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Several United Nations Agencies, including:
1. United Nations Population Fund (UNFPA)
United Nations Development Programme (UNDP)

QuanTum
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3. United Nations Entity for Gender Equality and Empowerment of Women (UNW)

4. United Nations Capital Development Fund (UNCDF)

5. United Nations University (UNU)

6. United Nations Volunteers (UNV)

/. United Nations Institute for Training and Research (UNITAR)

8. United Nations System Staff College (UNSSC)

9. World Meteorological Organization
10. International Civil Aviation Organization (ICAO)

have partnered together to implement the unified new ERP Oracle Cloud. This system includes a
Supplier Portal designed to manage interactions with suppliers for orders, agreements and
shipments management, providing more data visibility for suppliers. This document is intended
for any supplier involved in procurement transactions with UNFPA and serves as a guide on how
to use the online Supplier Portal.

IMPORTANT. In the initial phase, the new portal will be only introduced to suppliers holding
More UN Agencies are Global BPA with UNFPA. Therefore, the Supplier Portal guide is intended specifically for these
planning to join Quantum! companies.

UNFPA Quantum Supplier Portal Guide
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Benefits of Supplier Portal

e
i~>a Communicate directly with buyers, reducing the need for intermediaries and facilitating
\a&“ faster response times

i~a Easy sharing and management of documents such as purchase orders, invoices, and
&” contracts, reducing paperwork and administrative burdens.

ia>a Suppliers gain real-time visibility into the status of their orders, payments, and other
&- transactions, enabling better planning and decision-making.

ia>a Accurate and timely processing of orders, reducing errors and discrepancies that can lead
& to delays or disputes.

aa Self-service tools and resources that empower suppliers to manage their accounts,
&- update information, and resolve issues independently.

a~>a Suppliers can track their compliance with contract terms enabling them to identify areas
@

for |mprovement' UNFPA Quantum Supplier Portal Guide
5



00
o0 @ A
XX

QuanTum

1. Phases of the Supplier Portal introduction

Phase | Introduction to Supplier Portal incl. ensuring access of International UNFPA suppliers holding valid
Agreement with UNFPA SCMU (only) to the portal and full data visibility on transactions with

Piloting collaboration (Phase IlI) with one BPA supplier.

Go-live date: November 20, 2023

Phase Il Initiating supplier collaboration on UNFPA Purchase Orders, Shipments and Company Profile.
Go-live date: April 08, 2024
Phase llI Initiating supplier collaboration on the remaining sections of the portal.

Approx. by 2024/2025

UNFPA Quantum Supplier Portal Guide
6
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3. Main Navigation Page - structure

QuanTum

TRAINING
Supplier Portal

Search by Category

v I Agreement Number

}eamh ‘ Agreements

Infolets

“TasKs
Orders

« Manage Orders
« Manage Schedules
« Acknowledge Schedules in Spreadsheet

Agreements
« Manage Agreements

Channel Programs

« Manage Programs

Shipments
Manage Shipments
Create ASN
Create ASBN
Upload ASN or ASBN
View Receipts
View Returns

Contracts

« Manage Deliverables

Invoices and Payments

« Create Invoice
« Create Invoice Without PO

“Home” button

Notifications

Recent Activity
Last 30 Days

Agreements changed or canceled

Requiring Attention

A Sections/Tasks
W Ag ts to Ac g

M Orders to Acknowledge
Schedules Overdue or Due Today
M Invoices Overdue

Transaction Reports
Last 30 Days

y

No data available

Supplier News

Steps to Review / Respond Public Negotiations:

. Please click on 'View Active Negotiations' on the left side pane, it will navigate you to all the open and
active negotiations

Please click on the negotiation number for opening the negotiation

Review the requirements, line items and other details

If interested, please submit your bid from your own supplier portal account.

A Supplier News
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2. Main Navigation Page - scope of release

QUQﬂTUm Implemented )
TRAINING

Supplier Portal To be implemented
Search ‘Agreemems v ’ Agreement Number 0 On hold
Tasks
Orders

« Manage Orders ‘ % Order Management Section Requiring Attention TL;::;:&D?VSOH Reports

* Manage Schedules Agreements changed or canceled 1 ;6

« Acknowledge Schedules in Spreadsheet 53
Agreements Agreement Management Section

VIEW ONLY No data available

— e 346 _ ,

Shm) Progneee This section is not implemented by - .
« Manage Programs UNFPA
Shipments
259
« Manage Shipments
« Create ASN W Agreements 10 Acknowledge
« Create ASBN ;—l Shipment Management Section = g:‘&:;‘g‘vzm'w i
« Upload ASN or ASBN W Invoices Overdue
« View Receipts
« View Retums

Contracts This section will be implemented by
o Kidage Ol UNFPA during Release Il kations:

e Please click on 'View Active Negotiations' on the left side pane, It vall navigate you to all the open and

active
Invoices and Payments . Please ciick on the ion number for opening the negotiation
i Invoice and Payment Section
« Create Invoice VIEW ONLY
« Create Invoice Without PO upplier portal account.
UNFPA Quantum Supplier Portal Guide .....)

Click to return to TOC
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2. Main Navigation Page - scope of release (continued)

Invoices and Payments

Create Invoice

Create Invoice Without PO
View Invoices

View Payments

Negotiations

This section will be implemented by
* View Active Negotiations UNFPA during Release Il
« Manage Responses

Qualifications

This section is not implemented by

« Manage Questionnaires — UNFPA
« View Qualifications

Company Profile

« Manage Profile Company Profile Section

UNFPA Quantum Supplier Portal Guide .....)
Click to return to TOC
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2. Main Navigation Page - how to search

QUOQI};HIZ - teSt:pl('eselefgzzrs,, Step 2. In the search field please insert the identifier (e.g., a P Q
gOTY (€.8- ; for PO: 70003505 and BPA: UNFPA-HQ-AGMT-10291) Y

“Agreement”, etc.) B .
i il U Tip
fOrders — If you need to get

a quick overview
within a category

00
o0 @ A
o000

Recent Activity Requiring Attention Transaction Reports then simply
Last 30 Days Last 30 Days
Agreements changed or canceled 1 . ChOOSE the
6 3 category and click
) 4 on the magnifying
4 loupe
« Manage Agreements 3 46 No data available
Channel Programs <
« Manage Programs K j
Shipments
259
« Manage Shipments
« Create ASN W Agreements to Acknowledge
W Orders 10 Acknowledge
+ Create ASBN | Schedules Overdue or Due Today
« Upload ASN or ASSEN W Invoices Overdue
« View Receipts
« View Retums
UNFPA Quantum Supplier Portal Guide .....)

Click to return to TOC

11



3. MANAGE PURCHASE ORDERS
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3. Manage Orders Section

Supplier Portal

&

Recent Activity
* Manage Orders Last 30 Days

Orders

* Manage Schedules Agreements changed or canceled
ge S¢ - Agreements opened
greements Orders changed or canceled
Orders opened

* Manage Agreements
Shipments

* Manage Shipments

« Create ASN

* Create ASBN

* Upload ASN or ASBN
* View Receipts

* View Returns

Deliverables

* Manage Deliverables B
Supplier News

Steps to Review / Respond Public Negotiations:

Invoices and Payments

Requiring Attention

2
1

73

4“6

W Orders to Acknowledge

M Contract Deliverables Overdue
Schedules Overdue or Due Today

W Questionnaires

W Invoices Overdue

Please click on "View Active Negotiations' on the left side pane, it will navigate you to all the open and

« Create Invoice active negotiations

« Create Invoice Without PO
* View Invoices

« View Payments
Negotiations

* View Active Negotiations
* Manage Responses

Qualifications

* Manage Questionnaires

* View Qualifications
Company Profile

* Manage Profile

Please click on the negotiation number for opening the negotiation
Review the requirements, line tems and other details

If interested, please submit your bid from your own supplier portal account

Transaction Reports
Last 30 Days

PO Purchase Amount

Invoice Amount

Invoice Amount

Invoice Price Vanance Amount

UNFPA Quantum Supplier Portal Guide

144440
5000
29700

usb
AFN
usb

This chapter applies exclusively to
“Spend Authorized” suppliers
with active user profiles at
UNFPA.

It offers an overview of how to
view and manage UNFPA
Purchase Orders in the Supplier
Portal, which can be accessed
under the “Tasks”/ “Orders”
section of the Supplier Portal

Main Page.
)

Click to return to TOC
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Definitions Definitions

Purchase Order Statuses:

Change Order Statuses:
“Pending Supplier Acknowledgment”: Supplier to

acknowledge the PO for the status to change to “Open’ “Pending Supplier Acknowledgment”: Supplier to

acknowledge the Change Order
“Open”: The Order is open for receiving and Invoicing

“Incomplete”: The Change Order is created but not
“Closed for Receiving”: The Order is fully received submitted for UNFPA buyer’s approval

“Closed for Invoicing”: The Order is fully invoiced “Pending Approval”: The Change Order is pending
approval by the buyer
“Cancelled”: The Order is cancelled
“Rejected”: Change Order has been rejected by Buyer
“Rejected”: PO has been rejected by the PO Approver or
the Supplier

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

UNFPA Quantum Supplier Portal Guide )
Click to return to TOC
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Comparison

Action Before From 08 April 2024
UNFPA shares RFQ (or any other solicitation document) Per email | Per email

Supplier receives PO, Sls and other documents Per email | Through Supplier Portal
Supplier acknowledges and accepts PO Per email | Through Supplier Portal
Goods Supplier requests change on Due Date / offers PO header discount / Per email | Through Supplier Portal

splits shipment

UNFPA requests changes to PO through a PO Change Order Per email | Through Supplier Portal
Goods Supplier shares draft of shipping documents to obtain “green light” to Per email | Per email

ship

Goods Supplier shares FCR, invoice and other shipping documents after Per email | Through Supplier Portal

“greenlight” and requests payment

UNFPA Quantum Supplier Portal Guide ( )
Click to return to TOC
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3. Purchase Order Dates

Quantum
PO Date

Line Type “Goods”

Line Type “Services”

Requested RDD is a date when the goods are required to be delivered to RDD shall be interpreted as the “Due Date” for the services to be

Delivery the beneficiary by the Requisitioner and will be validated by the | rendered, as agreed between UNFPA and the Service Provider.

Date (RDD) | system on the PO *Specilfically for Freight Forwarder Services, RDD shall be
interpreted as the "Due Date”, the Goods Pick up Date from the
Goods Supplier
Requested Delivery Date = ‘Due Date’ in the PO PDF

Promised Not Applicable PDD shall be interpreted as the Promised Date for the services to be

Delivery rendered, as agreed between UNFPA and the Service Provider.

Date (PDD) *Specifically for Freight Forwarder Services, PDD shall be
interpreted as the Promised Goods Pick-up Date from the Goods
Supplier.

Requested RSD shall be interpreted as the "Due Date” which is the Not Applicable

Ship Date estimated date of departure (ETD) into the custody of the first

(RSD) carrier for transportation to the named place of destination.

Requested Ship Date = ‘Due Date’ in the PO PDF

Promised PSD shall be interpreted as the Promised estimated date of Not Applicable

Ship Date departure (Promised ETD) into the custody of the first carrier

(PSD) for transportation to the named place of destination.

UNFPA Quantum Supplier Portal Guide
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3. Purchase Order Dates (continued)

PO dates

Managed by UNFPA Managed by Supplier

Requested Ship Date
(fka PO Due Date)

PO Line Type Promised Ship Date
Requested Delivery “Goods” (fka PO ETD)

Date
(please disregard)

e LA PO Line Type Promised Delivery Date

Date "Services” fka PO ETD h
(fka PO Due Date) (fka )

Click to return to TOC
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3. Purchase Order Dates: PO creation stage (continued)

GOODS LINE SERVICES LINE PO Dates at the time of PO creation
RSD RDD :
Requested Ship Date Requested Delivery Date => RSD=PSD (GOOdS PO Lme)
=> RDD = PDD (Services PO Line)
PelD PDD => RSD =PSD = RDD = PDD (Goods
Promised Ship Date Promised Delivery Date and Freight Services PO)
IMPORTANT
For Goods PO Lines, please
Lines Schedules Distributions disregard RDD until further notice

Actions v View v Formatw 2 i=' Detach ! Wrap G OOd S Se rvices
< Requested
< S s Base 3 Requested Promised x S

Line Item Description Quantity UOM Price Price Ordered Ship Date Ship Date g:r;lery Requisition Source Agreement
1 71000771 Medroxyprogesterone Acetate USP 150 mg/mL, 4 30,000 Vial 0.69 0.69 20,700.00 28/02/2024 28/02/2024  22/01/2024 UNFPA-GAB-1000... UNFPA-HQ-AGMT-10054
2 71000784 Syringe, autodestructable 1ml with needle 22GX 30,000 Each 0.06 0.06 1,800.00 28/02/2024 28/02/2024  03/10/2023 UNFPA-GAB-1000... UNFPA-HQ-AGMT-10054
3 71000895 temperature data loggers 1 Each 0.00 0.00 0.00 28/02/2024 28/02/2024 UNFPA-HQ-AGMT-10033
4 FREIGHT MPA+Syringes, MYLAN 8,000.00 8,000.00 8,000.00 28/02/2024 28/02/2024 UNFPA-GAB-1000...

UNFPA Quantum Supplier Portal Guide .....)

Click to return to TOC
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3. Purchase Order Dates: Revision of Dates when Supplier is not responsible for the delay

(continued)

l-»“Requested” and ‘Promised’ Dates shall be adjusted

GOODS LINE SERVICES LINE
RSD RDD
Requested Ship Date Requested Delivery Date
PSD PDD
Promised Ship Date Promised Delivery Date

Examples when suppliers are not responsible for the delay :
1. Force majeure
2. Delay caused by SCMU or a third party contracted by SCMU

UNFPA Quantum Supplier Portal Guide E lllll )
Click to return to TOC
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3. Purchase Order Dates: Revision of Dates when Supplier is responsible for the delay (continued)

"Requested” Dates shall not be adjusted
. “Promised” Dates must be adjusted
GOODS LINE SERVICES LINE
RSD RDD
x Requested Ship Date x Requested Delivery Date
PSD PDD
Promised Ship Date Promised Delivery Date

Suppliers are responsible for delays when the RSD/RDD will not be met and the delay is announced after
acceptance of the purchase order (except in cases of force majeure or delay caused by a third party contracted
by UNFPA).

UNFPA Quantum Supplier Portal Guide — um )
20 Click to return to TOC
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3. How to search by Line Description or Supplier Item

QAuantum N B ® w
TRAINING - ( . \
Manage Orders @ Search by PO header details = Q Tlp

To include “Closed” POs
4 search A | ist | Saved Search | Al Orders = in your Search, select
Sold-to Legal Entity | v - j “Yes” in field “Include
Bill-to BU p— | Vl Closed Documents”
Supplier smel | v ]

Include Closed Documents k )

EaEa

Search Results

Actions w View w Format w il 54

Freeze [m Detach Wrap
Z:It?t;'to Legal Order Order Date Description Site ier C Buyer Ordered Currency Status g;zh g:,‘::.?“ g’r‘;:r“;ate g;é
Manage Orders @ . : . ml
9 Search by PO schedule to see “Supplier Item” is equivalent to a
the overview on PO line level ”Manufacturer Product Code” as
LA m per your BPA with UNFPA
4 Search [Agvanced ][ Manage Watchlist] Saved Search | All Schedules v
Sold-to Legal Entity l | v j Supplier Item Il
| | | |
Supplier Site [ ILJ Ship-to Location Q’
5 rderl Search by PO line description Siadin ’ "l
|
Line Description ‘I
[ Search H Reset H Save... J

UNFPA Quantum Supplier Portal Guide o
21 Click to return to TOC
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3. How to search Purchase Order by UN Agency and Status

Manage Orders @

Headers  Schedules

4 Search
ISold-to Legal Entity v I .
*
2 *
Bill-to BU 87 .
*
Supplier Site I | v ] ¢ .
*
*
*
*
*
Search Results .
*
Actions v View v Formatw FE B Freeze [m' Detach Wrap
g:{?;o Legal Order Order Date Description Supplier Site  Supplier Contact

« I———

Columns Hidden 2

|
l Advanced " Manage Watchlistl Saved Search ‘All Orders v
—

Order

s :

Include Closed Documents

[ Search l [ Reset I I Save... ]

Sold-to Legal Entity v ’
. Bill-to BU -
Buyer, Ordered : z 3
. . .| DNU-United Nations Population Fund
o Supplier Site
‘. DNU-United Nations System Staff College
.
oL DNU_United Nations Capital Developm...
.
DNU_United Nations University
Multi-Partner Trust Fund Office
rmat w ﬁ E"Y
UN Women
N Order
United Nations Capital Development Fund
I | -
United Nations Development Programme
United Nations Institute for Training and ... _

Search...

