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REGISTRATION PROCESS ON UNGM

In this guide, you will find instructions on how to register your company as a potential WIPO
supplier to enable your access to the tender documentation on the WIPO e-tendering system
via UNGM.

To access the tender documents, you need to be fully registered on UNGM.

IMPORTANT: WIPO recently went through an integration with the UNGM system.

e If your company is already registered in UNGM, you may connect with your usual login details.

e If your company is not yet registered in either UNGM or WIPQO'’s former e-tendering system,
you may go ahead and register in UNGM now.

e If your company is not yet registered in UNGM but was registered in WIPO’s former e-
tendering system, you need to finalize your registration in UNGM, following the instructions
sent to you by email from no-reply@ungm.org. Your company should not start a new UNGM

registration to prevent duplicates.
e Once your company has completed the UNGM registration, synchronization of your data with
the system will take place, which might take up to 24H. Your company will need to reconnect

to the UNGM system after this phase in order to access the tender’s documents.

Note: The UNGM website is currently available in 5 languages: English, French, Spanish,
Portuguese and Mandarin. The site will soon be available in Arabic and Russian. The default
language is English. If you want to change the language of the site, you can access the choice of
languages at the top right of the page.

STEP |: CREATION OF YOUR UNGM ACCOUNT

Registration at Basic level will be sufficient as WIPO does not require level | and 2

registrations.

Go to www.ungm.org and click on the “Login and New Registrations” tile.
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UNITED NATIONS Engisn v Register + Login

GLOBAL MARKETPLACE

Login and New Business W Tender Alert Service
Registrations Opportunities s

N Staff Area

Click on the “New registration” button.

@

Home
About UNGM
Registration process
Code of conduct
Terms & Conditions
Tender notices
Contract awards
Knowledge centre
UNSPSC

FAQs

Press release.

UNITED NATIONS fngish ~  Regiser + Login

GLOBAL MARKETPLACE

Existing account login

Email address * ‘

Password *

Remember me?

Forgotten password?

‘ ® If you do not have an account yet, you can register by dlicking on the *New Registration* button below.

B

Help.

@

Please select the type of registration by clicking on the relevant box. If you represent a
company or an NGO, please click on the “Companies” box. Please note that registration on
the UNGM as a consultant limits your ability to participate electronically in WIPO tenders.

)

Home
About UNGM
Registration process

Code of conduct

Tender notices

Contract awards

Knowledge centre
UNSP5C
Help Centre

Press release

UNITED NATIONS English ~ Register » Log

GLOBAL MARKETPLACE

Account registration

Terms & Conditions

Tender Alert Service

Please select the type of registration by clicking on the relevant box below.
The Individual Consultant registration is suitable for the following types:

1. Commercial contractor
2. Individual consultant - Registration as an Individual Consultant Is suited for individuals who are interested in providing time and deliverable bound services

for limited duration contracts associated with projects. Typically for organisations such as UNOPS and UNDP.
3. Landlord - Registration as a Landlord is suited for individuals that are owners or possessors of an estate in land or rental property and are interested in

leasing or renting real estate property to an organisation of the United Nations.
4. Sole proprietor - Registration is a type of business entity that is owned and run by one natural person and in which there is no legal distinction between the

owner and the business.

The Company registration is relevant for licenced businesses which can provide relevant products and services to United Nations Organisations.

The UN Organization registration is limited to United Nations staff and requires a valid and active UN email address.

The vendor will also be requested to read the Supplier Code of Conduct (SCC) and be informed that in order to be able to register as a potential vendor to the UN,

the SCC must be acknowledged.

Links to the guides which will contain detailed information will also be provided.

United Nations
Organization and
International

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

company) s
Organization

n Search UNGM

Help

@
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Introduce your company details and accept the UN Supplier Code of Conduct.

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

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

{¢2) | UNITED NATIONS Engish Ragser « Login | Search UNG

Company registration

s UN Supplier Code of Conduct

About UNGM

Regiscration process Please download and read the UN Supplier Code of Conduct

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

expected of suppliers to the United Nations and its organizations.
Terms & Conditions

Tender notices
Contract awards

Tender Alert Service

Knowdedge centre
UNSPSC
Help Centre

Press release

License Number *

Help

S

Email address *

Confirm email address *

the minimum standards expected of suppliers 1o the United Nations and its organizations.

