AGENCY REGISTRATION - ONLINE RFP ACCESS INSTRUCTION S

Instructions for Access to Agency Information Regigation and RFP_Application
The following are steps to access the online REResy (including Agency Information Registrationgbing

January 5, 2010.

The deadline for submitting a proposaltsursday, February 4, 2010, 5:00pn{this is a strict deadline; the
‘Submit’ button on the final page of the online RFRst be clicked by an Organization Admin-levelrusgthis
time -- the online ‘Submit’ button will be disabledce the deadline arrives).

You must first register your agency, set up usepants and provide information about your orgameprior to
accessing the online RFP form (this is so you ddeeenter new agency information or review/updatisting
agency information so records are correct pricuiomitting a proposal).
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Sign in for Total Grant Solution access:

Forgot your User 107 [click here
Forgot your Password? [click here

IF wour agency iz not yet set up in this system,
pleaze follow the steps below to register,

CONFIRM AGENCY IS5 NOT IN THE SYSTEM:
Type your agency name and check the list for a match; if
you find your agency name, please use the forgot
uzemame/forgot password links in the Sign-ln area above”
(00 NOT CREATE & DUPLICATE AGEMCYY)

Agency Hame

*If wour agency iz in the system, but no User |0°s have been set up,
please contact your Grant Coordinator.

RecisTER] —GEE

| you cannot find your agency name in step 1, click the

‘Mot on List' button below.

EAFTEH PERFORMING STEP 1:
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If you have Organization Admin or Data Entry logimformation (User ID / Password) for your agency
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:5 ) Forgat your Password'? click here

TOTAL GRANT SOLUTION

Welcome, Alfred Cheung
CCSF

Greetings! Weloome to the new home page for all TGS [Total

Grant Solution) reporting tools (Agency Info, 7c,
GreenLight, etc.).

To get to the tool you need to use (7c®, GreenLight, etc.),
click on the "Switch to:" dropdown to the right, choose
the tool, then click GO [note: you can go only to those
nrnarams frnowhich vnnr nser leval allms armesel.

CHOOSE ATGS TODL. THEN CLICK GO

<helects |T

Switch to:

<helects
Home
i

cnline
Green Light
Joi

Report Builder
Hatch
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6&

Please review your Agency Information below and update fields as needed.

Switch tar | <Selects b | [EFS |

Agency Info ses RFP sse Green Light ees 7c*

Once done, click the Submit' button to the right or at the bottom

of this page to save your data.

Fields with an asterisk () are required.

Click to

total grant solution

[sén frans sis’ka)

agency information:

=ADMIMISTRATIVE ADDRESS=

2B Wan Mess Ay
San Francisco, Ch 94102

b at the bottom or top
of the screen.

gick the ‘Launch RFP' button.
You will be taken to the RFP
applicatio

the ADA section, it s a good
Idea to type your responses.
In a word pros

REMEMBER

Items with an

are required

You will not be able
submit your information
with these flelds left blank.

=MAILING ADDRESS=
DRSS (| s
nurmber street pame street type
ADDRESS LINE
2
CITY ™ | 3an Francisco STATE™ |ca,
ZIP CODE * |gaq03
=AGENCY PHONE, EMAIL , WEB ADDRESS=
PHOME # * | 4455553460 ADDITIOHAL PHONE #
expmpole: #15-555-5555 expmple; §15-555-5555
n *%
, L2
* 2 " 2 n %%k 1
I+ o0 $ % H#H$ ** 2
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2 ** &




AGENCY REGISTRATION - ONLINE RFP ACCESS INSTRUCTION S

9& ! 2 o * 2

-
total grant solution
Agency Info eee RFP eee Green Light eee 77

[sén frans

Report Builder
Hatch

Thank you for your submission! Your agency data has been updated.

Switch to; [ <select- A= total grant solution

Agency Info eee RFP * Green Light eee 7c*

[sén frans sis'ka)

m Current Proposals:
Zapacity Building - 35166

Welcome, CCSF
elcome, Community Asset Building - 38173

All proposals must be submitted by 5:00 PM on Monday , October 5, 2009,

For security, this page will time out 45 minutes from the time it was accessed.
Once this page times out, you will need to re-login to continue working (any unsaved data will be lost).

Select Program Area

Select and Edit Established Proposal:

Capacity Building - 38166 (Planning)
Community Asset Building - 38173 (Employment Training)

Create a Hew Proposal:

Select the program for which you are applying. & full description of the different programs and their criteria can be found on the MOCT home page.
Mew Proposal: | [Select) M

Select the category of serwices that most closely matches the services that your program will provide.,

Mew Proposal Type:

V¥iew and Print Proposal

Select a Proposal:

Proposal: | [Select) M

Pleaze note that this list includes:
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Switchtor | <Select= ‘ vf
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Home:

Azency Information
COnline RFP
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If you do not have the Organization Admin or Datanky login info

(User ID / Password) for your agemc
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Sign in for Total Grant Solution access:

——

Forgot your User 107 [chick here
Faorgot your Passward? [click here

B

IF your agency iz not yet zet up in this system,
please fallow the steps below to register,