All Orders

All Orders
Changed or Canceled in the Last 30 Days
Changed or Canceled in the Last 7 Days
Opened in the Last 30 Days

Opened in the Last 7 Days

Pending Acknowledgment

Personalize...

UNFPA Quantum Supplier Portal Guide
22
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3. How to search by Order Number

Headers  Schedules

Step 1. Enter PO number
/ /
4 Search [Agvanced “ Manage Watchlist l Saved Search IAII Orde/ / V‘
Sold-to Legal Entity [ v Order§ 70002235
Saus | g
Supplier Site [ v Include Closed Documents
Step 2. Click on “Search” m m -m
Search Results
Actions v View v Formatw & F B Freeze |m Detach Wrap
Sold-to Legal _ s : Life Change Change Crea
Entity Order Order Date Description Supplier Site  Supplier Contact Buyer Ordered Currency Status Cycl Order Order Date  Date
. United Nations Po... 70002235  22-Nov-2022 Gloves, exam, latex, large... NLD Thinlay Wangchuk Engell, Dina 200,17... USD Open ::3 22-Nc
4
Columns Hidden 2

Step 3. Click on the
hyperlinked text to open a PO

UNFPA Quantum Supplier Portal Guide
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3. How to tailor your menu: Actions Bar

Manage Orders @ m

Headers Schedules

ACTIONS
e Edit

e  Export to Excel
e Acknowledge
Billto 8U e View PDF [ ]

Supplier Site ‘ | v ]

4 Search earch |AII Orders v

Sold-to Legal Entity ‘ [ v ]

View
e  About This Record [s“""‘H R’“‘H s“’e"']

Semlts e Columns:

Please select and deselect the columns

| Em Vieww Fomatw 4 F B Freeze [m Detach Wra;I <Acti°ns Bar you would like to have present in your

. menu :
Edit I s 5 . 2 Life Change Change Crea
Order Order Date Description Supplier Site  Supplier Conta ® Freeze Cycl Order OrderDals  Dats
Export to Excel
I Po... 70002235 22-Nov-2022 Gloves, exam, latex, large... NLD Thinlay Wangchulf b DEtaCh ::3 22-Nc¢
——a * Sort >
[ J
P— Reorder Columns
e Query by Example
Format
® Resize
e Wrap
UNFPA Quantum Supplier Portal Guide .....)

Click to return to TOC
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3. How to tailor your menu: Actions Bar - adding 3 essential columns (continued)

Headers Schedules]

» Search

Search Resulis

Actions w Forma: w

< About This Record

Select the 3 essential columns which are
not visible by default

Ecription

Ev Freeze i Detach

Columns »
Freeze
7
Detach
Sort >

Reorder Columns. .

W Query B8y Exampie

e

70039204 & 31/01/2024
70039197 & 23/01/2024
70039196 & 23/01/2024
70039195 & 23/01/2024
’ J £ - 70039190 & 22/01/2024

700391389 & 19/01/2024

N\ &

W Thange Order Status

¥ Revision

¥ Revision Date

W Frozen

W Confirming Order
Closed Dats

W Bill-to Location

. Payment Terms

W Supplier

. Acknowlsdgment Dus Date
« Crastion Dats

©  Changs Order Dats

W Change Order

The essential columns to include are:

Change Order - indicates any
unapproved change order and
the sequence, you can click on
the change order to see the
initiator and take action

Change Order Status -
indicates if change order is
pending supplier
acknowledgement, incomplete
(a change order that has not
been submitted for approval of
UNFPA Procurement Authority)

Acknowledgement Due Date -
indicates the due date of when
PO needs to be acknowledged
and accepted by Supplier.

UNFPA Quantum Supplier Portal Guide
25

Manage Orders

» Search

Search Results

When done review to ensure all selected
columns have a blue tick

Actions w Format w E Freeze in. Detach
< About This Record #seri ption
Columns > \[ A
& Change Order Status
Freeze
7 S=zvizion
Detach
~ Revision Date
Sort >
4 W Frozen
Reorder Columns... :
A W Confirming Order
i Quary By Excang ~ Closed Dats
W Bill-to Locstion
70039187 & 18/01/2024
© Payment Terms
70039186 18/01/2024 .
" Supplier
© 70039185 & 18/01/2024| o Acknowledgment Dus D2
(
70039184 & 17/01/2024 Se=gtion Dats
70039172 & 21/12/2023| W Change Order Dats
70039164 & 18/12/2023

hangs Order
IIIII]

Click to return to TOC
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3. How to tailor your menu: Actions Bar - adding 3 essential columns (continued)

This PO is pending
supplier acknowledgment
and the Due date is

Order Order Date Description Supplier Site Buyer Ordered Currency Status c"yi:e gr":‘f' g;:ﬁ“‘ &‘nm?“’"""t g"’“"’ 24/01/2024
A 7003919000 220012024 ND GIORTZ-BERR... 1.00 USD Pending Su... 220012024 240112024
700309189 C’) 181012024 supplier portal test NLD WANGCHUK. T... 1000 USD Open ::7 18101/2024

This PO has a change

T 1804 TEST MO Subbaia, S 00 USD  Open o 18012024 order that is pending
supplier acknowledgement
70030188 ' 18012024 TEST NLD GIORTZ:BEHR... 000 USD Open W 1810172024
0 70030185 & 18012024 NLD Shah, Sikkandar 100 USD Open oo 18101/2024 Pending Supplie...
70030184 @ 1710112024 NLD Chandgude, Nilam 1.00 USD Open v 17/101/2024
This PO has a change
oo g 2228 NLD WANGCHUK T... 1000 USD  Open o 211122023 order that is incomplete
70030164 0 18112202 NLD Shah, Sikkandar 100 USD Open v 18/12/2023
0 70030163 ' 18/122023 NLD Shah, Sikkandar 100 USD Open :.: 1 Incomplete
This PO is in its first
change order sequence
UNFPA Quantum Supplier Portal Guide .....)

Click to return to TOC
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3. How to find POs Pending Acknowledgment

Supplier Portal

2. For POs 70039245 and 70039242 with status “Open” Search order Number 2
and Change Order Status “Pending Supplier
Acknowledgment” there is a Change Order created

Tasks

. - Orders
which needs to be accepted by Supplier (blue dot = . Requiring Attention Recent Activity
. Last 30 Days
Change Order)- * Manage Schedules Aa =
greements opened 1
. . . . * Acknowledge Schedules in Spreadsheet ; Orders changed or canceled 4
For PO 70039243 with status “Pending Supplier e P i
Acknowledgment”: This is a “fresh” PO created by TR —
UNFPA. The PO needs to be accepted by the Supplier —— 4 o
by 05/Apr/2024 (please refer to column “Acknowledge R —
Due Date”). ot 1. On the Main Navigation
ipmen .
3 page go to “Required
. * Manage Shipments . It -
Tp: if you are unable to see the above stated columns, s B Attention” and click on the
please go to View/Columns to tailor your menu + Create ASBN B ok hyperlink
o Upload ASN or ASBN M Schedules Overdue or Due Today
* View Receipts
Search Results
Actions v View v Form B Freeze [z Detach &l Wrap
o i Supplier Change Acknowledgment
Order Order Date Description site Buyer Ordered Curren Status Order Change Order Status Due Date
© 70039245 /7 B 02/04/2024 UNFPASUPPLIERTESTDEMO1  UNFPATEST GIORTZ-BEHRE... 5.00 USD [Open 1 Pending Supplier Acknowledgment
70039243 02/04/2024  UNFPASUPPLIER TESTDEMO 1  UNFPATEST GIORTZ-BEHRE... 5.00 USD [Pending Supplier Acknowledgment 05/04/2024
© J70039242 01/04/2024  SP: Demonstration of basic scenarioc UNFPATEST GIORTZ-BEHRE... 6.00 USD fJOpen 1 Pending Supplier Acknowledgment
—
UNFPA Quantum Supplier Portal Guide .....5

Click to return to TOC
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3. How to Acknowledge (and Accept/Reject) a PO

Manage Orders @

Headers  Schedules

4 Search

Sold-to Legal Entity I

Supplier Site | I v I
Search Results
Actio Vieww Fomatw 4 F Freeze |m Detach Wrap
Edit ; Order Order Date Description
Export to Excel
Po... 70002235 22-Nov-2022 Gloves, exam, latex, large...
Acknowledge
View PDF

N

Supplier Site  Supplier Contact

NLD Thinlay Wangchuk

[ Advanced l[ Manage Watchlist ] Saved Search |AII Orders

Order 1 70002235

Status I v |

Include Closed Documents

[semrot | [Romn [ 5ove-

Life Change Change Crea
Buyer Ordered Currency Status Cycli Order Order Date Date
Engell, Dina 200,17... USD Open i 22-Nc¢

UNFPA Quantum Supplier Portal Guide
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3. How to Acknowledge (and Accept/Reject) a PO (continued)

I Acknowledge Document (Purchase Order):|70003505 * W

4 General

Sold-to Legal Entity United Nations Population Fund Supplier Ordered 10000 USD
Order 70003505 Supplier Site  NLD Description Test supplier
Status Pending Supplier Acknowledgment SupplierGantact - Thintay Wandchiok Source Agreement
Buyer Engell, Dina Bill-to Location UNFPA SCMU Denmark ISuppIier Biater 020298 ’ I
CreationDate’: £1002023 Ship-to Location UNFPA Afghanistan Communication Method  None
Terms I Notes and Attachments I
STEPS:
Required Acknowledgment - Document PaymentTerms 1 4.  Acknowledge Receipt of PO (refer to the previous slide) "
Acknowledgment Due Date  11-Jun-2023 Shipping Method N 2. Add “Acknow|edgment Note”
s 1] H th] H H
Reknowfedgmentiols | Bl ameied Freight Terms 0  3- Inse.rt Suppller_Or_der II? if applicable o
4 ros | 4 Review PO details including attachments (Shipping
Instructions, product artwork, etc.)
5. Accept/ Reject PO. If rejected please provide detailed
explanation
6. Ifrequired, you can also “Edit” PO after accepting it
UNFPA Quantum Supplier Portal Guide o
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3. How to Edit a PO

Every time you initiate an amendment of a PO, Quantum will generate a Change Order.

A Change Order is a separate document from the PO that outlines all the amendments or
modifications to be applied to an existing PO.

Quantum will assign a designated numeric identifier to the Change Order.

When a Change Order is created by UNFPA, it prevents the Supplier from creating a new
Change Order and vice versa.

The status “Incomplete” indicates that the Change Order is in draft and has not been
“submitted” by the creator for approval.

The terms “Initiating Party”, “Initiator”, and “Type” specify who initiated this specific
Change Order and will be saved by Quantum for auditing and historical tracking purposes.

Changes introduced through a Change Order will be implemented into the PO only after
approval from both parties.

UNFPA Quantum Supplier Portal Guide )
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3. How to Edit a PO (continued)

Manage Orders @

Headers  Schedules

4 Search

Sold-to Legal Entity l

E

[ Advanced H Manage Watchlist ] Saved Search IAII Orders v

Order l 70002235 I

Bill-to BU

Supplier Site : To initiate the revision of a PO:

Mark the PO line and click on the editing pen to revise
or

Status I v |

Jide Closed Documents

[semrot | [Romn [ 5ove-

- Go to Actions/Edit
Search Results
View w B Freeze lm ' Detach Wrap
Edit s 2 s 2 Life Change Change Crea
Order Order Date Description Supplier Site  Supplier Contact Buyer Ordered Currency Status Cycl Order Order Date Date

Export to Excel =

Po... 70002235 22-Nov-2022 Gloves, exam, latex, large... NLD Thinlay Wangchuk Engell, Dina 200,17... USD Open Hib 22-Nc¢
Acknowledge »
View PDF

UNFPA Quantum Supplier Portal Guide
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3. How to Edit a PO (continued)

/% Warning

This action will create a change order on the document. Do you want to continue? (PO-2055113)

X

Bk

A Change Order is now created.

Click “Yes” to confirm creation of a Change Order

Quhoum

Edit Change Order: 4

Change Order 4

¥ Description

Vi

tion Date 29/09/2023

Status Incomplete

Amount Changed 0.00 USD

\

N

Initiating Party  Supplier

Initiator  Supplie;

Click “Submit” when the revision of the PO is

_— .

The fields marked with an asterisk «*n are
mandatory and will need to be filled

Enter a description of the changes. This
information will be visible to UNFPA and
saved in the “Document History”

UNFPA Quantum Supplier Portal Guide
32

completed. u

Please submit your Change Order to UNFPA as
soon as possible, as an unsubmitted Change Order

will prevent UNFPA from revising a PO
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Description

Mandatory field on the header of the PO. The editor must provide a brief description of PO revision

Schedule

The supplier is able to revise the sequence of the planned delivery schedules

Split Shipments

The supplier is able to propose the split of the shipment

Promised Delivery
Date (PDD)

Only applicable to “Services”

Promised Ship Date
(PSD)

Only applicable to “Goods”

Change Reason

The field is activated on the line of the PO when the supplier begins the revision. The supplier may
provide the reason for altering the order, e.g. “force majeure or reaching the limits of the production
capacity or delayed by the manufacturing source, etc.

