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SUMMARY

1# Connexion, general navigation and administration

Connect on the platform
Homepage and general navigation
General navigation – My organisation menu
General navigation – User management menu

2# Answering to an RFX

Receive a request and access ongoing rfx
Answering to an RFX

3# Support
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CONNECT ON THE PLATFORM

Go on the following link

https://sourcing-
hub.societegenerale.com/web/fr/logi
n.html

Then use your credentials to connect
via the supplier access

Homepage also alow you to 
regenerate a password(First 
connexion or forgotten password) 
Forgotten Password?

Contact your dedicated buyer if you
want to register on the platform



HOW TO – GUIDE FOURNISSEUR │C1│ 15.04.2021 │ 5

HOMEPAGE AND GENERAL NAVIGATION

When you log in you arrive on your account homepage:

Side menu will allow you to 
navigate through the different
module you have access on:

• Sourcing To manage RFX, 
contracts ..

• My organisation to manage 
company and contacts 
information

• File Sharing If you need to 
share document with your SG 
contact, outside RFX period

• User management To modify
the way you structure your
account

Widgets on the middle of the 
screen will allow you to quickly
access dedicated objects

They are configurable clicking on 
the small gear at the top right of 
the screen
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GENERAL NAVIGATION – SOURCING MENU

Sourcing menu will allow you to access all objects linked to your account: Projects / RFI / RFP / Auctions and Contracts.

When you will click on one of these menu, you will access the bellow menu that will regroup all objects of that category linked
to your account. On our example the menu is empty because it’s a new supplier without any activities

Pre-register filter Allow you to filter the list following specific
criterias. You could Combine as much
criterias as you want
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PROJECTS
Project space is pretty basics. You will have very few actions to conduct within it but it will allow you to access other objects if needed (especialy contracts

and RFX)

Settings of the 
project

Details of 
included
objects

Find here the projects attachments

Most of the time attachments will be linked to the 
RFX per your buyer
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RFX

RFX menu allow you to access RFX details – Bellow the settings menu – The rest of RFX space will be detailled in the « Answering an RFX » part of this HowTo
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CONTRACT SPACE

Allow you to consult
contract settings

Access atachment uploaded per your buyer.
Signed contracts will be upload here

Give you access to additionals
information regarding your contract

Allow to manage user who
will mange the contract
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GENERAL NAVIGATION – MY ORGANISATION MENU

Allow you to access registration and profile data. You will be able to consult and modify

Manage your categories if need

Those two options are not use in our context
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GENERAL NAVIGATION- USER MANAGEMENT MENU

Manage / create users

Manage roles (Set of right) to assign it to your users

Manage division to divide users activities

Manage default user for each activities on the platform

/!\ Don’t forget to save your modification /!\
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GENERAL NAVIGATION – USERS MANAGEMENT MENU – USERS
MENU

This menu allow to manage your users

It is a detailled list of all your user (active and inactive)

User info collumn allow you to segregate your admin user from the rest

Create new user

Use Excel to manage users rights / roles

Export a list of your users

Export a list of your users with more details

Export Excel template to mass manage users role
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GENERAL NAVIGATION – USERS MANAGEMENT MENU – USERS
MENU – USER CREATION

When you click on user creation button you arrive on that page

Mandatory information have an asterisk and are the same information requested during supplier creation

Don’t forget to save your
changes!



HOW TO – GUIDE FOURNISSEUR │C1│ 15.04.2021 │ 14

GENERAL NAVIGATION – USERS MANAGEMENT MENU – USERS
ROLES MENU

This menu allow you to manage roles that you could assign to your users

List detailled all existing roles

Filters & Research menu Create new role

Export an Excel list

Export Excel template to update role

Import Excel template to update role
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GENERAL NAVIGATION – USERS MANAGEMENT MENU – USERS
ROLES MENU – ROLE CREATION

Here is the creation page for role:

Choose a name for the role and then decide if it is a shared role. We recommend to share all your role

You then have to define all the rights related to this role

Don’t forget to save your
changes!



HOW TO – GUIDE FOURNISSEUR │C1│ 15.04.2021 │ 16

GENERAL NAVIGATION – USERS MANAGEMENT MENU –
DIVISIONS

Menu to manage divisions

Create division allow to segregate your platform activity by restrict objects access
for users

By default you have one division « Division » but you have the possibility to create
additional one to build a more complex structure

Filters & Research menus

Export division list in Excel format

Create a new 
division

Manage visibility rules for each division (which objects will be visible)



ANSWERING TO RFX

2#



HOW TO – GUIDE FOURNISSEUR │C1│ 15.04.2021 │ 18

RECEIVE A REQUEST AND ACCESS ONGOING RFX

When a buyer invite you to an RFX, the dedicated contact will receive a notification

This link will bring you to Sourcing Hub homepage
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RECEIVE A REQUEST AND ACCESS ONGOING RFX
After you connect on the platform you will be able to access ongoing RFX

On the standard homepage, 
you will find quick RFX access
on this widget

You could click on the link to 
access it

If the link is disabled on your homepage, you could access all your RFX (Pending answer
/ Closed / to evaluate) from the Sourcing / RFQ / My RFQs menu
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RECEIVE A REQUEST AND ACCESS ONGOING RFX

At your first connexion on a RFX you have to read and accept the non-disclosure agreement

/!\ If you refuse this NDA you will not be able to access it /!\
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ANSWERING AN RFX
After validate the NDA you will access the answering space

Consult RFX 
settings
Cf slide 14

Access attachments

Create / Publish / modify
your answer

Manage person that
will work on the 

answer
Messages options

Start answering

Refuse to answer– not 
reversible
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ANSWERING AN RFX - MESSAGES

During an RFX, for conformity reasons and audit trails, you have to exchange through the platform with you Société Générale contact

Create a new message

Consult existing message

Message historic

Draft
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ANSWERING AN RFX
Start by clicking on « intend to respond »

Blue header confirm that you could start build your answer

If the option is enable per your
buyer, you will have the possibility to 
answer as a consortium
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ANSWERING AN RFX
Answering page slightly change:

Follow-up on your on-going answer

Publish your
answer

Download template
to answer with an 

Excel sheet
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ANSWERING AN RFX
You will have until 3 envelope to complete : Qualificative – Technical - Commercial
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ANSWERING AN RFX
Clicking on the pen icon on each enveloppe allow you to edit it:

Different question type exist. 
Question with an asterisk are 

mandatory and need to be
completed before sending your

answer

Each enveloppe have an additional attachment
area to join any additional document to 

complete your offer

Don’t forget to save at the top right of your screen
You could also click on « validate response » to check if your answer is

complete before sending it
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ANSWERING AN RFX
You finaly have to publish your answer:

Check here the 
completion of your
answer

Click here to submit your answer

Confirm by clicking on yes

After publishing your answer, you still have the 
opportunity to withdraw your answer to modify it or 

change your intention to respond



SUPPORT
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SUPPORT

If you encounter a problem in 
your daily use of the platform, 
please contact :

Support-socgen@jaggaer.com

For all the information 
regarding an ongoing RFX or 
contracts, feel free to use the 
internal message system to 
exchange with your buyer

mailto:Support-socgen@jaggaer.com
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