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REGISTRATION PROCESS ON UNGM

STEP |: CREATION OF YOUR UNGM ACCOUNT

Go to www.ungm.org and click on the ‘Login and New Registrations’ tile.

) | UNITED NATIONS
‘Q‘.‘.a} :.:[‘L““’::”‘,":L

Engizh Regizter » Login

Login and New "l Tender Alert Service
Registrations ;

UN Staff Area Contract Awards

Click on the ‘New registration’ button.

o} | UNITED NATIONS ) )
“Q{J GLOBAL MABKETPLAL Engllsti Register » Log in
Home
Existing account login
About LGN = >

Regriration process Ernail address * | |
l

Code af enfduct

Terms B Conditions Paszword *

Tandar notices

Contract swards Remembar me?
Knovdedge centra EQrgotten passward?
FAC=

Press release

@ £ you de pot REyve &0 account vet you can register by clicking on the 'New Registration” button below,
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Please select the type of registration by clicking on the relevant box. If you are a company,
please click on the ‘Companies’ box.

Hama
Abaut LINGM
REESITATON process

Code of conduct

Tender noaces

Contract swards

Knowdedge centre
LINSPSC
Halp Cantre

Press relsase

@‘) UNITED NATIONS

GLOBAL MAAKLTPLACE

Terms & Conditons

Tender Alert Sarvice

Please selert the type of registratlon by clicking on the refevant Doy below
The Individual Consultant registration is suitable for the folloving tvpes:

1. Commercial contractor

2. Individual consultant - Registration a5 an Individual Consultant is suited far individuals who are interested in providing fime and deliverable bound services
for limited duration contracts assoclated with projects, Typlcally for organtsations such as UNDPS and UNDP.

1. Landlord - Registration as a Landlard is suited for individuals that are owners or possessors of an estate in land or rental property and are interested In
leasing or renting real estate property to an organisation of the United Nations.

4. Sole proprietor - Registration is & type of business entity that is owned and run by one natural person and in which thereis no legal distinction between the
awner and the business.

The Company regisiration is relevant for licenced businesses wiich can provide relevant products and services 1o United Nations Crganisations

The UN Organization registration |5 Hmited to United Mations staff and requires 3 valld and acove UN emall address.

The vendor will also be requested ta read the Supplier Code of Conduct (SCC) and be Infarmed that In order to be able to register as a potentlal vendor to the UK,

the SCC must be ackrowledged.

Links to the guides which will contain detatled information will also be provided,

United Nations
Organization and
International

Individual Consultant Company (or on behalf
(not associated with a of a company) / NG
company)

Organization

Regizer + Login Senrch UNGI
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Introduce your company details and accept the UN Supplier Code of Conduct.

Please provide your company name as written in your company's Certificate of Incorporation.
If an error message appears informing you that a company with a similar name already exists,

please contact us.

Then, click on the ‘Send the activation link’ button.

Home

About UNGH

fiez process

Code of conduct To rey our Interest in doing business with the United Nations and its organizations, you are required to acknowledge that the UN Supplier Code of Conduct provides the minimum standards

expected of suppliers to the United Nations end its organizations.

Terms & Conditions

Tender natices

Con ards Company registration
Tender Alers Service = denotes reauired fisld
Basic comipa Ny details

Knowledze cantre
UNSPSC

Company Name >
Help Centre

Press release
License Number *

Help

@

Last Name *

User account creation
| The comtact data in previous Step and the user are the same

First Name *
LastName ™
Emailaddress

Confirm email address *
Password *

Confirm password *

How did you hear about UNGM

Source

%a-e read and acknowledge the UN Supglier Code of Conduct = the minimurm standards expected of supplisrs to the United Nations and its organizations.

Send the activation link g

© 2018 - United Nations Glabal Marketplace « Terms and Conditions
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STEP 2: ACTIVATE YOUR UNGM ACCOUNT

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

() UNITED NATIONS e D 8- [

Pledge 3OUVELE your 0 @81 2B [o &F e fundionalines of LGN

T MY UNGM REGISTRATION - STATUS
Regiscacon process

i (1] 2 3 4 v

Account crested Arccount activated Registration started Repistration complated Regstration submitted.

Tander nocces but nat submitted

Conracs wards
Tendar Alurt Sarece
Kootz cancre

Uzrse

Help Cersre

T — Please activate your account

Tk the link in the emall we 2ent oo diane.valenting 25 10@gmall.com 10 JCTUaTE Your soonunt
Make sure to check your spem folder. The sender i no-reply@ungm.ong

1 irmdd e for choncm |31 s it ymcmivond o seruail,
my email addeeze wleaze ressnd 1t b me

Go to your personal email inbox, where you should have received an email from UNGM
containing an activation link. Please activate your UNGM account by clicking on the
‘Activate’ button.