Discount Type The supplier has the possibility to grant a discount for a product/service. Available discount types
are: “Amount” and “Percent”
Discount The field is activated, when the supplier selects the value against “Discount Type”

Discount Reason

The field is activated, when the supplier selects the value against “Discount Type”

Supplier Order Line

Supplier identifier for the PO line

Ordered

Only applicable to “Services”

UNFPA Quantum Supplier Portal Guide
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3. How to Edit a PO: Promised Dates & Discount (continued)

13 H th] 13 H ” £
Insert the reason for Adjust the Promised “Detach” to open PO lines Dlscm:_nt tagd thsc‘:‘c[))L_mt rea?c_)rn fl,,e!ds
editing your PO Ship Date, if required in a separate window are activated when “Liscount lype™ Is
selected
Lines Sch
Actions v v Formatv 3 Freeze
: %Change Reason B;ct);nised Shin * Line ™ Type Item * Description * Category Name Supplier Item Quantity UOM *E:iiz Discount Type Discount g:cs%\:lnt Price  Ordered Currency I[Q)Z?i\‘;:rsyte[;’ate
1 Goods 1001400  Gloves, exam, latex, large, non-sterili Medical exam or non 11 Pack of 100 6.50 6.50 7150 USD Multiple
.| II dd—mmm-yyyﬁ"'el I 2 Goods Masque Respiratory protecti@ 20 Packof10 10,000.0(1I !:I I 10,000.00 200,000.00 USD 30-Nov-2022
3 Fixed Price Sen AIRPORT Air cargo transport 100.00 100.00 100.00 USD Multiple
Note. It is not allowed to change
the Product Code unless the
Product Code is covered by a
the same PO line continue... BPA/LTA BPA/LTA number and Agreement
line number are visible
Actions v View v Formatw B¢ Freeze im' Detach <l Wrap V
g:"izz Discount Type Discount [R);cs%l:‘nt Price  Ordered Currency g:ﬁi\‘/j:rsyt%’ate I[a)recl)i'\'l‘;sr;(:)ate g:?euested Ship Source Agreement Source Agreement Line
” 100 6.50 6.50 7150 USD Multiple UNFPA-HQ-AGMT-10019 167
UNFPA Quantum Supplier Portal Guide e }
mmm
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3. How to Edit a PO: Split PO Schedule (continued)

-

Actions v View v Format

Line Split
Q)

<
<
<
<

v X B B Freeze im| Detach Wrap
Item Revision Description * Schedule ™ Location Quantity fJOM

1001400 Gloves, exam, latex, large 1 UNFPA Beira, Moz 6 JPacko...

Gloves, exam, latex, large UNFPA Beira, Mi E Packo...
Masque 1 UNFPA Beira, Moza 20 Packo...
AIRPORT 1 UNFPA Beira, Moza

IRPORT 2 UNFPA Beira, Moza

If splitting PO schedule into multiple schedules, then
adjust:
- Qty
- Promised Ship Date (for goods) / Promised
Requested Date (for services) (= Promised Due
Date)

Any changes to a PO will create a Change Order that
will require an approval by UNFPA Focal Point before it n

is implemented on the PO

Se&z:g:ig Secondary UOM Price
6.50
6.50

Ordered

39.00

3250

10,000.00 200,000.00

UNFPA Quantum Supplier Portal Guide

35

50.00

50.00

Requested Promised
Delivery Date Delivery Date

30-Nov-2022
14-Dec-2022

30-Nov-2022
30-Nov-2022

14-Dec-2022

Promised Ship [ Original Promis
Date Delivery Date

dd-mmm-yyy (i@
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3. How to Delete an Unanticipated PO Change Order

If by coincidence, the user selects “Edit”, a Actions ¥ | Refresh §§ Done
pop-up window will appear warning that a / "
Change Order for the Purchase Order will

be created. View Document History
Click “No” to prevent the Change Order’s View Change History
creation

View Revision History

/\ Warning X

This action will create a change order on the document. Do you want to continue? (PO-2055113)

UNFPA Quantum Supplier Portal Guide .....)
36 Click to return to TOC




Quantum
3. How to Delete an Unanticipated PO Change Order (continued)

This action will create a change order on the document. Do you want to continue? (PO-2055113)

the below instructions

A waming ' If by accident, the user selects “Yes” - a
Change Order will be automatically created
preventing UNFPA to edit the PO.

You can delete the Change Order by following
es

Edit Change Order: 1 ®

Change Order 1 Status Incomplete

6y Description Amount Changed 0.00 USD

Creation Date  30/10/2023

Main Contract Terms

Actions ¥ Save V¥ Submit

Validate

Delete

Initiating Part|

Initiatg

Cancel Change Order

Review Changes

View Change Order History

Apply Discount

/[, Warning

X

The selected change order will be permanently deleted. This action can't be undone. Do you want to continue? (PO-2055218)

Yes

e |

Click on: “Actions” and ”Delete”
In the pop-up window click ”Yes”.
The Change Order is now deleted

UNFPA Quantum Supplier Portal Guide
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3. How to view PO PDF and History of a Purchase Order

Purchase Order: 70003479 @

Main

4 General

Sold-to Legal Entity
Bill-to BU

Order

Status
Buyer

Creation Date

United Nations Population Fund
UNFPA-HQ
70003479

Open
Dina Engell

4-May-2023

Supplier
Supplier Site

Supplier Contact

Bill-to Location

Ship-to Location

N
Acknowledge View PDF Actions ¥ Refresh

download PO PDF

View Document History

NLD

Thinlay Wangchuk

UNFPA SCMU Denmark

UNFPA Afghanistan

View Change History

View Revision History

Ordered 245550 USD

Description Supplier Portal Session scenarig
Source Agreement UNFPA-HQ-AGMT-10019

Supplier Order

Order Life Cycle

Ordered

Shipped

Received

Delivered

0.0 1.0K 2.0K
H Amount (USD)

View Details

To see the history of the order
please go to “Actions”

UNFPA Quantum Supplier Portal Guide
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3. How to view PO PDF and History of a Purchase Order (continued)

70002235-1 UNITED NATIONS POPULATION FUND 70002235-1 UNITED NATIONS POPULATION FUND

Terms and Conditions

This Purchase Order is issued subject to the terms and conditions of the MOA or Blanket Purchase
Agreement(s) (BPA) referenced in this Purchase Order, including the annexes incorporated therein.
m‘:":: ”:‘.:-:o;f,osz; I Should this Purchase Order include goods which are not covered by the abovementioned MoA or BPA,

the UNFPA General Condition of Contract applicable to and incorporated in the abovementioned MoA
or BPA shall apply to such goods.

Parties and Representatives Once you have reviewed and are satisfied with the PO, please acknowledge, and accept the PO either
Sod %o saciations Ropiaton Buyer Dina Engeii. Supplier  IMRES by e-mail or through the Supplier Portal if you have access.
kgl JEmoo SngeRginipa.org e e Dates mentioned below applicable only for Purchase Orders issued by the Supply Chain Management
10158 8200 AE LELYSTAD Unit (SCMU), Copenhagen, please note:
UNITED NATIONS NETHERLANDS For Goods:
1. PO PDF "Due Date" = "Requested Ship Date" in the system and shall be interpreted as the "Date of
foprover: (EM:SAblonoam2 s Rl s o Departure” into the custody of the first carrier for transportation to the named place of destination.
2. "Promised Ship Date" in the system shall be interpreted as the "Estimated Time of Departure (ETD)"
TDM."" eor et ShoTol RS Mirtles daRevouize: ShEVE AR agreed between UNFPA and the supplier when the PO is issued or within the acknowledgment period
INCOTERMS 2020 Consignee 0 n?2493/2501 ithe suppheninoaing fTie FU;
BEIRA 3. "Requested Delivery Date" in the system shall be interpreted as the "Estimated Time of Arrival
MOZAMBIQUE (ETA)", the time the last carrier transports the goods to the named place of destination. In the case of
multimodal transport, the last carrier may not necessarily be the ship or flight, but it could be rail or
truck, especially for land-locked countries.
Billing 4. "Shipped Date" on the Advance Shipping Notice (ASN) shall be interpreted as the "Actual Time of
Payment  Net 30 Bill To United Nations Population Departure (ATD);
Toona f,:::, A SCMU Denmark a) For Sea freight, main carrier refers to the ship. The ATD is taken from the original ocean bill of lading
Marmorvej 51 (OBL) or seaway bill (SWB). The ATD refers to the actual time that the vessel departs.
COPENHAGEN 2100 b) For Air freight, main carrier refers to the flight. The ATD is taken from the original airway bill (AWB).
DENMARK The ATD refers to the actual time that the flight departs.
For Services:
Confirm To Deliver To Contact 5. PO PDF "Due Date" = "Requested Delivery Date" in the system shall be interpreted as the "
Dina Engell MOZ Training09 Estimated Time of Arrival (ETA)", the time the last carrier transports the goods to the named place of
E-mailMoztraining09@unfpa.org destination. In the case of multimodal transport, the last carrier may not necessarily be the ship or
flight, but it could be rail or truck, especially for land-locked countries.
In case of supplier does not agree with the PO dates, the supplier shall propose a revision of the dates
ey o Tk o ne on the PO, either by e-mail or through the Supplier Portal, for UNFPA review and acceptance.
S o o e e i . For orders that require sampling/inspection/testing, the appropriate time will be added to the BPA
y lead time by the buyer.
This line references Document (Blanket Purchase Agreement) UNFPA-HQ-AGMT-10019 production
2 1 Masque 20 Packof 10 10,000.00 200,000.00 UNFPA's fraud policy is available upon request to the individual indicated as "Buyer" as well as on
3 1 AIRPORT 30-Nov-2022 50.00 UNFPA'S website. All suppliers are obligated to interact honestly in the tion of this Purch
2 AIRPORT 14-Dec-2022 50.00 Order as well as to report any allegations of fraud to UNFPA.
Fraud Hotline: +1 212 297 5200.

Signature: This Purchase order is electronically approved by FIN
SeniorMngr02 and does not require Signature

Click to return to TOC
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3. How to view Purchase Order Life Cycle

Order Life Cycle: 70003479

Sold-to Legal Entity United Nations Population Fund
Order 70003479
Supplier IMRES
Supplier Site  NLD
Supplier Contact Thinlay Wangchuk
Ordered 2,455.50 USD

4 In-Transit Shipments

Actions v View v Formatv B Freeze g} Detach Wrap
Shipment Ship Date  Tracking Number
. PO70003479 Shipment 1 12-Jun-20... AWB9876543 PL20288

Columns Hidden 2

4 Receipts
Actions v View v Formatv 7 B Freeze i Detach Wrap

Receipt Receipt Date ~ Shipment

. 1000484

Columns Hidden 3

Ship Date

4-May-20230... 70003479 1 out 2 4-May-202...

4 Invoices

Actions v View v Format v ‘F"ﬂ 54 Freeze [} Detach Wrap

Invoice Total

Invoice Invoice Date  Status

No results found.

Packing Slip

Order Life Cycle

F e N N
= @ = o
= = = =

Amount (USD)

2

o
=

Packing Slip

Paid Matched Amount Receipt

Expected Receipt Date Shipped Carrier
12-Jun-2023 07.11.23 1,172.75 Air
R d Received R

Ordered 2,455.50 USD

Shipped 2,203.00 USD

Received 1,030.25 USD

B Ordered
M Shipped _
Received Delivered 1,030.25 USD
M Delivered
M inyokeed Invoiced 000 USD

Bill of Lading

0.00 1,030.25 1,030.25

Packing Slip

UNFPA Quantum Supplier Portal Guide
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0.00

6

iced Open to Invoice

0.00

/ Q Tip

Purchase Order Life Cycle details:

*  Order Number

*  Supplier Name

*  Supplier Site

*  Supplier Contact

* Ordered Amount

e Received Amount (UNFPA
created Receipt)

* Invoiced Amount (UNFPA created
AP Invoice)

* In-Transit Shipments (ASN
created by Supplier)

*  Bar-Chart for PO transactions

Click to return to TOC




Upload PO documents
(e.g., artwork) including SI, add FCR
as required documentation when the
freight is arranged by UNFPA).

QuanTtum

3. PO Goods Process Flow

PO sent through Supplier Portal

PO production phase

UNFPA noftifies UNFPA
Freight Forwarder by
email, if applicable

visibility with
REQ and/or PO lifecycle

Note. The Qty and
Shipping Documents
| cannot be adjusted. To
revise this the Supplier will
need to cancel and
recreate the ASN
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3. UNFPA edits Goods PO

PO Change Orde
implemented
against PO. UNFPA
notified.

PO Change Order
cancelled. UNFPA
notified.
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3. Supplier edits Goods PO

PO Change Order
implemented
against PO. Supplier
notified.

PO Change Order
cancelled. Supplier
notified.
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3. PO PSI: Process Flow

|| Action by PSI Agnecy

44

PSI PO sent through Supplier
Portal

v

PSI PO acknowledged and
accepted by PSI Agency

v

PSlAgenc_yinformsSupplierper
email

v

Goods PO production phase

v

Goods produced and ready for

PSI

PSI Agency performs PSI
v
PSI Agency shares PS| Report

PSI Agency shares Invoice

PSI PO and the uploaded
documents shared with
recipients
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3. PO PSlI revised by PSI Agency: Process Flow

plier || Action by PSI Agnecy

PSI PO revised by PSI Agency

v

PSI PO Change Order
submitted by PSI Agency

PSI PO Change Order
implemented
against PSI PO. Supplier
notified.

45

PSI PO Change Order

cancelled. Supplier
notified.
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3. PO PSI revised by UNFPA: Process Flow

RO
e

upplier || Action by PSI Agnecy

PSI Agency is notified about PSI
PO Change Order
¥
PSI Agency reviews PO Change

PSI Agency approves PSI PO PSI Agency rejects PSI PO
Change Order Change Order

PSI PO Change Order PSI PO Change Orde

implemented cancelled.
against PO. UNFPA notified.
UNFPA notified.

46
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3. PO Freight: Process Flow

_ L

Action by FF

47

Freight PO and the
uploaded documents
shared with recipients

Freight PO sent through
Supplier Portal

v

Freight PO acknowledged and
accepted by Freight Forwarder

Supplier' documents
shared per email

Supplier and Freight Forwarder
making handover arrangements

¥
Freight Forwarder shares FCR
based on the information
provided by Supplier within 3
working days

Please refer to the process
flow prepared by the LSU
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3. PO Freight revised by Freight Forwarder

Action by FF

reight PO Change Orde Freight PO Change
implemented Qrder cancelled.
against Freight PO. Freight Forwarder
reight Forwarder notified notified.

48
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3. PO Freight revised by UNFPA

\ction by Supplier || Action by FF

FmgMFomarderisnoﬁﬁed
about Freight PO Change Order

~ Freight Forwarder approves ~ Freight Forwarder rejects
Freight PO Change Order | Fre:gm.Po ChangeOrder

Freight PO Change
Order implemented
against Freight PO.
UNFPA notified.

Freight PO Change
Order cancelled.
UNFPA notified.

49
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4. Manage Agreements

Supplier Portal . . .
23 This chapter is applicable only to “Spend
search | Orders v| oermmer | |2 Authorized” suppliers who have active
= agreements with UNFPA.
Orders
Recent Activity Requiring Attention & . . .
» Manage Orders Last30 Dars It provides an overview on how to view
* Manage Schedules Orders changed of canceled 1 1 . . . .
« Actnowledge Schedules in Spreadsheet B , " agreement information in the Supplier
Agreements Payments 1 PO rta | .
—> » Manage Agreements | 80
st N z mporTant AN
 lanage Shipments H
« Greate ASN Agreements shall not be revised by the
jm‘dz‘:‘ - i supplier until further notice. Any revisions
« Uploa or Orders 1o Acknowiedge e e . . .
« ViewRoceipts S Scisiee Ouenioa o s ot initiated by the supplier will be rejected
« View Retumns I trvoices Overdue
g and canceled by UNFPA.
Contracts
« Manage Deliveradles Supplier News . .
Stps o Roview | Respond Public Negotiations: This section can be found under the “Tasks”
Iavolces and Peyments ¢ Fleae ickamView s Negokahons an e i ane, il et youto st e apen s segment of the Supplier Portal page.
» Create Invoice «  Piease dick on the negotiabon number for opening the negotiation
* Create Invoice Withoul PO Review the requirements, line ifems and other details
~ Y cen . i interested, please submit your bid from your own supplier portal account
o View Payments h

UNFPA Quantum Supplier Portal Guide
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4. Access Agreements from Main Navigation Page

/Q Definition5\ Ism"”'“"“"'"“” I L

Tasks
w Get access to your agreement

Orders
Recent Activity from the Agreement Search Transaction Reports
Agreement Statuses: T e Last 30 Days Last 30 Days
* Manage Schedies Orders openad 1 5 PO Purchase Amount 634 USD

ige Schedules in Spi

“Open”: The Agreement is Agreements
active and open for sourcing

* Manage Agreements

Get access to your agreement »
from the Agreement Section

Channel Programs

“canceled”: The Agreement * Manage Programs
is cancelled and no longer Shipments
va I |d * Manage Shipments
* Create ASN 378
e Create ASBN
“on H0|d": The Agreement iS * Upload ASN or ASEN B Schedules Cverdue or Due Today M Invoices Overdue

* View Receipts

temporarily suspended or put
on hold for some reason

* View Returns

Contracts E Supplier News
+ Manage Deliversblies Steps to Review / Respond Public Negotiations:
“Freele": The Agreement IS . Flease click on "View Active Negotiations’ on the left side pane, it will navigates you to all the open and
f d t d f active negotiations
s p revente rom Invoices and Payments . Please click on the negotiation number for opening the negotiation
a ny fu rth er Cha nges be | ng % ek b . Review the requirements, line items and other details
made. Note that the status of + Create Invoice Without PO ¢ [finterested. please submit your bid from your own supplier portal account.
the agreement will remain x Miswinicioes

* View Payments
«“ ”
Open”.

