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2. Purpose and Scope

The purpose of the document is to provide guidance to suppliers to respond to RFP/RFQ/RFI
through the Global Fund Sourcing Application

Whenever is mentioned RFY, it refers to RFP/RFQ/RFI.
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3. Background

TGF Sourcing application is an online platform for The Global Fund (TGF) to publish its
Tenders/ Negotiations (Request for Information/ Request for Proposals) and for suppliers to
submit their response online. The platform enables all related transactions & communication
between the two entities.

This user guide is intended for suppliers to enable them participate in the TGF tendering
process.

Any general queries or clarifications regarding this online platform may be
addressed to solicitation@theglobalfund.org.

Any queries or clarifications regarding a specific RFx may be raised using ‘Online
Discussions’ feature on the TGF Sourcing application (explained in this user guide: Online
Discussions), or by sending a message to the contact notified in the RFx.


mailto:solicitation@theglobalfund.org
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4. Login into the Global Fund Sourcing Application
In order to access to the TGF Sourcing application, please use the below URL:

https://access.theglobalfund.org

Login X G

0 € GOa https://access.theglobalfund.org/OA_HTML/RF jsp?function_id=287 16&resp_id=-1&resp_appl_id=-18&security_group_id=08&lang_code=US&params=wfvqZ5IFQd4JSHNy

* Password

& TheGlobal Fund

Enter your GFS password here
Login || Cancel

Login Assistance
Forgot your password/username? Click the Login Assistance link

Accessibilty
G

Select a Language:

English

Privacy Statement

Enter your username and password (this should have been communicated to you earlier by email).
Case you don’t remember your username or password, you can easily recover them, by clicking on
the ‘Login Assistance’ link.

* User Name

Enter GFS user name here
* Password

Enter your GFS password here
Login || Cancel
@ Login Assistance
Forgot your password/username? Click the Login Assistance link

Accessibilty

Select a Language:
English


https://access.theglobalfund.org/
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5. TGF Sourcing Application home page

TGF Sourcing application home page contains two main sections:
e On the left side: the Main Menu (Navigation Menu) shows to what you have access
¢ On the right side: the Worklist
o This list contains all notifications sent from TGF to you through the system.
o All messages are also sent to your email
o You can open and reply to messages directly from here

& TheGlobal FundEe-Business suite

Enterprise Search | All | @ Search Results Display Preferance | Standard .

Oracle Applications Home Page
¥ TIP Number of open notifications: 3. Please use the Workflow Worklist to view and respond to your notifications.

- Main Menu  Worklist
—
[ 16F Sourcing Supplier [From [Type [subject [sent~  |pue
_ 1Sourcing Publish You are invited by The Global Fund to participate in: RFQ 29121 (TGF-RFPXO0(XK) 11-Aug-2017|31-Aug-2017
POS Supplier Registration and Profie Management The Global fund Online Suppler Portal: Reqgistration Approval 11-Aug-2017
Supplier User Registration Workflow Version 2 The Global Find Online Suppilier Portal: Confirmation of Registration 11-Aug-2017

~TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Received notifications.

Navigation menu Click on the message to open it

To read a message, just click on it .
The image below displays an example of an invitation to participate into an RFP.
You can respond directly from this notification.

& TheGlobal FundE-Business Suite

Respond to the notification
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6. Viewing the details of an RFx

Go to the ‘Sourcing Home Page’

Enterprise Search IAII |

Oracle Applications Home Page
“ TIP Number of open notifications: 3. Please use the Workf

- Main Menu
= B3 16F Sourcing Suppier
= B sourcing
Sourcing Home Page
= workist

The negotiations home page will display any open RFx that you are invited to participate

& The Global Fund seurcing

Negotiation number Time left to closure

Full List
Time Left

Suppher Site Megotation Humber Title
7 19 Gays 21 hours

3 TGRRFP000X

i3

 ace
ton ® Dsgualfed
® Awarded
© fetacted

Note: Only the supplier contact entered on the initial invitation will have the
negotiation on the home page.

