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What is the Global Fund’s Partner Portal?

» The Global Fund’s “Partner Portal” is an online platform which serves as unified system for Coordinating
Mechanisms, implementers, Local Fund Agents, and the Global Fund Secretariat.
» Currently, the Partner Portal is used for managing Master Data.
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Home = Organization Information

Welcome

Welcome to the Global Fund Partner Portal, where you can manage your part in the Global Fund grant life cycle — from submission of funding requests through grant closure. It is only accessible to Country Coordinating
Mechanisms, Principal Recipients, Local Fund Agents and Global Fund staff. Select the appropriate tab to continue.

Supporting Materials
Here are supporting materials that will guide you in navigating the Partner Portal and allow you to use its features.

Master Data Templates: https://www theglobalfund.org/en/policies-guidelines-templates/templates/

Master Data Guidance for Country Coordinating Mechanisms

Master Data Guidance for Principle Recipients and Lead Implementers

Video Instructions: Coming Soon



What is Master Data and why is it important?

» Master Data is key information relating to the Global Fund’s in-country actors (PR, CCM & RCM, LFA).
» Master Data is an important input into Funding Request & Grant Making stages of the grant life cycle.
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What are the roles of CCM/RCM members in the Partner Portal?

» The contact information for all CCM/RCM members need to be listed in the Partner Portal.
» It is important to select the correct ‘Role’ when creating or updating each contact.
» Only Admin Focal Points have access to the Partner Portal.
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Role: Admin Focal Point Chair Vice Civil Society Member, Alternate...
Chair  Signatory (all other Roles)
Only contacts with the role ‘Admin Contacts with the role ‘Chair’, Vice Chair’, or ‘Civil
Focal Point’ are granted access to Society Signatory’ can be selected as Signatories
the Partner Portal. for Legal Agreements, who sign the Grant

Agreement on behalf of the CCM/RCM.

There should be more than one at any time There should be one member with each role.




How do | update information or make changes to Master Data?

» Master Data can be created or updated through “change requests”

The CCM/RCM Changes are
submits a change _ The Global Fund reviews and — reflectgd i the
request in the ~ 7 | validates the change request |
Partner Portal
Partner Portal

(o It is the responsibility of the CCM/RCM to ensure their Master Data is correct and up-to-date.

This is particularly important during the Funding Request and Grant Making stages.




What change request should | use?

» Master Data can be created or updated through “change requests”

Type of Actions (“change requests”)

Create New Contact

Update Contact

Mass Edit CCM/RCM Contacts

Update Authorization &
Access Rights

Update Organization

When to use them?

To add a new contact to the CCM/RCM.

To update personal information for a contact (e.g. email, role, phone no.)
To remove a contact from the CCM/RCM.

To make multiple changes to contacts in one CCM/RCM (e.g. edit some members, remove
old members, add new members).

To update, remove, or add authorization rights (e.g. signatory for legal agreements) for
contacts already associated with the CCM/RCM.

To update organization information (e.g. name, abbreviation, address, website).



Useful Tips

v" Do not overwrite contacts — e.g. if the Chair changes, create a new contact with the role Chair, and for the old Chair either change the
role or remove the contact as applicable.

Whenever possible, avoid using the same e-mail address for multiple contacts.

Enter telephone numbers using international phone number format: +Xxx (XXX) XXX-XXXX

Provide a complete address, with correct street address / PO box plus number, zip code, city and country.
Fill in all mandatory fields (marked with a red bar).

Check for typos or irregularities.

N N N N RN

When assigning authorization and access rights, each CCM/RCM should have:

« One member with the role ‘Chair’, ticked for ‘Signatory for Legal Agreements’
« One member with the role ‘Civil Society Signatory’, ticked for ‘Signatory for Legal Agreements’

« 2-3 members with the role ‘Admin Focal Point’ (‘Access to Partner Portal’ will be automatically ticked)






Getting started

» The Partner Portal is optimized for Google Chrome




Accessing the Global Fund Partner Portal

St N e—
€

portal theglobalfund.org/login !

?To access the Global Fund Partner Portal, open an internet browser and type in the link: portal.theglobalfund.org/login

e

O Enter username and password for https://adfs2 theglobalfund.org

Enter the User Name and Password
sent to you by the Global Fund in two
separate e-mails.

User Mame: | |

Password:

If you have a problem logging in, please send an e-mail to: GFSupport@theglobalfund.org
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Once | start a change request, can | save it?

