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UNFPA eSupplier Connection

The eSupplier Connection (ESC) is a web-based portal that will enable our suppliers to maintain your
own login information, respond to bidding events, view and accept purchase orders and inquire on
invoice and payment status. The portal also allows you to self-register and create additional supplier
users from your organization

Vendor Self Service

Register as a Vendor User

Please note: This user guide is only intended for existing suppliers of UNFPA. If you are a supplier
looking to do business with UNFPA or to bid on existing events, please use the following link to ‘Register
as a Bidder’, please refer to the e-Tendering Supplier Bidder Registration Manual.

To register as a Supplier User, you should already have been created as a Vendor with UNFPA and have
received a supplier registration initiation email. In this email you will be provided the Supplier Portal
URL.

Please note that Internet Explorer is the best browser to use for this application. Also please make
sure all cookies browser cache is deleted before clicking on the link.

a. Login to the Supplier portal as an external generic vendor by clicking the below URL:

URL: https://etendering.partneragencies.org/

login user id: unfpa.guest password: why2change

User name: G UNOPS
unfpa.guest ( B e 0 a2
Password: ﬁ g "X 1 ' LINFPA
UINE
24 prp e
Change Password | Forgotten Password mﬂ @UN 55
WOMEN 9
To obtain support: Other resources: A t I as
UNDP Users UNDP Atlas Service Centre
UNFPA Users My UNFPA "Atlas” signals our global presence and a reliable and comprehensive
UNOPS Users UNOPS Atlas Intranet Page way fpr finding information and connecting couptries to knc.wledge,
experience and resources as we help people build a better life.
UNU Users UNU Atlas Information Centre
UN Women Users UN Women Atlas Intranet Page
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https://etendering.partneragencies.org/

b. On the Login pagelet, click on ‘Register as a Supplier’ link:
Login

Login here a5 an existing User.

User ID:
Password:

Sign In |

ﬁﬁ Reqister a5 a Sourcing Bidder

Click here fo register az a bidder and to be able
to bid on events.

?ﬁ Reqgister as a Supplier
Thiz iz for UNFPA Supplierz only. Click here to

reqister az a supglier user. You must have a
registraticn code to continue

% forgot my password
Click here to reset your password

c. You will be directed to a supplier registration page. You will need information from the supplier

registration email initiation to complete the details below:

UNFPA eSupplier Connection User Guide 20.docx




Supplier Registration Email:

Ceu ‘

Subject | eSupplier Connection ESC) Portal it Roll-out

Attached: ‘Huumm lier Connection User Guide, pdf MB;FﬁuNFPAﬂemum Bidder Guide.pdf 1 MB}

Dear Supplier
UNFPA is launching a new web-based service to our suppliers— eSupplir Connection (E5C) portal, which will enable our suppliers to:
» Download bid documents and respond to bidding events
¥ Submit hids electronically
» Review purchase orders
> Accept purchase orders
> Setupand manage the user profiles of your employees in the portal
» Review paymentstatus
The ESC portal is now live. As our key supplier, we invite you to register as a user. You can access the portal clicking on the below URL:
https: /fetendering partneragencies o

1 Plesse login for the fist time with the following:

User name: unfpa guest
Password: why2change

2 Click on the ‘Register s a Supplier” hyperlink.
3. To maintain all our suppliers’ security, you will need a unique cade to register. Enter the below to complete the registration pracess.
Code: XXXKXKXHK
Vendor Code : XXKKXXXX
Vendor ID: 00000XXXXX
4. Followthe registration instructions from step “d” onwards in the eSupplier Connection ESC) User Guide under the section “Register s a Vendor User” (pages 3-9) attached to this e mail.

5. Please contactyour UNFPA PSB SPC focal point and the undersigned if you run into any issues.

We have also arranged a webinar Supplier Training session via Blujeans on 12 November 2015 at 10am EST time (4pm GMT+1 Time). f you wish to join, please click on the link below:

hitps://bluejeans.com/136839592

ifyou are not able to attend the webinar, please find enclosed ESC User Guide will show you how to use the portal and the enclosed eTendering Bidder Guide which will show you how to submit a bid. You can also learn at your own time by accessing a fraining video (duration approx. 45 minutes)
demonstrating the ESC portal here:

https:/fyoutu be/aDYxwrlbdz

UNFPA is excited to launch this new portal and we look forward to your participation.

Kind regards,

Supplier Registration

Fill in the fellowing information and click on the Create button to create a Supplier account. In order
to =elf register you must have received a predefined code and know your cormesponding vendor id.

I?:ude: ||7

*User 1D: | Description: |
Email ID: |

Vendor Code |

Language: Currency: Q

Vendor ID
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Code: This is the generic UNFPA code provided in your Supplier Registration Email

User ID: Please enter your firstname.lastname. Please note, if you have registered as a bidder in
the UNDP or UNFPA system, you will need to enter a new username for the Supplier
Registration.

Description: This field can be used to enter your full name
Email ID: Enter email to be used for any notifications
Vendor Code: This is a unique supplier code provided in your Supplier Registration Email

Vendor ID: This is your UNFPA ATLAS 10-digit Vendor ID

d. Click ‘Create’, you will receive a message below

Register a New User

Your UIRPFA Supplier User Account has been created. Yoo should receive an email
with login details based on your registration.

Sign-in as MNew User |

Return to Haome

Sign out of the system and close your browser

Check system email notification below for login instructions

Dear Supplier,

UNFPA has approved your registration to become a supplier. Your username and temporary password are provided below. If you
haven't already signed out of the system, please sign out now and close the browser. In order to ensure proper access is granted
to you, please wait about one hour and use the link provided below to login to the system. Once you are logged into the system,
the system prompts you to select a new password that is only known to you.

