
 

Bidder Access Guide – How to Use Questions and Answers 

1. Log in with your account. 
 

2. Once you are logged in, click on “RFx and Auctions”: 

 

3. Please search for your RFx event.  It may already be shown in the table below – if so, 
please click on the number (in blue, underlined text) to open the event.  Otherwise, 
you can enter the number in the field “Event Number” and click on “Apply” to start 
the search, based on your search criteria. 



 

4.  Once you have opened the RFx event (window will be called “Display RFx 700000_ _ 
_ _”), please click on the button “Questions and Answers”: 

 

 

 

 



5.  In the new, smaller window that will pop-up, please enter your message in the field 
labeled “Message”  click on “Send” when you are done to send it to the “Purchaser” 
(i.e., UNIDO procurement officer in charge of this tender): 

 

Some notes: 

- Please note that UNIDO will try to respond to your query within 1 – 3 business days. 
- This message functionality is a one-way communication between you and UNIDO – 

your message will not be seen by anybody upon clicking on “Send”.  The only time 
we will post your question publicly for all bidders to see is if our response to the 



question will affect everybody participating/intending to participate in the tender.  
Even then, we will not disclose you as the original source of the question. 

- UNIDO will respond also through the system. You should receive a notification in the 
email address that you had used to register with us.   

- Please note that this email is only a notification – there is nothing in the body of that 
email that you have to click or reply to.  Simply log in with your account and follow 
the above instructions on how to view the response from UNIDO and respond if 
necessary. 

- In some cases, UNIDO may supplement its response to you with a document which 
we will upload to the RFx event.  You will be notified if this is done.  To open it, you 
just have to open the RFx event to get to the “Display RFx” window  click on 
“Notes and Attachments”  find the document in the table labeled “Attachments”.  
The content of this document varies; it may be a revised terms of reference, or in 
some cases, it may be a long list of questions.  We would do this when we receive 
many clarification questions at a time, in which case we will consolidate all 
questions and answers in one document and post it online. 
 


