Global eSourcing Quick Guide

Welcome to NRC's online procurement system, Complete Tender Management (CTM) system.

CTM can only be accessed if your company is registered as a user in the system. It is free of charge

to register as a supplier in CTM. If your company is not already registered, you can register
through NRC’s login page: : - ' ?2B=
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Please click on “Register online” to
register your company in CTM

Note:

Upon registration of your company, the first registered person will automatically become the
“administrator” of the company, who will then have the opportunity to create further company
users with administrator rights.

There is no limit for how many users or administrators that can be created.

Please fill below registration form online by following the instruction and click save to submit.

Kindly ensure to fill all areas highlighted with an


https://eu.eu-supply.com/login.asp?B=NRC

GEMERAL COMPANY INFORMATION

Type of organisation *

- Select Typa of Organizatio W

Company trading name * @

Organisation no {or VAT or Charity/Professional
membership Number) If not applicable, writa NJA - @

DUNS Code @ Is SME &
]
Address © @ Post code @
City = Coountry =
Mo value selected e

Description of business Max 500 characters ©

i
COM PANY COMNTACT INFORMATION
Point of contact = @
Phone type = Phona {(+353 1 TE54321)
Drefautt Lo
Emaail *

Test

ADMINISTRATOR INFORMATION

@) Copy froem above

First namo ~ Last nameo *

Company Role/Week Area

Phone type * Phone (+353 1

Defaun ~

Proferred language

No value solectod ~

ADMINISTRATOR CREDENTIALS

Username *

Password * = Password must be at least haracters long

Confirm password *

EMANL ADDRESSES FOR ALERTS

Add emal

© Alert emails Piaase enter the email addresses for company
users who you
relevant to your

h to receive email alerts regarding tenders

siness

=l o

Read the Terms & Conditions and Privacy Policy and tick ‘| have read terms and accept them.
Click Save to finalize and submit your company’s registration.
Business Opportunities — Identifying tender notices



In order to find new business opportunities, click Current public tenders

=R R -

NORWEGIAN
REFUGEE COUNCIL

Customer log in

Flease enter your usemame and password to log In to the marketplace

Username © rForgot password?

| | & Current public tenders
Password W Hegister anline

| | O ‘How To' vigess
Lag In

Monwegian Refugee Council
Prinsens Gate 2

0152 Osla

Nonsay

NEED TECHNICAL HELP?
Please emall the helpdesk on  tendersupportfeu-supply.com However, if your technical enquiry is urgent, wou can call us on +44 333 155 4995
[ ]

Cookles

Proceed to identify the tender your company is interested in and click on the link to access the
tender notification.

Ongoing public tenders N
Filters e
RFQ Tent filter with keyword @ [Heip o |

lssued AFQs v Local v Narmg w | | |
From To

1BDEE010 1E/06/2020 o+ Add [ Search within expirad RFQs.

RFQId @ Reference ¢ Name # Date of publi.. # Responsed.. # Process # Contracting suthorities # Countries @
247909 TB15-NRC-...  Drilling and Equiping of Solar motorized Sorshale for Irrigation: /0672020 220062020 17:00 Open Procedure Morwegian Refugee Counci...  Migera

LFe

241909 TB1E-NRC-...  Drilling of sclar matarized borehals - WASH 01/0672020 22/06/2020 17:00 Open Procadurs Morwegian Pefuges Counci...  Nigena

241907 TB14-NRC-...  Drilling of tubewells 01/0672020 22/06/2020 17:00 Open Procedure Morwegian Refugee Counci...  Nigeria

247905 MB13-MRCY... ‘Waler pumps and acoessanes /0672020 22/06/2020 17:00 Open Procedure Morwegian Refugee Counci...  Migera

H H 1 L M | Page |1 of1 items per page | 25 w | Display

Read the tender notice and if your company is interested to attend the competition,
click login



U Close
ITB13-NRC/NG/2020 - Water pumps and accessories

Login Online registration RFQ details

@ Below you find information regarding this tender. To be able to work on a respense for the buyer you have to be registered and logged in.

Cear bidder,
MNorwegian Rsfuges Council (NRIC) weltomes you o the tender nofification of 241508, Waisr pumps and sccessones .
NRC is an independent, humanitarian, non-profit, non-governmentail organization, which provides assistence, prafection and dumsble sofutions to refugees and in

workdwids. NRC prometes and profects the nghts of peopls who have besn forcsd to flee their countnies, or their homes within thair countriss.
intemational efforts aimed af this targer group.

nslly displaced persons
n organisation that specializes in

If your company is interested in participating in the tender it requires online registration it the web-bassd eSourcing system CTM. it iz free to register as & user in the system, and once the company

iz created, you will obtaln sccess fo sl of the anginator's cument snd futurs open procsdurs notiffcations implamented through the system.

After registration, you get scosss o advertising matensl, including ail questions, your busimess must answer 55 well as 8 description of the documents that must be submitted in the application for
bidding.

PROCESS:
Competiton form is “0Open Bidding — 1 Envelope”. The process is condusted as an “open” process. and thersfore includes only one phase with both pre-guah
Participation in tha tender iz done by pricing the BoQ's and enswering the questions In CTM snd submits the relsvant and necessary documents.

ion and oiffars round:

Only suppiiers who provide complele offers as per tender matena! will be evaluated.

