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1. APAS Overview

The APEC Project Administration System, or APAS, is an online system that automates the APEC project
funding application process, which includes the submission of Concept Notes and Project Proposals, the
quality assessment of the Project Proposals, and the approval and acceptance of funding.

Several roles are involved in the application process:

Project Overseer (PO)—Applies for project funding through the submissions of Concept Notes and
Project Proposals

Program Director (PD)—Manages APEC fora and facilitates project funding applications

Program Executive (PE)—Supports the Program Director in the facilitation of the project funding
applications

Responsible APEC Forum (RAF)—Responsible for a specific project funding source(s) and scores
Concept Notes applying to that particular funding source(s)

Project Management Unit (PMU)—Oversees and manages the overall application process and
conducts Quality Assessments of Project Proposals

These are the key steps in the project funding application process, some of which involve the use of
email as a form of communications between the users:

1.
2.

A Project Overseer (PO) submits a Concept Note via email for endorsement of the APEC forum.
Once the Concept Note is endorsed, the PO copies and pastes content from the endorsed Concept
Note onto an APAS form and submits to the PD or PE. The PD or PE reviews the Concept Note and
sends it to the PMU.

The PMU receives the endorsed Concept Note and initiates the scoring process in APAS. The RAF
delegate provides the scores for the Concept Note in APAS.

The successful PO drafts the Project Proposal in APAS and submits it for endorsement by the APEC
forum. Once it is endorsed, PO updates the endorsed Project Proposal in APAS and submits it to the
PD or PE.

The PMU receives the endorsed Project Proposal and initiates the Quality Assessment process. The
PO revises the Proposal until it receives a Satisfactory rating.

The PMU recommends the Proposal to the Budget and Management Body for final approval.

The PO signs the Letter of Acceptance in APAS.

1.1 Accessing the APAS Website

APAS works best with the desktop versions of these web browsers:

Google Chrome
Microsoft Edge
Safari for the Macintosh

To access the APAS website:

1.
2.

Launch the web browser on your desktop.
Navigate to https://apas.apec.org.



https://apas.apec.org/
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Asia-Pacific
Economic Cooperation

Login

3. Inthe Account/Email field, enter your user ID.
4. Inthe Password field, enter your password.

Note: If you are an APEC Collaboration System (ACS) user, your AIMP user ID and password are the
same for APAS.

5. Inthe field below your password, enter the four-digit number shown in the gray box on the right.

Asia-Pacific
Economic Cooperation

English v

£\ APASPO4

B Remember username [l Remember password

Login
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6. If you want APAS to remember your username and/or password the next time you log in, check one

or both of these boxes:
e Remember username
e Remember password

7. Click Login. The Dashboard displays.

APEC | Project Adr

My Inbox My Outbox Processed By Me Completed
Workllow Type Title
Project Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO
Project Proposal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMQ
Project Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO

Concept Notes.

Create Concept Note

My Concept Notes.
Pending Approval
Approved In-Principle
Nt Approved
Withdrawn

Far PO: Complete and submit your Concept Note online by 14 July.

For RAF delegates: Scoring for PS2, 2023 will open 25 July

Far POs: Funding outcomes to be notified via email by 1 September

Remember to submit your draft Proposal by 25 May 2023,
The newest Project Guidebook is available to download.

All Involved Processes
Received on  Received on
2023-06-16  04:03:52
2023-05-20  17:56:23

2023-05-15  17:22:58

Draft a New Project Proposal ***
My Project Proposals

Under Review and Endorsement
Under Quality Assessment
Approved

Not Approved

Email to APAS Admmin

APAS User Guide

Videos on Key Tasks

Guidebook on APEC Projects

Project Overseer's Toolkit

Standard Guidelines to Drafting Proposals
Change Password

1.2 Navigating APAS and the Dashboard

After you log into APAS, you see the Dashboard. The Dashboard is like a home page on a website. This is
where you can access all the tasks you need to complete for your role.

APEC | Project Administratior

o A Araseos v

My Inbox My Outbox Processed By Me Completed
Workflow Type Title
Froject Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO
Project Proposal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO
Praject Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO

Concept Notes

Create Concept Note

My Concept Notes
Pending Approval
Approved In-Principle
Not Approved

Withdrawn

For PO: Complete and submit your Concept Note online by 14 July
For RAF delegates: Scoring for PS2, 2023 will apen 25 July

For POs: Funding outcomes to be notified via email by 1 September
Remember to submit your draft Proposal by 25 May 2023.

The newest Project Guidebcok is available to download.