CONFIRM AGENCY IS5 NOT IN THE SYSTEM:
Type your agency name and check the list for a match; if
you find your agency name, please uze the forgat
uzernamefargat pazsword links in the Sign-n area abowve”

(DO NOT AGEMCY!
Agency Hame

#IF wour agency is in the system, but no User |D's have been set up,
please contact your Grant Coordinator. /

E

AFTER PERFORMING STEP 1:
| you cannot find your agency name in step 1, click the

‘Mat o List' button below.
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Fargat pour User ID? [click here

Fargat vour Paszivord? [click here)

If pour agency = not yet zet up inthiz spstem,
pleaze follow the steps below to regizter,

CONFIRM AGEMCY I5 MOT IN THE S5YSTEM:
Type your agency name and check the list far a match; if
you find your agency name, pleaze use the forgot
uzemame/forgot pazzsword links in the Sign-ln area above”
[DOMOT CREAT AGENCY!)

Agency Mame

Goodn
Gonduwill Industries of San Francisco, San Mateo & tup.
Warin Countties (2802}
Government Computer Sales, Inc., (3428)
G /TODCO, Inc, (2072)
racemdalenter (3523)
LGrand Theft duto (300
ranite Excavation & Demolition, Inc, (51244)
rant Printing (30305)
rant’s on Taylor Street (30002) |
reat Wall contractors, Inc. (RO627)
reater Calvary Hill Missionary Baptist Church
(50510)

100
Copyright @ 2009 Tekmeca, Inc, Al rights reserved,
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Sign infor Total Grant Saolution accezs:

T —
. Password ]

& = " 3 < A Faorgat your User ID7 [click here
LA - \ Forgat your Password? [click hers
- e AN\ oa L ————

9& 1 A 1! * "2 * 2

i “
BETRIEVE PASSWORD

To retrieve your pazsword, please enter your Uszer D
into the field below, then click the 'GO' button. Yaour
passwo ) & zecUr

ided when vour User |D was setup,

C o e )

Forgot your User 107 [click here]

BACK TO SIGN IN

2*
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Sign infor Total Grant Solution access:

S —

/.m\

Faorgat your User 107 [click here)
Forgot your Password? [click here
. -
O — o
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&
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RETRIEVE USER ID

To retrieve your Uszer 1D, please contact one of wour
agency's Organization Administrator level users oryour
Grant Coordinator.

the Organization Administrator level login
info to be sen e Org Adming atyvour agency,
click here

BACK TO SIGN IN
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RETRIEVE ORG ADMIN USER ID"s

Ta retrieve login info for all Org Admin uzers atyvour
agency, tvpe your agency name in the field below (a list
will startto appear), click on your agency name, then
click "GO."

Agency Name

[Gecaan |

GooduilIndUstries of San Francisco,
San thateo & Marin Counties (2802)
. Gowvernment Computer Sales. Inc, (3425)
GP/TODCO, Ine. (2072) [
qti‘,ﬂ Grame |ife Cantar (3R731
. n "
(& 2

* 4 If you have Organization Admin or Data Entry logimformation (User
ID / Password) for your agendy

For all other applicants (agencies that never haot@l Grant Solution — TGS online accounts)
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Sign in for Total Grant Solution access:

——

Forgot your User 107 [chick here
Faorgot your Passward? [click here

IF your agency iz not yet zet up in this system,
please fallow the steps below to register,

CONFIRM AGENCY IS5 NOT IN THE SYSTEM:
Type your agency name and check the list for a match; if
you find your agency name, please uze the forgot
usemamex’forgot pazzword links jn the Slgn -ln area abowve®

plesse contact your Grant Coordinator.

AFTER PERFORMING STEF 1:
| you cannot find your agency name in step 1, click the
‘Mat o List' button below.

6& 1 / 2 * " 4 If you do not have
the Organization Admin or Data Entry login info (U= ID / Password) for your agenéy P

" * ? / 2
= > /!

AFTER PERFORMING STEP 1:
I you cannot find your agency name in steg
Mot on List' buttorn below.

MNOT ON LIST
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Switch to
| Fiscal Agent Form |

ample; $15-555-555% exemple; nameogsnization ovg

ROLE ™| (Select) -

©nce the above information is complete (remember, items witl
an e-mailwill be sent to the Executive Dirsctor with login infi

asterisk arfgequired), click the 'Submit' button below

101 1
Copyright © 2007 City achu‘ Al rights reserved,

£l Done
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Sign in for Total Grant Solution access:

—
Forgot your Passmword? [click here

IF your agency iz not pet zet up in this systemn,
pleaze follow the steps below to register,

CONFIRM AGENCY IS NOT IN THE SYSTEM:
Type your agency name and check the list for a match; if
wou find your agency name, pleasze uze the forgot
username/forgat password links in the Signiln area above”
[D0 NOT CREATE A DUPLICATE AGEMCY!)

Agency Name

*If your 3gancy is in the system, but na User D' hawa been sat up,
please contact pour Grant Coordinator.

AFTER PERFORMING STEP 1:
If you cannot find your agency name in step 1. click the
"Mat on List' button below,

NOT ON LIST
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Sign in for Total Grant Solution access:
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