:

Choose File | No file chosen

~

4.3.4 Submit your answer

Be sure to complete all required information, proving that little numbers on right part of titles of tabs
Cuestionarios, Lista de documentos exigidos and Detalles de la oferta financiera are in green color.

As follows, click on tab Presentar. Then, click on button Presentar to send answer to UNOPS.

Note: the system will not allow you to submit an answer if you have not completed all required information or
if you have exceeded deadline for submitting answers, which is stated in tab Informacién general within tab
Informacién sobre el anuncio. If you have not completed all information and/or once term has expired,
button Presentar will not appeatr.

Therefore, be sure to prepare your answer with time and accuracy necessary and complete it progressively,
adding answers to questionnaires and uploading files in list of required documents when these are ready. We
recommend you to keep enough time to complete all necessary information. In system, it is possible to save a
draft of answers in questionnaires, documents listing and details of financial offer. When answer is complete
and prepared to be sent, you can click on Presentar.
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HEE S
dias horas minutos segundos

Su respuesta al anuncio de UNOPS RFP/2017/17892

Provision de servicios de capacitacion para la prevencion y mitigacion de
riesgos ambientales

Borrador

Su respuesta sigue en estado de Borrador y todavia puede afadir o modificar la informacion gue contiene. Recuerde que solaments puede presentar su respuesta antes de la
fecha limite.

# INFORMACION SOBRE EL ANUNCIO CONFIRMACION DEL PROVEEDOR | RESPUESTA DEL PROVEEDOR
ACLARACIONES DURANTE EVALUACION

CUESTIONARIOS 723 LISTA DE DOCUMENTOS EXIGIDOS |3 DETALLES DE LA OFERTA FINANCIERA [Ell | PRESENTAR

Gracias por completar la informacion requerida para presentar suU respuests 2 este aviso. Toda |a informacion necesaria ha sido insertada. Parz que s2 pueda tener en cuenta su
respuesta debe tarlz haciendo clic en el botdn 2 continuacion

]

When you have clicked on Presentar, the status of answer will change and will go from status of Borrador
(blue) to status Presentada (green).

M You will receive automatic notification by e-mail when you have submitted answer.

4.3.5 Submit an answer to an ad with batches

If ad of bidding states you are invited to bidding for individual batches and every batch will be evaluated
individually (you will find explanations in relation to tab Informacion sobre el anuncio), suppliers can submit
answers for individual batches through special functionality available in eSourcing system.

If ad includes batches, between tab Respuesta del proveedor and click on Lotes. You shall see several lines
that state batch number, description and column called “Respuesta del proveedor”.

In column Respuesta del proveedor, the predetermined option for all batches will be ‘Bid’ (green color).

Su respuesta al anuncio de UNOPS RFP/2017/18904

Provision de servicios de capacitacion para la prevencion y mitigacion de
riesgos ambientales

Borrador

Su respuesta sigue en estado de Borrador y todavia puede afiadir o modificar la informacion que contiene. Recuerde que solamente puede presentar d respuesta antes de la
fecha limite.

# | INFORMACION SOBRE EL ANUNCIO | CONFIRMACION DEL PROVEEDOR | RESPUESTA DEL PROVEEDOR
ACLARACPNES DURANTE EVALUACION

LOTES CUESTIONARIOS LISTA DE DOCUMENTOS EXIGIDOS [EZH DETALLES DE LA OFERTA FINANCIERA PRESENTAR A

Este anuncio de licitacion contiene multiples lotes, identificados en la lista a continuacion. Puede presentar una respuesta para uno o varios lotes. Si no cuenta presentar

oferta para alguno de los lotes, seleccione la opcion 'No bid' (color rojo) para ese lote, deslizando el botén en la columna 'Respuesta del proveedor'. Tenga en cuenta que la
informacion que debera proporcionar en su respuesta se ajustara segun la opdon que seleccione aqui.