%ane'éa: and acknowledge the UN Supplier Code of Conduct as
© 2018 - United Nations Global Marketplace « Terms and Conditions
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STEP 2: ACTIVATE YOUR UNGM ACCOUNT

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

{_Ei UNITED NATIONS

GLOBAL MARKETPLACE

Engish v B (1) fo | smaren uNEM

te your account

Please sCUVaLe yoUr 3CCOUNT Ta get sccess 1o all the funcrionalities of UNGM

o MY UNGM REGISTRATION - STATUS

About UNGM

Registration process

Cade of conduct o 2 3 4 4
Terms & Conditions Account created Account activated Registration started Registration completed Registration submitted
Tender notices. but not submitted

Contract awards
Tender Alert Service
Knowledge centre

UNSPSC

Help Cenire

— Please activate your account

Click the link in the email we sent to diane.valentin2+2510@gmail.com to sctivate your account.
Make sure to check your spam folder. The sender s no-reply@ungm.org

Twould like to change | .1 have not received the email,
my email address please resend it to-me

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

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

UNGM <no-reply@ungm.org> 224PM (13 minutesago) ¥ &

UNITED NATIONS

GLOBAL MARKETPLACE

UNGM Account Activation

To confirm your email address, just click the button below

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

https/Avwviest3 ungm org/Account/Account/Activate?c=488293a2-3f17-
436a-8e65-0c72a00968c2

Your username is

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

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

Home

About UNGM
Registration process

Code of conduct o 2 3 4 v

AL s Account created Account activated Registration started Registration completed Registration submitted

but not submitted

Knowledge centre

unSPsC

Help Certre

T — Please activate your account

Help.

(€]

Or from your UNGM inbox, which is accessible from the little envelope symbol on the top
right side of the page:

g"_z*‘y UNITED NATIONS
WY | CLOBAL MARKETPLACE

Inbox

Home ‘ @ UNGM uses internal messaging for security reasons. Here you will find all UNGM related messages. ‘
About UNGM

il < . :
e Received items ~ Sent items

Code of conduct

Terms & Conditions Recetved betwesn S

Tender notices o
Subject

Contract awards

S — Bady

Tender Alert Service

Knowledge centre

UNSPSC Showing 2 of 2

Help Centre

P—— Subject From Attachments Date Body
UNGM Account Activation - no-reply@ungm.org 30-Nov-2018 1412 (CET) Messages related to account activation
Welcome to the UNGM % cannot be displayed here for security

reasons.

If you have not received the activation email because you have provided an incorrect email
address when creating your account, please note that you can amend the provided email
address by clicking on the “I would like to change my email address” button:
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Activate your account

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

Homea

R MY UNGM REGISTRATION - STATUS

Reziztration process

s s (1] 2 3 4 v

Terms & Conditions Account created Account activated Registration started Registration completed Registration submitted

Tender notices but not submitted

Contract awards
Tender Alert Service

Knowledgs centre

UNSPSC

Help Centre

e Please activate your account

Ciick the link in the efmail we sent to dlane.valenting+2510@gmall.com to activate your account.
Make sure to check your spam folder. The sender is no-reply@ungm.org

T would like to change | > 1 have not received the email,
my email 2ddrass. please rasend it to me

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

. UNITED NATIONS e =7 i =
iﬁt} GLOBAL MARKETPLACE Engfish A £ - Search UNGM

Account activated

Home

MY UNGM REGISTRATION - STATUS

About UNGM
Registration procass

P oO—© 3 i v

e & condiions. Account created Account activated Registration Registration Registration
Tender notices started (omp\etec_i but not submitted
submitted

Contract awards
Tender Alert Service

Knowledge centre

UNSPSC a5

=
Help Centre I
Press release

Vendor Your UNGM account has been successfully

Dashboard
Settings 4
— activated!
Vendor documents

My TAS

e > Complete the registration
My Business Seminar

STEP 3: COMPLETE YOUR VENDOR REGISTRATION FORM IN UNGM

You will be redirected to the UNGM registration form. It only takes about 5-8 minutes to
complete the registration.
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In order to successfully complete the registration process, please provide the required details
and click on the “Save & continue” button for each of the six steps. After clicking the ‘“Save
& continue” button, the provided details will be saved and you will be automatically
redirected to the following step of the registration process.

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

Vendor Registration

[1] 2 3 4 5 5 v
What's

General Adress Registration type Contacts Coding Declaration

I. General

Under “General”, please provide basic details about your company.

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

corporation.