User ID and Password

User ID: XXXXX.YYYYY
Password: ahcdefgh

Login to eSupplier System.
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g. Click on the URL provided in the email and you should be able to access the etendering site with
login credentials or directly through https://etendering.partneragencies.org:

User name: @ UNOPS
- W ' P Y INEDA
Password: TR Y 1NFPA
2 ey
Change Password | Forgotten Password mﬂ @UN 557
WOMENET
To obtain support: Other resources: A t I as
UNDP Users UNDP Atlas Service Centre
UNFPA Users My UNFPA "Atlas” signals our global presence and a reliable and comprehensive
UNOPS Users UNOPS Atias Intranet Page way fqr finding information and connecting couptries to kno.w\edge,
experience and resources as we help people build a better life.
UNU Users UNU Atlas Information Centre
UN Women Users UN Women Atlas Intranet Page

h. When you log in for the first time, you will be prompted to change your password. Enter the
information below and click ‘Change Password’:

Password Change Request

lp(oase change your current password before continuing

Ol Password’
New Password
Confirm New Password

Change Password ] Clear Pus form

Note:
- UserName: Enter User ID.
- Old Password: Enter the password you receive from the system email notification.

- New Password: Enter a NEW password (At least 8 characters, alpha-numeric with one CAPITAL
alphabet/letter).

- Confirm New Password: Re-enter the same NEW password for reconfirmation.
A message will be displayed informing that the password has been changed.

Press the "Change Password" button.
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i. You will receive the message below. Click ‘Continue’:

Password Change Information

your new password has been set.

Use this new password the next time you log into your account.

| CONTINUE |

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

j. You show be directed to enter a security question profile screen:

Atlas Account Security Profile
For security purposes, the secret hint and answer provided will be used in the event that you have forgotten your password.

Please select a hint question from the list provided and specify the answer below:

Password Hint :

Answer | |

| Submit | | Clear this form |

k. Select a password hint question and answer. Please note, you will need this when you use the
‘Forgot Password’ feature so please remember to store this information carefully.

Password Hint: | "+

Answer | =

| Submit | | Clear this form

I.  You will receive the email below once you have Submitted your security questions:
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@)

Anu Peery Your Password Hint has been Setup.
You will receive the confirmation at your email address (anushreesax@gmail.com ) shortly.
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m. You will receive an email like the below with your password hint details:

o
5]

our Password Hint Details Inbox  x

UNAdmin@undp.org 12:13 PM (14 minutes ago) LY N

tome |+

*** PLEASE DO NOT REPLY TO THIS MESSAGE AS THIS IS A SYSTEM GENERATED | ***

Dear Anu Peery ,

Your Atlas password hint question and answer has been updated as part of your security profile.
Your secret password hint question is #w & i
Your secret password hint answer is: #

n. You are now logged into the system! Please ensure that you have the word ‘SUPPLIER on the
URL. If not, please change it to say ‘SUPPLIER’:

e' ‘@ https://finance-dev.partneragencies.org/psp/UNDPFSD1fSUPPLIERJERP/h/?tab=DEFAULT O ~ @ & | @ Supplier-facing registry cont... x‘ |

At I " Welcome Anu Peery to Atlas Community!
a SFII'IHI‘I(@

Search:

I ®

[> Maintain Supplier Information

[» Manage Events and Place Bids
[* Manage Orders

[> Review Payment Information

— View Terms & Conditions

o. Now let’s personalize your portal. Click on ‘Content’ on top right hand corner:

Personalizl Content |
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p. Select the pagelets as shown below and click ‘Save’:

Personalized Home Page

Personalize Content: My Page

Tab Name |M~,r Page

Welcome Message|

Choose Pagelets: Simply check the items that you want to appear on your homepage.
Remember to click "Save” when done.

Arrange Pagelets: Goto Personalize Layout

PeopleSoft Applications
] Menu
L[ Mel =

Dispatched POs
[1 Top Menu Features Description My Buy Events
[1 Main Menu

My Sell Events

My Event Discussions
UNFPA Links

~ Save | Retumn to Home

g. Congratulations! You now have access to UNFPA eSupplier Connection portal:

Atlyy - TEEEEEEEEEEEEEE =,

[————

'
i
4y
i

|w|”
|
i
i
it
i

llY
"

'
i

!
!
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Vendor Self Service
Add Vendor Users

The UNFPA eSupplier connection portal allows you to add additional users for your organization.

a. To create additional users, you will need to log back into the portal. Now click on Maintain supplier
information:

- Maintain Supolier Information |

b. Click on ‘User Profile’:

| MainMerw- |
ﬁ Maintain Supplier Information

Maintain and ul supplier information.

p— User Profiles
] Create and maintain users and supply side security

c. Click on ‘Add a New Value’:

Add a New Value

d. Enter firstname.lastname of the supplier’s employee user you want to create and Click ‘Add’:

=]
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e.