Other supplier contacts that have access to the TGF Sourcing application can search,
see and respond to RFx, by searching in the portal:

& TheGlobal Fund Sourcing

Suppher Ste Hegotiation usber Tt Tre Time Left Honitor Unread Messages

You can search RFx by number, title,
etc

In case you do not see the RFx number on this page, please contact the Sourcing department:
solicitation@theglobalfund.org



mailto:solicitation@theglobalfund.org
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In order to view the negotiation details, just click on the negotiation number

& The Global Fund seurcing
Negotiations

Search Open Negotations [Tte v Go

Welcome, Patrck,

T * Click here to open the negotiation P
Response Response Status Suppher Site | | Monitor Unread Messages.
No results found.
Full List
Title Type Time Left
TGFRFP-X00X RFQ 19 days 21 hours
Negotiation actions
Time left for closure
e </ __________________________________________________________________________________\ ]
o Tk VG- RIP-RIGCK Actons [ Acknotgs Patcpaten o] | 00
o ST R

ot  ussters
T — ) Jeanegory st Upcd st st e e Delee
- To swae s “one-Tn , =
e 7o s e one e

nccons. [Acwamhdsn Paricoan[v] (6|

All Information concerning the
RFx can be seen here

Note: Make sure that you download and read all attachments shared on the RFx.
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7. The Actions menu

& The Global Fund seurcing

Negotiation actions

Open ite 11 A 2017 1116335
Cose Date 31-Aug 2007 111444

Ml | Uines_ cantrok

Duttame Contract Parrhase Agresment
Bt

e
oy W .
—
T
e o durion
fiin fiv ovspton skt oy e i e . oo
= ok = et
g7 =

- Ta Supier

Possible actions:

7.1  Acknowledge participation

You can also express your intention to participate on this negotiation from the actions menu:
Note: you only need to acknowledge the participation once.

Nogains » R 20121 =

neaeanon | — ] Select your decision ——

2. Optionally enter 3. Apply to acknowledge

a note to buyer :
Cance| | [ Agohy |

7.2 Create Quote

Use the Create Quote action to respond to the RFx

Select Create Quote and
press the Go button

Actions [ create Quote [6o

Open Date 11-Aug-2017 11:16:35
Close Date 31-Aug-2017 11:14:44

Outcome Contract Purchase Agreement
Event
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Optionally enter:
Quote valid until
Your internal reference

Ccancel | [viewnrg | [ swwe oraft | [ gontiue

& TheGlobal Fund seurcing

[ Lo 19 days 10 Bours
ige Date 31-Ag 2007 111444

Ac ot vakd ls ]
R Cumancy 15D o A
Quete Cumensy S0

Wt wmae |
e —p——
You can save your response
Use this button to

as draft at any time and
continue later on.

Please note that the buyer
cannot consider a draft
response

upload your responses

Important: On most responses to RFx, suppliers are asked to provide two documents, at least:
e Technical proposal

e Cost proposal
Please make sure that you attach two distinct documents (files)

& TheGlobal Fund sourcing

Negotiations > RFQ:29121 > Create Quote: 49510 (RFQ 29121) >
Add

Optionally enter a title
- and a description for
P — this document

Title |Technical proposal
Description

Category From Supplier

| Define Attachment
Type @Fie | Browse... | No file selected. .
Ow Click on Browse to
Orext search the document on
your computer
@ File Upload
« v > ThisPC » Desktop » Sourcin
’ : Select the file from your
SEImE TS R computer and attach it
{3 Contacts MName tO the proposal
& Coupa B ACME Comercial proposaladsx

= echnical proposal.d
Pl Desktop ] ACME Technical proposal.xlsx
Documents Request for services.xlsx
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|cancet | | ada amothies | | anpiy |

P " Selected file to
- ’— be uploaded You can either hit the ‘Add Another’
— button to upload more documents or

S

o [ et Apply to finish the upload task

(=1
Orem

Conce | | At | | g |

& TheGlobal Fund sourcing

tageaatons » RRQ 121 >

Ui Contimation
Commercal el STSCHAAE ik B 4040 SRSy
Create Guote: 25010 RFQ 29121)
cancel | | v g | | Saws Deart | | Gontioe

The ToEREE Trme Left 13 days 19 howrs.