Negotiations

* View Active Negotiations

"Fina"y Closed": The * Manage Responses
Agreement is no longer active
or open for further * Manage Questionnaires
prOCGSSIng. * View Qualifications

\ / UNFPA Quantum Supplier Portal Guide e
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Type 1: Blanket Purchase Agreement (abbreviated as BPA and equivalent to LTA)

BPAs are added to Quantum based on specified and itemized products and

services

Lines

Actions

v View w Format w 4

Line Item

1 1000746

Type 2: Contract Purchase Agreement (abbreviated as CPA)

CPAs added to Quantum as a result of the piggybacking process and based on the
signed Memorandum of Agreements with unspecified products and services

Click to return to TOC
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Format: UNFPA-BU-AGMT-1xxxx

Agreement numbers are assigned by Quantum automatically. The numbering convention is a combination
of the following elements:

« Legal Entity Identifier: UNFPA

« Business Unit Identifier: HQ, AFG, MOZ, etc.

. Agreement abbreviation: AGMT

« A five-digit sequential number starting with 1: 10000.

Both BPAs and CPAs will share the same numbering system across the modules and Business Units.

For example: if UNFPA-HQ is creating a BPA with the following number: UNFPA-HQ-AGMT-10001, the
subsequent BPA added to Quantum under UNFPA-AFG will inherit the number: UNFPA-AFG-AGMT-10002.

Click to return to TOC
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4. Detailed Search of Agreements

Manage Agreements (@

Search by Agreement
Header or Line details

Search by status of
agreement as per
previous page

Headers Lines

4 Search Select “UNFPA-HQ” to view your | Advanced | Manage WatchlistMrch i’
Agreement with UNFPA SCMU
I Procurement BU v Status v I
.
*
Supplier Site v . Search by specific ired Documents
I pr— agreement number
Pending Supplier Acknowledgment When search by status, you may Search I Reset || Save...
gi"gg‘lg Catalog Authoring include closed and expired
Search Results Open agreements in your Search, select
gancelgd . “Yes” in the field “Include Closed
. = o] inally CI .
Actions v View v Formatwv 2 5 Freeze |m Detach Wrap PI::di):\g giznge hoproval and Expired Documents”
_— : < 5 _ Released Change Creatior,
Agreement Description Supplier Site Buyer Aot R et Currency Status End Date |

Order Date v

4 »

Columns Hidden 30

Click to return to TOC
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4. How to tailor your menu: Actions Bar

Manage Agreements @

Please do NOT use the “Edit” action type until further notice. If you accidentally
initiated a revision of the agreement, please follow instructions on the next page

“View”/”Columns” allows user to
Huadecs Lwes customize the visibility of the
agreement information on “Manage
Agreement” page
4 Search

4 | UNFPA-HQ v

Agreement ‘

Search Resultg

—_

ACTIONS
e Edit
e  Export to Excel
e Acknowledge
e View PDF

e About This Record
Columns
Freeze

I Actions v View v Formatw & 7 Freeze [n Detach «J Wrap I <ACti0nS Bar

Detach
Sort

Agreement Description

UNFPA-HQ-AGMT-1001] &/

Columns Hidden 30

Click on the
hyperlinked number
to open and view

Agreement

A for direct ordering of Pharmaceuticals, Medical Devices and Kits

Click on the paper
clip logo to view
attachments

Reorder Columns
Query by Example
FORMAT

FREEZE

DETACH

WRAP

=

] Manage Watchlist | Saved Search ‘AII Agreements V.

Status [ v

H Expired Documents

[somrt][Resee [35ve-]

Change Creation

[:t Released
Order Date

t e End Date

Currency Status

uUsD Open 31/05/2024 30/12/2022

UNFPA Quantum Supplier Portal Guide
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4. Agreements: Please do not edit!

Amendment of an agreement occurs through a Change Order

Supplier can create an amendment to an agreement by mistake
Please refrain from editing agreements during Phase | A

All Change Orders created by Suppliers will be deleted by UNFPA

A Change Order is a separate document from Agreement that will have a designated numeric
identifier assigned by Quantum and outlines all the amendments or modifications to be applied to

an existing Agreement.

The status “Incomplete” indicates that the Change Order is in the draft and has not been
“submitted” by UNFPA for approval.

Please contact your agreement contact point at UNFPA to request revisions to your agreement.
Thank you.

UNFPA Quantum Supplier Portal Guide
Click to return to TOC
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4. How to Delete an Unanticipated Agreement Change Order

Blanket Purchase Agreement: UNFPA-HQ-AGMT-10011 ®

Main

4 General

Acknowledge View PDF @
*
*
*

*
*
*

*

*

*

*

If by coincidence, the user selects “Edit”, a pop-up

dge View PDF Actions ¥ m

window will appear warning that a Change Order
for the agreement will be created.

Click “No” to prevent the Change Order’s creation

/, Warning X

This action will create a change order on the document. Do you want to continue? (PO-2055113

UNFPA Quantum Supplier Portal Guide
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Acknowledge

View Document History
View Change History

View Revision History
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4. How to Delete an Unanticipated Agreement Change Order (continued)

/, Warning X

This action will create a change order on the document. Do you want to continue? (PO-2055113)

If by accident, the user selects “Yes” - a
Change Order will be automatically created
preventing UNFPA to edit the agreement.

Please immediately delete the Change Order
by following the below instructions

Click on “Actions”/”Delete”/”Yes” to delete the Change
Order
Edit Change Order: 6 @ ﬁ m
A~
Change Order 6 Creation Date  29/06/2023 Actions ¥ Save ¥ Subi
* Description Status Incomplete :
P ~ Validate
) ”
Main Contract Terms ” Delete
I i

/[, Warning

The selected change order will be permanently deleted. This action can't be undone. Do you want to continue? (PO-2055218)

Cancel Change Order

X

Review Changes

View Change Order History

Yes I No ’

UNFPA Quantum Supplier Portal Guide
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4. How to Delete an Unanticipated Agreement Change Order (continued)

Quantum A p @
TRAINING
Change Order: 1 ®
Change Order 1 Creation Date  13-Apr-2023 Initiating Party  Supplier
Description Status Incomplete Initiat

Any Agreement Change Order initiated by the
supplier will be deleted by UNFPA Category
Manager. Please contact your agreement
contact point at UNFPA to request revisions to

your agreement.

Thank you.

Click to return to TOC
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4. Header of Agreement

Main

4 General

Procurement BU

Agreement

Status
Buyer

Creation Date

Terms Notes and Attachments

4 Additional Information

BPA Discount: Single
PO N/A

Required Acknowledgment

Payment Terms

Blanket Purchase Agreement: UNFPA-HQ-AGMT-10011 @

UNFPA-HQ

UNFPA-HQ-AGMT-10011

Open
Maria Teresa Ruiz

30/12/2022

None

Net 30

Type of Purchase UNFPA-BPA

Type of Agreement UNFPA-HQ BPA (restricted for use under UNFPA-HQ BU)

Supplier
Supplier Site
Supplier Contact

Supplier Agreement

Communication Method None

Shipping Method None
Freight Terms FCA - Free Carrier

FOB INCOTERMS 2020

BPA Discount: BPA period N/A

BPA Discount: Calendar Year N/A

Add. Incoterms, if appl.

Acknowledge View PDF j

Start Date

End Date

* Agreement Amount

* Minimum Release Amount
. Released Amount

Description

Legacy BPA Number

Document Template

12/01/2018

31/05/2024

BPA for direct ordering ¢
Medical Devic...

— Requires signature

o/ Buyer Managed Tran
— Pay on receipt

— Confirming order

~ X" Definitions

“Agreement Amount”: The
agreed estimated purchasing
budget, if applicable.

“Minimum Release
Amount”: The minimum
amount that can be released
against the agreement.

“Released Amount”: The
aggregated amount
purchased by UNFPA under
the agreement.

To review any hidden field
information mouse hover
over the field.

UNFPA/DNK/LTA/18/658

UNFPA Common PA

.

UNFPA Quantum Supplier Portal Guide
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4. Lines of Blanket Purchase Agreement

Lines

Actions ¥ View v Format v

Line Item

1 1000720
2 1000519
3 1000354
4 1000621
5 1000559
6 1000635

;g Eﬂv Freeze 'm’ Detach Wrap
Description

Lamivudine 300mg + Tenofovir Disoproxil Fumarate 300mg Tablets
Lamivudine 30mg + Zidovudine 60mg Tablets

Amniohook, plastic, sterile, single use, P1

Amoxicillin trihydrate 250mg capsule

Amoxicillin trihydrate 500mg capsule

Amoxicillin, powder, oral suspension, 125mg/5ml, 100 ml bottle

Category Name

Dolutegravir/Abacavir/Lamivudine
Dolutegravir/Abacavir/Lamivudine
Amniocentesis hooks
Amoxicillin trihydrate
Amoxicillin trihydrate

Amoxicillin

uom

Pack of 30

Pack of 60

Pack of 1

Pack of 1000

Pack of 1000

Bottle

Price

1%

3i

Released
Amount

0.00

0.00

0.00

0.00

0.00

0.00

Expiration Date  Status

Open
Open
Open
Open
Open

Open

Note that lines are only created for Blanket
Purchase Agreements

UNFPA Quantum Supplier Portal Guide
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Click on the icon to see more details on item

(next slide)

Details

2 @ @ a @

'l
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4. Lines of Agreement (continued)

To see detailed line information, click on the
logo to open Item Page. On the item page

Lines you will view the BPA information as

- volume discounts, MoQ, shelf life, shipping

Asy Vaye Pk bl e B i information, Country of registration, etc.

¢ LI || || | [ ] |

Minimun
Line ftem Description Category Name  Supplier item UOM  Price Released Expiration g5 [MDetails Revision e Aow Liioe Releas:
- 1 1000456 Lamivudine 300mg + ... Dolutegravir/Ab... Pack .. 2400 30-Nov-2. Open = || Gooony, Noncumulative v
2 1000165 Lamivudine 30mg + Z...  Dolutegravir/Ab. .. Pack 000 30-Nov-2.. Open ¥ Goods ~ Noncumulative v
Amniohook, plastic, st.. 5 R
TRAINNG |
4 1000490 Amoxicillin trihydrate Amoxicilin trihy ... Pack ... Iune 1 Click on “Next” to view the detailed
B : . w
5 00064 i trhycrate .. Amoicilin by pacic:.. | o information of the next. |ten_1 or “Back” to go
st e to the previous item
6 1000624 Amoxicilin, powder, o Amoxicilin Bottle I Umetyge Goom ]

4 Oeacnguion  Lamwacine X0mg + Tenatwe X00mg e hy e
e Bvass Trpe N unaase

T r———. Click on “Done” I
P Wapwahon Oue 3 Nen 5T
| PR U O to close the |
Agveman vt Item Page
| e I
I # Price Breaks I
Aome vemw forey 0 e Oemch s
I Price Sreas w'.. Locaton Ouanmsty UONW Prce n'-—'-'- StamDate  Bad Do |
I -q 000 Pwn WAt Hiasamr I
2 VO e NI 003

UNFPA Quantum Supplier Portal Guide
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4. History of Agreement

Quantum AE®

TRAINING
Blanket Purchase Agreement: UNFPA-HQ-AGMT-10019 @ To see the history of the Acknowledge || ViewPOF | Actions v || Dgne
agreement please go to Edit
N Actions
View Document History
4 General
View Change History
Procurement BU UNFPAHQ Supplier StartDate 21-Jul-202f  View Revision History
Agreement UNFPA-HQ-AGMT-10019 Supplier Site EndDate 21-Jul-2025
Status  Open Suppler Confact Agreement Amount 1!
Buyer Luis Roberlo MENA TiEpHsr Apras P T e P Click on “Done” to
Creation Date  11-Jul-2022 Communication Method None Ritiiien Nt SR GED close the window

Description

Click to return to TOC
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4. History of Agreement - “Document History” (continued)

Document History: UNFPA-HQ-AGMT-10205 “Document History” refers to a chronological record of all

activities related to the agreement, including when it was
created, who approved it, and any other actions taken,
Buyer Natalia GIORTZ-BEHRENS such as viewing, printing, or downloading the document.

Agreement UNFPA-HQ-AGMT-10205

Document history provides a comprehensive log of
document-related activities without specific details about
changes or revisions to the content.

Description Procurement of male condoms. TEST NGB

View v Format w Freeze =" Detach Wrap
Action Performed By Action Date Additional Information
4 Change Order 2 Natalia GIORTZ-BEHRENS 12-Dec-2022 09.00.09 test
Implement Revision 1 12-Dec-2022 09.03.47 test
Communicate 12-Dec-2022 09.04.38 Email: ngbtest22@gmail.com
» Change Order 1 Thinlay Wangchuk 18-Oct-2022 05.21.32 test 2
» Original Document Natalia GIORTZ-BEHRENS 18-Oct-2022 05.05.07
UNFPA Quantum Supplier Portal Guide ﬁ)
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4. History of Agreement - “Change History” (continued)

“Change History” specifically tracks modifications made to
4 agreements.

Change HIStOfYI UN FPA'HQ‘AGMT‘1 0205 This is particularly useful for understanding how the document's

content has evolved over time, including edits, additions, or

Currency = US Dollar deletions
Actions v Vieww Formatw 52 [y Freeze g Detach Wrap
Change  noscripti Resulting Revision Creation Dat Initiating P
Ordar scription esulting Revision Creation Date nitiating Party
2 test 1 12-Dec-2022 Buyer
1 test 2 18-0Oct-2022 Supplier

Click on the hyperlink
to obtain more details

Click to return to TOC
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4. History of Agreement - “Revision History” (continued)

“Revision History” is closely related to change
history but focuses on versions or revisions of the

Revision History: UNFPA-HQ-AGMT-10205 / document.

It helps to track the document's evolution for
auditing purposes.

Currency = US Dollar

Actions v Vieww Formatw 55 [y Freeze [ Detach &) Wrap
Revision Change Order  Description Creation Date  Initiating Party
1 2 test 12-Dec-2022 Buyer
0 Procurement of male condoms. TEST NGB 18-Oct-2022 Buyer
Click on the hyperlink
to obtain more details

Click to return to TOC
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Please note that product pictures and vendor-specific technical
specifications are maintained outside of Quantum.

UNFPA is in the process of developing a new External Catalog to
handle this information.

s\

UNFPA Quantum Supplier Portal Guide
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5. SHIPMENTS
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This chapter is applicable only for
the “Spend Authorized” suppliers
who have active Agreements with
UNFPA.

It provides an overview on how
to create, view and edit ASNs in
the Supplier Portal.

ASN is only applicable to POs for
goods and will not show the lines
related to services i.e. freight
services, PSI, packaging services,
etc.

_> « Create ASN

Tasks
Orders

» Manage Orders

» Manage Schedules

» Acknowledge Schedules in Spreadsheet

Agreements
» Manage Agreements
Channel Programs

» Manage Programs

Shipments

* Manage Shipments

« Create ASBN
* Upload ASN or ASBN
« View Receipts

« View Returns

Contracts

« Manage Deliverables

Invoices and Payments

« Create Invoice
« Create Invoice Without PO

* View Invoices

Enter the shipment
information with
“Create ASN” tab

UNFPA Quantum Supplier Portal Guide
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‘" IMPORTANT

The ASN shall be created by Supplier
after green light to ship the goods is
granted by UNFPA and final set of
shipping documents is approved by
the consignee.