Request Edit
é New Request

Contact Creation 'save| | Submit| | Cancel

_
Save Submit Cancel
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Index of Change Requests

Navigating inthe Portal............cco slides 13-16
Request to Update Organization.................oooiiii i, slides 17-19
Request to Create aNew Contact...........ccoeeviiiiiii i, slides 20-21
Request to Update an Existing Contact...............coooiiiiiii, slides 22-23

Request to Update Authorization & Access Rights (of existing contacts). . ..slides 24-25

Request Mass Edit CCM Contact List..........ccoooviiiiiiiiiiiiiiee slides 26-32

The following slides contain fictitious data
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Navigating in the Portal (1/4)

& TheGlobalFund Partner Portal

Home | Organization Information

Click on this tab to access your Organization Information.
Here you can view your organization’s Master Data and
launch change requests to create or update information.

To change the language in which the Portal Click on this icon to log

is displayed, click on the link representing the out of the Portal.
desired language.

Home | Organization Information

‘] | All Organizations v

=

AlB|C|D|E|IF|G|H[I[J|K|LIM|IN|C|P|Q|R|S|T|U|V|wW]|X]|Y]|Z]|Cther [

| New Organization Creaticn| |f_,}|

Organization Name + Organization Short Name Primary Country

Parent Account
CCM Lestolva CCM LES Switzerland
Select the “Organization Select “All Organizations” The Organizations you are affiliated with are
Information” tab. from the drop down list and displayed. Click on the “Organization Name” to
click “Go!”

access the Organization details.



Navigating in the Portal (2/4)

 Organization Information Click on the buttons to launch change requests.
' CCM Lestolva (“Create/Update Bank Information” is for PRs only)

« Back to List: Organization Information

Organization Roles [1] | Change Requests [5+]

Organization Information Detail Request Organization Update] [umate Authorization and Access Righis‘ [New Contact Request | | Create/Update Banklnformaﬁon]
Organization Name  CCM Lestolva [View Hierarchy] Email Address  contact@lestolva.com
Organization Short Name  CCM LES Telephone Mumber — +12 (345) 673-0920
Parent Account Website  hitp:/fwww lestolva.com

Primary Country  Switzerland
IATI Organization Identifier
External GF 5 1D Vendor
External GFS ID Vendor Site  ACCOUNT_2763

¥ Address Information

Primary Address Line1  Broadway 34 Primary Zip/Postal Code 54321
Primary Address Line 2 Primary City  Lestolva-City
Primary Address Line 3
Primarv Address Line 4
g w Contacts
lllla.ss Edit CCM Contact List ;!chwruoad CCM Endorsement Form
Action Contact Salutation Contact Name Contact Gender Organization Name Organization Abbreviation Official Job Title
Reqguest Contact Update Mr. Albert Einstein Male CCM Lestolva CCM LES Administrateur
Request Contact Update Dr. Amel Kirkov Female CCM Lestolva CCM LES Hiv Programme Manager
Bequest Contact Update Mr. Bill Doe Male CCM Lestolva CCM LES Profasseur Chef De Servicas Des Maladies Infectieuses
Mr. Bill Patel Male CCM Lestolva CCM LES Directeur
Request Contact Update Dr. Harry Kirov Iale CCM Lestolva CCM LES Responsable Du Programme
The “Organization All the contacts associated to the CCM/RCM are displayed. Click on “Request Contact Update” if Click on ‘Mass Edit CCM Contact
Information Detail” you wish to update a Contact information. (If “Request Contact Update” is not available, this List’ to launch a change request.
is displayed. contact has another primary organization e.g. they belong to a PR organization. Please contact
GFSupport@theglobalfund.org to request changes.)
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Navigating in the Portal (3/4)

¥ Authorization and Access Rights by Grant
CCM LES v
-+ Positions (17)
Organization Contact Role 4 Official Job Title & Signatory for Signatory for  Organization Key Accessto  Recipient of
Abbreviation ¢ Name & Legal Disbursement Representative Contact Global Automatic
Agreements £ Request &  for forGF  Fund Motifications &F
Motices &} Comms - Partner
ccM Portal £
only &
CCM LES John Doe | Member | Sous -Directrice v
CCM LES Linda Patel  Member | Professeur Chef De Services Des Maladies v
Infectieuses
CCM LES Harry Kirov | Member | Responsable Du Programme v
CCM LES Mary Member | Président v
Smith
CCM LES Will Muller | Member | Président v
CCM LES Sally 5mit | Member | Sous -Directrice v
CCM LES Bill Doe Member  Professeur Chef De Services Des Maladies v
Infecticuses
CCM LES Samuel Member | Sous -Directrice Maladies Transmissibles v
1 of 1 Organization Rele Page 1 | of1 Organization Roles perpage: 10 ¥