Enter Name (Description) and Email address of the supplier user you want to create:

Setup User

Logon Information

User ID: test supplier

IDescriplion: |

53

(Examples: Fred Smith, AP Depariment or Euperi

Account Locked Qut?: |:| {Click here to disable the access to the system for this user)

I E-mail Address: |

\Lanuuage Code: English v .

r. Now Click ‘Add a User Role’:

Add a User Role

s. Select the roles below and click ‘OK’:

Select Roles

Personalize | Find | View All | = | = First K 14 ofd o Last

Ftule Hame Description

[+] |[PAPP_USER Enterprize Portal User

UM_FPA_ESC_EVENT_VEMDOR ‘“Yendo Portal Access Sourcing

[+#] JUN_FPA_ESC_SUPPFLIER External Supplier facing role

7] |[UN_FPA_OMS_LINK External Supplier Order Track

OK I Cancel |

t. Click on ‘Add a Supplier’:

Add a Supplier
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u. You should ONLY see your own UNFPA ATLAS Vendor ID. Check the box and Click ‘OK’:

Boeiae - o Bropppretion

|

v. Verify all the required field are entered. Click ‘Save’:

Savel

w. Congratulations! You now have successfully added an additional supplier user to UNFPA
eSupplier Connection portal. An email notification will be sent to the user created with their
log-in details.

UNFPA eSupplier Connection User Guide 20.docx
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Vendor Self Service

Manage an existing Supplier user

You now have the ability to manage your organization’s users via the portal. Please note, you will be
managing your own users and it is your responsibility to ensure that their account is locked if not
being used every 90 days. You can also re-activate users as needed. UNFPA is not responsible for
managing your organizations user access.

Note: Supplier users cannot maintain their own profile for security reasons. You can contact another
user for the same supplier to update your user profile or request a change via UNFPA.

a. Login to the portal and Click on top right hand corner. Navigate to the Manage
Supplier Information — User Profiles — Find an existing value.

Search:

> Security
AiNtain SUuppiier in an

Enter any information you have and click Search. Leave fields blank
ile

[
> Manage Orders | Find an Existing Value Add a Mew Value

[ Review Payment Information

— Wiew Terms & Conditions * Search Criteria

Search by: user pbegins with

Search | Advanced Search

UNFPA eSupplier Connection User Guide 20.docx
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b. Click on ‘Search’:

Security
Enter any information you have and click Search. Leave fields blank

Find an Existing Value Add a New Value

~ Search Criteria

Search by: UserIpbegins with|

I

Search nced Search

c. Select the user you’d like to manage:

iy
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d. You can update email address or click on ‘Account lock out’ checkbox to terminate the user
account. Uncheck the box to ‘activate’ a user. Click ‘Save’:

Account Locked Out?: |:| (Click here to dizable the access o the system for this user)

E-mail Address: I
Language Code: English W

Sa'u’t-'_!|

UNFPA eSupplier Connection User Guide 20.docx
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Vendor Self Service

Accept and Bid on eTendering event

a. Loginto the eSupplier Connection Portal.

b. Click on ‘My Sell Events’ section. Click on the ‘Event Name’ link for intended eTendering event.
Please note, there can be more event than displayed in this view, please click on ‘See all my

events’ to access all open events:

RFP No. UNFPA/DNK/1for Graphic Design RFx

Services

09/07/2015 5:29AM EDT

16/07/2015 7:36AM EDT
23/07/2015 7:52AM EDT
27/07/2015 3:26AM EDT
27/07/2015 3:29AM EDT

22/08/2015 05:29 AM EDT  Accepted

29/08/2015 07:36 AM EDT  Accepted
19/09/2015 07:55 AM EDT
23/09/2015 03:26 AM EDT
23/09/2015 03:29 AM EDT

See all of my events \

My Sell Events o

c. You will be taken into the event details page. Click on ‘Accept Invitation’:

Event Details

Accept Invitation |

Bidding Shortcuts: View Your Bid Activity
View Bidding Documents

Bidon Event | Upload XML Bid Response
Event Name: eSc Testing Event - Anu 2
Event ID: UNFPA-0000000476 My Bid Status:
Event Format/Type: Sell Event RFx
Event Round: 1
Event Version: 1
Event Start Date: 23/07/2015 7:52AM EDT
Event End Date: 19/09/2015 07:55 AM EDT

UNFPA eSupplier Connection User Guide 20.docx
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d. Next you will see the ‘View Events and Place Bids’ search results and you can see that you have
accepted your bid event. Click on the link to return to the bid event:

View Events and Place Bids

Enter search criteria to locate an event for viewing or placing bids.

¥ Search Criteria

Use Saved Search: v
Results Should Include:
Event ID: l I‘ |
¥ sell Event
Event Name: I | Purchase Event
Event Type: v L Request For Information
Event Status: ¥

#! Include Declined Invitations?

Search | Clear |

Manage Saved Searches Save Search Criteria Advanced Search Criteria

Search Results | E

Event Name Format Im End Date

RFP No. UNFPA/DNK/1for Graphic i .
UNFPA-0000000454 Design Services Sell RFx 22/08/2015 05:29 AM EDT  Accepted Discuss

[ : ' ' Sell  RFx 29/08/2015 07:36 AM EDT
g i t-Anu2 Sell  RFx 19/09 55

First n 1-13 of 13 u Last

e. You will see the option to ‘Decline Event’ if you choose to do so. Click ‘Bid on Event’ to continue
the bidding process:

Event Details

Decline Invitation I Bidding Shortcuts:  View Your Bid Activity
View Bidding Documents
Upload XML Bid Response

Bid on Event

T
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f.  Scroll down to enter your bid price. Next ‘Click Validate Entries’:

Step 1: Enter Line Bid Responses
This event contains one or more individual lines that await your bid response. Some or all lines may require your bid in order for

consideration by the Event Administrator.

Lines in This Event: 1

Your Total Line Pricing: 0.0000 USD

Hide Line Detail
¥ Bid Required Line Comments/Files

| Bl Previous Lines 1 of 1 Next Lines
—

Description

Line

1 Print/web/multimedia (off-site)

At any point in the bid response process you may save an in-progress bid and resume completion at later time. When your bid
response is complete, submit for consideration.