The ASN is created on the date of
the shipment pick up by the freight
forwarder. However, the Supplier can
backdate the date of the shipment. It
is not possible to insert future dates.

When the ASN is submitted, the date
or uploaded shipping documents
cannot be revised. To correct or
update the ASN information, the
ASN has to be canceled using
Manage Shipment tab.

Click to return to TOC
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5. Advance Shipping Notice (ASN) (continued)

Create ASN @

4 Search

** Purchase Order | 70006937

Supplier Item |

Search Results

View w Create ASN
Item < r
Item Description  SuPPlier ltem
1000746 Tube, suction, C... N...
I 1000746 Tube, suction, C... N...

Manufacturer

Purchase Order L

70006937

70006937

1. Enter PO number
and click “Search”

= Supplier | UNFPATEST2023 | v ]
Due Date | v ‘
Purchase Order Purchase Order Ordered Received Ship-to
i Schedule DusDate Quantity UOM Nams Quantity Location
1 01/12/2023 50 Each 0 MINISTRY OF F...
2 01/11/2023 50 Each 0 MINISTRY OF F...

Saved Search | Purchase Order v

Organization

UNFPA_TPP_ALL

UNFPA_TPP_ALL

2. Select lines you are creating ASN for
and click on “Create ASN”

UNFPA Quantum Supplier Portal Guide
71

** At least one is required

| Search | Reset || Save... |

Sold-to Legal

Entity Currency

United Nations .. USD i

United Nations ...  USD @

Click to return to TOC
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5. Advance Shipping Notice (ASN) (continued)

I RAINING - Enter “Shipment number” which is a unique
CreateASN Delalls @ number assigned by the Freight forwarder
Jppa— - Enter the “Shipped date”, which can only be
wsagic SRR | t today’s date or a past date (systc_em will not B
e RS 3 accept a future date). Please review next B
——ETT U slide for more information . ]
Freight Terms | CRY-Lamiags Pald To ¥ ’ Tare Weight ‘ |
Shipping Method |Ocean | v ; | _IL]
fomberin Suppae Packing iate | -  Enter the Incoterm and Shipping method ]
Billof Lading | BOLTESTNO12345 | - Enter the BOL or AWB number only for POs | |-
Waybit | | where the supplier also manages the freight ]
services -
4 Lines

Item
Description

Ordered UOM Name Secondary Secondary Source Packing

Manufacturer Manufacturer Purchase Order Purchase Order Purchase Order

* =
Part Number Line Schedule Attachments Quantity

Item Supplier Iitem

Quantity Quantity uom Unit

4 1000746 Tube, suction, C.... Manufacturer N... 70006937 1 1 None == 50 n \:

Packing Slip | | Note

Supplier Packing Unit ‘ | “

Vehicle | Upload shipping documents under Enter quantity that is
Bar Code | attachment I?y clicking f>n + (the instructions going to be shipped
b 1000746 Tube, sucton, C are provided in the following slides) None 4

Click to return to TOC
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5. ASN Dates Definition: Shipped Date

I KAINING Q Definitions
Create ASN Details ®

Shipped date should be interpreted as the Actual Time

4 Header of Departure (ATD) or Estimated Time Arrival (ETA)
* Shipment | 57006937 12 | depending on the agreed Incoterm:
* Shipped Date ; fg
S D | AIOGEIBS 64 J When freight is not arranged by the supplier:

Expected Receipt Date

FroghtTom | PT - Cofago P4 o 2 e E-terms: ATD = when goods are made available

v | for pick-up at supplier’s premises = goods ready
for pick up

e F-terms: ATD = when goods are loaded on
vessel/carrier or made available at supplier’s

Shipping Method ‘ Ocean

Bill of Lading I BOLTESTNO12345

Number of Supplier Packing Units ‘ ’

Waybill premises = goods ready for pick up (or the pick
up place is agreed in the BPA)
4 Lines When freight is arranged by the supplier:
Actions v View v
Item gi':c,ipﬁon Supplier item g::‘gﬂ::‘;?rr Manufacturer  Purchase Order Eil:‘r:hase Dider ° c-te"r/‘S: ATD B thn goo.cljsbalre Itoadedl.on,
vessel/carrier or made available at supplier’s
4 1000746 Tube, suction, C... Manufacturer N... 70006937 1 premises ( or the pick up place is agreed in the
BPA)
Packing Sip | | s e D-terms: ETA = when the goods are delivered at
Supplier Packina Unit I | 2 a named place Of dest|nat|0n

Click to return to TOC
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5. Adding PO Lines to Shipment

Search Results

View w Create ASN

00
o0 @ A
® 00

Item . Purchase Order Purchase Order Ordered
Item Description Supplier Iltem Purchase Order Line Sohadile Due Date Quantity UOM Name
1000735 Mifepristone 20... 70039240 1 15/07/2023 4 Packof 5
1000615 Tube, suction, Y... 70039240 1 10/06/2024 4 Each

Under 'Search results,' navigate to the left to find
the cursor and drag down to mark as many PO
lines as required according to your PO shipping
schedule.

UNFPA Quantum Supplier Portal Guide
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5. ASN and Shipping Documents

Attachments

Only when all the required

Type Category * File Name or URL Title Description Attached
I [Chosa ] No e chosen | I [— information is added incl. final set of
Ncoaann e (oo | | St S| shipping documents, you can click
on “Submit” the ASN by clicking at
-File v _Miscellaneousv INC0226428 (3).xlsx -Update Shpping document packag Suppliert £ .
— = = (Sere = oo i the top-right corner.

A

Rows Selected 1

Now the ASN cannot be edited

Cancel

Enter shipping documents under the attachment,
the documents can be added as bundle
(zip-folder) or separately. If documents are
attached separately please enter the title for each
document e.g. Invoice, Packing List, COO etc.

Once the documents are attached,
Click “OK” to come back to the main

page.

Click to return to TOC
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5. ASN Confirmation

'@ Confirmation

ASN S7006937 1/2 was created. Number of lines: 1.

Quantum will create an automatic
confirmation message that ASN was
created. Click “OK”.

The UNFPA Buyer will be automatically
notified about the ASN creation on their
Quantum notification workbench.

Click to return to TOC
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5. ASN Field Definitions

ASN Fields Definitions

Shipment Number

A unique number assigned by the freight forwarder and shared with the supplier before shipping the goods optionally if
shipment number is not available supplier can insert PO number starting with S-xxxxx ( in case more than one shipment is
schedule against same PO, the shipment lot should be indicated e.g. 1/3, 2/3, 3/3).

Shipped Date

The “Shipped date” should be interpreted as the ATD or ETA, depending on the agreed Incoterm and which party is
arranging the freight services: supplier or freight forwarder

Expected Receipt Date

This date is only relevant for suppliers who manage freight services directly.It represents the date when the item is
expected to arrive at the agreed Place of Destination known as Estimated Time of Arrival (ETA). It can be amended via the
“‘Manage Shipments” section

Freight Terms /
Shipping method

It should be added as agreed upon in the Purchase Order

BOL / WAYBILL number

It should be added if these documents/numbers are available for the supplier

Quantity This field is mandatory under the shipped quantity section
Comments Suppliers can use this field to share any relevant comments about the shipment
Attachments This refers to the final version of the shipping documents, which must be approved by CFP and the consignee.

UNFPA Quantum Supplier Portal Guide
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5. ASN Key information

"R

\ ZB 28N 7

The ASN can only be created by the suppliers for the PO line type “Goods”.

The ASN cannot be created for PO line type “Services” (e.g. Freight services or PSl services).

The ASN is created on the date of the shipment pick up = handover to the first carrier. After
UNFPA CFP has granted the supplier green light for shipment and consignee has approved
shipping documents.

The Supplier can backdate the ASN date. It is not possible to create ASN with the future dates.
When the ASN is submitted, to correct or update the ASN information, the ASN has to be canceled
using Manage Shipment tab.

UNFPA CFP will be notified about the ASN submission via automatically generated system
notification.

The ASN information and attachment with Shipping documents will be visible in REQ Lifecycle for
Requisitioners, PO lifecycle for CFP and in My Receipts for Receivers.

The shipment number will be the PO number starting with the letter S e.g. S70006936 and if the
shipment is splitted into multiple shipments the supplier will add the shipment number as follow
e.g S70006936 1/3

Click to return to TOC
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5. Manage Shipments Section

Tasks

® This chapter is applicable only
for the “Spend Authorized”

Orders

» Manage Orders

suppliers who have active : Wy S
Ag reementS Wlth U N F PA. » Acknowledge Schedules in Spreadsheet
Agreements

® It provides an overview on how
to view and edit Shipments in
the Supplier Portal.

* Manage Agreements

Channel Programs

* Manage Programs o . .
® This section can be found under Shipments _E"ter the Sh'pm?"t 'nformat'o'?
into “Manage shipments” section
the TaSkS Segment Of the —> |- Manage Shipments fm———— |
. « Create ASN
Supplier qutal page. e
® Manage shipment allows for . Upload ASN or ASEN
review of the ASN information, e
small modifications to ASN and Contracts b
for the Cance"ation Of ASN . Manage Deliverables

Invoices and Payments

« Create Invoice
« Create Invoice Without PO

* View Invoices e)
— | P ——— ] TT1T]

UNFPA QuiT®™ suppiier rortar wuige -
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5. Manage Shipments (continued)
Manage Shipments @

Enter the Shipment number or PO
number and click “Search”

4 Search

Advanced | Saved Search | All Shipments v

** At least one is required

** Shipment |S70006937 12 | ** Supplier | UNFPATEST2023 | v ]
** Purchase Order |70006937 v
Search |JReset || Save...
Search Results
Actions v View w Cancel Shipment
- : Source Ex ted = . ——
Shipment supplier ORGATEAON Re"cgfpt Date  Shipped Date  Waybill Shipping Method
No search conducted.
Manage Shipments @ | Done
To Edit or review information
b Search . . . Saved Search
click on the shipment hyperlink
Search Results
. iz Source Expected 4 Ship-to ) . . ——
Shipment Supp) Organization ReceiptDate  ShippedDate /o oion Waybill Bill of Lading Shipping Method
. S7006937 112 UNFPATEST2023 20/09/2023 06.34  18/09/2023 06.13 BOLTESTNO12345  Ocean

UNFPA Quantum %ﬂOplier Portal Guide
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5. Manage Shipments Amendment and Cancellation

Edit Shipment: S7006937 1/2 ® LI C.ocot hipmen |

4 Header

Shipment S7006937 1/2 Special Handling Code

Supplier UNFPATEST2023

Shipped Date 18/09/2023 06.13
Tare Weight UOM I v
* Expected Receipt Date | 2010912023 06.34 [y |
Net Weight | |
Ship-to Location I | v }
Net Weight UOM [ v
Freight Terms I CPT - Carriage Paid To v I
Packing Slip [ ]
Shipping Method l Ocean | v ]

Number of Packing Units

Bill of Lading i BOLTESTNO12345 I € The shij is sent as schedule
Waybill Please inform Freight forwarder to
y bi double check packing slip details. /|

Packaging Code @
4 Lines
1

Actions v View w Cancel Shipment Line ][ View Details

Quantity Secondary Quantity

UOM Name Sesondany. Line Status Packing Slip  Reason Routing Create Note
Shipped Received Shipped Received

Item

ShipmentLine Item Description

i

1000746 Tube, suction, C...

0 0 Each

Expected | | I | v l lDirect deliveryv] B [ |

To change quantity or add/change

document attachments, the Shipment

Line or entire Shipment will need be

cancelled, and a new ASN must be h

UNFPA Quantum Supplier Portq Sréated.
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5. Manage Shipments Amendment and Cancellation (continued)

Manage Shipments (@

4 Search

To cancel the entire shipment click on “Cancel
Shipment” on the main page of the Manage
shipment tab.

** Shipment |

| Kindly note that when you recreate the ASN for

** Purchase Order | 70006937

the new Shipment Identifier, you will need to add

Search Results

rev. X number. E.g. S70006936 " rev1

Actions v View v # | Cancel Shipment

. : Source
Shipment Supplier Organization
S$7006937 112 UNFPATEST2023

. 70006937 2/2 UNFPATEST2023

Expected
Receipt Date

Ship-to

Shipped Date Location

Waybill Bill of Lading Shipping Method

20/09/2023 06.34  18/09/2023 06.13 BOLTESTNO12345 Ocean

20/09/2023 06.53  20/09/2023 06.48 BOLTESTNO2 Ocean-Truckload

UNFPA Quantum Supplier Portal Guide
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Saved Search | All Shipments v

** At least one is required

[Souen [ ese [ 5ove-
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5. Shipments Dates Definition: Expected Receipt Date

Note: this is only relevant to suppliers
Edit Shipment: S7006937 1/2 @ who manage freight services directly! Q Definitions

e Expected Receipt date: This is the date when the item is expected to

Shipment S7006937 1/2 A . ) .
arrive at the agreed Place of Destination, also known as Estimated

Supplier UNFPATEST2023

Shipped Date 18/09/2023 06.13 Time of Arrival (ETA).
* Expected Receipt Date [ 20/09/2023 06.34 [y |
rmprpm—— = e The date is defaulted by Quantum when the ASN is created.
Freight Terms | CPT - Cariage Paid To v] ® Suppliers can adjust the date only when reopening the ASN
Shipping Method ’Ocean ‘ v ’ from ”Manage Shipments”
Bill of Lading | BOLTESTNO12345
w,bﬁ | ‘ e The date is visible with the REQ and PO lifecycle

Packaging Code

e For suppliers who provide the goods on EXW or FCA terms
without arranging the freight, this date will be automatically
populated from ASN and should equal the “Shipped Date”

4 Lines

Actions v View w Cancel Shipment Line l [ View Details

Quantity Secondary Quantity

z X Item e s i
Shipment Line  Item Description Revision shippea ceceived UOM Name shipped ool entered N the ASN.
1 1000746 Tub koo € S0 50 L ®  For suppliers who provide the goods on C & D - terms and

arrange the freight, this date will be automatically populated
from ASN and should be amended via Manage Shipment
section to reflect Estimated Time of Arrival (ETA).

Click to return to TOC
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=> Cancellations of ASN: The supplier using
cancellation option in the Manage shipment section

=> Viewing Shipment Details: The shipments information created via the ASN can be access via
Manage shipment tab. This includes details such as shipment dates, tracking numbers,
BOL/AWB information, and quantity and the items included in each shipment schedule

=> Shipping Documentation: The attachment with shipping documents earlier uploaded via ASN
are not visible in this section hence any

=> Communication: Suppliers can use the comments section to communicate with UNFPA buyers
regarding shipment issues, delays, or other concerns

=> Delivery Scheduling: (ETA depending on the
incoterm that is chosen for this shipment)

Click to return to TOC
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6. Receipts, Invoice and Payments

00
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Supplier Portal

Tasks
Orders
o Manage Orders

« lanage Schedules
» Acknowledge Schedules in Spreadsheet

Agreements
» Manage Agreements
Shipments

» Manage Shipments
» Create ASN

» Create ASBN

» Upload ASN or ASBN

Contracts

« Manage Deliverables

Invoices and Payments
2 P Create invoice
« Create Invoice Without P(] <
4 P View Invoices
« View Payments 44—

Search {Orders v | Order Number

* View Receipts
<—
.

| O
] \
Recent Activity Requiring Attention
Last 30 Days
Orders changed or canceled
Recaipts 1
Payments 1

I Orders 1o Acinowledge

B Schedules Overdue or Due Today
Negotasons Ciosing Soon

W invoces Overdue

Supplier News

Steps to Review / Respond Public Negotiations:

Please dick on View Active Negotiations' on the left side pane, it will navigate you to all the open and
active negotiations

Please dick on the negotiabon number for opening the negotiation
Review the requirements, ling items and other details
it interested, please submit your bid from your own supplier portal account

This chapter is applicable only for the
“Spend Authorized” suppliers who have
active Agreements with UNFPA.