The Authorization and Access Rights information is
displayed in the middle of the page.
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Navigating in the Portal (4/4)

@ Change Requests
Action Change Request Case Record Type Owner Request Status Date Opened
Edit | Cls 00005419 Update Contact Information for CCM Anne-iarie Ngo Tega Drait 322018
Edit | Cls 00005056 IMass Edit of Contact List for CCM Amel Kirkov Draft 2182018
Edit | Cls 00005055 Iass Edit of Contact List for CCM Amel Kirkov Draft 2182018
Edit | Cls 00005054 Update Authorization and Access Rights CCM Amel Kirkov Drait 2182018
Edit | Cls 00005053 Update Authorization and Access Rights CCM Amel Kirkov Drait 2182015
Edit | Cls 00004932 Update Authorization and Access Rights CCM Amel Kirkov Reqguest for Global Fund CT Review 252018
Edit | Cls 00004930 Update Authorization and Access Rights CCM Amel Kirkov Request for Global Fund CT Review 2/5/2018
Edit | Cls 00004929 Update Contact Information for CCM Amel Kirkov Draft 2/5/2018
Edit| Cls 00004928 Update Crganization Information for CCM Amel Kirkov Request for Global Fund CT Review 2/5/2018
Edit | Cls 00004927 Update Organization Information for CCM Amel Kirkoy Reguest for Global Fund CT Review 2/5/2018
Show 3 more » | Go to list (13) »

o

All change requests raised for this CCM / RCM are displayed, showing the status of
the review process. Click on the change request number to see the details of the
request.
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Request Edit 1
(/ New Request

Request to Update Organization (1/3)

Organization Update

Organization Details

Current Information

Case Number
Case Record Type

Organization Name
Organization Grant Abbreviation
Organization Short Name

IATI Organization Identifier

Wehsit

Update Crganization Information for CCM

CCM Lestolva

CCM LES

hitp: v lestolva.com

Communication Language

Primary Address Information
Primary Address Line 1
Primary Address Line 2
Primary Address Line 3
Primary Addreas Line 4
Primary Zip/Postal Code
Primary City
Primary Country
Primary Email Address

Primary Telephone Number

English

Broadway 34

54321
Lestalva-City
Switzerland

co ntactj@lestclva_com
+12 (432) 543-7654

Submit | | Cancel

“After clicking on “Request
Organization Update”, a New
Request page is displayed.

he current organization
information is displayed in
the left side of the screen.

Request Status

Organization Name
Organization Grant Abbreviation
Organization Short Name

IATI Organization Identifier
Website

Communication Language

Description

Primary Address Line 1
Primary Address Line 2
Primary Address Line 3
Primary Address Line 4
Primary Zip/Postal Code
Primary City

Primary Country
Primary Email Address

Primary Telephone Number

Proposed Information

Draft

|cCM Lestolva|

[CCM LES

|www_ lestolva.com

||Brcnr:1d\l'.t'a\3.r 34

|54321

||Lestolva—C ity

||Switzer|and

2

||contact@lestolva.com

||+12 (432) 543-7654

On the right side of the screen, make any updates
required, including adding required information that
is currently missing (boxes marked with a red bar)
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Request to Update Organization(2/3)

<, Add.

y

Secondary Address Line 1 Secondary Address Line 1 |
Secondary Address Line 2 Secondary Address Line2 | ] @ v 1 L « AIM » UAT Master Data » Document Submission v ¢ Search Document Submission 0
Secondary Address Line 3 Secondary Address Line 3 [ | Organize v N foilcles = v ﬁ @
Secondary Address Line 4 Secondary Address Line 4
§ ‘ ¥ F 2 ks Name Date mo&!neﬂ Type Cize
Secondary Zip/Postal Code Secondary Zip/Postal Code | avorites
e City Secondary City ‘ Bl Desktop Document to be Attached.docx 1/25/2017 9%:59 AM  Microsoft Word D... 24KB
—— = — Downl
Secondary Country Secondary Country --None-- ¥ 'r'
) - "% Recent places
Secondary Email Address Secondary Email Address |
Secondary Telephone Number Secondary Telephone Number & OneDrive
Tertiary Address Information 188 This PC
IS
Tertiary Address Line 1 Tertiary Address Line 1 | | jDeslttop
Tertiary Address Line 2 Tertiary Address Line 2 ] /| Documents
Tertiary Address Line 3 Tertiary Address Line 3 ] 8 Downloads
Tertiary Address Line 4 Tertiary Address Line 4 ] & Music v
Tertiary Zip/Postal Code Tertiary Zip/Postal Code ‘ File name: N ‘
Tertiary C: Tertiary C ]
- . ) =
Tertiary Country Tertiary Country --None-- v
Tertiary Email Address Tertiary Email Address | | e e
Tertiary Telephone Number Tertiary Telephone Number |
-‘ D t Manag
Saus) |Subb) (Camenl Choose Files | No file chosen
-
D M Tip: You can attach multiple documents at once by holding "Ctri" and selecting multiple attachments in the pop-up window