N —E
o e, b —
— e = — — = - -
& s s e 2
Gamced | View Wi | | Save Oraft | _gontinue

1. Once finished, make 2. Then press the

sure that all documents Continue button

are uploaded
This page allows you to
review your response

Negotatins > RFQ 25121,
Creat Guote 85511 Review an Sutesil (70 26121)
Cocod |k | | Vatote | | S Dt | | Printable View | | Submit

Hoadar
Tee ToFRFP-000C T Lot 40 days 10 bours
Supgher AGHE CORPORATION Come fate 31y 2017 11:14:44
ey usn qusta vaid Urtd.
Quots Cumsney Raestrch o
Poce recsin Amy Moke 2 Burer
Attachments
ke Tivee Desaription eategory Lt lpeatnd By =3 | Update Buete
Fe Fram Susgle ADIEGACHE.COH 1Aw07 OneTera ,
Fo Fram Susgler AMEDACNE.COH A7 one T

Concel | | ack | | Valbdute | Save Draft | | Prntable Voes | | Subit

Press the Submit
button to send the
Quotation to the buyer

This message confirms that
your quotation/proposal is
successfully submitted

Negotiations |

D Confirmation d
Quote 49510 for RFQ 29121 (TGF-RFP-X0CKX) has been submitted. .
Click here to return to the

home page

Return to Sourcing Home Page
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Your response number is now
visible on the Home page
egouavons
Search Open Negotiations | Title |~ [ 6o |
Welcome, Patrick.
Your Active and Draft Resz.
Press Full List to view al-four company's responses.
Response Nuinber Response Status ‘Supplier Site Negotiation Number Title Type Time Left
149510 Active 29121 TGF-RFPOX RFQ 19 days 18 hours
Your Company’s Open fitatic
Supplier Site Negotiation Number Title Type
No resufts found.
Quick Links

If you click on the response number, you will be able to see all the details

ogotntions

ot 49510 860 20421)

Note: Only submitted quotations are taken into account. Draft Quotations will not be
considered, because they cannot be seen by the buyer.

As long as the Negotiation is open you can amend as many times as you want your response.
You can do this by creating a new quotation.

System will archive the previous one and make the latest one active.

An RFx will keep only one quotation active.

The latest submitted quotation will be the one considered for evaluation.

Important: Once the Negotiation is closed, system will not allow to submit further quotations.

We strongly suggest that you create and submit your response ahead before the RFx closure to
avoid any last minute issues.

7.3 Online Discussions

Online discussions are used for direct communication with the buyer.
You must use this channel to clarify any questions or reply to messages sent by the buyer.

To create a new message:

Select Online Discussions and
M Navigator v @ Favorites ¥ Home Logout Preferences Help press the Go button

# Actions [ Onine Discussions |v| | Go

Open Date  11-Aug-2017 11:16:35
Close Date  31-Aug-2017 11:14:44

Outcome Contract Purchase Agreement
Event
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& The Global Fund sourcing
[Comee | _Prinable Fage

Gpen e 11-Aug-2017 111635
o s 31-Aug 2T 111444

Date

Press here to initiate a new Any existing messages will be
message displayed here

Enter a subject and the

message.
Optionally include L) mt)
attachments to your Once done press the
send button

message

eaotations |

Hegaialions > RFQ. 28121 >

i
T Message has been sent

Status Active
Tive Left 19 days 27 hours

| Hew Message |
[subject Message
Isar buver, Could vou obesse s naw eEnE .,

Clasure date.

Important: Do not use Online Discussions to send quotations/proposals as these will not be taken

into account by the buyer.
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7.4 View Quote History

As described before you can amend an existing proposal, when you do so, system archives the
existing active one and make your latest submitted quotation as active.
This page will show all quotations you have submitted for this RFx.

Choose ‘View Quote History’ and
fi Navigator B Favortes oD (o BT (B press the Go button

A

Actions [ View Quote History [] [ Go |

Open Date  11-Aug-2017 11:16:35
Close Date 31-Aug-2017 11:14:44

Qutcome Contract Purchase Agreement
Event

Archived and active

egotations [ : e — |
T Click on the quote number proposal can be seen

Quote History (RFQ 20121) to see the details

TRk TGEREP-00C

Time Left 19 days 16 hours
[Supplier ~ [Supplier Site icontact. lQuote Status
ACME CORPORATION lPatnd, agh1) Active
ACME CORPORATION Patr

Status Active
Closa Date 31-Aug-2017 11:14:44
Quote Total (USD) Time of Quote
11-Aug 2017 18:13:31
28510 Archwed 11-Aug-2017 15:59:20

7.5 Printable View

Use the printable view to see the RFx in pdf format.

n Navigator avorites Home Logout Preferences Help

Actions | Printable View @

Open Date 11-Aug-2017 11:16:35
Close Date 31-Aug-2017 11:14:44

gutcome - Contract Purchase Agreement Select ‘Printable View’ then press

the Go button
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8. Amendments

While the negotiation is open, buyer might need to amend the RFx.