It provides an overview on how to Create
Invoice(s), view Purchase Orders,
Invoices, Payments and Remittances in
the Supplier Portal.

These sections can be found under the
Tasks segment of the Supplier Portal

page.

View Receipts (Phase I)
Create Invoice (Phase lll)

Create Invoice without PO (NA)
View Invoices (Phase I)
View Payments (Phase |)

LW e

UNFPA Quantum Supplier Portal Guide
86

Click to return to TOC



#
#
#
#

QuanTtum

6. View Receipts

Navigate the Tasks on the Supplier Portal

page and follow the steps below: View Receipts  oone
4 Search Saved Search

** At least one is required

1. Click “View Receipts” o Ruceit ] * Shipment [+]
[+]

2. Chose All Orders saved search — =  tom
3. Ente r/Se I ect one or more Of t h e ** Purchase Order ] | v ] ** Receipt Date | 0110612023 o | i | 2110912023 fo |

following parameters: Receipt Number, Sttt I

Purchase Order Number, Shipment, [ o e

. Search Results

Item or Receipt Date range . =
4 . C I i C k asea rC h”- Receipt Receipt Date Organization Shipment Ship Date Purchase Order Invoice Attachments Packing Slip Bill of Lading Supplier Site @
5 . S e I e Ct Rece i pt fo r m t h e ta b I e . m 1000132 19/09/2023 20.00 UNFPA_TPP_ALL S7006937 1/2 18/09/2023 70006937 None BOLTESTNO12345 HQ .

. “ . ) . 1000131 19/09/2023 20.00 UNFPA_TPP_ALL 70006937 None HQ

6 . CI I C k o n th e Recelpt' n u m be r to VI eW 1000130 19/09/202320.00 UNFPA_TPP_ALL 70006937 2/2 20/09/2023 70006937 None BOLTESTNO2 HQ

the receipt details (Header and Lines )
7. Click “View Transaction History”

UNFPA Quantum Supplier Portal Guide
Click to return to TOC
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6. View Receipts

Enter PO number to find specific PO

View Receipts Receipt or Receipt date to find POs [ Done |
receipt issued within specific time frame
4 Search Saved Search
** At least one is required
* Receiptl [ ** Shipment | | v ]
Organization | m ** Item | |T]
** Purchase Order | 70006937 | v ] ** Receipt Date |ddlmmlyyyy e |- I dd/mmiyyyy fe
Supplier item |
| search || Reset || save... |
Search Results
View v  FH
Receipt Receipt Date Organization Shipment Ship Date Purchase Order Invoice Attachments Packing Slip Bill of Lading Supplier Site @
1000132 19/09/2023 20.00 UNFPA_TPP_ALL S7006937 1/2 18/09/2023 70006937 None BOLTESTNO12345 HQ
1000131 19/09/2023 20.00 UNFPA_TPP_ALL 70006937 None HQ
19/09/2023 20.00 UNFPA_TPP_ALL 70006937 2/2 20/09/2023 70006937 None BOLTESTNO2 HQ
To get more information click on the
hyperlink for the specific Receipt line

Click to return to TOC

UNFPA Quantum Supplier Portal Guide
88




Quantum

6. View Receipts
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The Receipt date for services equals the date The Receipt date for goods equals the date when
when services are considered as ‘delivered’ to the ownership of the goods is transferred to
UNFPA upon verification that the services were UNFPA which is determined by the Incoterm
Receipt: 1000132 of acceptable quality and in conformity with the agreed on the PO.
service contracts.
Summary
Supplier UNFPATEST2023 Packing Slip
Shipment S7006937 1/2 Waybill

Shipped Date
Shipping Method

Number of Supplier Packing Units

18/09/2023 06.13

Ocean

Supplier Site HQ

» Additional Information

Lines

Actions v View v 5

Item Document
Description Document TYPe  \umber
. 1000746 Tube, suction, C... Purchase order 70006937

Bill of Lading BOLTESTNO12345

The shipment is sent as schedule. Please
Note inform Freight forwarder to double check
packing slip details. %

Attachments None

6

Suantty Receivin
UOM Name  Currency | ReceiptDate [ Due Date Performance  ~°7 ong Received By Do t
50 0 50 0 Each 2010912023 07.10 ff 0111212023 Early MINISTRY OF F... DORUCH, Aleks... 1

<« B

| »

The Receipt date does not equal payment date. The payment is scheduled based on the Net 30 day payment period calculated from the Receipt date. ‘

Click to return to TOC
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6. View Invoices

View Invoices =
4 Search Saved Search

** At least one is required

** Invoice Number | I Consumption Advice l I

i [ XYZ Test C Y | v ] Invoice Status
Supplier Site l [ v Paid Status

xx

** purchase Order | | Payment Number I |
| search || Reset || save... |
Search Results
vieww 8 @' Detach
Invoice Date Type g:(r’gl:ase Due Date g:.gpller Unpaid Amount Invoice Status Paid Status Payment Number Invoice Amount
ﬁ INV-2022-1789 8-Sep-2022 Standard 10000367 8-Sep-2022 Office 0.00 USD Approved Paid 5656000001 3,445.00 USD =
INV1259-407 8-Sep-2022 Standard 54000053 8-Sep-2022 Office 4,500.00 EUR On hold Unpaid 4,500.00 EUR
Ftest-Memang-... 2-Sep-2022 Standard 2-Sep-2022 Office 5,001.00 USD In process Unpaid 5,001.00 USD
MDT-TT-001 24-Aug-2022 Standard 54000010 24-Aug-2022 Office 0.00 USD Canceled Unpaid 0.00 USD
MDT-TT-002 24-Aug-2022  Standard 54000010 24-Aug-2022 Office 0.00USD Canceled Unpaid 0.00 USD
MDT-TT-003 24-Aug-2022  Standard 54000010 24-Aug-2022 Office 1,715.30 USD In process Unpaid 1,715.30 USD
Retest Thresho... 23-Aug-2022 Standard 54000010 23-Aug-2022 Office 1,504.00 USD Approved Unpaid 1,504.00 USD

w

Click “View Invoices” on the supplier portal main page

Use any of the following search options to retrieve the existing Invoices: Invoice Number, Supplier, Supplier Site , Purchase Order, Invoice / Paid
Status.

Click on “Search”

The Invoice details will be retrieved in the results table including Invoice Date, Type , Order , Due Date, Payment Number, Invoice and Unpaid

Amounts e

UNFPA Quantum Supplier Portal Guide
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— | 5656000001 12-Sep-2022 Payment Process R...  INV-2022-1788  XYZ Test Company Office Negotiable XXXXXXXX3333 344500USD XYZTest Company Office UNDP-MYS-ZBA-USD-579625

QuanTtum

6. View Payments

View Payments [ Do |
4 Search Advanced | Saved Search

** At least one is required
e E— e r=——
Payment Status Supplier Site ‘ | v l
Payment Amount I:’ Payment Date |dd~mmm—yyyy E‘. |

e [

Search Results
view v §H [ Detach

Payment Number Payment Date  Payment Type lm::ggr Supplier Supplier Site Payment Status x Remit-to Account Payment Amount Payee Payee Site Bank Account

1

1. Click “View Payments” on the supplier portal main page

2. Use any of the following search options to retrieve the existing Invoices: Payment Number, Payment Status, Supplier, Supplier Site , Payment
Date and Amount.

3. Click on “Search”

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

5. Click on the “Payment Number” to view the details

Click to return to TOC
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7. Company Profile

QuanTum

TRAINING
Supplier Portal

Search l Orders VI Order Number

Tasks

Orders

OB @ s

Invoices and Payments

e Create Invoice
* Create Invoice Without PO
* View Invoices

* View Payments

Negotiations

* View Active Negotiations

* Manage Responses

Qualifications

* Manage Questionnaires

* View Qualifications

—+ Company Profile

* Manage Profile

This chapter describes some additional Quantum Supplier
Portal features that enable the users to view and edit their
Company Profile

UNFPA Quantum Supplier Portal Guide
Click to return to TOC
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7. Key Information

- All Quantum UN Agencies are sharing the same supplier database (mergers
pending)

- Changes proposed by Supplier can be processed by any UN Agency associated with
the supplier

- Company’s profile information shall be kept up to date
- Please do not change your company name
- Supporting documents might be requested

- Please ensure all fields marked with * are completed.

UNFPA Quantum Supplier Portal Guide
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- Generic User Accounts are strongly discouraged to enable visibility and
transparency of revisions

- Tab “Address”.
- For the supplier profile to be visible for Site creation while being promoted to
the Spend Authorized status, the Site Purposes "Ordering", "Remit to", “RFQ or
Bidding” must be ticked.

- Tab “Bank Account” is for review only. Please contact your focal point at UNFPA for
any revisions

- Tab “Products and Services”: Please select applicable to enable future invitations to

bid

Click to return to TOC
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7. How to Edit Company Profile

Company Profile ® Click “Edit” ?ﬂ@

Organization Details Tax Identifiers Addresses Contacts Payments Business Classifications Products and Services

4 General
Company UNFPATEST2023 Tax Organization Type Company/Corporation
Supplier Number 1259103 Status Active
Supplier Type Supplier
4 |dentification A\ Warning X
D-U-N-S Number
i P0OZ-2130390Making edits will create a change request for the profile. Do you want to continue?
siC

—> [o]

4 Corporate Profile

Year Established
Mission Statement

Chief Executive Name

Principal Title

Principal Name
Year Incorporated

4 Financial Profile

Current Fiscal Year's Potential
Revenue

Preferred Functional Currency

Fiscal Year End Month

Click to return to TOC
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7. Edit Sections

- Add which changes are requested to
Change Description — be implemented in this field

|0rganization Details Tax Identifiers Addresses Contacts Paymenis Business Classifications  Products and Services I

Click on each section to edit respective fields of the company profile

Please note that all information fields marked with

. *
an asterisk “ ” are mandatory to complete

Click to return to TOC
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7. Edit Organization Details

IOrganization Details ITax Identifiers Addresses Contacts Payments Business Classifications  Products and Services

4 General

- Do not edit “Supplier Name”,
* Supplier Name [ Supplier | 13 Suppli er Typeu or “Tax _E;gmnjminnluue.l Company/Corporation v

Supplier Number 1071538 . . Status Acti
e Organization Type” e

Supplier Type Attachments None ==

4 |dentification

- . Leave "ldentification” blank, if not
| applicable

D-U-N-S Number l National Insurapce Number I |

Customer Number I orate Web Site I |

SIC I |

4 Corporate Profile

YGM 1998' AttaCh supportlng documents ChiefExecutive‘I’ltle‘

Mission Statement Chief Executive Name ‘

Principal Title ‘
/”‘/1 "Corporate Profile” and “Financial principal Nams |
e | Profile” are optional to complete
4 Financial Profle .——
Fiscal Year End Month \:\

Current Fiscal Year's Potential Revenue l l

Preferred Functional Currency I | v ]

Click to return to TOC
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7. Edit Tax Identifiers

Organization Details J Tax Identifiers ] Addresses Contacts Payments Business Classifications  Products and Services

4 Income Tax

Taxpayer Country | Netherlands

2

Taxpayer ID [

|

[ ] Federal reportable
Federal Income Tax Type

[] state reportable

4 Transaction Tax

Tax Country | Netherlands

Tax Registration Number | NLxxxx

For any changes on this tab, please

provide supporting documentation

by uploading documents under tab
“Organization Details”

UNFPA Quantum Supplier Portal Guide
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Tax Reporting Name | |

Name Control [:

Verification Date | dd/mmiyyyy fe |

[] Use withholding tax

Withholding Tax Group v

Tax Registration Type v

Click to return to TOC
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7. Edit Addresses

For the supplier profile
to be visible for Site
creation while being

Organization Details  Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services

Actions v View v Format w P4 Status | Active v Freeze Wrap promot_ed to the Spend
Authorized status, the
Address Name &< AfHress Site Purposes
"Ordering” and "Remit
i NLD v to" must be ticked.
Cof [mns Hidden 3 S Tick off the “RFQ or
- Bidding” as well
* Address Name l | * Address || Ordering
. * Coun Denmark v Ferposs \\Zi Remx o
Click on . ‘ " l l ] /| RFQ or Bidding
Address Click on “+” to add new address sl | —— | | |
Name to Address Line 2 [ ] - l45 | 'J ‘ H ‘
u pd ate Address Line 3 i I
the . 4 - [ I Email ‘ I
address For any Changes on this tab! please Inactive Date Idd/mm/yyyy G“,‘
provide supporting documentation S | Status Active
by uploading documents under tav Postal Code | |
“Organization Details” Language | v|

=
s mner [os] cwen
—

UNFPA Quantum Supplier Portal Guide o
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7. Add New User Account and Roles

Organization Details ~ Tax Identifiers ~Addresses Payments  Business Classifications  Products and Services
Actions w View v Format w E v Status Freeze g Detach Wrap

e &7 Job Title A& Email A< Phone Administrative

Contact User Account  Status

l Supplier2, Supplier2 test supplier2@unipa.org (] o Active

1. Click “Contacts” on the supplier portal main page
2. Click on “+”

Click to return to TOC
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7. Add New User Account and Roles (continued)

Create Contact

Salutation \:\

* First Name |

Middle Name |

* Last Name l

Job Title |

———p /| Administrative contact

4 Contact Addresses

Actions w View v Format w B

Address Name
No data to display.
Columns Hidden 5

4 User Account

 ——

Roles  Data Access

Actions v View v Format v ¢
Role
[' 1 Supplier Accounts Receivable Specialist
R Supplier Bidder

Supplier Self Service Administrator

Freeze m' Detach

Address

[v| Request user account

E Freeze im! Detach

& <7 Description

moe | [ || |

Mobile |

|
| @ |

——————p Email | ‘

Wrap

Phone Address Purpose Status

Wrap

Manages invoices and payments for the supplier company. Primary tasks include submitting invoices as well as trackingin...

Sales representative from a potential supplier responsible for responding to requests for quote, requests for proposal, requ... 5

Manages the profile information for the supplier company. Primary tasks include updating supplier profile information andr... %

—_— [ Create Another ][ Cancel ]

UNFPA Quantum Supplier Portal Guide
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Please ensure all fields marked with
* are completed.

Email address must be filled in.

If the new contact will be granted as
Administrative contact role, click on
the checkbox of “Administrative
contact”

Click on the checkbox of “Request
user account”

Click on “OK”

Generic User Accounts are strongly
discouraged to enable visibility and
transparency of revisions

Click to return to TOC
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7. Add New User Account and Roles (continued)

There are two user types: Administrative Contact and User Account.

e The Administrator user role: enables addition, inactivation and reactivation of other
users within your organization.

e User Account provides access to view and collaborate on different sections, e.g.
purchase order.

e Multiple individuals can be set up with these profiles as required.

UNFPA Quantum Supplier Portal Guide )
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7. Add New User Account and Roles (continued)

UN Supplier Sales Representative Manages agreements and deliverables for the supplier company.
UN Supplier Customer Service Manages inbound purchase orders and communicates shipment activities for the
Representative supplier company

Manages the profile information for the supplier company. Primary tasks include
Supplier Self Service AdministratorA updating supplier profile information and requesting user accounts to grant

employees access to the supplier application.

Manages invoices and payments for the supplier company. Primary tasks include

Supplier Accounts Receivable Specialist
submitting invoices as well as tracking invoice and payment status

Sales representative from a potential supplier responsible for responding to requests
Supplier Bidder for quote, requests for proposal, requests for information or any other types of

solicitations

Click to return to TOC
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7. Add New User Account and Roles (continued)

UN Supplier Sales Representative Manages agreements and deliverables for the supplier company.
UN Supplier Customer Service Manages inbound purchase orders and communicates shipment activities for the
Representative supplier company

Manages the profile information for the supplier company. Primary tasks include
Supplier Self Service AdministratorA updating supplier profile information and requesting user accounts to grant

employees access to the supplier application.