Lote niim. Descripcion Respuesta del proveedor
T

1 Capacitacién para prevencién de riesgos - Zona Norte w

2 Capacitacion para prevencion de riesgos - Zona Sur | bid |

If you do not want to submit an offer for a specific batch, slide corresponding button to that batch to right until
stated “No bid” (in red color). This way, not applicable fields will be erased not to be completed to submit your
offer, i.e., tabs Cuestionarios, Lista de documentos exigidos y Detalles de la oferta financiera will be
adjusted.
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Su respuesta al anuncio de UNOPS RFP/2017/18904

Provision de servicios de capacitacion para la prevencion y mitigacion de
riesgos ambientales

Borrador

Su respuesta sigue en estado de Borrador y todavia puede afiadir o modificar la informacion que contiene. Recuerde que solamente puede presentar su respuesta antes de la
fecha limite.

# | INFORMACION SOBRE ELANUNCIO | CONFIRMACION DEL PROVEEDOR | RESPUESTA DEL PROVEEDOR
ACLARACIONES DURANTE EVALUACION

LOTES | CUESTIONARIOS LISTA DE DOCUMENTOS EXIGIDOS [l DETALLES DE LA OFERTA FINANCIERA PRESENTAR A

Este anuncio de licitacion contiene miltiples lotes, identificados en la lista a continuacion. Puede presentar una respuesta para uno o varios lotes. Si no cuenta presentar

oferta para alguno de los lotes, seleccione la opcion ‘No bid’ (color rojo) para ese lote, deslizando el boton en |a columna ‘Respuesta del proveedor'. Tenga en cuenta que la
informacion que debera proporcionar en su respuesta se ajustara segun la opcién que seleccione aqui.

Lote nim. Descripcién Respuesta del proveedor
o ~

1 Capacitacion para prevencion de riesgos - Zona Norte \ [ bid |

2 Capacitacion para prevencion de riesgos - Zona Sur \m

When you have decided for which batches you want to submit an offer, complete required information in tab
Respuesta del proveedor and submit your answer, in accordance to instructions stated in section 4.3 of this
guide. Consider that, if you have selected option “Bid” for more than one batch, you shall not send your
answer until you have completed all required information for all batches you are interested of.

4.4 Submit an alternative offer to an ad

The system allows you to submit alternative offers if ad allows it, according to what set forth in tab Detalles
del anuncio in tab Informacion sobre el anuncio. Consider you shall submit alternative offers only before
deadline for submitting answers specified in tab Informacion general within tab Informacién sobre el
anuncio.

When you have submitted an ad answer and status of answer is Submitted (in green), you shall submit
an alternative offer if ad states that alternative offers will be accepted.

Clickinicon ® to go to Homepage of ad and click on button Presentar una oferta alternativa.

Su respuesta al anuncio de UNOPS RFP/2017/17892

Provision de servicios de capacitacion para la prevencion y mitigacion de
riesgos ambientales

Presentada

H estado de > respuesta es Presentada’. Su respuesta ha sido correctamente recibida por UNOPS.

# INFORMACION SOBRE EL ANUNCIO CONFIRMACION DEL PROVEEDOR | RESPUESTA DEL PROVEEDOR
ACLARACIONES DURANTE EVALUACION

Por favor recuerde que, para que UNOPS reciba su respuesta al presente anuncio, debe hacer clic en el boton Presentar’ en |z pestafia Presentar antes de la facha limite. Una vez
presentada, su respussta aparecera como 'Pgfentada’ en color verde en Iz barra de estado. Si no ha presentado su respuesta, la barra de Estado indicara ‘Borrador {color azul).

Presentar una oferta altemnativa
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A new answer Draft will be created. Complete required information in tab Respuesta del proveedor and
submit your answer, in accordance to instructions stated in section 4.3 of this guide.

Su respuesta al anuncio de UNOPS RFP/2017/17892

Provision de servicios de capacitacion para la prevencién y mitigacion de
riesgos ambientales

Borrador Origrud subimission 822122

Su respuesta tigue an extado de Borradar y todavia puede afadir o modificar la informacidn que contiene. Recuerde que solaments pued  presentar su respuesta antes de la

fecha limee.