When this occurs suppliers will be notified and invited to accept the amendment to ensure that they
are aware of the changes.

You cannot submit a quotation having a pending amendment to accept.

Note: Case you have already submitted a response and the RFx is amended, you must create and
submit a new quotation as the existing one will be automatically archived.

& The Global FundE-Business Suite

Enterprise Search | Al M [ 60 | Search Results Display Preference | ~=nsard o
An amendment notification will
Oracle Applications Home Page . . .
¥TIP Number of open notffications: 3. Please use the Workflow Worklst to view and respond to your notifications. be sent to al] anlted SllpplleI'S-
Click to open the message
- Main Menu | Worklist s P I
|_Personalize [ Full List (3) |
88 TGF Sourcing Supplier [From [rype [Subject Sent ~ [Due]
(=] Sourcing ) Sourcing Publish Acknowledgement Required: Amendment 1 to RFQ 29121 (TGF-RFP-XXXX) 16-Aug-2017
= Sourcing Home Page POS Supplier Registration and Profile The Global Fund Online Supplier Portal: Registration Approval 11-Aug-2017

% Worklist Supplier User Registration Workflow Version 2 The Global Fund Online Supplier Portal: Confirmation of Registration 11-Aug-2017
¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Oracle Applications Home Page =

(i) Information
This notification does not reguire a response.

Required: Amendment 1 to RFQ 29121 (TGF-RFP-XXXX)

From Company The Global Fund
To PATRICK Title TGF-RFP-XXXX
Sent 16-Aug-2017 17:12:43 Mumber 29121,1

ID 2679548

Negotiation Open August 11, 2017 11:16 am CET
Negotiation Close August 31, 2017 11:14 am CET
Supplier ACME CORPORATION
Supplier Site
This Negotiation has been amended. To be considered for award you must acknowledge each amendment and resubmit your response to ensure your response complies with the changes.
Please go to Review Changes page to review the changes for this amendment.
You can use this link to review the
Retum to Workist changes. This notification is for

your information only.

Go to the Sourcing Home Page

In case you have already

S Theglobal s submitted a quotation, system
alerts that you must take an
e T action.
Press Ful Lit to view al yous-edigany's respanses. Full List |
Response Nmiier Supplies Site. Megotiation Number Title Type Time Left Monitor Unread Messages
it e e @ e -
% Hegatiation has been am d re ward,
Full List |
Supplier Site Negotiation Humber Title Type Time Left
291211 TGERFP-0. gFa 14 days 17 hours
Quick Links. d e

Negotiation number shows the
version number. This works the
same way as PO revisions.
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Negouanens

/A Warning

RFQ 29121 has been amended. To be considered for award you must acknowledge each amendment and resubmit your response to ensure it complies with the changes.
View Amendment History

Quote: 43511 (RFQ 29121) -

_ You must acknowledge the
Title  TGF-RFP-X0CK .
Tmeleft WA amendment and resubmit the
Style Blind .
Quote Curency USD quotation
Contact Patrick,

Suppliers’ Quote Number
Quote Status Resubmission Required
Type Description Category Last Updated Usage Update Delete

Title

Attachments  no rsults found.

Return to Negotiations

To acknowledge the amendment:

eaotitions 1
Search Open Nogotations [Tre v [6o |

Wialcama, Patrik.

Responses.
Bress Ful Ut to view all your campany's responses FullList
Responsa Number Response Status Suppher Site Wegotiation Number Title Type T Loft Monitor  Unread Messages
sws1 ) Resubmssan Requred 2912 TGFRFP-10000 RrQ 14 days 17 hours x5 n
& Kegotition has been amended ani requies your action ta be constered for award,
Full List.
Suppler Site Negotiation Rumber Ttk Tvpe Time Left
22211 TGFRFR-000C RFQ 14 023 17 howrs
Quick Links. —

Click on the negotiation number

& TheGlobal Fundseurcing

s You can see the
S B e amendment reason

T T 00
. Active

A warning message e e e
alerts you. L

Oulcane Contract Purchase Agrwesment
Davrren Gemerk WP Amaritod

et seat Ot

Tota Aureararn Aseurt

Choose ‘Acknowledge
Amendments’ and
press Go

1. Select this check box to accept
the changes

a6 £50 et 00 A (o FRIDE) i TR0 T MRS Yo SRO00ES g WER The Cangen

it accept the tarms and condenns of the RFQ and s scmomisdge the changes m

e
Yok © 2. Then click on the e —
. —

R 2w
Upeatad tams 303 constons
Desrpten

— et Acknowledge button

ez Capability to see what has
changed

(e F e Juast ottt = Spdate Dokte.
Taomsiod cosd el ™ To Seoper e one T > 1
e " To Seper e neTme
R 29121,0
[ oo Omcrption Jeatogary Lack Udatod B st ot e 1 pdata Oukta.
T " o ot : =y one-tee ]
" To Scppie 162017 one T
o
o g et
ok
o chnges et
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Choose Yes to resubmit
Amendment acknowledged your quotation or No
successfully.

to do this later.