Submit Bid Save for Later | | Validate Entriss |

g. You should receive the ‘No errors found’ message. Click ‘OK’:

No errors found. (18058,313)

[ @ |

h. Now Click ‘Submit Bid’ to complete the bidding process. Note that you can also ‘Save for later’ if
you need more time to complete the bid:

SubmitBid | | Savefor Later | Validate Entries |

UNFPA eSupplier Connection User Guide 20.docx 20




i. Congratulations! You have successfully submitted a bid via the UNFPA eSupplier Connection
Portal! Click ‘OK’:

Bid Confirmation

Your bid has been successfully submitted.

Bid ID: 1 Bid Date: 11/08/2015 2:32:28AM EDT
Event ID: 0000000476 eSc Testing Event - Anu 2

Event Format: Sell Event Round: 1 Version:

Start Date: 23/07/2015 7:52AM EDT End Date: 19/09/2015 07:55 AM EDT
Your Total Price: 1.00 USD

~ oK || copysBid |
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Vendor Self Service

Accept a Purchase Order

a. Loginto the eSupplier Connection Portal

b. Click on ‘Recently Dispatched POs’ section. Select Acknowledge status of ‘New’:
Please note: Do NOT click on the PO ID hyperlink!

| Recently Dispatched POs

e A o e et -

> <o Accepted
—— . Sum"er
GNP B oo TR Accepted
——— . Su r
’ - s Accepted
- — )
- - x e New

Show all/fEnhanced... Show All Acknowledgements

UNFPA eSupplier Connection User Guide 20.docx
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Verify that the PO Header Details, Comments and line item information. The ‘Acknowledgement

c.
Date’ will be blank and the ‘Acknowledgment Status’ will be New:
Please Note: The POA Response is a default value — it does NOT save until you have clicked the
‘Save and Send Acceptance’ button
Acknowledge Purchase Orders

Acknowledgement Summary

PO Date: 03/06/2014

PO Number: -
Acknowledgement Status: MNew | Acknowledge Date: |
POA Response: .

For delivery details, please see the attached Shipping Instructions.

Click on the purchase order ling number to see more details and to make any modifications.
First 4 1-10 of 11 [} Last

El , =
Personalize | Find | View 21 | B | 88

Line Details 7
Lie om0 Desoton | oo "mBESliou ponemonse
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2 - - .- - Accepted
3 A e Accepted
4 - - Accepted
5 A - Accepted
6 A b Accepted
7 - - Accepted
8 - —— - Accepted
2 - Accepted
O A —-— A Accepted
» Comments

Save | Save & Send Acceptance I

Please note that you are not able to make any modifications at the header and line level of to the
purchase order.

4. @

Icon represents a line comment. Click on it to review.

e. If an attachment exists on the line, you will see the ‘View Attachment’ button. Click on it to open
and view attachment:

Line Comments

This is a test line comment.

View Attached File |

Please note, the attachment will open in a new browser session. You can close this browser after
reviewing the attachment.
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f.  Now Click ‘Return’ to return back to Purchase Order Line details page:

Acknowledge Purchase Orders

Line Comments

PO Number: e Line Number: Item 1D: . o —
Lime Comments Find First KN 12 02 B Last
Ll I --reay 1 amne [ L] - | - - - - -
Ll I - eay L L [ L] - | - - - - -
Return

g. Click on line item hyperlink 1 to review line item details. Verify Due Date, Quantity:

Acknowledge Purchase Orders

Acknowledgement Details

Item Detail
Line Number: 1
Unit of Measure: Pack 100
Item 1D: P A =

Find | View All

Item Response: Accepted
Vendor ltem ID: -

Extension:

First 4] 1of 11 o Last

Description:

* More ltern Details
o
Schedules

B, 2
Pemonalize | Find | “iew 4l | L 1 =

First B0 1 o1 I | st

Due Date & Quantity ]' Price 'I Ehp To

WW Betuie |Ductime

20/10/2014

Order | Acknowledge
Quantity | Due Date
400.0000 20/10/2014

Return |

UNFPA eSupplier Connection User Guide 20.docx
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h. Click on and to verify additional details. Verify Item price, Ship Method,

Due Date, Ship To and Freight Terms. Click ‘Return’:

Note: If you have any questions or concerns about the Purchase Order details, please contact
UNFPA Buyer via email.

20/10/2014 Bangladesh Camiage Paid to usoD

i. If you have reviewed the Purchase Order details and are ready to ‘Accept’ the PO and all terms
and conditions, click on ‘Save and Send Acceptance’. Please record the PO ID that is being
accepted.

Please note, once you have click this button you are accepting all the PO terms and conditions as
a legal binding document. If you have any concerns on the PO, and are communicating with the
UNFPA buyer, you can Click Save and come back to ‘Accept’ the PO:

Save Save & Send Acceptance
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j. Once you click the ‘Save and Send Acceptance’ button, you will see the message below:

Acknowledge Purchase Orders

Save Confirmation

“ The Save was successful.
You have now accepted this UNFPA PO, which is a legally binding contract.

k. You will be directed to the PO Acknowledgements Search screen. Click on ‘Home’. Select the
Supplier Accepted link of the PO that you have recently’ Accepted’:

Recenthy Dispatched POs

(CH TR " S s e LT ]
Dispatched Acknowle
PO 1D DateTime Status Status
. - R Supplier
b v Accepted
- . T S—UM
- - Accepted
RIS e LRI T ] L Su Ile
+ =5 Accept
i b e ¥ o ks Supplier
. - Accepted
- Wy 1 , i New
Show alllEnhanced... Show All Acknowledgements

Send E-mail
|.  Clickon link at the bottom of the page.