“ INFORMACION SOBRE EL ANUNCIO CONFIRMACION DEL PROVEEDOR RESPUESTA DEL PROVEEDOR
ACLARACIONES DURANTE EVALUACION OFERTAS ALTERNATIVAS

CUESTIONARIOS LISTA DE DOCUMENTOS EXIGIDOS [ DETALLES DE LA OFERTA FINANCIERA [N PRESENTAR A

> informacién sobre el licitante A

When you have submitted alternative offer, you shall visualize both Original Answer and Alternative
Offer submitted.

Su respuesta al anuncio de UNOPS RFP/2017/17892

Provisién de servicios de capacitacion para la prevencion y mitigacion de
riesgos ambientales

EIETe Bl Respuesia original #22142

H estado de su respuesta es ‘Presentada’. Su respuesta ha sido correctamentea recibida por UNOPS.

# INFORMACION SOBRE EL ANUNCIO | CONFIRMACION DEL PROVEEDOR | RESPUESTA DEL PROVEEDOR
ACLARACIONES DURANTE EVALUACION OFERTAS ALTERNATIVAS

Numero de referencia / Estado Fecha de creacién
Submission #23160

Presentada 2017-10-2509:13 UTC

4.5 See, modify and remove an answer from an ad
Once you have sent an answer to an ad, you can execute the following actions: see, modify and remove

answers. Consider you can modify and remove answers only before deadline for submitting answers specified
in tab Informacién general within the tab Informacion sobre el anuncio.

45.1 See and consult answers

Once you are interested on an UNGM ad, you shall access to ad details and answer in two ways:
2 Option 1 — through UNGM

i Option 2 — directly through eSourcing system of UNOPS
Option 1 — through UNGM

Access to www.ungm.org and log in with user name and password.
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Go to Mis licitaciones in left menu and click on Visualizar documentos next to title of ad you want to
consult.

Mis licitaciones I

25002017

25002017

dos: 1 -12de
/ Tiulo Fecha limite Publicado Organismodela Tipodeanuncio  Referencia Pais/territorio
ONU beneficlario

You will be, then, automatically redirected from UNGM site to eSourcing platform of UNOPS.

Consider that if you have not logged in in eSourcing system, you will be asked to log in using account data
UNGM (e-mail address and password). Consult section 3.3 of this guide for more information.

Option 2 — directly through eSourcing system of UNOPS

Access to https://esourcing.unops.org/ and log in with your UNGM account data.

Click on button Inicio.

&
‘ =)™ @ s B

esourcingunops+1@gmail.com 2017-10-27 09:41 UTC

MIS ANUNCIOS 43 133

Borrardor Presentadas

Referenda Titulo Fecha de Fecha limite - Estado de su Estado del
publicacion respuesta anundio
RFP/2017/17882-0  Provision of Explosive Threat Mitigation Training and Mentoring 2017-10-24 2017-11-3011:00  Presentada m Abierto
Services in support of UNMAS Mali utce
Provision of Explosive Threat Mitigation Training and Mentoring 2017-10-24 2017-11-3011:00  Presentada m Abierto
Services in support of UNMAS Mali utce
Provision de servicios de capacitacion para la prevencion y mitigacion 2017-10-24 2017-11-3011:00  Borrador = Abierto
de riesgos ambientales utce
RFQ2017/17893 Provision de servicios de capacitacion para la prevencion y mitigacion ~ 2017-10-24 2017-11-3011:00  Borrador m Abierto
de riesgos ambientales utce
FP2017/17891 Provision de servicios de capacitacion para la prevencion y mitigacion 2017-10-24 2017-11-3011:00  Borrador u Abierto
de riesgos ambientales - copy utce
Fourniture des services de formation et encadrement a 'appui 'UNMAS  2017-10-25 2017-11-3011:00  Presentada m Abierto

