
Access to the C-Folder 

Open the RFx, then Click on Create Response 

 

Click on the Technical RFx Response – takes you to be able to access the C-Folder 

  

 

…………………………………………………… 

This is with Microsoft Edge 

 

 

 
 



OR  
Pay attention to this in Internet Explorer

 
 
Click on the Blocked Content 

 

Click on See All Content button 
You get a pop up as below 

 

Click on Retry to give you a login page 
Key in your Username and C-Folder password (Use Initial password initially generated for you) 
 

 



Using Mozilla Firefox 
 

 
 
Click on the Padlock to open the settings as shown above 
Click on the arrow to open as below 

 
Click on the Disable protection for now button 

 
 
Click on the Resend button 
 
You will get a prompt to enter your Username and CFolder password  
 
 
 
 
 



Uploading of Bid Documents in the CFolder – Private Folder 
The Cfolder has Three (3) folders 

1) Tech_Bid (Under Supplier_ID) – PRIVATE FOLDER 
2) COLLAB – PUBLIC FOLDER 
3) EXT AREA – PUBLIC FOLDER – Location of Tender document 

 
Bid Documents is therefore to be uploaded in the Tech_Bid folder which is a Private Folder 
Collab and EXT Area are public Folders and visible to everyone (public), therefore NOT advisable to 
upload documents into the public folders. 
 

 
Navigate to the Private folder Example ➔ S010002915 > Tech_Bid 
 
Click on the Create button as highlighted above 

Public Folder 



 
Select Document 

 
Give a name of the Document and Description (Optional) 
Click on Continue button 



 
Select / Browse for the Document and attach 
Click on Save 

 
Click on the Save button 
Document has been attached in the CFolder 
 
Exit the CFolder and go back and continue working on the RFx Response 
 