UNGM Account Activation - Welcome to the UNGM D inbox x & B

UNGM <no-reply@ungm ceg> Z24PM (13 minutes ago) YT W

UNITED NATIONS

CLOBAL MARKETPLACE

UNGM Account Activation

To confirm your email address, just click the button below

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

hittps:iivawvitest ungm orgifccountfAccountfActivale 7c=455293a2-3117-
436a-8e65-0cTaall965c2

Your username is

Your UNGM number is available under your dashiboard once you have
acfivated your account

United Nations Global Marketplace € 2017
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If you have not received the activation email, please note that you can resend it to yourself.
You can either do it from the ‘l have not received the email, please resend it to me’
button:

MY UNGM REGISTRATION - STATUS

(1] 2 3 4 s

Account craated Account activated Registration started Registration completed Registration submitted
but riot submitted

S — Please activate your account

Thek The nk in the email

e to diane.valenting 25 T0@gmall.com
kv stem fokien The sendet i s

Mate sure io

Or from your UNGM inbox accessible from the little envelop symbol in the top right side
of the page:

f.ty | UNITED NATIONS Saia ( ; ) Rmy
5 i} UHILEDR HATIONS . o Seacch LNGHM

Plesse ativate your account to get acce Il the functionalities of UNGM

Haoma ‘ @ LMGM uses internal messaging for secunty reasons. Here you will find all LINGM related messages. ‘

About UNGM

Received itemns | 5ent items

Terms & Conditions Recsred betwesn &

From

Subject
Contract swards

Tender Alert Service

Bacy
knowtadge centre

L Showing 1 of 1

Help Cantre

Prin il Subject From Attachments Date
UNGM Accourt Activation - so-replyEungm.ong 25-0ct-2018 14:24 [CET)
Welcome to the UNGM %
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- =

If you have not received the activation email because you have provided an incorrect email
address when creating your account, please note that you can amend the provided email
address from the ‘l would like to change my email address’ button:

Gil) | uITED NATIONS s - S G- [meeue

Plesse souvare yuu

MY UNGM REGISTRATION - STATUS

(1] 2 3 4 v

gictration completed Registration submitted
but not submittad

ACcount craatad ACCount activated Ragistration started

Knowiedge centre:

UkEpEC

Heip Cantrg

e Please activate your account

2 diane.valentin2«2510@gmall.com
i 5pam faider. The sender i3 no-reph

Once your UNGM account is activated, you should be redirected to the following page. Click
on the ‘Complete the registration’ button to complete the UNGM registration. You can
also click on the ‘Registration’ link in the left-hand menu:

fag | UNITED NATIONS zrlkh v B Taarch UHRGH
“‘:!J} GLOR ARKETPLACE FRE . o Emch LHEH

Account activated

Home
MY UNGM REGISTRATION - STATUS

AL LINGM

Reg

Hon process

=T o—e 3 4 7
TEres & Coniditlons Account ereated Account activated Registration Registration Registration
Tendar notices started completed but not submitted

submitted
Contract awards

Tender Aert Sarvice

Knowisdge centre

LINSPSC

Your UNGM account has been successfully

Dashbaard

Sermings .
activated!
Yendor decuments

My TAS

Tips

My Business Serminar
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In order to log into your UNGM account, please click on the ‘Log in’ link at the top right-
hand corner of the page or on the ‘Login and New Registrations’ box in the homepage.

(@) | UNITED NATIONS Gy N gl

Login and New
Registrations

¢

UN Staff Area

L AN

You will need to use your username which is the email address you registered with and
your password. If you do not remember your password, please use the ‘forgotten
password’ functionality.

{«2} UHITED N ATINS ngis Regleier + Login
Log in

Home

About UNGM EXSNEACIUnt I0Z)

Registration process Email address *

Code of conduct
Terms & Conditions
Password *
Tender notices
Contract awards

Knowledge centre Remember me?

UNSPSC

R
—
Log in

Press release

Help

@ If you do not have an account yet. you can register by clicking on the 'New Reglstration' button below.

New Registration

@

Provide your email address/username and click on the 'Submit' button.

Forgotten your password?

fiome ‘ ® Change your password in three easy steps. ‘
About UNGM
Registration process @ Enter the email address which you use as your username below.