A list of all ads you are interested of will appear, which includes the following details:

i Reference: ad reference number. To consult ad you are interested of, click on link contained in
reference.
Title: title of ad

i Publication date: publication date of ad by UNOPS
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Deadline: deadline after which suppliers cannot reply to ad, expressed in UTC standard.
Status of answer. There are two possible status for the answer:
o Draft (blue color): when supplier has not submitted his answer yet
o Submitted (green color): when supplier has submitted his answer
i Status of ad. There are four possible status for an ad:
o Opened (green color): before deadline for submitting answers
o Evaluation (orange color): after deadline, when UNOPS has started evaluation of received
answers. He cannot submit his answer when ad is in Evaluation status.
o Finished (blue color): when UNOPS has finished evaluation and has determined results.
o Cancelled (gray color): when bidding has been cancelled by UNOPS.

= =)

You can also filter results clicking on section Criterios de busqueda.

You can order ads according to reference number, title, publication date and deadline, clicking on title of
column.

MIS ANUNCIOS

e &~

e Publicado entre Seleccionar la fecha & | celeccionar la fecha m
hd ezl EnE Seleccionar la fecha & | seleccionar la fecha

Referendia Titulo Fecha de Fecha limite - Estado de su Estado del

publicadian respuesta anuncio

Provision of Explosive Threat Mitigation Training and Mentoring 2007-10-24 2017-11-3011:00  Presentada Abierto

Services in support of UNMAS Mali utC @

Provision of Explosive Threat Mitigation Training and Mentoring 2007-10-24 2017-11-3011:00  Presentada Abierto

Services in support of UNMAS Mali utC @

Provision de servicios de capacitacion para la prevencion y mitigacion  2017-10-24 2017-11-3011:00  Borrador Abierto

de riesgos ambientales utC @

Provision de servicios de capacitacion para la prevencion y mitigacion  2017-10-24 2017-11-3011:00  Borrador Abierto

de riesgos ambientales utC @

4.5.2 Modify an answer to an ad

The system does not allow to modify answer already submitted. To modify your answer, you shall remove it first
(see the following section of this guide). When you remove answer, the status will go from Presentada (green
color) to Borrador (blue color) and you shall modify content.

When you have finished modifications, remember to go back to submit answer (see section 4.3 of this guide).

Suppliers shall submit their answers before deadline for submitting answers specified in tab Informacién
general within the tab Informacion sobre el anuncio.

m You will receive an automatic notification by e-mail when you have submitted your answer.

45.3 Remove answer

You can modify your answer you have already submitted, any time before deadline for submitting answers.
Select the ad for which you have submitted the answer you want to remove.
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On tab Respuesta del proveedor, please go to tab Presentar and click on Retirar oferta presentada.

segundos

Su respuesta al anuncio de UNOPS RFP/2017/17892 39

Provision de servicios de capacitacion para la prevencion y mitigacion de
riesgos ambientales

Presentada
8l estado de su respuesta es ‘Presentada’. Su respuesta ha sido correctamente recibida por UNOPS,

# | INFORMACION SOBRE ELANUNCIO | CONFIRMACION DEL PROVEEDOR RESPUESTA DEL PROVEEDOR
ACLARACIONES DURANTE EVALUACION | OFERTAS ALTERNATIVAS

CUESTIONARIOS LISTA DE DOCUMENTOS EXIGIDOS B3 DETALLES DE LA OFERTA FINANCIERA [ETEN PRESENTAR

Gracias por presentar su respuesta 3 23te aviso. Por favor recuerds que puede retirar sU respuesta en cualquisr momento antes de |a fecha limite parz Iz presentacion de
respuestas, haciendo clic 2n el botdn a continuacion. Cuzndo retire su repuestz. podré aporiar modificaciones y presentariz de nuevo en todo memento antes de 2 facha limite.

Retirar oferta presentada e

Status will go from Presentada (green color) to Borrador (blue color).