Note: You are not obliged to create your quotation immediately. In case you need to revise your
response, just click on the ‘No’ button. You will be able to submit your response while the RFx is
still open by following the steps described on the Create Quote section

Conced | [ View i | [ Sowe praft | | Gontimue |
Tema ek 14 days 17 hours
oss Dats 31 Mg 2017 1

TN —
Raforence e
Attachmets

Mot to Buree
#Add Attachment...

A st Wptatat e Update Dbt
Fe o Suspler ACHEBACHE.COM g 2017 SneTime #
oo - i Sugoh ACEGACHE 0N g 2017

Proceed to create quote as

described on Create Quote
section




¢ The Global Fund

Page |18

9. Common Issues

9.1 Login difficulties

Most of the time, the login problems are due to browser cookies.
Case you are facing the error message saying ‘Session is no longer valid’ of something similar, please
try the following steps:

1. Open a new private browser window:
a. On Internet Explorer — Go to Tools and pick ‘InPrivate Browsing’

G Ly https://tgf.sharepoint.comy sites/insidewa
Fle Edit Yiew Favorites BIGEES Help

Delete browsing history.. Ctrl+Shifts Del
@ InPrivate Browsing Ctrls- Shifts P
Turn en Tracking Protection
ActiveX Filtering

Fix connection problems...

Reopen last browsing session

Add site to Apps

View downloads Crl+l
Pop-up Blocker b
SenartSereen Filter »
Manage media licenses

Manage add-ons

Compatibility View settings

Subscnibe to this feed..,

Feed discovery

Windows Update

b. On Chrome — From the three points located on the upper right corner, pick ‘New
Incognito V&indow’

[m] *

| 0

iC > Horn MNew tab

H
Mew window Ciri+N
@ MNewincognito window  CtrleShift=N
INSIDE History L4

Downloads.
Bookmarks ]

Zoormn - 100% - -

Frint...
Cast...
Find...
Mare tooks 4

Edit Cut Copy Paste

Settings
Help 3

Exit
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c. On Firefox — from the menu located on the upper right corner, pick ‘New
Private Window’
= =) X
*68 A9 al=
atiun. @ M X Cut g Copy 4 Paste
' °
O "= &
New Window  New Private Save Page
Window
- O ©
Print History Full Screen
Find Options Add-ons
Developer Synced Tabs
I € 9 v coash e onie INSLTY

Customize 7] O

d. On Safari — Go to File > New Private Window

@ Safari m Edit View History Bool
. New Window #N
New Private Window 13N

8P

PI

2. Then enter the following URL: https://access.theglobalfund.org/



https://access.theglobalfund.org/
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3. Login page will be displayed:

a. Enter the username and latest password received
& TheGlobal Fund
» R

Erter your GFS aser name here
* Password

Enter your GFS password here
LLogin || Cancel |

Login Assistance

Forgot your password/username? Cick the Login Assstance ink

Accessibility | None v

Select a Language:
English

T

9.2 Key point of contact out of the office

If the key point of contact for your company is out of this office and you need to access the RFx,
please send a message to request to be added to the contact directory on the portal. You can then
search for the RFx as detailed in paragraph 5 above.

9.3 Late bids

Late bid: once the RFx is closed, it cannot be re-opened by the buyer, so we cannot accept proposals.
If you are experiencing any issues with the system you need to notify us ahead of the closing time, so
we can identify and solve the problem

We strongly recommend that you familiarize yourself with the system before the deadline, and
anticipate potential internet issues by submitting your response ahead of the closing time.

Bidders requesting assistance for system problems within 24 hours of the RFx closure risk not being
able to submit a quotation/proposal.

9.4 Missing documents

Before submitting, check the final clean version of all relevant documents have been uploaded. Buyer
will not be able to accept changes after the closing time.