Choose Files | No file chosen

Scroll down to the
Document Management
Section at the bottom of
the screen. Click on
“Choose Files”.

Select the file to be attached and click
“Open’. If you want to attach multiple
documents at once, hold “Ctrl” and
then select multiple attachments in the
pop-up window.

/]

'Save | Submit | Cancel

Document Management Section

Choose Files Document t...ached.docx i

The name(s) of the documents
selected will appear beside the
‘Choose Files’ button.

Click ‘Submit’ to send the change
request to the Global Fund for
review.
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Request to Update Organization (3/3)

Change Request
¢ 00009158

@ Post @l File M Newlead  More v

Wirite something..

Q| show All Updates ~

E Amel Kirkov (Partner) created this change request. - 9

i 00009158

&) Foliow 0

Followers The change request is created with
a number assigned to it.

Na followers.

| Reguest Status: Request for Global Fund CT Review

Lase Number: DUDUE1 50

Comment - Like - Todayat2:57 PM

« Back to List: Organization Information

Change Request Detail

Case Number

Organization Short Name
Website

Primary Email Address
Primary Telephone Number
Communication Language
Contact Name

Description

IATI Organization Identifier
Country Team

has changed from ‘Draft’ to
‘Request for Global Fund CT
Review’, indicating it is now under
review by the Global Fund.

? The status of the change request

Case History [2]
00009158 Updats Organization Information for COM statys  Request for Global Fund CT Review
CCM LES Request Record Type  Update Crganization Information for CCM
www lestolva.com Primary Address Line1  Lexington avenue 14
contact@|estolva.com Primary Address Line 2
+12 (432) 543-7654 Primary Address Line 3
English Primary Address Line 4
Amel Kirkov Primary Zip/Postal Code 54321
Primary City  Lestolva-City
Primary Country  Switzerland
CT Algeria Clarification Comments History

Edit | | Submit
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Request to Create a New Contact (1/2)

Request Edit
( New Request

Contact Creation |E| | submit | |m|
Contact Details . . «
Case Number Request Status  Draf After clicking on “New Contact
Fose Recordyps. - Creste Coniastfor CoM _ _ Request”, a New Request page is
Salutation I Business Email Address : B
vl I— el Il | diSP'aved.
9 Festhame ] BusinessPhoneMumber [ |
Gender | None-  v] WobilePhoneNumber [ | @
Prinepalatieraliy | -None-- ’ il B Enter the new contact information and
Entry date into CCM Il:l[mmg] Primary Address Line 1 l:l K .
Role [None—  v] Primary AddressUmne2 [ | fill all the mandatory fields (marked
OfficaljobTte [ | with a red bar).
Key Contact for GF communication [ Primary Address Line 3 l:l
Public Sector or Non-Public Sector Primary Address Line 4 l:l
Sector Representzd || -None—- v T I:I ar (Q:
: Available - [y [chosen . PimaryZpPostiCode [ | ick the ‘Signatory for L_egal
HVIAIDS L Agreements’ checkbox if the contact
| Maiara - - _ entered should have the authority to
I vt = (p)[Chosen : i ) N sign/acknowledge legally-bindin
Women and girls . g Wi g g y- | I g
o (e who have sex wih men) Ky . documents on behalf of the CCM/RCM
PRISR Representation _|[-None- v] Communication Langusge | English v | (only relevant for contacts with the Role
; air, Vice Chair or Civil Socie
Position Represented Country l:laj Allow info to be published on website? [ & . ty
Signatory).
Member of the oversight committee (]
Signatory for Legal Agreements (] .
Access to Global Fund Partner Portal CliCk “Submit”
e

EX

Document Management Section

Choose Files | No file chosen
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Request to Create a New Contact (2/2)

Change Request

00005152

J Hide Feed

@ Post ] File A Link gy Poll

Write something...

S | Show All Updates -

E Amel Kirkov (Fariner) created this change request.