UNFPA eSupplier Connection User Guide 20.docx
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m. Verify that the To email is the correct buyer email, verify email subject to ensure that the
correct PO ID is referenced. Click Send. This email will alert the UNFPA Buyer that you have
‘Accepted’ the PO:

Acknowledge Purchase Orders

Email Message

TO:

hilaire-madsen@unfpa.org

cC:

BCC:

Email Subject:

Acceptance of Purchase Order -

Message:

Send

To view Acceptance, click on the link below:

https://finance-

dev.partneragencies.org/psp/UNDPFSD1/SUPPLIER/ERPSUPPLIER/ERP/c/ROLE_VENDO
R.PO_SS_POA_HIST.GBL?

Action=U&ViaEmail=Y&BUSINESS_UNIT=UNFPA&PO_ID=! - &EIP_CTL_ID=167
6931058687093000000001&MODE=H&RESPONDED_DTTM=2015-07-24-09.21.53.000000

If you are the buyer or an internal PeopleSoft user, click on this link:

hitn://undon1fs-

Cancel
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Vendor Self Service
Access Order Tracking Module

a. Click on ‘Order Tracking’ hyperlink to access the External UNFPA Order Tracking system. This
application is used to allow the Vendor to enter shipment tracking dates.

UNFPA Links I’Rd
Order Tracking |

b. You will be taken to the Order Tracking site. Please enter login credentials to this site:

Search English Frangais Espafiol Contact News Login Register

AccessRH AboutUs Products Plan Order RHinterchange Capacity Building My Account

User Name | Return to Full Page

Password

[] Remember Me

& Forgot Password
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Vendor Self Service

Inquire on Purchase Orders

a. Navigate to the Manage Order — Purchase Orders. Enter specific PO ID and click ‘Search’:

Atlasﬁ""‘nm Welcome default.supplier, Your Atlas Finance Last Login Datetime : (
Search:

— . , Purchase Orders
[ Maintain Supplier Information - -
[ Manage Events and Place Filter optlﬂnS

Enter search criteria and click an Search. Leave blank for all values,

Orders Search Criteria

— Wiew Order Surmmary
_ iew Hecelpts From PO ID: | Q [Cpo's Waiting Acknowledgement
[» Review Payment Information ] Ii
— wiew Terms & Conditions To PO ID: Q
itern ID: | Q,
Vendor ltem ID: | a
From Date: -- + | 5‘] (example: 01431420007
To Date: it | 'i';J (example: 010531220007
Buyer: | Q
Contract ID: | Q|

Search |

UNFPA eSupplier Connection User Guide 20.docx 30



b. Click on the relevant PO ID to review additional details:

Purchase Orders

Purchase Order List

L

Set filter options Default View for Change Orders:  All lines -
Purchase Order List

PO Details

Status Last Dispatched Date/Time i Total Amount

PN~ Chanae Order-1  23(07/2015 7:53:064M 3 §9 o  Bupplier
Accepted

Change Order-1  17/07/2016 9:27:48AM 2 el Ucp  Supplier
."-‘\CCBQth

T Dispatched 07/07/2015 5:16:43PM 1 i Ucp  Supplier
Accepted

O
O
(]
] Dispatched 28/05/2015 10:31:28AM 1 ) i—;‘%d
O

O Change Order-1  25/02/2015 5:27:434M 1 Sediel ycp  Supolisr
Accepted

Select All IE‘ Clear All The Yiew PDF button alloves ywou to generate a printable verzion of the purchase order.
Uszing the Default View for Change Orders options wou can contral if the report generated
Wiew Selected POs in Downloadahle Format showys all lines or only the latest changes. (This same option is also used to contral the
online wiew of the P2

¢. Do not click on the checkbox next to any Purchase Order and ‘View Selected POs in
Downloadable Format’ as this would not work. Instead, follow the step to download into Excel
in the next step.

Setfilter options

Purchase Order List

Pur se Order

000003 7ESZ

Yiew Selected POs in Downloadable Format
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d. Clickon

to see comments and attachments:

Purchase Orders
Purchase Order Details

IMRES

PO Number: DODOO2STTS Purchase Order Date:  D3/06/2015 Change Order Number: 1

PO Status: Dispatched Last Digpatch: 16/06M5 10:12:14 View PO Change History

Buyer: rakesh agarwal Purchase Order Total

Billing Location: DMK40 Merchandise Amt: 17,508.75
Payment Terms: Met 30 FreightTax/Misc.: 0.oo

View: [l lines V] Total Amount: 17.508.75 USD

Line Information Extension Line Details. Confract Info

1000.5000 PK 17,508.75 USD View PO Changes

Invoice List

Mo Invoices Found

Return to Purchase Order List

e. Click on ‘View Attached File’ to open up a new browser and view attachment and click ‘Return’:

Purchase Orders

Line Comments

PO Number: 0ooD028775 Line Number: 1 Item 1D:

Line Commenis ind

Please see Line 1 attachment for UNFPA's General Conditions of Contracts (GCCs).
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f.  Click on the download icon to download to excel. Please note: You must allow pop ups for this
to work.