All Involved Processes
Received on  Received on
2023-06-16  04:03:52
2023-05-20  17:56:23

2023-05-15  17:22:58

Draft a New Project Proposal *+*
My Project Proposals

Under Review and Endorsement
Under Quality Assessment
Approved

Not Approved

Email to APAS Admin

APAS User Guide

Videos on Key Tasks

Guidebook on APEC Projects

Project Overseer's Toolkit

Standard Guidelines to Drafting Proposals
Change Password

Your view of the Dashboard varies, depending on your role.
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1.2.1 Useful Features in the Dashboard for All Users

These features in the Dashboard are available to all users:

e Advanced Search
e Notification center
e Latest News

e Useful Links

1.2.1.1 Advanced Search

If you have many Concept Note or Project Proposal tasks, Advanced Search can help you find what you
need easier and faster.

To use Advanced Search:

1. Inthe top right corner of the Dashboard, click the More button.

e i)
APEC | Project Administration System i Home 2os R apnseor v

My Inbox My Outbox Processed By Me Completed Al Involved Processes
Workflow Type Title Receivedon  Received on
Project Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 20230616 04:03:52
Project Proposal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN D4 PP QA APAS DEMO 20230520 17:56:23
Froject Propasal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 20230515 17:22:58

My Inbox displays in a new tab.

O My Inbox n

All Advanced Search

For Action Created On Created..  Workflow Priority Process Title Current.. Receivedon  Operating...  CurrentSta.. ProcessNo.  Users (W/O.

Create Concept Note
Under Quality

Project Proposal

2023-05-20 Proj Assessment: 2023-05-20 20230529  PDto PO
roject to
APASPO4 N | 2_202 A APASPO4
02:25:32 Proposal e (EWG_102 2023A) SET 'FOQ 02:56:23 13:36:28 (QA)
04 - CN 04 PP QA APAS
DEMO
Draft:
2023-05-15 ,  Project (EWG_101_2023A) SET  Creator 2023-05-15  2023-05-15
APASPO4 Normal APASPO4
02:22:58 Proposal 04 - CN 03 PP APAS (PO) 02:22:58 02:23:08
DEMO
2023-05-15 < ok 2023-05-15  2023-05-15
-05- reate -05- -05-
PASPO4 - S
saia APASP ConcetNote Nomat 2501' 04-CNO1APASDE PODmaft oo g APASPO4

3 records in total n Ov  Goto 1
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In the top right corner of My Inbox, enter a keyword in the Advanced Search field.

O
Al

For Action

Project

Inbox

Create Concept Note

Proposal

Created On

2023-05-20
02:25:32

2023-05-15
02:22:58

2023-05-15
00:56:12

Created...

APASPO4

APASPO4

APASPO4

Workflow Priority
Project
! Normal
Proposal
Project
Normal
Proposal
Create

Normal
Concept Note

Process Title Curent...  Received on
Under Quality
Assessment: 2023.05.20
(EWG_102_2023A) SET POQA 25623
04 - CN 04 PP QA APAS
DEMO
Draft:
(EWG_101_2023A) SET  Creator 2023-05-15
04 - CN 03 PP APAS ()] 02:22:58
DEMO
Dreft: 2023-05-15
;EO'F 04 - CN 01 APAS DE PO Draft 0056:12

Advanced Search

Operating ...

2023-05-29
13:36:28

2023-05-15
02:23:08

2023-05-15
00:56:17

3 records in total

Current Sta...

PDto PO
Q@A)

Process No.

Users (W/O...

APASPO4

APASPO4

APASPO4

Gote 1

Here is an example of a keyword entered in the Advanced Search field.

quality assessment

Advanced Search

Press Enter. The results of your search display in My Inbox.

Al

o My Inbox

Project Proposal

Created On

2023-05-20
02:25:32

Created By

APASPO4

Workfiow Priority
ik

roject Normal
Proposal

Process Title Current S.. Received on

Under Quality
Assessment 20230520
PO
(EWG_102_2023A) SET 04 025623
- CN 04 PP QA APAS DEMO

Operating on

2023-05-29
13:36:28

1 records in total

quality assessment|

Current Status

PDto PO (QA)

Process No.

Advanced Search

Users (W/OA...

APASPO4

0v  Goto 1

Tip: When your search displays several results, you can click on a column name to sort your results in

ascending or descending order.

Open a process by clicking its title in the Process Title column.

Created On

2023-05-20
02:25:32

Created...

APASPO4

Process Title

Current...  Received on Operating ...