@ Click the link which you will receive in an email and reset your password.

Soab arnhiich @ Loginto your account with your username and newly created password,

Terms & Conditions

Tender notices Existing account login
Contract awards

nail address *
Knowledge centre Efmaiaddrc:

FAQS
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An email containing a link to reset your password will be sent to your email address. This link
will be valid only for | hour for security reasons. If you have not received any email from
UNGM, please check your spam folder as UNGM emails may be considered as such. Click on
the link provided in this email and follow the on-screen instructions to reset your
password. Provide your new password and click on the ‘Change password’ button.

Forgot Password

Changa password. -3

You should now be able to login with the newly created password.
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STEP 4: COMPLETE YOUR VENDOR REGISTRATION FORM IN UNGM

From the ‘Registration’ link in the left-hand menu, you can complete your registration
form. It only takes about 5-8 minutes to complete your Basic registration.

In order to successfully complete the registration process, please provide the required details
and click on the ‘Save & continue’ button for each of the 6 steps. After clicking the ‘Save
& continue’ button, the provided details will be saved and you will be automatically
redirected to the following step of the registration process.

The asterisk (*) indicates information that is required to complete the step.

)| ammnne - ®

Vendor Registration

[1] 2 3 a 5 & -

General Aggress RegiEaton ype TontacE: Coding Declzratan Wnars nest
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I. General

Under ‘General’, please provide basic details about your company.

It is important to type your company name in the same way as it appears on your certificate
of incorporation or any other legal document relating to the formation of your company or
corporation.

The license number refers to the number that all legally operating businesses have which
permits them to function in the city and/or country where they are located.

Once you have completed the step, click on the ‘Save & Continue’ button in the bottom
right of the page.

.‘4\!-:‘: \_|~|; TED NATIONS

Vendor Registration

(1] 2 3 4 5 6 ¥

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

smc.,..m .

B 2018 - United Mations Global Marketplace - Terms and Conditions
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2. Address

Under ‘Address’, please provide your company’s address information.

Once you have completed the step, click on the ‘Save & Continue’ button. If you wish to
go back to the previous step to edit some information, click on the ‘General info’

button.

Vendor Registration

2012 - Uk istions Giobal Marcatprace - Tarms and Condicors
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3. Registration type

Under ‘Registration type’, please inform whether you prefer to do business only in your
country or if you prefer to do business internationally. Click either on ‘National’ or

‘International’.

Once you have completed the step, click on the ‘Save & Continue’ button. If you wish to
go back to the previous step to edit some information, click on the ‘Address’ button.

(o N :
)

Vendeor Registration

o 0 e 4 5 6 v

General Address Registration type Contacts Coding Declaration

@ Selec: National if you prefer 1o ¢o
Select International if you zre

= S

Help

‘ @ Piease selact and st the countriss in which your company (& sl te supply s00ds #nd sérvices to UN organzstions.

©2012 - United Narions Global Marketplace » Terms and Conditions
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4. Contacts

Under ‘Contacts’, please provide your own contact details.

Once you have completed the step, click on the ‘Save & Continue’ button. If you wish to
go back to the previous step to edit some information, click on the ‘Registration type’
button.

Vendor Registration

545843208058

< Registration Type

Please note that you can also invite/add colleagues to your company’s account on UNGM
at the ‘Contacts’ step. They will receive a link to the account and will be able to log into the
account in future with their own email address and password. To invite colleagues to the
UNGM account, click the ‘Invite another contact’ button at the bottom of the page.

(..o}




5. Coding

Under ‘Coding’, please select codes which best describe the goods and/or services
which your company is able to provide following the UNSPSC classification for products and
services.

Search for new UNSPSC codes either by typing keywords or using the trimmed tree
classification. To select a code, tick the checkbox next to the code.

If you are unable to find the correct codes for your products and services, please contact us
at registry@ungm.org and provide us with a description of the products/services.

Once you have completed the step, click on the ‘Save & Continue’ button. If you wish to
go back to the previous step to edit some information, click on the ‘Contacts’ button.

‘A‘!‘V.: Ht“l":‘-‘.l-j“l".t': i . o

Vendor Registration

o o © © © s ’

Genera Address Registration ype Contaces Coding Detlaration What's next?

2018 - United Nations Glohal Marke:
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6. Declaration

The declaration of eligibility is a formal and explicit statement on behalf of your company.
Under ‘Declaration’, please review the seven statements and select the most appropriate
option by ticking the corresponding checkbox.

