Finding and navigating through RFP 108

The online RFP application is found on the TGSayst

Click the icon orhttp://www.oewd.org/Workforce_Development Fundirsgpa
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Click the TGS icon here to launch
the application.

If the TGS log in screen does not
appear on your screen, ensure that
you have allowed pop up windows
in your browser

Instructions for Access to Agency

Information Registration and R
Application

The document you can oad to the |eft

= the online RFP

Infarmation
Click HERE for instructions

Registrationw®aginning January 3, 2010
on accessing the oniine RFP.
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Click below to open TGS:

; an Organization Admin-level user by this

time — the online *Submit’ button will be
dissbled oncs the desdline arrives)
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Log into TGS using your user name and passworgb(ifdo not have a user name and
password, or have forgotten it refer to the “Onlir@S Instructions” document posted on
the website above in the right hand section lab#eavnloads”)

| @wastor Logon ] - [ v Page~ Sefe
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Foroot your User 107 (click here}
Forgot vour Password? {click here)

¥ your agency is not yet set up in this system,
please folow the steps below to register.

CONFIRM AGENCY IS NOT IN THE SYSTEM:

Type your agency name and check the It for a match;

youfind your agency name, please use the forgot
usemameforgot paseword finks inthe Sign-n 2rea above”
{DO NOT CREATE A DUPLICATE AGENCYY)
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AFTER PERFORMING STEP 1
¥ you cannot find your agency name in step 1, Glick the

“Nat on List' button below




Before proceeding to the online RFP, please takénate to review the agency
information for accuracy. To access it, choosestay information” from the drop down
list.
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Welcome, Kristine Damalas =
CCSF Switch to:
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CHOOSE A TGS TOOL, THEN CLICK GO

v|| GO === |

Greetings! Welcome to the new home page for all TGS (Total = = —

Grant Solution) reporting toals (Agency Info, 7,
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
programs to which your user level allows access).

In the future, this page will be used for annoucements,

news, data tools, and many more exciting features!
Thank you for using TGS! If you have any questicns, please w ’
feel free to contact your Grant Coordinator. o

Review the agency information and update as nee@ede complete, click the “submit”
button on the top right side of the screen. Tihisrmationwill carry over into the RFP
application so it's important that it is completedaaccurate prior to submitting your
proposal
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==USEFUL TIPS ==

ted
ed, it
n at the bottom or top
reen.
Please raview your Agency Information below and update fields as needed. Click to save agency information:
Once done, click the ‘Submit’ button to the right or at the bottom
of this page to save your data.

*f you are Intending to submit
ar, RFP, after subm

Fields with an asterisk (*) are required.

=ADMINISTRATIVE ADDRESS=
25 Van Ness Av
San Francisco, CA94102

Items with an a:

“fou will not be able to
s our information
with these fields |eft blank.

=MAILING ADDRESS=

ADDRESS. [173 [Van ess | [Street ¥
LINE 1+

\




Once you've updated your agency information anckelil “submit” a confirmation page
will appear. Choose “online RFP” from the drop aomvenu at the top to access the
online RFP application.
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Once you've submitted
changes to the "agency

Report Builder

Hatch information™ page you will see
Thank you for your submisston! Your agency data has been updated. \ this confirmation.

\ Choose "online RFP" from the

drop down menu and click
"go" to launch the online RFP.

Copyright @ 2010 Tekmeca, Inc. Al rights reserved.

The other way to access the online RFP without ngpladjustments to the agency
information page is to access it directly from @S homepage.

After logging in, choose “online RFP” from the drdpwn menu of options
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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
programs to which your user level allows access).
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In the future, this page will be used for annoucements,

news, data tools, and many more exciting features!
Thank you for using TGS! If you have any questicns, please w '
feel free to contact your Grant Coordinator. o




The homepage of the online RFP will launch. Frbmhome page you can either enter a
new RFP or you can edit one that you have savedditgubmitted.

