
Retention of the Partnership 
 

Objective: as per UNHCR’s policy on ‘Selection and Retention of Partners for Project Partnership Agreements’ the partnership can be 
retained for a 2nd, 3rd and 4th year with a simplified decision making process. The ‘Direct Selection/Retention’ menu on the Portal is the  
online tool for managing and recording this process.  
A partner is notified when they have been retained for further partnership with a UNHCR. It provides them information on the 
nature of the partnership (location, activity, sector etc.) and offers them the opportunity to accept or reject the partnership 
offer.  
User roles: The below steps can be performed with a collaboration of a PAM user (steps 1-4) and an MFT user (step 5). The 
last step (step 6) of finalization can be performed by any of the two roles.  

 
Steps Description                             Action Notes 

1 Direct 
Selection/
Retention 

Page 

Log in as a PAM user, On the left navigation 
bar, click on the ‘Partnership Opportunities’ 
(1) icon to access the CFEIs page. 

 
Click on the ‘Direct Selection/Retention’ (2) tab 

 
Click on the ‘New Direct Selection/Retention’ (3) 
icon to create a new Direct Selection. A pop up 
dialogue box to enter the necessary information 
to create a new Direct Selection will open when 
you click on this icon. 

PAM user can perform this step only.  
In the results section you will see previous Direct 
Selections/Retentions that were created. They will show 
the project title, the UN agency offering the Direct 
Selection, the Partner that received the Direct Selection, 
the country of implementation, the Sector for the project, 
and the Direct Selection source as well as the status of the 
opportunity. 
In Direct Selection Source, UNI indicates that it was a UN 
Initiated Direct Selection (e.g. retention). UCN indicates 
that it was an Unsolicited Concept Note that converted to a 
Direct Selection for a partnership opportunity. (4)  

2a Create 
Retention 

Enter the ‘Project Title’ (1) for the Retention you 
are creating. 
Enter the name of the country the project will be 
located (2). Drop ‘pins’ on the location(s) 
that project will operate. 

To drop pins, you can enter the names and locations of the 
project in the search box on the map, and you will be 
directed to the location. Click on the location to drop a pin. 
To unpin the location, click on the pin to make it disappear. 
Click on ‘Add new’ (3) to add a multi country opportunity. 

2b Create 
Retention 

Enter the ‘Project/Programme Focal Point(s)’ 
(1) from the list of existing users in your 
operation/division. Select the sector(s) (2) 
associated with the Direct Selection 
opportunity. 
Select the areas of specialization (3) in each 
sector. Enter the ‘Project Background’ (6) for the 
Retention. 

Project focal points can only be entered from the list of 
existing MFT users on UNPP. 
You can enter multiple sectors and areas of specialization 
for a Direct Selection. Click ‘Add New’ (5) to add multiple 
sectors. To delete a sector click on the trashcan image (4). 
Click on multiple areas of specialization in a sector to add 
them in the Retention. 

2c Create 
Retention 

Enter the ‘Expected Results’ (1) that the 
partnership aims to deliver. 
In the ‘Other Information’ (2) section, you have 
the option to enter any additional relevant 
information related to the Retention. 
In the ‘Estimated Start Date’ (3) enter the date 
the project is estimated to start. 
In the ‘Estimated End Date’ (4) enter the date 
the project is estimated to end. 
In the ‘Partner’ (5) section, select a partner from 
the list of partners registered on the Portal you 
would like to retain as per the decision of retention 
of partnership. 
In the ‘Justification for Direct Selection/Retention’ 
(6) section enter the justifying reasons for 
selecting the partner to implement the project 
instead of other partners. In the ‘Justification 
Summary’ (7) enter a summary of your partnership 
selection justification and upload (8)  the 
underlying decision for the retention. 

You can only select a partner for Direct Selection that is 
registered on UNPP and has already been verified. To verify 
a partner, see the FAQ – verification should be done by 
IPMS (contact epartner@unhcr.org ). 

 
To add additional justifications click on the ‘Add New’ icon 
(8). 

 
   Upload the decision for Retaining the partnership for 2nd or    
3rd or 4th year. 
 
    Selected partner will not be notified before sending      
(publishing) the retention. 
 

mailto:epartner@unhcr.org


3 Edit 
Retention 

On the left navigation bar, click on the 
‘Partnership Opportunities’ (1) icon to access 
the CFEIs page. Click on the ‘Direct 
Selections/Retention’ (2) tab.  
Click on the ‘Direct Selection/Retention’ (3) project 
title for the Retention you want to edit. 