Su respuesta al anuncio de UNOPS RFP/2017/17892 18

segundos

Provision de servicios de capacitacion para la prevencién y mitigacion de
riesgos ambientales

Borrador

Su respuesta sigue en estado de Borrador y todavia puede anadir o modificar fa informacion que contiene. Recuerde que solamente puede presentar su respuesta antes de la
fecha limite.

# | INFORMACION SOBRE ELANUNCIO | CONFIRMACION DEL PROVEEDOR | RESPUESTA DEL PROVEEDOR
ACLARACIONES DURANTE EVALUACION | OFERTAS ALTERNATIVAS

CUESTIONARIOS LISTA DE DOCUMENTOS EXIGIDOS [EF DETALLES DE LA OFERTA FINANCIERA [EIH PRESENTAR

Gracias por completar la informacion requerida para presentar su respuesta 3 este aviso. Toda la informacion necesaria ha sido insertada. Para que se pueda tener en cuenta su
respussts. dene presentarlz haciendo clic en el botdn 3 continuacion.

If you have submitted alternative offers for this notice, you can also remove them. Similarly, you can remove
original answer. Consider that if you remove original answer, all alternative offers will be automatically removed.
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5. REPLY TO REQUESTS TO CLARIFICATIONS OF UNOPS
DURING EVALUATION

When there is an answer to this ad, it is possible that UNOPS requests clarifications on answer. UNOPS wiill
request clarifications after deadline for submission of answers, this is, during the evaluation stage of
answers.

ﬁl You will receive an automatic notification by e-mail if UNOPS requires clarifications of its part
durln%levaluatlon. You are required to answer clarification requests of UNOPS as soon as
e.

possi

5.1 Consult clarifications during evaluation

Access the ad clicking on direct link included in clarification request e-mail you have received, or go to tab
Aclaraciones durante evaluacion of related ad..

Su respuesta al anuncio de UNOPS RFP/2017/17892

Provision de servicios de capacitacion para la prevencion y mitigacion de
riesgos ambientales

Presentada

El estado de su respuesta es 'Presentada’. Su respuesta ba sido correctamente recibida por UNOPS.

@ INFORMACION SOBRE EL AN IO CONFIRMACION DEL PROVEEDOR RESPUESTA DEL PROVEEDOR
ACLARACIONES DURANTE EVALUACION OFERTAS ALTERNATIVAS

UNOPS
2017-10-25 09:37 UTC
Agradeceremos aclarar |z experiencia previa del coordinador propuesto para |a capacitacion ya que no esta claro en su propuesta

* | Responder e

5.2 Reply to a clarifications request

In tab Aclaraciones durante evaluacién, click on Responder.

A text square will appear, in which you will have to write an answer. If UNOPS requires it, you can also upload
document clicking on button Choose files. Click on button Presentar when you have finished.

#« INFORMACION SOBRE EL ANUNCIO CONFIRMACION DEL PROVEEDOR RESPUESTA DEL PROVEEDOR
ACLARACIONES DURANTE EVALUACION OFERTAS ALTERNATIVAS

UNOPS

2017-10-25 09:37 UTC
Agradeceremos aclarar la experiencia previa del coordinador propuesto para la capacitacion ya que no esté claro en su propuesta

[B 1|[iz :=z[:k #][e =]

.

o No se pueden dejar los comentarios en blanco

Seleccione archivos a subir:

Choose Files | No file chosen

O arrastre y suelte archivos aqui

Anular +
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6. CONSULT STATUS AND RESULT OF ADS

6.1 Consult status of ad

If you want to consult status of an ad of eSourcing system by which you have previously expressed interest, go
to https://esourcing.unops.org/, log in with your account data UNGM and click on button Ver mis
operaciones. If you are logged in, go to section Mis anuncios.

The status of ad appears in right column of box. There are four possible status:

o Opened (green color): before deadline for submitting answers

o Evaluation (orange color): after deadline, when UNOPS has started evaluation of received

answers. There is no submission of answer when ad is in Evaluation status.

o Finished (blue color): when UNOPS has finished evaluation and has determined results. If
agreements have been allocated as a result of this ad, the button Finished will contain a link
to the page “Allocation of agreements” in UNGM (see section 6.2 for more information).

o Cancelled (gray color): when bidding has been cancelled by UNOPS.