Purchase Orders

Download Purchase Orders

Customize the grid to show the desired columns, then click on the download to grid icon in the grid header to load
the data into an excel spreadshest

o -
oy i g
LIONTETE BT RNEC L1 ETE T
ooooonz27e 1 1 e e o i ] et 0.000 USD
Go
e - .
b
e -
oooooz7h 2 1 : S 0.000 USD
Whgasinn vl b
Lot "
ooooozh 2 2 o4 4 UPPRRI ST - - - e 0.000 USD
LTI T Hibe el
‘uim LR W
i 4
noooozTe 3 1 ot - t 0.000 UsSD
=
Return |
) . .
g. All PO’s and lines selected will download to excel:
A E C D E F G H I 1 K L %l
1 |Pl:l Humber | Line |Schedule Item 1D | Description isi Due Date |PO Oty (UOM | Price | Merchandise Amt | Freight,/Tax/Misc. | Currency
2 27692 1 1 23/07/2015 530|100 ojuso
3 27692 2 1 30/09/2014 | 30000(P10 ojuso
4 27692 2 2 11/11/2014( 30000|P10 ojuso
3 27692 3 1 18/08/2014 1|EA ojuso
4
T
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Vendor Self Service

Inquire on Receipts

You are now able to inquire if your delivered Purchase Orders have been received in the UNFPA system.
There has to be a receipt in the system in order for outstanding invoices to be processed.

a. Click on Manage Orders -> View Receipts:

Search:
)

[ Maintain Supplier Information

[ Manage Events and Place
Bids

= Manage Orders

— Purchase Orders

— Acknowledde Purchase
orders

— YWigny Crder SUMmma

|- view Receipts

[} Faviaw Faw

— Wieww Terms & Conditions
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b. You can search for Receipts by entering a date range or search for a specific PO number. Please
be sure to enter ‘From and To’ dates and PO id to ensure that the correct information is
displayed:

Review Receipts

Filter Options

Al

Enter search criteria and click on Search. Leave hlank for all values.

Search Criteria

From Receipt Date: | Al (example: 31/2:2000)

To Receipt Date: [ ) (example: 31A12:2000)

:me PO ID: | 'Q‘\ |

To PO ID: [ a

Shipment Number: | aQ

ftem ID: | a

Vendor ftem ID: | Q
Receipt Status: -

c. Click ‘Search’:

i If no information is displayed then the PO has not been received in the system:

Review Receipts

Receipt Lines

e

Setfilter options

First K 4 ot o« I Last

Received
Date

Description Received (UOM
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Review Receipts
Receipt Lines

s

Setfilter options

Received

Description Received (UOM

Review Receipts
Receipt Lines

s

Setfilter options

Received |54 yumber Received (UOM

St A - -

Qooooooz2y 1702011 0000000218 —_— - - 2.0000 EA Closed
A1 . B

Qooooooz2y 1702011 0000000218 Sum e g o e 1.0000 EA Closed
e ————
R i

Qooooooz2y 1702011 0000000218 1.0000 EA Closed

EE— -

ii.  Click on the ‘Receiver ID hyperlink’:

Review Receipts

Receipt Lines

s

Setfilter options

Ship Ho Received (UOM
i o
—_— i 2.0000 EA
i wim. B
0000000227 17M10/2011 0000000218 S 1.0000 EA Closed

e ———

R i
0000000227 17062011 0000000218 1.0000 EA Cl d
- A DEE

0000000247 17102011 0000000218 Closed
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iii.  View and Verify Receipt Date, quantity, and receipt line details. If an invoice has
been entered against the receipt, then you will see the invoice details. If it is blank
then the invoice has not been entered in the system yet.

Review Receipts
Receipt Details

Receipt Humber: 0000000227y Packing Slip Humber:
Receipt Datetime: 1702011 3:37AM Pro Number:
Receipt Status: Fully Received

ftemn ID:

endor item ID:

Quantity Received: 2.0000 Each

Quantity Inspected: 0.0000 Each

Quantity Accepted: 2.0000 Each

Quantity Returned: 0.0000 Each

Quantity Rejected: 0.0000 Each

Het Receipt Quantity: 2.0000 Each

Reason for Rejection:

RMA Number: RMA Line:

Purchase Order Schedule

Due Date Quantity |Ship To Ship Via Freight Trm
EECARD  Common  Free an
aoooooozia 08y 2.0000 Brislem | e Board - S LISD

Invoice Lines

Description Statistic Amount

Foogoac

o301 o e e g = EAL - A B ST

d. Congratulations! You have been able to search for a receipt belonging to you as a Supplier and
review receipt activity!
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Vendor Self Service

Inquire on Invoices

a. Click on Review Payment Information - > Invoices. Be sure to select From Date and To Date and/or

From Invoice Number and To Invoice Number:

Review Invoices

Filter Options

Enter search criteria and click on Search. Leawve hlank for all values.

Search Criteria

From Invoice Humber:

|
To Invoice Number: |
|
|

ttem ID: Q
Vendor Kem ID: Q
From Date: | E‘J (example: 01731720000

To Date: || il (Eeample: 01431420000

From Amount: |

To Amount: |

Approval Status: -
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b. Click ‘Search’: All invoices based on the search criteria will be displayed.

Review Invoices

Invoice List

Setfilter options

Invoice Humbe-  |Invoice Date

Bl |
Personalize | Find | & | B

Gross Amt

Approval

Hmt‘l$dﬂdluLaﬂ

M 20007520145
2210552015

0170572015

+ 060452015

. SD
M (oD

s |LISD

w48 UsD

Status

Fending 19082015
Fending 21/06/2015
Approved 31/05/20145
Approved 06052014

0oo¥1829
oooy1az1
0oov¥1822
ooar¥1830

c. Click on invoice number link to review additional details: You will be able to see all relevant

information related to the invoice.
1. Gross amount
2. Payment Status
3. Payment number
4. Payment Date

4. Purchase Order

Please Note: If there is no payment number then the payment has not been made yet. However if there
is a receipt number then you will be able to check if the PO has been received and no payment is made.

