
 

 

 

 

 

UUNNGGMM  GGUUIIDDEE  

ffoorr    

UUppddaattiinngg  ooff  VVeennddoorr  
AAccccoouunnttss  &&  

AAcccceessssiinngg  CClloosseedd  
TTeennddeerrss    

- Getting familiar with the United Nations Global Marketplace -

January 2015 



 

1 | Copyright © 2015 United Nations Global Marketplace. All rights reserved 

 

What is new?  
 

On the 16th of November 2013, we launched the new UNGM website (www.ungm.org). 

When you return to the site, you would be able to log in with your usual username/email 
address and password. If you need, you can use the ‘Forgotten password’ function to retrieve 
your password.  

You will be requested to complete any missing information, as well as agree to the Supplier 
Code of Conduct. This will also be a good opportunity for you to review your UNSPSC codes and 
possibly register with several of the 29 UN organizations who maintain a vendor database on 
UNGM.  

This new site includes the following new or improved features:  

 Available in English, Spanish and French! 
 A faster and more user-friendly site. 
 An intuitive process matching your company profile with UN organizations to register 

with. You can find more details of the UN organizations, your company’s profile matches 
under the UN organization tab. You are able to see you registration status with the 
various UN organizations from your Dashboard. 

 A new Help functionality which will enable you to get in touch with us and be specific if 
you come across problems on the site or need our assistance. We encourage you to log 
into the new site and send us your feedback about the new experience.  

 In addition, you will also have a Dashboard from where you will have an overview of 
your account and a UNGM Inbox for all UNGM related emails.  

 Finally, you are reminded of the Tender Alert Service. Let us help you and send relevant 
tender notices directly to your inbox for USD250 per year only! 
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How to Update Your Account? 
1. You will be able to log in with your usual username/email address and password at 

www.ungm.org. The email address to be used as your username is most likely to be the 
email address at which you have received the reminder.  

 

2. If you cannot remember your password, please use the Forgotten password function.  
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3. When logged in, you will be requested to complete any missing information and agree to 
the Supplier Code of Conduct as a first step.  

 

4. You will also be required to complete the following information: 

4.1. Make a ‘Declaration of Eligibility’ based on 7 statements.  

4.2. Complete any missing personal or contact information. 

5. Depending on the Level of registration you have applied for before, you may be required to 
attach some documentation, such as your certificate of incorporation, financial statements 
and reference letters again.  
 
All the documents you have previously attached have been migrated with your account and 
can be found under 'Vendor documents' in the left panel.  

If you have applied for Level 1 or 2 registration earlier, you will also be required to: 

5.1.  Upload your company’s certificate of incorporation. If you have uploaded the 
certificate before, you would be able to find it in the left-hand menu under ‘Vendor 
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Documents’ or by clicking on the link ‘Select file’. Scroll and find the Certificate of 
Incorporation and click on ‘Use this file’ 

 

 

 

5.2. If you need to upload a new file, you can use the ‘Add files from your computer button’. 
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5.3. Once you have selected the file, name it and click on ‘Start’ to upload the file.  

 

5.4. Now click on ‘Use the file’ to attach it where required.  

 

5.5.  You will see that the file is now added and can ‘Save and Submit’ this update.  

 

5.6. Continue to update information about References and Upload Reference Letters, if required.  

5.7. For Level 2 registrations, vendors are required to update their company’s financial statements 

and provide the most recent consecutive three years’ financial documents.  Please note that for 

Financial Statement the validity dates need to be provided. This enables an automated email 

reminder which will sent when documents expire to ensure that the most up‐to‐date 

information is available.  
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6. Once you have been prompted and provided all the missing information, click on the ‘Registration’ 

link in the left‐hand menu. 

 

7. This is also a good opportunity for you to review your UNSPSC codes and possibly register 
with several of the 29 UN organizations who maintain a vendor database on UNGM. You 
will a list of UN organizations your company's profile matches under the 'UN Organizations' 
tab under Registration.  

The number in brackets shows with how many UN organizations you currently have 
submitted applications for registration.  

Below the blue dialogue box, you will see a list of UN organizations; your company’s profile 
has been matched with based on the information provided.  You can select the UN 
organizations you considered relevant and ‘Submit to these UN organizations’.  

*Please note that UN Secretariat includes the UN Procurement Division, Peacekeeping 
Operations and Political Missions, Offices Away from Headquarters (UNOG, UNON and UNOV), 
Tribunals (ICTR, ICTY), and Regional Commissions (ECA, ECLAC, ECSAP, ESCWA). If you have 
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previously been registered with any of these UN organizations, your registration is now with UN 
Secretariat. 

 

 

 

8. Finally, once you have completed the required information, you need to resubmit your 
updated information to the UN organizations, which you have had registrations or 
submissions before. Click on the ‘Resubmit my registration’ button.  
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9. From the ‘Dashboard’ in the left-hand menu, you can now review your company’s statuses 
with the respective UN organizations. As you will see, some UN organizations use an 
automatic acceptance process based on the information provided, whilst others may need to 
further evaluate your submission before accepting and registering your company as a 
potential vendor.  
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10. If you need Help at any stage of the process, you can post an issue with your HelpDesk. 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.  

 

 

If you urgently need assistance, you are also welcome to contact us at registry@ungm.org for 
urgent assistance.  
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Accessing Closed Tenders 

11. : Once you are logged in, scroll down and click on My Tenders/contracts and then on UN 
Secretariat.  

Please note that you may also see the names of other UN Organizations with which your company is 
registered with.  

 

 

12. Click on “Show all” and the system will take you to the list of all your tenders with UN 
Secretariat. 
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13. To find the tender you may scroll through the tenders or search by reference using the search function 
Double click on the Tender title or click on the “View Details” button to access the tender 
 
 

 

14. You may now take action on the tender as needed. 