¢ 0ooos1s2

& Foliow

Followers

Mo followers.

Request Status Regquest for Global Fund CT Review %

Case Number: 00005152

Comment - Like - Todayat 1:28 PM

# Back to List: Organization Information

The change request is created with a
number assigned to it.

The status of the change request has changed from
‘Draft’ to ‘Request for Global Fund CT Review’, indicating
it is now under review by the Global Fund.
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Request to Update an Existing Contact (1/2)
1

Requeci EdlE
f New Request

Contact Detalls

Cacs Asoord Type  Updsta Comtact Information for COM
Baludation Wi
LaciMame  Sirshen
FirsiMams  Ajbert
Gander L3l
Prinzipal Maticnalltty  Saftzaniand
Enviry dabs Inba CoM

Current Information

Cacs Numiber

Propesed Information

FReguest Belus  Drafi

st [V |

Lectbiame | Eingein |
Firs{ Hama |[2icet |

I e A

Prinzipal Neticnallty | [ZSwiizedand L

| = S=cuie=d Information

Ruia
Cifiplal Job Tite

Organlmbion Hama

Ay Durrlantfw:I'BFﬂc-'l'n:--
Pubilie: Baobor or Non-Publlo aotor
Aspior Reprcentsd

Component

Mambsr
AdminEtrateur
CCM Lesiohia
'

SOV [Covemmen]

Entry dabs Inko CCM
Roda

[ ]razzeo
| [Memzar L

Cefloial Job Tt (A dminigtrataur |

Wy Contact for 3F sommunioation =

PFubilo Bsobor or Non-Pubdio Baotor
Ssoior Repecentsd ||G,3‘|J[Gunlvemmm .'-—l
Companet
Avallable - [Chaeen
HIMIAIDS = A= -
Tubsrculasks =
- -
Malzra Iil
KARDet=ll R vaNane o [y [cnosen .
Women and girls (8.3
Youwlh —
- -
MSM (Men wha hava sex with men) L4

FRIER Raprocantetion  |[—anz— L

S
tave| | bubmit| | Cancel

2,

After clicking on
‘Request Contact
Update”, a New
Request page is
displayed.

The current contact
information is
displayed in the left
side of the screen.

On the right side of the screen,
make any updates required,
including adding required
information that is currently missing
(boxes marked with a red bar).

At the bottom of the
page, tick this box to
remove an existing
contact from the
CCM/RCM.

Click “Submit”
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Request to Update an Existing Contact (2/2)

1
Change Request

¢ 00009159

- Hide Feed

@ post @] File (@ Link gy Poll

‘Write something...

Q| snow All Updates -

E Amel Kirkov (Partner) created this change request.

& 00009159

Request Status Request for Global Fund CT Review

@ Follow
Share Followers
No followers.

D)

Case Number:

Comment - Like - Todayat 3:57 PM

« Back to List: Organization Information

Change Request Detail

Case Number

Salutation

Last Name

First Name

Gender

Principal Nationality

Entry date into CCM

Role

Official Job Title

Key Contact for GF communication
Public Sector or Non-Public Sector
Sector Represented

Component

KAP Detail

PRISR Representation

Multilateral / Bilateral classification

I Request Record Type  Update Contact Information for CCM g

Case History [2]
00009159
hr.

Einstein Business Email Address
Albert Alternate Email Address
Male Business Phone Number
Turkey Mobile Phone Number
1462019 Fax Number
Member Primary Address Line 1
Administrateur Primary Address Line 2
v Primary Address Line 3
Primary Address Line 4
GOV [Government] Primary City
Primary Country
Primary Zip/Postal Code
PR - Principal Recipient Description

Clarification Comments History

touil. merouane. mj@gmail.com

214E+11
214E+11
21338361494
Broadway 34

Lestolva-City
Switzerland
54321

The change request is created with

a number assigned to it.