You can also click on details regarding Purchase Order and Receipts to see additional details.
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d. Click on ‘Return to invoice list’ to get back to the previous page:

Review Invoices
Invoice Detalils

A

Invoice Hurber: PO271487 Invoice Total

Invoice Date: 011082015 Gross Amount: - e -
Due Date: 31/05/2015 Discount: Bth il
Discount End Date: Net Amount: il .
Approval Status: Approved for Payment ||

Payment Status: Faid in Full

Terms: .

* Invoice Line Details

Description

Gross Amt

Reference i
2 1000752014 - IS0

* Purchase Orders

IPurchase Order

DEIEIDENST OBDE2014

* Receipts

Received Date Receipt Humber Bill of Lading Packing Slip
2 0000030531

Eeturn to Invoice List I
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Vendor Self Service

Inquire on Payments

Click on Review Payment Information -> Payments. Enter your invoice number (or From and To

a.
Payment Date). Please ensure that the date field are blank if you are searching by invoice id. Click

‘Search’:

Review Payments

Filter Options

Enter search criteria and click on Search. Leave hlank for all values.
Search Criteria
Immi[:e Number: ' I

Payiment Reference: |

From Payment Date: Eﬂ (Example; 314 202000)
To Payviment Date: Eﬂ (example: 314 252000)

Return to Wendor List

b. You will see a list of payments been made to your Vendor ID for the date range. Click on any
payment reference link. You will be able to see additional payment information:

Review Payments
Payments Made

Setfilter options
Fir=t n 1 af 1 u Last

B
Perzonalize | Find | L2 | E=

Reference Ilnuuice Humber Payment Date
Lk L L 100072015 $11,372.00 LISD
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c. You can verify payment details:

Review Payments
Payment Details

Invoice Humber: 20147253 Payment Date:  10/0772015
Method: Manual Pay Status: Paid

Amount: $11,372.00 USD
Paid To: Hea

Country:

Location:

Street:

Humber: Addition: Type:
City:
Postal:

Community:

From: o i} Lkt

Payment Advice

Gross Amount Discount Discount Taken Paid Amount
Lokl Bt L 11,372.00 USD 0.00 UsD 0.00 LsD 11,372.00 USD
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Vendor Self Service

Inquire on Account Balances

You can inquire on any invoices entered but awaiting payment.

a. Click on Review Payment Information -> Account Balances: You will get a list of invoices awaiting
payments. If the Status is ‘Pending’, the invoice has not been approved in the system. If the Status is
‘Approved’, then the invoice has been approved for payment. Click on one of the invoices:

Account Balances
Invoice List

Amount: $232,105.60 USD
2000772014 " o USD 190820145 Fending oo
2205720145 LSO 2100652014 Fending noa
060472015 4 IS0 06/052015 Approved 0an
27i05/2014 IS0 Z6/062014 Approved 0an
2710572014 J SO 2RI062014 Approved oo
23057201 4 LSO 22065201 4 Approved noa
231052014 o LUSD 22062014 Approved 0an
21605/2014 S0 Z20/0652014 Approved 0an
160572014 ' LSO 1450652014 Approved oo
16057201 4 LSO 145065201 4 Approved noa
16/05/2014 ' IS0 15/062014 Approved 0an
156/05/2014 LUSD 140652014 Approved 0an
1310572014 " LSO 1 2i065201 4 Approved oo
1310572014 LSO 1200652014 Approved noa
1205/2014 o S0 11062014 Approved 0an
1205/2014 S0 11062014 Approved 0an
1210572014 " LSO 117062014 Approved oo
120872008 LSD 120852008 Approved ook
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b. Click on one of the invoice links for additional details. You can review schedule pay date, payment
status, gross amount etc.:

Account Balances

Invoice Details

g

Invoice Humber: Invoice Date: 2710512014

Gross Invoice Amount: o Due Date: 2B/06/2014

* Ihvoice Lines

Description
W A Gt b - - - -
e S AP R AR e e o i ERET T - oaEeE W -
S e - . e A

26/06/2014 §0.00 EFT

Unselected

Eeturn to Invoice List

c. To determine which PO is related to any ‘account balance invoice’, record the ‘invoice number’:

Invoice Number: Bl ]
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d. Now navigate to the Invoice menu. Enter the invoice number you recorded in the prior step in the
From and To Invoice Number fields. Keep the From Date field blank. Click ‘Search’:

fmemg— — e

- i . TUWE W Vs iR TR T
< Review Payment Information

Enter search criteria and click on Search. Leave blank for all values

— Payments

— Account Balances Search Criteria

— View Terms & Conditions

From Invoice Number: f -

To Invoice Number: } -

Item ID: | Q

Vendor Item ID: |

| From Date: | [ | (example: 01/31/2000)
To Date: 11/08/2015 [5) (example: 01/31/2000)

From Amount: |

To Amount: |

Approval Status:

. Search “

e. The related invoice will be displayed. Click on the ‘invoice number link’:

Review Invoices
Invoice List

Set filter options

]
Personalize | Find | ¥ | #  First Bl qor1 B Last

Invoice Number Invoice Date ’ Gross Amt ’ Due Date Voucher

02/06/2014 4" 8 = UsD Approved 02/07/2014 00071758

f.  You can now see the corresponding Purchase Order (and Receipt if it exists) related to the invoice.