For proposals under areas WF-I and WF-I1l, chooserkiérce WIA Programs” under
the first drop down option.

For proposals under areas WF-Ill through WF-VI, at®“Workforce CDBG Programs”
under the first drop down option.

The choice here will be important as the questiaaskplan options, and budgets in
subsequent screens are slightly different forweefunding sources.

The proposal areas are described in detail inutéekt RFP available at
http://www.oewd.org/Workforce Development_Fundirspa
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I. D G D F F m - Current Prposals:

Welcome, Test Agency

All proposals must be submitted by 5:00 PM on Tuesday, January 12, 2010.

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: If you have already begun entering (but
Public Services - 38076 (Battered and Abused Spouses) haven't submitted) a proposal, you can
ranital Projects - 300 (Abused and Neslerfed Children's Facilities) choose it from the list here.

Create a Mew Proposal:

Select the program for which you are applying. A ful description of the different programs and their criteria can be found on the MOCI home page. |f you are just beginning to enter a
Hew Proposal: proposal, choose the new proposal type
from the first drop down menu.

Select the category of services § S
Mew Proposal Type:
For proposals under Areas WF- and

F-ll choose "Workforce WIA Programs”

View and Print Proposal

Select a Proposal:

Proposal: (Select) —— For proposals for Areas WF Il through
WF-IV, choose "Workforce CDBG
"
Please nots that this list includes: Programs

1) 2009-2010 (last year's) submitted proposals;
2) 2010-2011 submitted and unsubmitted proposals.




The next page displays important information alibatRFP including timelines for the
different funding sections. This information cdscabe found in the full text version of
the RFP on pages 6-10. Once you have reviewedfttrenation, scroll to the bottom of

the screen and click “next”.
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Consideration by BOS Late April/arly May 2010
Mandatory erientations for funded agencies Week of May 17,2010
Execution of grant agreements May and June 2010
Projects hegin July 2010

WILAFUNDED {Workforce) PROPOSAL ARFAS

Please review the “Workforce Development— Program Objectives” section of this RFP for more informarion on WIA funding, strategic focus, and
relared requirements.

g recommendations will be presented to the WISF (Worlkforce
nts of the review process. The City reserves the right to adjust these dates as

Proposals for WIA-funded Proposal Areas will be reviewed by OEWD and fui
Investment San Francisca). Below is an approximate timeline for key el

needed.
All proposals due February 4, 2010 ar 5:00 p.m.
Proposal review February 2010
WISF Approval of Funding Recommendations Lare Fehruary 2010/ Early March 2010
Execution of grant agreements March 2010
Projects hegin March/ April 2010

*See Workforce Development subsections of this RFP for additional detail on WIA requirements.

Please review the Economic Development sections of this REP for more information on SERA funding. strategic focus, and relared requirements.

Proposals for SFRA-funded Proposal Areas will be reviewed by SFRA and funding r ions will be presented to the SFRA C ission. SFRA.
through its Executive Director, reserves the right at any time and from time to time, and for its own convenience, in its sole and ahsolute discretion, to
modify or suspend any and all aspects of the selection process luding, but not limited to this RFP, and all or any portion of the contractor selectiol
process in or subsequent to the RFP; to obtain further information from any contractor, to waive any defects as to form or content of the RFP or any other
step in the selection process; to reject any and all responses submitted; to reissue the RFP; procure the desired services by any other means or not
proceed in procuring the services; to negotiate with any, all, or none of the respondents to this RFP as to fees, scope of services, or any other aspect of the
RFP or services; to negotiate and modify any and all terms of an agreement; and to accept or reject any applicant for entry into a Personal Services

Contract.

NEXT >>>




The next several screens are where you have aehaeater the actual proposal
information. First is the project information sene

Complete this screen and either
click “next” to proceed through the sections reopgrdata entry in order or

complete this screen and choose an option in the down menu at the bottom
left and click “select RFP” to skip to a specifacson.