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

Once you have completed the step, click on the “Save & Continue” button at the bottom
right of the page.
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Vendor Registration

(1] 2 3 4 5 6 v

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

Sunshines Lid Telephone - Denmark (+45)

212546546

Software support v

2131243346

Denmark

©2018- United Nations Global Marketplace - Terms and Conditions

2. Address

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

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

Vendor Registration

§—& 3 4 5 6 v

Geners Address Registration fype Contacts Coding Declaration What's next?

Copenhagen

Benmark




3. Registration type

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

“National’” or “International’.

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

Vendor Registration

o o o s 5 e ‘
Genera Address Registration type Contacts Coding Declaration What's next?
@ Select National i you o our country
Select International f y 'ess O je the borders of the hich your company is registered. Remember to include your own country in the list.

©2018 - United Nations Global Marketplace « Terms and Conditions

4. Contacts

Under “Contacts”, please provide your own contact details.

Vendor Registration

© © © O s

Contacts Coding

Registration type

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

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

< Registration Type Save & Continue >

act Details

Account Cont
; Mrs Diane Valentin

iy concac (6]

©2018 - United Nations Global Marketplace » Terms and Conditions

5. Coding

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

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

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

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




(¢8) | UNITED NATION . = o

Vendor Registration

(1 © © L4 © s v

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

©2018 - United Nations Global Marketplace - Terms and Conditions

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

6. Declaration

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

Vendor Registration

(1 © © O © .¢] v

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

(7) conditions and select one of the options provided

ens Bsted above. ol Sunshines Ltd
Sunshines Ltd e

Sunshines Ltd doe.

< Sunshines Ltd nee

©2018 - United Nations Global Marketplace - Terms and Conditions

Once you have completed the step, click on the “Save & Continue” button. If you wish to
go back to the previous step to edit some information, click on the “Coding” button.
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Once you have clicked on the ‘“Save & Continue’” button, you will have successfully
completed your registration and will redirected to the “What’s next?”’ step. This section
gives you access to your registration status with the various UN bodies and gives you access to

certain information regarding the tender alert service.

Vendor Registration

Hame
AnsutUNGM
o L1 © © O © O /]
General Address Registration type Contacts Coding Declaration What's next?
] i ca

v reglstered with 25 agency(ies).

Your vendor registration profile is complete. You are
Manage agency submissions >

Now you need to actively seek and participate in tenders. Right now, there are 13 active tenders in UNGM

Help

€]

Never miss a tender. Receive alerts.

With the Tender Alert Service, receive active tenders matching your products and services. Learn more >

Vengor dozuments

5 @ 99 o,

Tips

My Business Seminar

Multiple recipients. Customizable.

Save time.
Get notified of relevant tenders only.

Receive emails daily. Letyour colleagues benefit from the

service too

> SUBSCRIBE NOW

In case you see the following screening with a message informing that a duplicate account has
been identified, please contact us immediately at registry@ungm.org.

5‘:.“) url!‘[p NATIONS

Vendor Registration

have been in touch. If you need to register urgently, please contact us at

STEP 4: MANAGE AGENCY SUBMISSIONS

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

hand menu.
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Vendor Registration

Home
.
o © © O © © 0
General Address Registration type Contacts Coding Declaration What's next?
o] (] (ci-

13 active tenders in UNGM

Help

Never miss a tender. Receive alerts.

With the Tender Alert Service, receive active tenders matching your products and services. Learn more >

Q

)|

My Businezs Seminzr

Save time. Multiple recipients. Customizable.
Receive emails daily Letyour colleagues benefit from the Get notified of relevant tenders only
service too

> SUBSCRIBE NOW

Depending on where your company is registered and/or the type of products and services your
company can provide, the number of UN organizations with whom you can register may vary.
The system is intuitive and your company’s profile will be matched automatically with relevant
UN agencies.

If you place your mouse over the information symbol next to the status, you will be able to
see a description of the registration status with a specific agency.

{adf) | UNITED NATIONS 5 . o

Manage Agency Submissions

MY ACTIVE SUBMISSIONS

Submitted () Agancy does ot use this level ==
en
Submitsed (D) sgncy ency does not usa chis lave

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

Manage Agency Submissions

MY ACTIVE SUBMISSIONS

Registered () Agancy does not use this lavel Agancy does ot use this level =
D Submitted (7) Agency o does notu 2
African Development Bank Graup
Registered (§) iy i o
Foo Agricultu ofthe Natior
Registered () Agency does not use this level Agency does notus m




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

Please do not forget to submit your completed registration to the UN organizations
matching your company’s profile by clicking on the ‘“Submit registration’’ button.