* Purchase Orders

Purchase Order
0000026307 05/03/2014 Dispatched

. . . 48 :
Personalize | Find | View All | El | B First B 1 or1 B0 | ast

; ) ] ) a8 )
¥ Receipts Personalize | Find | View All | El | First B 101 B0 st

Received Date Receit Number Bill of Lading Packing Slip

02/06/14 0000030445

UNFPA eSupplier Connection User Guide 20.docx 45



=
1. .’#.l.’
L ==

Frequently asked Questions

1)

2)

3)

How do | register as a Supplier on the UNFPA eTendering website?

You will receive an invitation email from the Procurement Services Branch with the details on
how to register. If you are an existing supplier for UNFPA and are interested in registering on
the website, please contact your UNFPA PSB contact.

Please note, you will require to register as a UNFPA supplier user even if you have an existing
UNDP login.

I am not able to access the eTendering website. | am trying to login with the details received in
the registration email but keep getting an error message?

First, please delete your internet browser cache and temporary internet files. Then close the
browser, open a new one and then try accessing the system.

If you run into password issues like "Credential are not valid for..." then please delete your
internet browser cache and temporary internet files. Then close the browser, open a new one
and then try accessing the system.

Do not save your system passwords on Internet browsers. This is the most common cause of
password related issues.

Please check the password to ensure that there are no spaces before or after. If you continue
having problems, please click on ‘Forgot Password’ link to reset your password (see next point).
Details will be sent to the email you used during registration.

What shall | do if | do not remember the password or have exceeded the number of login
attempts or after two unsuccessful attempts to login into the eTendering website?

Tendering system will allow suppliers 3 incorrect login attempts after which their access gets
temporarily deactivated. They can then use the “Forgotten Password” link on login page to get a
new temporary password. Suppliers can use the “Forgotten Password” feature (see below point)
any number of times to get a temporary password.

Please use the "Forgotten Password" link present on the Login page and follow instructions:
https://etendering.partneragencies.org
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4)

@)

User name:

Password:

| |
Login

Change Password | Forgotten Passwurdé’

Enter User ID and Email address. While entering email, use the email address that was used
during registration process. You will be receiving an email from eTendering system (from:
UNAdmin@undp.org) with a new password.

Forgotten Your Password

Please enter your Atlas login ID and e-mail address.
Veuillez taper votre nom d'utilisateur et I'adresse électronique correspondante.

Escriba su nombre de usuario y la correspondiente direccion e-mail.

Atlas Login ID:

e-mail address: |

| Submit | Clear this form |

After you have received such password email, please follow these steps:

- Access https://etendering.partneragencies.org

- Use User ID (sent to user after registration) & temporary password sent by admin to login.

- After login in, system will prompt to change temporary password.

- UserName: Enter User ID.

- Old Password: Enter the temporary password sent by admin (case-sensitive).

- New Password: Enter a NEW password (At least 8 characters, alpha-numeric with one
CAPITAL alphabet/letter).

- Confirm New Password: Re-enter the same NEW password for reconfirmation.

- A message will be displayed informing that the password has been changed.

- Press "Change Password" button to access the system.

If you are still encountering problem, please write to our Technical Support email:
gurudu@unfpa.org to request for a new password.

| try to register my company on UNFPA eTendering website but a message informs me that my

profile already exists on the site. Why and what should | do?

This message means that the user id already exists and has already been registered on the
website. Please check your email to find any messages from unfpa.org to find your username
and password. Or, please update the user id you’re using to register.
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5) How can | change my email address?
Please refer to the user guide on how to update information for existing users.

6) Once | login, the landing page looks different from the screenshots on the training manuals.
What should | do?

Please delete all browser cache and closer all browsers. Restart a browser and log in again.
7) How do | participate in UNFPA tenders?

If you are not a current UNFPA supplier, you will need to register as a bidder in eTendering
website.

Once you are registered as a bidder or a supplier user, all available tenders and bids are
available on the site. Please follow instructions provided in the training guide for details on
exactly how to bid on events.

8) How do | register as a bidder in the eTendering website?
Please refer to the eTendering Bidder Guide on how to register as a bidder.

9) When there is a tender, do you notify us or the system automatically notify us of this?

For open tenders, you will always be able to see it, when you log on to eTendering website.

The buyers/SPC will still announce UNFPA tenders in UNGM. If you sign up for the Tender Alert
Service in UNGM (www.UNGM.org) for a fee, you will get an automatic notification from UNGM.

For limited tenders, the buyers/SPC will invite you to attend, and you will get an email
notification.

10) 1 am having difficulties with eTendering website, what can | do?
If you are having trouble logging into the site please ensure that you are using internet explorer
or Firefox. Next try closing your browser and opening a new session. Finally you can restart your
computer. If none of the above work, please contact your Procurement Service Branch (PSB)
representative at UNFPA.

11) One of our registered users has left the company. How do | inactivate his account?

Please follow the user guide training manual provided under ‘Vendor Self Service’ section to
inactivate user accounts.

12) Will we still receive the PDF version of the POs from the UNFPA Buyers?
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Yes, you will still be receiving the PDF version of the POs by email from the UNFPA Buyers as it is

before. You will not be able to download a PDF version of the POs from the ESC portal, but you
will also be able to download the PO into Excel.

13) Are we accessing the same Order Tracking System (OTS2) from the eTendering website?

Yes, there is only one OTS2 system. The link in the eTendering website provides you a
convenient access to OTS2. Some of you are going directly to access OTS2 via myAccessRH.

Whichever way you are accessing OTS2, you will be entering information in only one OTS2
system.

14) | am a service supplier and | am not able to access Order Tracking System (OTS2) from the
eTendering website?

The OTS2 is meant for tracking the delivery of goods from goods suppliers. If you are a service-
provider supplier, this would not be relevant for you. Thus, you will not be able to access OTS2.
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