Manages invoices and payments for the supplier company. Primary tasks include

Supplier Accounts Receivable Specialist
submitting invoices as well as tracking invoice and payment status

Sales representative from a potential supplier responsible for responding to requests
Supplier Bidder for quote, requests for proposal, requests for information or any other types of

solicitations

Click to return to TOC
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7. Change User Account Status to Inactive

Organization Details  Tax Identifiers ~ Addresses Paymenis  Business Classifications  Products and Services
Actions v View v Formatw o= Status Freeze [ Detach Wrap

Name Click C tact N A&7 Job Title &Y Email & <7 Phone Adrgi:'i‘mﬁve User Account  Status
:III ICK on Contac ame
I Supplier2, Supplier2 test supplier2@unfpa.org (V] o Active
Edit Contact: Supplier2 Supplier2 X

salutation l:] Phone | | v ]l H H ]
|| |

|

Middle Name | | Fax | | bt ]l ” |
|
|

* First Name | Supplier2

* Last Name | Supplier2 Email | supplier2@unfpa.org

Change Status “Inactive”

Job Title | test

EEE—

|v| Administrative contact MESESTERRES SIEnFIaNces

4 User Account :! Account Status “Inactive”
Account Status Inactive

User Name supplier2@unfpa.org

Roles Data Access

View v Format v Freeze im | Detach Wrap

Role & <7 Description
No data to display.

UNFPA Quantum Supplier Portal Guide Click to return to TOC
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7. Payments Methods - view only
QOrganization Details  Tax Identifiers  Addresses  Contacts Business Classifications  Products and Services

I Payment Methodsl Bank Accounts

Actions v View w

Freeze im! Detach Wrap
Default

Review only

Check

Manual

Organization Details  Tax Identifiers  Addresses Contactsl Payments IBusiness Classifications  Products and Services

Payment Methodsl Bank Accounts I

Review only, for adding new bank Actions v View v Format v = == Al Freeze Wrap
account or updating bank
account, please contact your

focal point at Contracting Team

Primary Account Number
No data to display.

Columns Hidden 8

Click to return to TOC
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7. Edit Business Classifications

Organization Details  Tax Identifiers Addresses Contacts Payments I Business Classifications I Products and Services

|:| None of the classifications are applicable
Actions v View v Format w ii] Freeze =’ Detach <! Wrap

Classification \ ubclassification  Status Certifying Agency

Click on “+” to add new Certification

I ISO Certifications Current 1SO9001

Other Certifications Current CE

Click to return to TOC
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7. Edit Products and Services

Organization Details  Tax Identifiers Addresses Contacts Paymenis Business Classiﬁcationsl Products and Services I

Select and Add: Products and Services Categories X
2 - r--;.1
Actions v View v Format w q Freeze Im: Detach W
4 Search
Category Name Category Name Description J
I E - Medical, Laboratory & Test Equipment & Supplies & Pharmaceuticals = 510000

View v Format v Freeze im' Detach : Wrap

Select Category Name Description

D » ‘-" A - Raw Materials, Chemicals, Paper, Fuel A - Raw Materials, Chemicals, Paper, Fuel

|7 D » ‘-‘ B - Industrial Equipment & Tools B - Industrial Equipment & Tools
Click on “+” to add new Category of
prOdUCtS/SerVices If applicable D » ‘-‘ C - Components & Supplies C - Components & Supplies

D » ‘-‘ D - Construction, Transportation & Facility Equipment & S D - Construction, Transportation & Facility Equipment & Supplies

D » ‘-‘ E - Medical, Laboratory & Test Equipment & Supplies & P E - Medical, Laboratory & Test Equipment & Supplies & Pharmaceuticals

E] » ‘-‘ F - Food. Cleaning & Service Industry Equipment & Suppl F - Food, Cleaning & Service Industry Equipment & Supplies

[] » ‘-‘ G - Business, Communication & Technology Equipment & G - Business, Communication & Technology Equipment & Supplies

D » ‘-‘ H - Defense, Security & Safety Equipment & Supplies H - Defense, Security & Safety Equipment & Supplies

|:] » ‘-" | - Personal, Domestic & Consumer Equipment & Supplie: | - Personal, D tic & C Equi t & Supplies

O > @ J - Services J - Services

Columns Hidden 1

UNFPA Quantum Supplier Portal Guide
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7. Review Changes and Submit for Approval

I Review Changes | m Save and Close

Step 1. Click on “Review Changes”
Review Changes Edit  Submit | Cancel
Note: The “Submit” icon will only be available 4
after you click on “Review Changes”
% Step 2. Once you have reviewed the changes that were
i Orgeriilion Felils applied apd no furthe:‘r upda_t?,s are
required, select “Submit
View v Format w Freeze im Detach Wrap
Attribute Changed From Changed To
] Year Incorporated 2000
4 Contacts @
View v Format w Freeze im' Detach Wrap
Name &7 Job Title &< Email & <7 Phone Ad'gt‘:‘i:;ﬁve User Account  Status Details
[ ] Supplier2, Supplier2 test supplier2@unfpa.org (V] (V] Inactive =]
4 Test, Supplier Account manager supplier@test.com (V] Active =]
Columns Hidden 7
UNFPA Quantum Supplier Portal Guide o
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7. Review Changes and Submit for Approval (continued)

& Confirmation

X

Your profile change request 1447293 was submitted for approval.

e

A Confirmation that the Change Request
was submitted for approval and a Change
Request number was created. Click on
“OK”

UNFPA Quantum Supplier Portal Guide
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7. Approval of Change Request

From: NoReply@UN.org <estm.fa.sender@workflow.mail.em2.cloud.oracle.com> A email notification will be received
Sent: Tuesday, 12 March 2024 15.43 when the Change Request is
To: Supplier2 <supplier2@unfpa.org> approved.

Subject: FYI: Supplier Profile Change Request 1447293 was Approved by United Nations

I You don't often get email from estm.fa.sender@workflow.mail.em2.cloud.oracle.com. Learn why this is important

| CAUTION: Message from External Sender. Do not click links or open attachments unless you recognize the sender and know the content is safe.

Supplier Profile Change Request 1447293 was Approved by United Nations

Details
Assignee Supplier2 Request 1447293 Supplier Supplier2
From Request Date 12/03/2024 Supplier Number
Assigned Date 12/03/2024 09.42 Requested By Supplier2

Expiration Date  12/04/2024 10.42 Change Description Add new user account

Task Number
Action Details
Action Approved

Action Date  12/03/2024 09.42

UNFPA Quantum Supplier Portal Guide
112

Click to return to TOC




QuanTtum

7. Rejected or Request more information for Change Request

From: estm.fa.sender@workflow.mail.em2.cloud.oracle.com <estm.fa.sender@workflow.mail.em2.cloud.oracle.com>
Sent: Monday, 4 March 2024 12.42

To: Supplier2 supplier2@unfpa.org
Subject: FYI: Supplier Profile Change Request 1447293 was Canceled by United Nations

I You don't often get email from estm.fa.sender@workflow.mail.em2.cloud.oracle.com. Learn why this is important
I CAUTION: Message from External Sender. Do not click links or open attachments unless you recognize the sender and know the content is safe.

Supplier Profile Change Request 1447293 wasjCancelledjby United Nations

Details - Cancellations are automatic by the system, when there is an issue
such as a duplicate bank account number, or some kind of a technical
issue (such as the example in the slide)

Assignee Supplier2
9 o Request 1447293

krom Request Date  12/03/2024 - Rejet_:tions are_qong manually for a specific reason which should be
Assigned Date  12/03/2024 06.41 i listed in the notification.
Requested By Supplier2
Expiration Date  12/04/2024 07.41 Change Description Add new user account
Task Number

Action Details

Action Canceled
Action Date 04/03/2024 06.41

I Canceled Reason Please resubmit I

Canceled By

UNFPA Quantum Supplier Portal Guide
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8. Setting your profile preferences

ISettings and Actions I

Personalization

bids Matny banc

e Melo Ico

ge Melp Icons
-~

Reports Applications Help

About | his Apphication

No data available

UNFPA Quantum Supplier Portal Guide
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The Portal gives the possibility each
supplier to set the preferences of
their own supplier profile.

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

Click to return to TOC
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8. Setting your profile preferences - regional preferences

Preferences

' | © General Preferences

.
.
anguage
Accessibility Settings
Password
Proxies

Watchlist
Oracle WebCenter Portal

O =
—— . Service
Ei?:'f
User Notification Preferences

ii‘ Knowledge
Preferred Knowledge Locale

"Territory":
Select your country.

"Date and time format":
Select the format in which you
wish the date/time to be
presented.

"Time Zone":

Select the time zone in which
you operate. This will convert all
the dates incl. tender deadlines
to the exact time as per your
chosen setting.

UNFPA Quantum Supplier Portal Guide
116

(General Preferences: Regional

Territory | United States v

Uate Format } AWMy (30 Jun-2001) v
1

Tims Format ! HHrm:es (10:17:11) v

Number Format ‘ 1234567 v |

Cumancy ' U3 Dolar

Time Zone i (UTC-05.00) New Youk - Castern Tme ([ET)

Click to return to TOC
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8. Setting your profile preferences - language preferences

Preferences

1]
15

- General Preferences
' Regional
Accessibility Settings

Password

Proxies

Watchlist

Oracle WebCenter Portal

O -
—— . Service
Epf
User Notification Preferences

ii‘ Knowledge
Preferred Knowledge Locale

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

"Current Session""

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

UNFPA Quantum Supplier Portal Guide
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General Preferences: Language @

Default | English v
Current Session | English v
Display Name | English v
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8. Setting your profile preferences

The Portal gives the possibility each
supplier to set the preferences of
their own supplier profile.

Settings and Actions

Personalization

This relates only to system
interface and not solicitation
— process.

ke Maln kFane
ge Melp Icons

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

No data available

Click to return to TOC
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8. Setting your profile preferences - regional preferences

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

n s n,
Preferences Territory™:
Select your country. General Preferences: Regional
I 2 0
R SEeaE iRt "Date and time format": .
151 Regional i ) Territoey | United States v
" Select the format in which you =
anguage . . [ amtryy (30Jun2028 v
i wish the date/time to be DitsFons | SMAL Ty DR e
Password presented. Ry !me':ss Ry
Proxies
Watchlist n Time zOne ": Numbes Format ‘ 124,567 v |
Stk Select the time zone in which =
— . . . Cumancy ' U5 Dolar v|
gf Service you operate. This will convert all
Haer eimestion Eisiseies the dates incl. tender deadlines Tiwe Zons | (UTC-06:00} ew Yok- Exslem Tms (ET ]
ii‘ Knowledge to the exact time as per your
Preferred Knowledge Locale chosen settin g.

Click to return to TOC
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8. Setting your profile preferences - language preferences

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

Preferences

General Preferences: Language @

ﬁ 1 - General Preferences

197 Regional "De fau [¢"
Language '
Achssiiility Settings Select the default Default | English v
Password system language for your profile.
Proxies
Watchlist "Current Session"" Current Session | English v
SRSt Select the system language for the

% Senyice current session. The system Display Name | English v
User Notification Preferences |anguage will go back to the

ii‘ Knowledge default one at the next login.
Preferred Knowledge Locale

Click to return to TOC
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9. Frequently Asked Questions (FAQs)

How to login to activate my user account?

How to reset my password?

| have incorrectly inserted the password three times, and unable to login. What should | do?

I'm unable to recall my username. What should | do?

How can | customize my screen/menu by adding essential columns?

How can | see all the UNFPA POs or find a specific PO based on different attributes?

How can | find all the POs “Pending Acknowledgement” or pending Change Orders?

| did not receive email requesting to process PO, even UNFPA added my email with the Communication Method Email. What should | do?

Will UNFA share PO attachments including Shipping Instructions through the Supplier Portal, as well?

How can | delete an PO Change Order created by mistake?

How can | delete an Agreement Change Order created by mistake?

Can | create ASN for several PO lines?

Why am | unable to find UNFPA solicitations in the Supplier Portal?

UNFPA Quantum Supplier Portal Guide .....)
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9. Log in to Supplier Portal: How to activate your user account

‘ Welcome to UN Quantum, Supplier2 Supplier2 (Exesmsl inbox x

Oracle no-reply@email-notifications.undp.org via oracle.com

tome v Step 1. Check your email box incl.

spam folder

Hello Supplier2 Supplier2,
Your UN Quantum account is ready. To get started, activate your account.

ot N

Details

Step 2. Click on the hyperlink to access
Quantum

If the activate your account link doesn't work, please copy and paste the following URL Into the address bar of your
browser:

https://idcs-950009d4c7154de7b3adacb69eas0742 identity oraclecloud.com 44 3/uiiv 1/resetpwd?token=%
2Bfus9VL POuBO2t2edCQd%2B8bZNfhFdL ZRYNxKPzISp8%3D

Important: This link will expire on WWednesday, October 4, 2023 10:32:28 AM EDT.

After activation of your account, click here to access the Quantum Supplier Portal

If you don't recognize this message, Please contact your respective UN Agency focal point.

UNFPA Quantum Supplier Portal Guide .....)
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9. Log in to Supplier Portal: How to activate your user account (continued)

Quantum

UN Quantum

Create your password

Reset your password

Set & password for your user account / Q UQnTU m

New Password

Sesssrrannee UN mmm

® The password must have at least 12 characiers

® The password cannot exceed 40 characters

® The password cannot contain the First Name of the user

® The password cannot contain the Last Name of the user

& The password cannot contain the user name

® The password must have at least 1 lowercass characters

® The passward must hawe at least 1 uppercase characters, Retvpe M

® The password must have at least 1 numeric characters. yp Congratulutlons!

& Carnot repoat last 4 passwords Your password has been reset. Please login using your new password,
| e e

‘ Reset Password

Click “Reset Password”

UNFPA Quantum Supplier Portal Guide .....)
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9. Log in to Supplier Portal: How to activate your user account (continued)

Password has been reset for your UN Quantum account

Ovatle «70-NEAp@omcie.com »
To

QuanTtum

Hello :
Wour passwond 10 LN Geantum accoent Nas Doen eset

WTROtaNE: ¥ 04 G0N NACOZIDE 1N MiEsEage Of I ou haNER! sacened Ty [ISSRON COTITLIICENON, Comact
your respecive UN Agency focal pore.

estm. fa sendern@warkfiow mail em cloud oracle.com « 0 Le s @worlow mad e doud ceace com >
To:

Supplier Contact User Account for United Nations was Created

Detalls
Assigree
Assigned Date 31 Mar 2022 03.39 %0
Expiration Date  10-Ag-2002 0330 30
Tash Number 283340
Recommended Actions

You werd Qraniad access 10 tha supokier appication 126 Lnted Nason: A Saparson amail sl De Sant 30 pou wih 1N INSIUCHoN 10 JCCREE 1e agpication

===

Assigned Roks

Rok Dascription

Sepeber ACO Recavaths Specate

Seopher
Suppler Number 1020199

UNFPA Quantum Supplier Portal Guide
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9. Log in to Supplier Portal: How to activate your user account (continued)

QuanTtum

UN Quantum

QuanTum

UN Quantum Enable Secure Verification

Suppliers Account Sign In 5 : : :
3 t: Secure verification methods prove who you are. Two types of verification

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

User name or email el 5% 2 3 :
L’ verification methods and require that you enroll in them before accessing
your account.

Password
Password Proof Secure Access
Password
)
L sem E v

Need help signing in? Click here

Cookie Preferences Click below to enable secure verification methods for your account.