The status of the change request has changed from ‘Draft’ to ‘Request
for Global Fund CT Review’, indicating it is now under review by the
Global Fund.
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Request to Update Authorization & Access Rights(1/2)

Request Edit
(' New Request

[seve] [ submit | Cancel] After clicking on “Update
Generic Information Authorization and Access Rights”,
e » _ Request Satus  Draf a New Request page is displayed.
Case Record Type  Update Authorization and Access Rights CCM Organization Name  CCM Lestolva
Communication Language I Signatory Template  hitps:/www.theglobalfund.crafenipolicies-guide...
e @
P
— _ (2 | All CCM/RCM contacts are
e displayed with their associated
Contact Role Signatory for Legal Agreements Key Contact for Communications . . .
John Doe Goortinating Meshanism = 5 authorization rights. Make the
Linds Pt Coordinating Mecharism g ® required updates by checking and
s S - ‘ unchecking boxes.
Mary_Smith Coordinating Mechanism ] 4
Will Muller Coordinating Mechanizsm (=] #
Sally Smit Coordinsting Mechanism [m] = 9
Bill Dog Coordinating Mechanism (] £l
Samuel Simple Coordinating Mesharism 5] @ Attach any supporting documents
Susan Amar Conrd?nating Mechan?sm ] 4 (nOt requ”-ed) .
Motna vanoy Coordinating Mechanism ] 4
Sally Doe Coordinsting Mechanism (=] #
John Muller Coordinating Mechanism # =
Robert Fall Coordinating Mechanism [} 5]
Willizm Frost Coordinating Mechanism ] 4 . .
ill Patel Coordinating Mezhanism o 7 Click “Submit”
Amel Kirkoy Coordinating Mechanism ] 4
Albert Einstein Coordinating Mechanizsm (=] #
4
D=
Document Management Section
No file chosen i
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Request to Update Authorization & Access Rights (2/2)

Change Request

~ 00009160

H- Hide Feed

@ pPost {ll File A& NewLead More + @ =oliow

Wite something... m Followers

Mo followers.
Q| Show All Updates ~
Amel Kirkov (Pariner) created this change request. =
& 00009160
Fequest Status Regquest for Global Fund CT Review
Case Mumber: D0DDS160
Comment - Like - Today at 414 PM
« Back to List: Organization Information
Case History [2]
Change Request Detail | Edit || Submit|
Case Number  DDODSME0 Request Status | Request for Global Fund CT Revie
Description Request Record Type 3 rizaticn an te33 Rights CCM
Country Team  CT Algeria Signatory Template  hitps-(Awww theglobalfund. crgfenfpolicies-guide...
Contact Name  Amel Kirkov
Contact Phaone
Clarification Comments History
| Edit | | Submit|
The change request is created with The status of the change request has changed from ‘Draft’ to ‘Request for Global Fund
a number assigned to it. CT Review’, indicating it is now under review by the Global Fund.
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Request Mass Edit CCM Contact List (1/7)

. Drganization Information
- CCM Lestolva

+ Back to List: Organization Information

Orpanization Roles [1] | Change Requests [104]
Qrganization Information Detail Request Organization Update | | Update Authorization and Access Rights| | New Contact Request| | Create/Update Bank Information
Organization Name  CCM Lestolva [\View Hierarchy] Email Address  contactiilestolva.com
Organization Short Mame  CCM LES Telephone Number +12 (34%5) 675-9505
Parent Account Website  hitpo/fwww lestolva.com
Primary Country  Switzerland

IATI Organization Identifier

External GFS ID Vendor
External GF5 ID Vendor Site  ACCOUNT_2768
v Address Information

Primary Address Line 1 Broadway 24 Primary Zip/Postal Code 54321
Primary Address Line 2 Primary City  Lestolva-City

Primary Address Line 3
Primary Address Line 4

v Contacts
Mass Edit CCM Contact List |I Download CCM Endorsement Form
Action Contact Salutation Contact Name Contact Gender Organization Name Organization Abbreviation Official Job Title
Request Contact Update I Albert Einstein Male CCM Lestalva CCMLES Administrateur
Request Contact Update Dr. Amel Kirkow Female CCM Lestolva CCMLES Hiv Programme Manager
Request Contact Update r. Bill Doe Male CCM Lestolva CCMLES Professeur Chef De Services Des Maladies Infecticusss
Request Contact Update hdr. Bill Patel Male CCM Lestolva CCMLES Directeur
Request Contact Update Dr. Harry Kirow Male CCM Lestolva CCM LES Responzable Du Programme

Go to list (17)>>

From the Organization Information
page in the Partner Portal, click
“Mass Edit CCM Contact List”.
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Request Mass Edit CCM Contact List (2/7)

w» Request Edit
( New Request

Step 1: CCM Submits Requesis - Step Z: CT Generates & Shares Latest List » Step 3: CCM Edits CCM Contact List - Step 4: CT Reviews & Imporis Updated List

Mass Edit CCM Contact List | save @ ancel|

Instructions: By pressing “Submit”, | am requesting an excel spreadzhest of the mnst up-to-date CCM membership list, as pe nformation in the Partner Portal. Once this excel spreadsheet is received, | can then make multiple changes to CCM members’ information in one change request.
Case Number