E If you have submitted an answer to an ad through eSourcing system, you will receive an
automatic notification by e-mail when UNOPS has finished the evaluation of answers. This e-
mail will inform you the result of process: if it has been included in a short list (if it is about an
identification process of suppliers: EOI or PQ) or if an agreement has been allocated (if it is
about a bidding process: RFQ, ITB, RFP). These automatic e-mails will also provide contact
details of employee of UNOPS responsible of related process, in case there is no more
information needed. If agreements have been allocated as a result of an ad, the electronic ad
of notification will equally include a link to page “Allocations of agreements” in UNGM (see
section 6.2 for more information). If bidding has been cancelled and is important, you will
receive an automatic notification by e-mail.

6.2 Consult allocations of agreements

If UNOPS has finished the evaluation of an ad and agreements have been allocated as a result of this ad, it
will publicly publish details of page Adjudicaciones de contratos of UNGM.

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

Search for allocated agreement that interests you, using: title, description, reference number, supplier or
allocation date. You can also use additional search criteria (Body of United Nations, country/territory, or codes
UNSPSC) clicking in button Mostrar busqueda avanzada.

Note: If you know eSourcing reference of ad (for example, RFP/2016/124), you can insert it in reference
field in page on Allocations of agreements in UNGM. The eSourcing reference number and reference
number of allocation are identical, to result easily link ads and agreements.

When there is an agreement allocation that interests you, click on link contained in title. A new window will
open, in which the following details will appear, distributed in four tabs:

i General: provides general information on allocation (title, body of United Nations, reference,
allocation date, value of agreement, value of agreement in USD, description) and beneficiary
countries related to allocated agreement.

i Supplier: name of selected supplier. Note: in case of exceptional circumstances, UNOPS can
decide not revealing the name of supplier for safety reasons.

8  Contacts: details of contact of employee of UNOPS in charged on agreement.

2 UNSPSC Codes: codes of categories related to agreement.
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7. CONTACTS AND RESOURCES

7.1 UNGM

For more information, please visit Website www.ungm.org
If you need help with registration process in UNGM:
i Use function Ayuda available in Website

i  Consult section of FAQs of Website

7.2 eSourcing of UNOPS

For more general information on UNOPS, please visit Website www.unops.org

For more general information on acquisitions in UNOPS, please visit
https://www.unops.org/espanol/Opportunities/suppliers/Paginas/default.aspx

If you need help with system eSourcing of UNOPS:

1 Use function Ayuda available in left upper corner of Website. You can also access to this function
directly on the next link: https://esourcing.unops.org/#/Help/Guides

i Consult Guides, Videos and section of FAQ available in function Ayuda.

g Contact with assistance service of UNOPS: esourcing@unops.org. State user name
UNGM, registration number UNGM and reference number of notice (i.e.
RFP/2016/296).
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8. GLOSSARY

In this glossary, you will find key terms used in this guide.

EOI

ITB

PQ

RFI

RFP

RFQ

Ad

A request of interest expression (EOI) is an identification method of suppliers, in
which an ad is published to identify suppliers who want to participate in a future
bidding process. The information provided by interested suppliers is evaluated and
suppliers are considered for inclusion in a short listing of companies that can be
invited to submit detailed offers/proposals.

A calling to bidding (ITB) is a formal bidding method in which potential suppliers are
inviting to submit an offer for supply of goods or services. It is normally used when
requirements are specified and quantified clearly and completely. The evaluation
methodology is applied according to which supplier agreement is allocated whose
offer substantially fulfill with requirements and offers a lower price for UNOPS.

Prequalification (PQ) is a formal method of evaluating suppliers with arrangement for

predetermined criteria included in an invitation for prequalification. Only suppliers
who fulfill stated criteria will be invited to submit detailed offers/proposals.