Once you have completed the step, click on the ‘Save & Continue’ button. If you wish to
go back to the previous step to edit some information, click on the ‘Coding’ button.

) U TED NATIONS L B o

Vendor Registration

© © © O © 0 s

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

©2012 - United Nations Giohal Marketplace - Terms and Conditions
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Once you have clicked on the ‘Save & Continue’ button, you will have successfully
completed your registration and will redirected to the ‘What next?’ step.

(eg) U

Vendor Registration

General Address Registration tyoe Contacts Coding Declaration What's next?
3 En [ = | [ =] Ea Ea
MY AGENCY SUBMISSIONS
You are now erye eisco d and pracesse J— Dmissions

registered with

29

agencies

Right now

23

active tenders in
UNGM

< Declaration of eligibility

Tender Alert Service - CONNECTING Vendors to Tenders

Ready to do business ?

Show me more!

- United Nations Giobal Marketpiace - Terms and Conditions

In case you see the following screening with a message informing that a duplicate account has

been identified, please contact us immediately at registry@ungm.org.

d’} L \-:1‘ V'I,IEI N.r\"lrlw:r[::‘?

Vendor Registration

o

suspect s s 2 duplicate account. Ve will
registryBungm org or uze the Help button on
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STEP 4: MANAGE AGENCY SUBMISSIONS

Under the ‘What’s next section’, you will be able to see the number of UN organizations your
company’s profile is registered with. To find out more about your company’s registration with
UN agencies, click the ‘Manage agency submissions’ button or the link in the left-hand
menu.

@ il s - B o

Vendor Registration

General Address Registration type Contacts Coding Declaratian What's next?
o [ ] o [ ot [n |

registered with

agencies

Tender Alert Service - CONNECTING Vendors to Tenders
Right now

23

active tenders in
UNGM

Ready to do business ?

Show me more!

> SUBSCRIBE NOW.

< Declaration af eligiility

You will be redirected to the ‘Manage agency submissions’ page where you can check your

registration status with UN agencies.

Depending on where your company is registered and/or the type of products and services
your company can provide, the number of UN organizations with whom you can register may
vary. The system is intuitive and your company’s profile will be matched automatically with
relevant UN agencies.
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If you place your mouse over the information symbol next to the status, you will be able to
see a description of the registration status with a specific agency.

Manage Agency Submisslons
MY ACTIVE SUBMISSIONS
— Registered (T3 ot
— - [
@
: D E==D

You can always withdraw your submission with UN agencies if you are not interested
in doing business with some of them. In order to do so, click on the ‘withdraw’ button in
the right side of the page.

Manage Agency Submissions

MY ACTIVE SUBMISSIONS
- e =
subm feres () o m
negimerea (3) m

Some UN agencies use additional level of registrations. If a specific agency uses registration at
level | and/or 2, you will be able to access the registration form for this level from the ‘Manage
agency submission’ page.

Regiseerei (1)

; —— "
Internaconal Fund for AfTculiucal Devejonment
I s

Regisserad (7] RiZency does ot e this i Amency Does Aot uze thisierel

|

Please do not forget to submit your completed registration to the UN organizations
matching your company’s profile by clicking on the ‘Submit registration’ button.
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STEP 5: CHECK YOUR STATUSES AND UNGM NUMBER IN THE DASHBOARD

You can also have a quick overview of your registration statuses with the different UN
agencies under your dashboard. You can find all details regarding your UNGM account
under your dashboard such as your UNGM number.

Click on the ‘Dashboard’ link in the left-hand menu to access your dashboard.

o1 JNITI ONS
" ]l

NEEDHELP?

> Manage my account ssitings Search UNGM
Video tutorisls

MY UNGM REGISTRATION - STATUS

o 2 © O O
A4
Account created Account activared Registration started Registration completed but not Registration submitted
wye
T -
R Tender Alert Service - CONNECTING Vendors to Tenders
Right now

Ready to do business ?

23

Show me more!

active tenders in

UNGM

MY AGENCY SUBMISSIONS

Agency Hasic laval Level 1 Level 2

If you wish to participate in a specific tender notice, please ensure that you are
registered with the UN agency issuing the tender.
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REGISTER AT LEVEL 1 AND/OR 2

You might also consider registering at level | and level 2 on UNGM. These registration levels
are optional and refer to different thresholds for awarded contracts. Some UN organizations
use these registration levels while others do not. The system is intuitive and will submit your
registration automatically to the UN organizations maintaining these levels.

When participating in a tender, please check carefully the minimum registration
level required by the UN organization.