Enable Secure Verification

What is Secure Verification? E ’
UNFPA Quantum Supplier Portal Guide o
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9. Log in to Supplier Portal: How to activate your user account (continued)

QuanTum

UN Quantum
D=

Quantum

UN Quantum

Successfully Enrolled

Your email address, has been set as your
defaurt.

Select Your Default Secure Verification Method

You have already set up one or more recovery methods. We will use these .
same methods for Secure Verification. QUQnTum '
|| &3 Email MRS Qs

Select Your Default Secure Verification Method

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

(A=

“Your UN Quantum One-Time Passcode

Oracle <no-reply@otscie com>
Yoo

QuanTtum An email that contains a verification code has been sent
to

Hello

the one-time passcode for your UN Quanium account This passcode is vald for 30 .

:  EESZEE

T e
Use s ana-ime passeads to complete 2-Skep Vertcanon . I Verify Email Address I

IF you o't recognize Ihis Message. conladt your respective UN Agsncy focal point

UNFPA Quantum Supplier Portal Guide R ("m )
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9. No verification code received

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

Check with your IT department and confirm that the domain oracle.com and undp.org are not blocked by your
email firewalls.

UNFPA Quantum Supplier Portal Guide .....)
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9. Unable to find Username

I cannot remember my username.

The username is your company email that was used at the time of user account creation.

UNFPA Quantum Supplier Portal Guide .....)
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9. Forgot Password

If you have forgotten your password, please take the following steps:
‘ _ ., o You will be prompted to enter your e-mail address,
To reset your password, click on “Need help signing in? which is the User ID you entered during registration
Click Here and click Next.

QuanTum "Ugﬂlum

UN Quantum

Suppliers Account Sign In

Forgot Your Password?

User Name
[user name or email Having trouble with your password? Reset it here.
Password .
What's your user name?
Password

Enter user name

Need help signing in?
Cookie Preferences Cancel
IIIII:

UNFPA Quantum Supplier Portal Guide
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9. Forgot Password (continued)

A password reset notification email was sent to the email Verify the Inbox and/or the Spam/Junk mailbox of your email
address associated with your Supplier Profile. Click Close address and identify the email with the Password Reset link.
and verify your Inbox/Spam (Junk) mailbox. Click on Password Reset or copy/paste the URL from the email

into the address bar of your browser.
m U Q nT U m Please Reset Your Password for Your UN Quantum Account
Oracle <no- reply@oracle com>
To:
UN Quantum
Quantum
Hello
On Thursday, March 31, 2022, at 12:51:40 PM EDT, you requested to reset your password. You must reset your password
on the Password Reset page.
* go o D ta"
Password Reset Notification Sent. "
A password reset notification will be sent to the recovery email address If the Password Reset page link doesn't work, please copy and paste the following URL into the address bar of your
browser:
associated with your username - . If you haven't
d th d t | th | h k f I d hitps://idcs-950009d4c7154de7b9adacb69ea50742 identity.oraclecloud.com:443/uiivi/resetpwd?
receive e paSSWOI' reset email, en p ease cnec your Spam olaer or token=HEatm79%2F %2FQNfgvFlaD0BzztlONzVA%2F0g2z0mDDilSG0%3D
contact your SyStem admmlstrator. YOU can also retry after 10 minutes. Important: This link will expire on Friday, April 1, 2022 12:51:41 PM EDT. Also, if you don't recognize this message,
contact your system administrator at
Close

UNFPA Quantum Supplier Portal Guide '""J
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9. Forgot Password (continued)

Enter the new password. Confirm the new password.
Click on Reset Password.

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

QUQnTum You will also receive an email confirming that your password

has been changed.

Quantum

UN Quantum

UN Quantum

Reset your password

v_popnikolov@yahoo.com

Set a password for your user account.

New Password

Congratulations!

Confirm New Password

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

Continue to Sign In

UNFPA Quantum Supplier Portal Guide .....)
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9. Forgot Password (continued)

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

QuanTtum

UN Quantum

Suppliers Account Sign In

User Name

|User name or email

Password

Password

Need help signing in? Click here

Cookie Preferences

UNFPA Quantum Supplier Portal Guide .....)
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9. Incorrect typing Password

If you have incorrectly inserted the password three times, the system will prevent you from any further entries.
Therefore, please try to reset your password again following the instructions above. Please follow the relevant link to
Quantum Supplier Portal and click on “Need help signing in? Click Here”.

Quantum

UN Quantum

Suppliers Account Sign In

User Name

|User name or email

Password

Password

Need help signing in? Click here

Cookie Preferences e
mn

UNFPA Quantum Supplier Portal Guide
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9. How to check the spam folder for the PO Pending Acknowledgement email

As per the slide titled “Main Navigation Page - scope of release”, the

Solicitation/Negotiation module will be released by UNFPA in the next phase of
the Supplier Portal.

For International Solicitation Processes, please follow UNGM.

Regular/BPA/LTA/low-value RFQs will continue be shared via email for now.

UNFPA Quantum Supplier Portal Guide ﬁ)
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9. Why | am not able to find UNFPA solicitations in the Supplier Portal?

Delete forever |Not spamI E 0 ¢ m

Document Purchase Order 70039211 (&&&malh D inbox x

O

The Quantum notification emails may initially go to your spam and the

subject will start with Document and include the PO number. It is
important to select not Spam so future emails go directly to your inbox.

estm-devi.fa.sender@workflow.mail.em2.cloud.oracle.com As all communications come from

to me » 0 . - 0
estm.fa.sender@workflow.mail.em2.cloud.oracle.com, it will be important

Review the purchasing document and any files that are attached to the message. . . L. .
to inform your IT service to whitelist this address.

One attachment - Scanned by Gmail ©

B ro_70039211_0.zip > 4

UNFPA Quantum Supplier Portal Guide %...)
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10. Video Demonstrations

1.
2.

Supplier revises “Company Profile” Section

Basic Process Flow for Goods PO with no PO revisions
Stages: PO created by UNFPA, PO reviewed and accepted by Supplier, ASN created, ASN adjusted and PO life cycle.

Supplier splits shipment after a 3-day window, including the application of a PO
header discount

Force Majeure: Supplier unable to meet Promised Ship Date (after the 3-day PO
confirmation window)

UNFPA delays dispatch of Goods

Supplier adjusts ASN

UNFPA Quantum Supplier Portal Guide .
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10. Demo: Supplier revises “Company Profile” Section

v B Oracle Fusion Cloud Applicatic: X+ - A %

€ 5> C = estm-devifaem? VfscmUffaces/F  adfctrl 5 % ¢ O O 2

@ O o 6 FE M P » @ @
Duration 16:14

UNFPA Quantum Supplier Portal Guide
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10. Demo: Basic Process Flow for Goods PO with no PO revisions
Stages: PO created by UNFPA, PO reviewed and accepted by Supplier, ASN created, ASN adjusted and PO life cycle

v B Purchase Order: 70039245 - ¢ X - g x

€ > C 2% estm-devi.faem2oraclecloud.com/fscmUl/faces/FndOverview?_adf.ctrl-state=|1zxkhud5_18ipageParams=fndGloballtemNodeld%... ¥ ¢ O o

= vIsa’ =
Overview  Manage Contracts and Orders X Purchase Order: 70038245 x

Purchase Order: 70039245 (3 [ Done |

Main
4 General EI
Procurement BU UNFPA-HQ Supplier UNFPATEST Ordered 500 USD \
—_—
Requisitioning BU UNFPA-HQ Supplier Site  "UNFPATEST Total Tax 0,00 USD
Sold-to Legal Entity United Nations Population Fund Supplier Contact
Total 500 USD
Communication »
Bill-to BU UNFPA-HQ Method E-Mail . UNEPA SUBPLIER TEST DENIO |I|-
Order 70039245 Communication behrens@unfpa.org, scription 4
Email dinaquantumtest@gmail.com
A 3 Requisition
Status Pending Supplier Acknowledgment Ge: Ginanuantumiesi@gmalt.cont
Bee Source Agreement UNFPA-HQ-AGMT-10238
e Bill-to Locati INFPA SCMU D rk SeatuEn
” -to Location Ui U Denma
Buyer "Natalia GIORTZ-BEHRENS Supplier Order

Creation Date 02.04.24 Ship-to Location Deutsches Rotes Kreuz

Terms  Notes and Attachments

ARG M':;::"."’: Document Shipping Method  Air-Air-Shipment Requires signature
Acknowledge Within Freight Terms CIF - Cost, Insurance and
Days Freight v Buyer Managed Transportation
Acknowledgment :au; 05.04-24 FOB INCOTERMS 2020
Payment Terms  Net 30 i

— Confirming order 8

Duration: 23:06

Click to return to TOC

UNFPA Quantum Supplier Portal Guide
139



https://docs.google.com/file/d/1B-4oi8Ee5DFKufSBPBY1MGPqFKpP0yJo/preview

QuanTtum

10. Demo: Supplier splits shipment after a 3-day window, including the application of a PO header
discount

v Purchase Order: 70039239 - Cc = X + - a8 X

€« > C 25 estm-dev1.fa.em2.oraclecloud.com/fscmUl/faces/FuseWelcome? afrLoop=536829839154296108& afrWindowMode=0& afrWind... & g D = 4 0 '

Overview Manage Contract and Purchase Orders x  Purchase Order: 70039239 x

Purchase Order: 70039239 @ m @

Main
4 General E
Procurement BU UNFPA-HQ supplier UNFPATEST Gidaied “1Z00USD \
Requisitioning BU  UNFPA-HQ Supplier Site  "UNFPATEST T
Sold-to Legal Entity United Nations Population Fund Supplier Contact
Total 12.00 USD
BilltoBU UNFPA-HQ Communication Method None b
Description UNFPA SUPPLIER TEST DEMO 2
Order 70039239 Bill-to Location  UNFPA SCMU Denmark
: Requisition
Status  Pending Supplier Acknowledgment Ship-to Location MINISTRY OF HEALTHAND SANITATION
(Sierra Leone) Source Agreement  UNFPA-HQ-AGMT-10238
Funds Status  Reserved Negotiation
Buyer 'Robert AFANOU Supplier Order
Creation Date ~ 31/03/2024
Terms  Notes and Attachments
Required Acknowledgment  Document Shipping Method  Air RS
Acknowledge Within Days 3 Freight Terms  FCA - Free Carrier
v Buyer Managed Transportation
Acknowledgment Due Date  03/04/2024 FOB  INCOTERMS 2020 H
Payment Terms  Net 30 — Pay onreceipt
— Confiming order
4 Additional Information v

Duration 18:59 (—)

UNFPA Quantum Supplier Portal Guide
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10. Demo Force Majeure: Supplier unable to meet Promised Ship Date (after the 3-day PO

confirmation window)

v Manage Contract and Purchase X + - (=] X
€« > C 25 estm-dev1.fa.em2.oraclecloud.com/fscmUl/faces/FuseWelcome? adf.ctrl-state=xm959g9i4_695 Q W D N | ’ :

estm-dev1 * i

Overview Manage Contract and Purchase Orders x

Manage Orders @ =

Headers  Schedules

b Search Advanced | Manage Watchlist | Saved Search | All Iy Orders -~ |

Search Results

Actions v Viewy Fomaty 4 B / X 7 & Freeze [57 Detach Wrap

Order Description Supplier Ordered Currency Status (IE'; g: g:‘:ﬁ"" (s:gawnge Order:
. 70039241 ‘Q B’ UNFPA SUPPLIER TEST DEMO 4 UNFPATEST 12.00 USD Pending Supplier Acknowledgment 31/03/2... =

70039240 ﬁ B UNFPA SUPPLIER TEST DEMO 3 UNFPATEST 12.00 USD Pending Supplier Acknowledgment 31/03/2...

70039239 ‘@ B UNFPA SUPPLIER TEST DEMO 2 UNFPATEST 11.51 USD Open !:: 31/0372...

© . 70039235 TEST UNFPATEST 3.00 USD Open (:: 3 22/03/2... PendingApproval

70034180 Djibouti-1stTranche23--SP GUILIN ZIZHU .. 2,756.48 USD Open o 2300672

70032592 Air freight for oral contraceptives- Bayer- PO 70020348 KUEHNE AND . 3,775.00 USD Open ::7 19/06/2....

70026812 Mirena - Contraceptives - Palesitne CO JPD55 Bayer AG 4,578.00 USD Open 2:7 26/05/2..

70026515 Levoplant Air freight- woman care global servise WOMANCARE .. 11,480.00 USD Open o 25/0512...

70026500 KUEHNE AND ... 4756.00 USD Closed for Receiving ::5 25/0572...

70025820 ,,?,9 Procurement of Security Equipment - 40 PPEs VESTGUARD U... 27,72400 USD Open 2:3 23/05/2...

70023234 Contraceptives-condom stock- JPD55 GUILIN ZIZHU ... 2,976.00 USD Open ::: 12/05/2...

70023207 GUILIN ZIZHU ... 56.00 USD Open (:7 12/05/2... oV

Duration 17:29
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10. Demo: UNFPA delays dispatch of Goods

v Manage Contract and Purchase X + = o X
€ > C 25 estm-devl.faem2.oraclecloud.com/fscmUl/faces/FuseWelcome? adf.ctrl-state=xm95999i4_695 Q v 3 = O . :

estm-dev1

Overview Manage Contract and Purchase Orders x

Manage Orders @ =
Headers  Schedules
» Search [Agvaneed ][ Manage wmnnst] saved Search | All My Orders v | E
Search Results e
Acions w Vieww Fomaty < B / X ¥ &K Freeze [y Detach Wrap
Order Description Supplier Ordered Currency Status {‘:';‘ g: g;:tmn g:‘;:g' Order —
- 70039241 47 BB UNFPA SUPPLIER TEST DEMO 4 UNFPATEST 1200 USD Open & 30sn.. e
70039240 77 B UNFPA SUPPLIER TEST DEMO 3 UNFPATEST 1200 USD Open o 31032
70029239 77 B UNFPA SUPPLIER TEST DEMO 2 UNFPATEST 1151 USD Open w3032
© . 70039235 TEST UNFPATEST 300 USD Open %3 220032.. Pending Approval
70034180 Djibouti-1stTranche23—-SP GUILIN ZIZHU .. 2,756.48 USD Open T 230062
70032592 Air freight for oral contraceptives- Bayer- PO 70020348 KUEHNE AND .. 3,775.00 USD Open o 190062
70026812 Mirena - Contraceptives - Palesitne CO JPD55 Bayer AG 4,578.00 USD Open 2600502
70026515 Levoplant Air freight- woman care global servise WOMANCARE .. 11,480.00 USD Open 0 250522
70026500 KUEHNEAND .. 4,756.00 USD Closed for Receiving o 25/05/2...
700256820 47 Procurement of Security Equipment - 40 PPES VESTGUARD U... 27,72400 USD Open o 2300512
70023234 Contraceptives-condom stock- JPD55 GUILIN ZIZHU ... 2,976.00 USD Open o 12082 v

Duration 6:43

UNFPA Quantum Supplier Portal Guide
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10. Demo: Supplier adjusts ASN

v Oracle Fusion Cloud Applicatic: X o - 2 X

< S5 & 25 estm-dev1.fa.em2.oraclecloud.com/fscmUl/faces/FuseWelcome? adf.ctrl-state=12vb85jrmd_5 Q % 0 & ' Ermor

2 days ago X

Assigned to Me m

Document (Purchase
1 Order) 70039237
Change Canceled

Duration 7:51
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11. Technical Assistance by UNFPA

In case of any technical issues with the Supplier Portal, please submit your request to:
supplier-portal@unfpa.org

Important

To ensure your case is resolved as quickly as possible, when requesting the support, please share the following
details:

* Your Supplier ID and Company name

e User Account email address

* Screenshots of any error or warning messages

* A brief description of the steps you took before encountering any errors or issues

UNFPA Quantum Supplier Portal Guide Click to return to TOC
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for using Quantum Supplier Portal
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