Program specific questions appear next.

After each set of questions and instructions ydufimid a text box where you can either
type or you can copy and paste text from anotheuhent. Be aware that the page will
time out after 45 minutesso it is advised that you compose your answeasword

processing program and copy and paste the texthetbox provided in the online RFP
application.

Be sure to answer all the sub-parts of each questor example, Section A —
Organizational History and Experience has thresectibns containing items (i) through

(x)).



As stated in the directions, all agencies are et answer all the questions in
Sections A and B.

Please only respond to the questions in sectiopptoariate to the Area under which
your organization is applying.

Notice that since | chose “Workforce CDBG” as mgosal type in the very beginning
of the application, only Areas WF-I11l through WF-$thow under Section C. Had |
chosen “Workforce WIA” on the application, | woubtly see the questions for areas
WEF-1 and WF-I11 in section C on this page.

Question 5 should be answered by all organizati@igk “next” when finished with
this page to advance to the next section.



The next section to complete is the “workplan”

If applying under Workforce CDBG (Areas WF-I11I thglu WF-VI) pay special attention
to the instructions at the top of the page. Yolllvégve many options to choose from in
the workplan drop down but should only use thog#iegble to the area under which

you’re applying.

Using the on-screen instructions, choose the agipkcactivity(ies) you are proposing to
accomplish.

Click on “add workplan detail” and choose an appiaip activity from the dropdown
menu. You must add each activity separately.



Once you have added the item and filled in the mijgtsen and number, click “update” to
save that workplan item.

To add another, click “add workplan detail” andeapthe step above until all activities
that you are proposing to accomplish have beenuated for.

In Q2 be sure to indicate how many unduplicateeintt are proposed to be served under
this application.



The next section is Evaluation. Please answeevhRiation question in the box
provided and click “next”

The next section is the Budget.

Please note that there are many more items awvailadaler the “Workforce WIA”
budgets. You may not need all of the line itemailable — they are merely there to show
the funding category possibilities.



You will notice a row appears below the budgetdabhere you can add details. In this
example, salary details will be added.

Continue in the same manner with all categorigh@budget table applicable to the
proposal. (click edit next to the category, corgplbe details under the table, click “save
budget item”). Remember that the main budget tabéildonly show items for which

the organization is requesting funding under tinegopsal, not the entire budget for the
program.



Note: Should an organization be awarded a graetfihal budget and workplan details
will be finalized during negotiation.

The next two questions request information conegyoither funding sources secured for
the proposed project. Click “add funding item,’bolse the appropriate City Department

or other fund source from the drop down menu, ethieamount, and any comments,
then click “update” to save the line item.

The next section is Neighborhoods.

Read the directions provided at the top of the @agkadd neighborhoods your
organization anticipates serving under this propasappropriate.

Note: The sum of all neighborhood lines must eq81%.



The neighborhood section is the final one requidata entry. Once you click “next” a
report showing all answers and agency informatiofile will appear. From here you
may print and review the information entered ptmsubmission.

Note: The application has NOT been submitted at this poin

Scroll to the bottom of the page and click next.

Only users with organizational level access willdéhe option to submit the application
once the data entry is complete.

If your logon has this access, the final page shibw a submit button.






If your log on is not authorized to submit propssgbu will need to work with your
Executive Director, CEO, President or other offiev@th organizational level access to
review and submit the proposal.

Forgotten or lost passwords for the TGS systenbearetrieved by users. Please refer to
the document titled “Online TGS Instruction — Lagldelp” posted on
http://www.oewd.org/Workforce _Development_Fundispa

Once you press the submit button, no edits candoem

If you find mistakes that need to changed priathproposal deadline of February 4,
2010 at 5p, refer to the Q&A document posted at
http://www.oewd.org/Workforce Development_Fundirsgxafor instructions.

Unfortunately after a proposal is submitted, notsechn be made but a new, replacement
proposal may be submittgdior to the deadline.