Once you have submitted your registration at basic level, you will find a link to the level |
registration in the left-hand menu. Similarly, once you have completed and submitted level |
registration, you will find a link to level 2 registration.

For further guidance, please read the level | and 2 registration guide.

Level 1 Registration

Your Level 1 registration is-not yet complete, Prowde the required information to complete your registrabon,

®

nternational scope of operation to supcly regional or internationa|

it
miple Induding emwironmental managemant polices and certifications, pollozs adhering w soos

- United Mations Global Marketplace - Temms and Conditdons

20 | Copyright © 2018 United Nations Global Marketplace. All rights reserved



ACCESS TO BUSINESS OPPORTUNITIES

SEARCH FOR TENDER NOTICES

From the UNGM homepage, click on the ‘Business Opportunities’ box or click on the
‘Tender notices’ link in the left-hand menu. Click on the ‘show more criteria’ button on the
upper right side.

Welcome to the UNGM

Login-and New | Business Tender Alert Service
Registrations Opportunities

Gain online a

UN Staff Area

B
o

You can filter the notices by UN organizations, UNSPSC codes, dates...

) | UNITED NATIONS g B o
B

GLOBAL MARKETPLACE

Search tender notices

Home ‘

Beware of scams requesting payment for registration as a vendor and promising guarantees of contracts. For more information, please click here. ‘
About UNGM

Registration process

Title q Show more criteria ’

Code of conduct

Description
Terms & Conditions

Reference

) ‘ Publishad between and | 03-AUZ-2013

Contract awards

Deadline between 03-Aug-2013 and
Knowledge centre Sl
UNSPSC
FAQs
Displaying results 1 to 15 of 395
Video Guides %‘
A : e = T
Seam Aot Title Deadline Published UN Type of Reference Beneficiary
organization notice country @
Vendor e T ey . . ;
Ejecucién de Obra del nuevo Establecimiento 10-Sep-2015 03-Aug-2015 UNOPS Invitation to Licitar PEOC/15/95655/2398 Peru
DashBoard Penitenciario de Arequipa-Peru 2359 bid MINJUS
Settings ; 2
Ejecucion de Obra nuevo Establecimiento 10-5ep-2015 03-Aug-2015 UNOPS Invitation to PEO/15/95655/2397 MNJUS Peru
Registration Penitenclario de lca - Perti 23:59 bid
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For certain procurement notices, you might notice a button in the left-hand. It means that
these procurement notices require electronic submission.

If this is the first time you view the notice, you will see a blue ‘Express interest’ button. If
you have already expressed interest in the tender, you will see a green ‘View documents’
button.

In case of first access, click on ‘Express interest’ to notify the UN agency that you are
interested in participating in this tender. After a few seconds, the button will change in a green

button ‘View documents’.

Click on this ‘View Documents’ button (on the left side) to gain access to the tender

documents.
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TENDER ALERT SERVICE

The Tender Alert Service is an added service for vendors who would like to be notified
of relevant tender notices via email. With the Tender Alert Service, you can receive
notification of relevant business opportunities that match your company's
products and/or services directly to your email address.

This service is provided at a fee of USD250 per year. You can also access tenders free of
charge under Tender Notices.

| e . o [meow
Home
. TAS - CONNECTING \
Vendors to Tenders \
Receive new and revised tenders matching your products and services
Vi S TENDER ALERT
SERVICE
>SUBSCRIBE NOW > See Tender Alert Service in action
Wendor ) No?! Maybe? Later? Tell us!
Dashboard
What is the Tender Alert Service? Cost & Payment Method How to subscribe?

What is it?

An email service that provides details of new or revised tenders that matches your products and services.
Start receiving tenders today.

Five benefits

Never miss a tender/revision published on UNGM
Receive relevant ten r your preducts and services
Saves you time and searching

Respond to tenders from the email

Follow procurement trends in related products and services

rms and Conditions
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HELP

If you need Help at any stage of the process, you can contact via the ‘Help’ functionality
on the UNGM website. We aim to respond to all queries within 48 hours. Please note that
you can categorize your query, which enable us to treat it more efficiently.

Help

may be of interest.

‘ @ You may find more information to help with your issue by clicking here to go to the videos section which

be helpful to you.

‘ @ You may find the answers to some of your guestions in the Frequently Asked Questions page, which may

Feedback

Area

How has your experience  CHE— @
onthe UNGM site been so
far?

Comments

)

¥ pdd ascreenshot automatically

Highlight areas Hide areas

» Dther information included
=

If you urgently need assistance, you are also welcome to contact us at registry@ungm.org.
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