Workflow Priority
Project

Normal
Proposal

Under Quality
Assessment:

(EWG_102 2023A) SET | POQA
04 - CN 04 PP QA APAS

DEMO

2023-05-20 2023-05-29
02:56:23 13:36:28

1 records in total

Current Sta... Process No.
PDto PO

(@A)

@

Users (W/O...

APASPO4

Goto 1
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The workflow page displays for the process in a separate tab in your web browser.

Workflow :Process - Project Proposal - PD to PO (QA)

Project Proposal - Revise Draft

PO:

You have received comments from the Secretariat to revise the draft Proposal. Please submit revisions by the stated Revision Due Date .

1. Download the latest attachment (if any) from the Quality Assessment Documents field and review the comments in the document. Also check the General Comment
box for any general message or overall comments from the Secretariat.

2. View, respond or comment in the General Comment box to any general message or overall comments from the Secretariat.

3. Edit and revise the content in the subsections of the Proposal according to the comments in the QA document.

4. Click Preview  to review the full draft Project Proposal (You can come back to edit if necessary.)

Project Proposals Dusslity Asessement 1, Upload attachment  Maximum SM
Project Number EWG_102_2023A  Current Status x::fs‘sgﬁ't“v Endorsed Concept Note | CN_EWG_103_2023
Project Title SET 04 - CN 04 PP QA APAS DEMO
QA Round 1 Revision Due Date 20-05-2023
B B I U S Foma - | Font - | Size - | LneH. - |A- B-|= 3= EE=E ® B e= X
General Comments QO &L @ (=]
(Use this box to comment &
response.

Please date your comment

If you receive a lot of results, you might need to refine, or filter, your search. To do this, click the
Advanced Search button to display a screen with more options. You can filter by the type of process,
priority, process number, workflow, the name of the person who created the project, and a wide
variety of other conditions.

o n =

bty s

Enter the information you want to filter in the appropriate fields, and press the Search button to see
the results.

1.2.1.2 Notification Center
The Notification Center displays your messages in two categories:

e For Action
e For Information

10
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Click the bell in the top right corner of the Dashboard to open the Notification Center.

APEC | Project Administration System ﬁ

= My Inbox o vom

=
My Inbox My Outbox Processed By Me Completed All Involved Processes
Workflow Type Title Received on Received on
Project Proposal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO 20230520 17:56:23
Project Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-05-15 17:22:58
Create Concept Note Draft: SET 04 - CN 01 APAS DEMO 2023-05-15 15:56:12
O Notification Center
See details
o For Action
20 05-20 02:50:27
O For Information .
For Action

o Phase 2 Forms

Draft: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO

%]
a
[\*]
T
na

For Action
Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO

If you need to find a specific notification:

1. Enter a keyword in the Filter field in the upper left corner of the Notification Center.

O Notification Center

quality assessmenﬂ

o For Action
o For Information

11
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2. Click the Filter icon.

0 Notification Center

quality assessment]

o For Action
o For Information

A box displays below the Filter field with your keyword in the Message type field.

quality assessment ,\?

Message type :
quality assessment
Module :

All ~

3. Select the module where the notification is located from the Module dropdown. In this example, all
modules are selected.

quality assessment _\7

Message type :

quality assessment

Module :

All v

RESET

12
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4. Click Search to display the results.

Q) nNotification Center

quality assessment

For Action
Draft: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO

For Action
Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO

1.2.1.3 Latest News

The Latest News widget shows a list of important information, such as deadlines and key project
guidelines. The first item always listed at the top of this widget is, “For POs: All Submission deadlines on
the APAS are 12:00pm Singapore time.” This reminds APAS users who reside outside of Singapore that

they need to be aware of this new deadline guideline.

3 HMORE »»

Latest News

All submission deadlines on APAS are 12:00pm {noon) Singapore time.

Be sure to download the latest APAS User Guide (updated 02 Oct 2023)!

13
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1.2.1.4 Useful Links

The Useful Links widget provides a list of resources that will help you complete your tasks. Access any
resource in the list by clicking its name.

Useful Links

Email to APAS Admin

APAS User Guide

Videos on Key Tasks
Guidebook on APEC Projects
Project Overseer’s Toolkit

Standard Guidelines to Drafting Proposals

1.2.2 The Dashboard

Your view of the Dashboard varies depending on the role you have because each role has different tasks
to complete. Look for your role in the subheadings below to get more details about what you will see on
your Dashboard.