When you click on the Retention project title (3) you will 
be directed to the Direct Selection/Retention project 
overview page. 
 
You can also use the filters to search for your Retention. 

4a Edit 
Retention 

Click on the three vertical dots (1) and click on 
the ‘Edit’ icon (2). You will be able to align and 
correct the earlier saved draft of the retention 
details.  

When you click on Edit (2) a pop up dialogue box will open 
to provide the editing options. 
 
 

4b Send for 
publication 

Send the saved draft retention to the focal point for 
publication. (1) 

In order the retention to be active, it has to be sent to the 
focal point for publication.  
Selected partner will not be notified before publishing the 
retention. The retention will be sent to the focal point for 
review and publishing. Once sent to the focal point PAM 
user cannot make edits to the retention. If any major error 
was made, the retention can be cancelled and a new one 
created.  

5 Publish the 
retention 

Log in as an MFT user and find direct link in a 
notification about the retention (DSR) that you 
need to review (1) 
 
 
Edit and modify a few details if necessary (2)  
 
 
 
Publish the retention (3) 
 

The given retention is also available from the ‘Partnership 
Opportunities’ and clicking on ‘Direct Selection/Retention’ 
tab, searching for the location, and project title.  
Only the project period and the focal point can be edited 
and modified – if other values have to be changed, the 
retention has to be cancelled and has to be crated. 
The given retention can be publish only, if the selected 
partner has verified status – to verify a partner, see the FAQ 
– verification should be done by IPMS (contact 
epartner@unhcr.org). Selected partner is notified through 
the portal about retaining the partnership for 2nd/3rd/4th 
year.  

6 Finalize 
Direct 
Selection 

Login as MFT user or PAM user (both roles 
can perform finalization). In the Retention 
project overview page. Click on the ’Finalize’ 
(1) icon. 


Add a justification for completing the 

Retention process and select the year for the 

given retention (2) 

Click on the ‘Finalize’ icon to finalize the Direct 
Selection. (3) 

You cannot select ‘Finalized-Partner Accepted’ unless the 
partner has accepted the Retention. Until partner’s 
acceptance, ‘Waiting for Partner's acceptance.’ Message 
appears in ‘selected partner’ box. 


If a partner declines the partnership retention opportunity, 
you can select ‘Finalized- No Successful Applicant’. 


Once you click on ‘Finalize’ no further changes can be 
made to the Direct Selection. 
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Steps Description Action Notes 

1 Direct 
Selection/ 

Retention 
Page 

Log in as a PAM user, On the left navigation bar, click on the 
‘Partnership Opportunities’ (1) icon to access the CFEIs page. 

 
Click on the ‘Direct Selection/Retention’ (2) tab 

 
Click on the ‘New Direct Selection/Retention’ (3) icon to create 
a new Direct Selection. A pop up dialogue box to enter the 
necessary information to create a new Direct Selection will 
open when you click on this icon. 

PAM user can perform this step only.  
In the results section you will see previous Direct Selections/Retentions that 
were created. They will show the project title, the UN agency offering the Direct 
Selection, the Partner that received the Direct Selection, the country of 
implementation, the Sector for the project, and the Direct Selection source as 
well as the status of the opportunity. 
In Direct Selection Source, UNI indicates that it was a UN Initiated Direct 
Selection (e.g. retention). UCN indicates that it was an Unsolicited Concept Note 
that converted to a Direct Selection for a partnership opportunity. (4)  

 
 

 

 
  

 



STEP 1 



STEP 4 

Steps Description Action Notes 

2a Create 
Retention 

Enter the ‘Project Title’ (1) for the Retention you are creating. 
Enter the name of the country the project will be 
located (2). Drop ‘pins’ on the location(s) that project will 
operate. 

To drop pins, you can enter the names and locations of the project in the 
search box on the map, and you will be directed to the location. Click on 
the location to drop a pin. To unpin the location, click on the pin to make it 
disappear. Click on ‘Add new’ (3) to add a multi country opportunity. 

2b Create 
Retention 

Enter the ‘Project/Programme Focal Point(s)’ (1) from the list of 
existing users in your operation/division. Select the sector(s) (2) 
associated with the Direct Selection opportunity. 
Select the areas of specialization (3) in each sector. Enter the 
‘Project Background’ (6) for the Retention. 