(ngh Registered (7) Agency dses notuze tus evel Agency does natuze s e S
International Atomic Energy Agency
Fa ) ) Registered @) Regist e
7 International Fund for Agriculiural Development s
b o Registersd ) hgency does not uze s avel Agency does notuze iz evel e
= Incernatinal Labour Organizatior
s

STEP 5: CHECK YOUR REGISTRATION STATUS WITH WIPO

In order to check the status of your registration with WIPO, please click on the ‘“Manage
agency submissions” link from the “Next step”’ section or from the “My dashboard”
accessible from the left menu.

In order to be able to access the details of WIPO 's tender notices and participate in WIPO’s
tenders, you must have obtained the ‘“Registered” status at the Basic level with WIPO.
Registration at the Basic level is sufficient to access the tender details.

If WIPO does not appear on your list of UN organizations, please check that you have
successfully completed your registration form.

If you need assistance to complete your registration form, please do not hesitate to contact the
UNGM helpdesk at registry@ungm.org or by clicking on the “Help”’ tab on the right side of the
screen.

WFP Registered@ Suhmit[ed@ Submitted @

World Food Programme

AH : s
WHO Registered G) Agemcy does not use Agency does not use T
Waorld Health Organization this level this level

WIPO - Registered (7) Ag_eﬂcy does not use Agency does not use

World Intellectual Property Organization this level this level

WMO ) - Registered @ Ag_emcy does not use Agency does not use

World Meteorological Organization this level this level

WTO Registered G) Agency does not use Agency does not use

World Trade Organization this level this level

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



STEP 6: CHECK YOUR UNGM NUMBER

Your UNGM number is a 6-digit number that allows UN staff to identify your company's
account on UNGM. You will probably be asked to provide your UNGM number when
participating in tenders announced by tender notices. You can identify your UNGM number
from the ‘“Dashboard” once you are logged in to your UNGM account. Click on the
“Dashboard” link in the left-hand menu to access your dashboard.

Under your ‘“Dashboard’, you can find all details regarding your UNGM account such as
your UNGM number.

{o2) UNITED NATIONS
el

My Dashboard

2 your company name is exact

@ TIP: Piease ensure th:
You can edit t

g the ‘Change Company Name'-buttor

MY UNGM ACCOUNT NEEDHELP?

fe Valentin St S o Search UNGM

MY UNGM REGISTRATION - STATUS

o © © O O

Account created Account activated Registration started Registration completed but not Registration submitted
submitted

Tender Alert Service - CONNECTING Vendors to Tenders
Right now

23

active tenders in
UNGM

Ready to do business ?

Show me more!

> SUBSCRIBE NOW.

MY AGENCY SUBMISSIONS

Basic level

WHO Registered
25-0c2-2018

I5 | Copyright © 2018 United Nations Global Marketplace. All rights reserved



ADDITIONAL TOOLS

TENDER ALERT SERVICE

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

This service is provided at a fee of USD250 per year.

D) [LhTEDhATIoNS wonv B B [
Tender Alert Service

— TAS- CONNECTING \

st Vendors to Tenders \

Terms & Conditions.

Tender notices

Contract awards

Receive new and revised tenders matching your products and services

Tender Alert Service

Knowladge carar via email
Knowledge centre TENDER ALERT
unsesc
Help Centre SERVICE
Press release

> SUBSCRIBE NOW > See Tender Alert Service in action
Vendor No?! Maybe? Later? Tell us! "
Dashboard ;
=l What is the Tender Alert Service? Cost & Payment Method How to subscribe? ®
Ragisration

Manage Agency Submissions

Level 1

What is it?
Vendor documents
My tenders An email service that provides details of new or revised tenders that matches your products and services.
s Start receiving tenders today.
MyTAS Five benefits
ips Never miss a tender/revision published on UNGM
My Business Seminar Receive relevant tenders for your products and services

Saves you time and money, searching
Respond to tenders from the email
Follow procurement trends in related products and services

United Nations Global Marketplace » Terms and Conditions

HELP

If you need assistance at any stage of the process, you can contact UNGM via the “Help”
functionality on the UNGM website. We aim to respond to all queries within 48 hours.

Please note that you can categorize your query, which enable us to treat it more efficiently.
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Help

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

may be of interest.

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

i
‘ ® be helpful to you.

Feedback

Area

Help

How has your experience CEEEE ©
on the UNGM site been so

far?

©

Comments

¥ Add a screenshot autom atically

Highlight areas Hide areas

¢+ Other information included

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