1 Case Record Type  Mass Edit of Contact List for CCM

Request Status ~ Draft
Y
A

Communication Language

Document Management Section

Choose Files | Mo file chosen

o @ © 4

Indicate the preferred Fill in relevant Press “Submit” to request an Excel The Global Fund Country
language in the details regarding document containing the current Team will then generate the
“Communication the request, if any, CCM membership list based on the list and attach it to the
Language” drop down in the ‘Description’ information stored in the Partner change request and send it
menu. box. Portal. back to you.
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Request Mass Edit CCM Contact List (3/7)

( change Requests

Action Change Request Case Record Type Owner Request Status Date Opened
Edit | Cli 00008167 Mass Edit of Contact List for CCM ? Amel Kirkov Request for Clarification 1/2272019
Edit | Cls 00009163 Mass Edit of Contact List for CCM Amel Kirkov Request for Global Fund CT Review 17272019
Edit | Cls 00009162 Mass Edit of Contact List for CCM Amel Kirkov Request for Global Fund CT Review 122112018
Edit | Cls 00009161 Mass Edit of Contact List for CCM Amel Kirkov Request for Global Fund CT Review 1212002018
Edit | Cls 00009160 Update Authorization and Access Rights CCM Amel Kirkov Request for Global Fund CT Review 1272002018

. Change Request

00009167
Ji- Hide Feed 0

You will receive a notification email when the

@ pPost gl File & NewLead More v

& Follow
Wite sometring [ Share [N Global Fund has shared the latest list. Click on
No followers. the link to open the change request. Alternatively,

Q| sShow All Updates -

scroll down to the bottom of the Organization
Information page and click on the relevant
change request.

Amel Kirkov (Pariner) created this change request. -

& 00009167
Request Status: Request for Global Fund CT Review
Case Number: 00009167

Comment Like Today at 6:32 PM 9

« Back to List: Organization Information
Dosument Secton's) | Case o 1 On the change request page, scroll down to the
Change Request Detail et | [submi Document Management Section and find the
Case Number  DODDGET Request Status  Request for Global Fund CT Review CCM list by C|icking on “Documents Up|oaded by
Description Request Record Type  Mass Edit of Contact List for CCM ” .
Country Team  CT Algeria Signatory Template  hiips:/iwvaw theglobalfund.orgfen/policies-guide. the Global Fund”. Download the Excel file and
omaervame Aneti save it to your computer.
Clarification Comments History  Amel Kirkov 2019-01-22 17:56:46
The Global Fund 2019-01-22 17:62:06
ao
@ | Submit

Deocument Management Section

Action Document Type

Edit  Documents Uploaded by The Global Fund i
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Request Mass Edit CCM Contact List (4/7)

MANDATORY

CCM, Sub-CCM or RCM Membership Details
N v Lestova

[version 5.0.0.2 |

MANDATORY

MANDATORY

MANDATORY _ MANDATORY

Salutation Family Name* First Name* Gender*

John ' Male

MANDATORY

Principal |
Natinnality-g (DD-MM-YYYHE

MANDATORY
| Entry date into |

ccm® | ©

MANDATORY

CM Role*

ey Contact for Global Fund |

bmmunication: Yes (True) or}
No (False)

Public sector or non- |

MANDATORY

Sector Represented*

Open the Excel file and make the required changes to the list.
Starting from the top, proceed line by line and identify the action
required for each existing contact. At the bottom of the list, you can
add the information for new contacts. Do not delete rows, change
positions of rows, or otherwise tamper with the template as this will
block the upload of the Excel file to the Partner Portal.

For each existing contact listed, define
whether to “Edit” “Delete”, or “No
Change”. Add new contacts at the
bottom of the list — select “Create
New” and type the information into the

empty row.