The request of information (RFI) is an instrument to carry out a market study in
order to get information used to identify available solutions or possible solutions
to meet specific identified needs.

A calling of submission of proposals (RFP) is a formal bidding method in which
potential suppliers shall submit an offer for supply of goods or services, based on
specifications, description of works or reference terms included in bidding
documents. It is normally used when requirements are complex or cannot be
specified clearly or completely, and if necessary carry out detailed technical
evaluations and/or when price or cost does not constitute the single basis for
allocation. In a calling to proposals submission, suppliers shall deliver their technical
and financial proposals sealed separately (system of “two folders”). Methodology of
known evaluation is applicable as accumulative analysis, which combines an
analysis of technical and financial proposals.

A request of quote (RFQ) is an informal method of bidding, in which suppliers shall
submit a quote for supply of goods or services. It is normally used for standard
products and easily accessible, when acquisition value is lower than stated
threshold for formal methods of bidding. Methodology of evaluation is applicable
according to which supplier agreement is allocated, which has the lowest offer,
technically in conformance.

For the purposes of this guide, the term ad refers to any of the following acquisition
methods: request of quote (RFQ), calling of bidding (ITB), calling to proposal
submission (RFP), request of information (RFI), request of interest expression (EOI)
and prequalification (PQ).
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UNGM UNGM is the common site of acquisitions of system of bodies of United Nations.

The office of United Nations of Services for Projects (UNOPS) is an operational body
of United Nations that supports associates in the execution of humanitarian,

UNOPS L .
development and consolidation of peace projects all over the world.

United Nations Standard Products and Services Code — UNSPSC in a global system
and multisectoral of coding that classifies goods and services in order to ease
analyses of expenses in relation to acquisitions and optimize acquisition processes.

UNSPSC
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9. MAIN RECOMMENDATIONS FOR SUPPLIERS ABOUT UNOPS
eSOURCING SYSTEM

Read out next main recommendations for suppliers in relation to the use of eSourcing system of UNOPS.

@ UNOPS

This step is important, since it should be registered as UNOPS
Register as UNOPsSupplier in UNGM to answer the published ads through UNOPS
supplier in UNGM eSourcing System. If it is already registered, prove that UNOPS is in
your UNGM profile, on United Nations bodies.

Consult section 2 of this guide for more information.

After searching for interest susceptible ads, remember to click on the

button Expresar Interés in UNGM. All suppliers have expressed

interest for an ad and they will receive automatic notifications about
Express interest of anthe ad, for example when the presentation limit date is imminent or
ad when UNOPS provide clarifications or amendments to the ad.

Consult section 3.1 and section 3.2 of this guide for more information.

Remember to check all ad details before answering. If you want to
Consult the ad details, answer the ad, you should do it before the limit date for the answers
especially the limitpresentation. The limit date is stated on the Informacién general tab
date of the ad.

UNOPS would like to know in advance if they have or not the intention
to answer the ad, since this information is useful to organize our
acquisition process. You can confirm their intention on the Supplier
Confirmation tab.

Inform UNOPS if they
have the intention or
not to present the
answer

Consult section 4.1 of this guide for more information.

Ask for explanationslIf you have questions about an ad you can ask for explanations to
about the ads if youUNOPS. You should do it before the explanations limit date, stated
have any question on the Informacién general tab of the ad.

Consult section 4.2 of this guide for more information.

You can save information gradually while filling out the required fields
(for example, answering Questionnaires online or charging
Save your answer asdocuments on the demanded documents list) and save their answer
draft and do not waitgg 3 praft. Do not wait until the last minute to fill out your answer, since
until the last minute  yoy cannot present it after the limit date. When you have completed
all the information, make click on Presentar button.

Consult section 4.3 of this guide for more information.
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Answer as soon
as possible to

After deadline for submission of answers, during evaluation
requests of

process, it is possible that UNOPS requests clarifications.

clarifications Reply as soon as possible to requests of clarifications during
sent by UNOPS evaluation.

during Consult section 5 of this guide for more information.
evaluation
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