Enter the user name and password and click Log in

Usarname

Passward

| |

Now you can access the tender details and start submitting your company's bid
by clicking Accept

& Close

Home [/ Public RFQ
ITB13-NRC/NG/2020 - Water pumps and accessories
el RFG details

@ Click "Accept’ to get access to the RFQ information. Before you accept, make sure your user account is connected to the commect organisation number. When
ogged in you can find out if you click on Wew your presentation here! from your Home page. If you can't see the Accept button you need to first login or register
your company. In case you are unsure if the company is registered please contact the helpdesk on tendersupport@eu-supply.com.

Dear bidder,
Norwegizn Refuges Councll (NRC) waicomas you fo the tsnder notification of 241505, Witer pumps and sccessones .

NRC is an independsnt, humanitarian, non-profit, nen-gowermmental crganization, which provides assistance, profection and durable solutions to refugess and intemally displaced persons

The CTM eSourcing system will open on the specific tenders 1 page responds page.
The respond page holds all the information and actions required to submit your bid.

See Explanation to the most impartant "buttons on the supplier response web page” below.



NRC #® = %~ O Administration~ & Michael @ Help~ O Llogout

RFQ 52474 - PR-04627745 - Personal Protection Equipment (PPE) Project  School Construction

Instructions

oft 305:04:24

Dates ICET)

O7/06/2020 14:00

14/06/2020 17:00
FRIORI2020 23:30

Progress

1. Response not submitted/Time left:
The remaining time to the system closes for submission of responses.
Here you can see if you have sent your response. Red means that it is not send; it turns green
when you have submitted your response.
2. Tender Response important deadlines/dates
The progress bar will show completed tasks progress
3. My response:
Here you can see the main information of the Tender. From her you have access to everything that
regards this specific RFQ.
e [nvitation letter
e Access documents: From here you can view all documents and information that the buyer has
attached to this Tender. You can download them to your own computer.
e Q&A: From here you can directly ask the buyer questions about the tender
4. Contracts:
Here you can get an overview of any contracts; you may be assigned through CTM
management system. (This only if the authority uses this part of the system).
5. Messaging:
Here you can send and receive messages to/from the buyer. Any questions regarding the
RFQ is required to be send to the buyer using the messaging tool.
6. Audit trail:
Here you can view your own and the buyer’s activities in the system. Note that all activities
are audited.
7. Attach documents:
As part of your response, you are required to attach technical, financial and supporting documents, etc.
which will be available to the buyer only after response deadline when the Tender Box is opened.
8. Submit response:
Here you can send your response to the buyer. Note that your response is not send before
you have click on the “submit response” button. When you click on submit response, a popup
window will show up, you must type in your password and username, in order to send your response.



The “submit response” will have changes from red to green as will the box in the top right
corner where it will now state that your response has been sent.

NRC AR E % 4 Administration= & Michael © Help~ @ Log out

Home / My RFQs / AFQ 52473

RFQ 52473 - PR07062020-2 - Tarpaulins 3x4m Project:  NORAD

Instructions
—

To submit response:

onse deadiing has passed. It i not possible to update
Please allow some time for sending of your response. onse.
We recommend testing submission before the deadiine.

After clicking “Submit response’ you will be required to verify yourself by enter your user name
and password,

Evaluate the risk of potential interfarence (Internet connection spead. (nternet connection
failure, power failure, change of computerized workplace settings, etc.).

Response supmitted: 05/06/2020 19:26

Detailed Instructions

My Response Contracts  Messaging  Audit trail

Dates (CET)
RFQ Publication of notice 05/06/2020 19:10

Tarpauling 3x4m
£2 View RFQ & View invitation letter O Access documents @ Supplier questions and answers & Assign user
access

Response deadling 05/06/2020 23:30
My response Progress
Tarpaulins 3x4m
——
& Envelope 1 - Technical Documents Parcent complete

Additional response documents
1 document(s) attached in this section [ N W S N
Attach documents....
5 Envelope 2 - Quotation Documents
Additional response documents

1 decument(s) attached in this section Attach documents..

Additional response documents
2 of 2 required document(s) attached in this section

Response submitted: 05/06/2020 19:26

View/Print response form Submit response

Note! The buyer will not be able to see your response, if you have not submitted your
response and the buyer will not be able to see your submitted response before the passing of the deadline
for the tender and after the opening of the encrypted electronic tender box.

You can of course always find public tenders or see your invitations to bid or go directly to tender
responses you are working on directly from your homepage after you have accessed the system via log in.

& Administration = & Michasl @ Help~ @ Log out

Welcome Michael Hasselstroem @

To find a list of current RFQ opportunities or to express an interest in a specific RFQ, please click on the Public AFQs
link on the left hand side.

Messages.

New Invitatong,”| Ongoing, 5 Closed Mo unread messages

All messages

Documents
Manage company and personal System notifications

documents
Mo unread system notifications
My tasks

My sent and incoming tasks

QW

Reparts
o] e et s
Account administration No

Times (CET) Buyer
ﬁ iew your presentation hare!

“Water pumps and accessories

t Morwegian
Add users or update profie b ITE13-NRC/NGIZ020 - Water pumps Refugee Council -
ﬂ Mansge Business alerts and aooscsorios d time: 22A06/2020 17:00 Migeria

9 Do you need tachnical support?
Create a ticket
or emai: tendersupport@eu-supply.com
phone: +44 333 155 4006

User guides (pdf)
Supplier tender management
ESPD Online