Delete Mr. Doe Switzerland 01-01-2018 Member TRUE FBO [Religious/faith-based organizations)
Delete Prof. Patel Linda Female Switzerland Member TRUE EDU [Academic/educational sector]
Edit Dr. Kirov Harry Male Switzerland Member TRUE NGO [NGOs/Community-Based Organizations/
Edit Prof. Smith Mary Male Switzerland Member TRUE NGO [NGOs/Community-Based Organizations/
Delete Mr. Muller will Male Switzerland Member TRUE NGO [NGOs/Community-Based Organizations/
i Select Mrs. Smit Sally Female Switzerland Member TRUE GOV [Government]
i Select Mr. Doe Bill Male Switzerland Member TRUE GOV [Government]
i Select Dr. Simple Samuel Male Switzerland Member TRUE GOV [Government]
i Select Miss Amari Susan Female Switzerland Member TRUE PS [Private Sector]
i Select Dr. Ivanov Notna Male Switzerland Member TRUE NGO [NGOs/Community-Based Organizations/
i Select Mrs. Doe Sally Female Switzerland Member TRUE NGO [NGOs/Community-Based Organizations/
i Select Prof. Muller John Male Switzerland 01-01-2018 Chair TRUE GOV [Government]
i Select Mr_ Fall Robert Male Switzerland Member TRUE NGO [NGOs/Community-Based Organizations/
i Select Dr. Frost William Male Switzerland Member TRUE NGO [NGOs/Community-Based Organizations/
i Select Mr_ Patel Bill Male Switzerland Member TRUE NGO [NGOs/Community-Based Organizations/
i Select Dr. Kirkov Amel Female Switzerland Admin Focal Point TRUE GOV [Government]
i Select Mr. Einstein Albert Male Switzerland Member TRUE GOV [Government]
Create New Miss New Member Femal @ Select ~| Select Select
Select Select Selec Select Select Select
Select Select Select Select Select Select

Ensure all columns listed as
‘mandatory’ are filled in
correctly (e.g. entry date is in
the correct format). The orange
highlight shows where
information is missing.



Request Mass Edit CCM Contact List (5/7)

Change Request
- 00009167

Post @ File New Lead -
o [ | ® Mors @ Follow
Wite something... Followers
No followers.

Q| Show All Updates ~

Amel Kirkov (Partner) created this change request. B

¢ 00009167
Request Status: Request for Global Fund CT Review

Case Number: 00005167

Comment Like - Today at6:32FM

« Back to List: Organization Information
Document Management Section [2] | Case History [4]

Change Request Detail I w

Case Number 00009167
Description
Country Team  CT Algeria

Request Status ~ Request for Global Fund CT Review
Reguest Record Type  Mass Edit of Contact List for CCM
Signatory Template  hitps:/fwww.theglobalfund.org/en/policies-guide. ..
Contact Name  Amel Kirkov

(1 (2,

Once you have made the necessary edits to the Excel CCM list and saved the e e
; Click “Edit”.
file to your computer, return to the change request Page.
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Request Mass Edit CCM Contact List (6/7)

Request Edit

00009167

Step 1: CCM Submits Requests Step 2: CT Generates & Shares Latest List Step 3: CCM Edits CCM Contact List

Mass Edit CCM Contact List save Cancel
2

Additional Information/Clarification

Clarification Comments History  The Global Fund 2019-01-22 17:52:06
ao

Instructions: Please download the attached CCM membership list and make any required updates to the CCM contacts and associated details. In the document, please identify which contacts are added as “New Members”,
which contacts are being edited (“Edit”), and which contacts are being removed from the membership of the CCM (“Remove”). Once completed, please re-attach to this change request and press “Submit” to allow the Global

Fund to review the updates.

Document Management Section

Document Type

Choose Files |Mass CCM L...Jan19.xlsx

(1

Select “Chose Files” under the Document Management
Section and attach the updated Excel file.

Step 4: CT Reviews & Imports Updated List

(2,

Once your updated
Excel file is attached,
click on “Submit”.




Request Mass Edit CCM Contact List (7/7)

Change Request ?
00009167

@ Post ] File  Newlead  More -

Wite something...

Q| Show All Updates ~

E Amel Kirkov (Pariner) created this change request.

@ Follow

Followers

No followers.

¢ 00009167
Request Status - Request for Global Fund CT Review

Case Number: 00005167

Comment Like -

« Back to List: Organization Information

Change Request Detail

Case Number
Description
Country Team

Document Management Section

Today at 6:32 PM

00009167

CT Algeria

Document Management Section [2] | Case History [4]

Request Status &WW@?

Request Record Type  Whass Edit of Contact List for CCM

Signatory Template  https:/www.theglobalfund.org/en/policies-guide. ..

Contact Name  Amel Kirkov

Action Document Type

Edit Documents Uploaded by The Global Fund
Edit  Documents Uploaded by Requester

The change request
still has the same

number assigned to it.

The status of the change request changes to ‘Request for Global Fund CT Review’,
indicating it is now under review by the Global Fund. Once the Global Fund
validates the information, it will be imported into the Partner Portal.
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Requesting Support

If you experience any issues using the Partner Portal, please contact
GFESupport@theglobalfund.org, specifying in the Subject line “Partner Portal Issue”.
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