Project focal points can only be entered from the list of existing MFT 
users on UNPP. 
You can enter multiple sectors and areas of specialization for a Direct 
Selection. Click ‘Add New’ (5) to add multiple sectors. To delete a sector 
click on the trashcan image (4). Click on multiple areas of specialization in 
a sector to add them in the Retention. 
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


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




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STEP 2b STEP 2a 



Steps Description Action Notes 

2c Create a Direct 
Selection 

Enter the ‘Expected Results’ (1) that the partnership aims to deliver. 
In the ‘Other Information’ (2) section, you have the option to enter any additional relevant 
information related to the Retention. 
In the ‘Estimated Start Date’ (3) enter the date the project is estimated to start. 
In the ‘Estimated End Date’ (4) enter the date the project is estimated to end. 
In the ‘Partner’ (5) section, select a partner from the list of partners registered on the Portal you 
would like to retain as per the decision of retention of partnership. 
In the ‘Justification for Direct Selection/Retention’ (6) section enter the justifying reasons for 
selecting the partner to implement the project instead of other partners. In the ‘Justification 
Summary’ (7) enter a summary of your partnership selection justification and upload (8)  the 
underlying decision for the retention. 

You can only select a partner for Direct 
Selection that is registered on UNPP and has 
already been verified. To verify a partner, see 
the FAQ – verification should be done by IPMS 
(contact epartner@unhcr.org ). 
To add additional justifications click on the 
‘Add New’ icon (8). 

   Upload the decision for Retaining the 
partnership for 2nd or       3rd or 4th year. 
    Selected partner will not be notified before 
sending      (publishing) the retention. 



STEP 2c 
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Steps Description Action Notes 

3 Edit 
Retention 

On the left navigation bar, click on the ‘Partnership Opportunities’ 
(1) icon to access the CFEIs page. Click on the ‘Direct 
Selections/Retention’ (2) tab. 

When you click on the Retention project title (3) you will be directed to 
the Direct Selection/Retention project overview page. 



 


STEP 3 



Steps Description Action Notes 

4a Edit 
Retention 

Click on the three vertical dots (1) and click on 
the ‘Edit’ icon (2). 

When you click on Edit (2) a pop up dialogue box will open to provide the editing options. 


 



 

STEP 4a 



Steps Description Action Notes 

4b Send for 
publication 

Send the saved draft retention to the focal point for publication. (1) In order the retention to be active, it has to be sent to the focal point for 
publication.  
Selected partner will not be notified before publishing the retention. The 
retention will be sent to the focal point for review and publishing. Once sent 
to the focal point PAM user cannot make edits to the retention. If any major 
error was made, the retention can be cancelled and a new one created.  
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
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STEP 4b 





Steps Description Action Notes 

5 Publish the 
retention 

Log in as an MFT user and find direct link in a notification about the 
retention (DSR) that you need to review (1) 
 
 
Edit and modify a few details if necessary (2)  
 
 
 
Publish the retention (3) 
 

The given retention is also available from the ‘Partnership Opportunities’ 
and clicking on ‘Direct Selection/Retention’ tab, searching for the location, 
and project title.  
Only the project period and the focal point can be edited and modified – if 
other values have to be changed, the retention has to be cancelled and has 
to be crated. 
The given retention can be publish only, if the selected partner has verified 
status – to verify a partner, see the FAQ – verification should be done by 
IPMS (contact epartner@unhcr.org). Selected partner is notified through 
the portal about retaining the partnership for 2nd/3rd/4th year.  
 




  




  



STEP 5 




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Steps Description Action Notes 

6 Finalize Direct 
Selection 

Login as MFT user or PAM user (both roles can perform finalization). 
In the Retention project overview page. Click on the ’Finalize’ (1) icon. 


Add a justification for completing the Retention process and select 

the year for the given retention (2) 

Click on the ‘Finalize’ icon to finalize the Direct Selection. (3) 

You cannot select ‘Finalized-Partner Accepted’ unless the partner has 
accepted the Retention. Until partner’s acceptance, ‘Waiting for 
Partner's acceptance.’ Message appears in ‘selected partner’ box. 


If a partner declines the partnership retention opportunity, you can 
select ‘Finalized- No Successful Applicant’. 


Once you click on ‘Finalize’ no further changes can be made to the 
Direct Selection. 









 

STEP 6 