1.2.2.1 Dashboard for the Project Overseer (PO) Role

When you log into APAS as a PO, your view of the Dashboard will look like the picture below.

mosaz 2ams
W oL

FosbEvent Survey Temgiate

As a PO, you’ll work the most with these features in the Dashboard:

e Inbox—This is where you receive messages for the tasks assigned to you.

14
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My Inbox My Outbox Processed By Me Completed All Involved Processes
Workflow Type Title Received on  Received on
Project Proposal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO 2023-05-20  17:56:23
Project Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-05-15  17:22:58
Create Concept Note Draft: SET 04 - CN 01 APAS DEMO 2023-05-15 15:56:12

e Processed By Me—This tab, in the middle of the picture above, shows all the tasks you have acted
upon.

e Concept Note—This widget has a list of all your tasks for completing a Concept Note. Access any task
in the list by clicking its name.

Concept Notes

My Concept Notes
Pending Approval
Approved In-Principle
Mot Approved
Withdranen

e Project Proposal—This widget has a list of all your tasks for completing a Project Proposal. Access
any task in the list by clicking its name.

Project Proposal

My Project Proposals

Under Drafting

Under Review and Endorsement
Under Quality Assessment
Approved

Mot Approved

Withdrawn

1.2.2.2 Dashboard for the Responsible APEC Forum (RAF) Role

When you log into APAS as a RAF delegate, your view of the Dashboard will look like the picture below.

APEC | Project Administration System 3% Home a 2 UATRAF1
=
My Inbox (3) My Outbox Processed By Me Completed (21) All Involved Processes
Workflow Type Title Receivedon  Received on
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Marine Debris Management and Innovation (MDMI) * 2023-06-16  12:06:44
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Marine Debris Management and Innovation (MDMI) * 2023-06-16  12:06:43
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Marine Debris Management and Innovation (MDMI) 2023-06-12  18:04:30

Concept Notes o f sconng Project Proposal

Complete List Submitted Scores

Latest News

For PO: Complete and submit your Concept Note online by 14 July

For RAF delegates: Scoring for P52, 2023 will open 25 July
For POs: Funding outcomes to be notified vis email by 1 September
Remember to submit your draft Proposal by 25 May 2023.

The newest Project Guidebook is available to download.

Email To APAS Admin

APAS User Guide

Videos on Key Tasks

Guidebook on APEC Projects

Project Overseer's Toolkit

Standard Guidelines to Drafting Proposals

15
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As a RAF delegate, you’ll work the most with these features in the Dashboard:

e Inbox—This is where you receive messages for the tasks assigned to you.

My Inbox (18) My Outbox Processed By Me Completed (0) All Involved Processes
Workflow Type Title Received on
* Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC) * 2023-05-23
Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC) * 2023-05-23
Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC) * 2023-05-22
Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Digital Innovation (Digital) * 2023-05-22

Received on

02:27:14

02:26:40

16:27:42

15:26:28

e Processed By Me—This tab, in the middle of the picture above, shows all the tasks you have acted
upon.

e Scoring—This widget has a link to all the scores submitted for the projects assigned to you in
separate tab in your web browser.

Submitted Scores

1.2.2.3 Dashboard for the Program Director (PD) and Project Executive (PE) Roles

a

When you log into APAS as a PD or PE user, your view of the Dashboard will look like the picture below.

(SMEWG 104 2024A) FOL FP2 QAL Cay

WG 103 20247) PO PP Create rall Project Propose

1 CN1 Create Draft Concept Note

Submit PO Detalls Initiate a Project Proposal
Complete List
Unider Drafting

{ U

Under Quality Assess

Approved
Mot Approved

Withdsavn

My Inbox (19) My Outbox Pracessed By Me Completed (60) All Involved Processes

Workliow Type Tie Received on  Received on
Under Review (PD): APEC Farum on SME Digital Transformation: Assessing the Present, Envisioring the Future * 20250301 152048
Under Review (PD) : (SMEWG_208_2024A) Warkshop on Enhancing Prevention and Risk Reduction for Climate Change Adaptation in Vulnerable Communities in the Asia-Pacific Region * 0250228 15:47:24
Under Review (PD): APEC Farum on SME Digital Transformation: Assessing the Present, Envisioning the Future 2025-02-36  15:40:06
Uneder Review (PD): Building a Digital ecosystem for the recovery of the MSME sector * 20250224 15:48:21
BMC pdate: Not Approved In-Prindipl ot Notes * 20250220 15:36:55
RAF Scoring: (Canads;) APEC Support Fund (ASF) - ASF: Micro Small and Medium Enterprises (MSMES) * 2025+

20244) POL LOAL 2024-03-1
o (2023-11-23) 2024-01-1
2023-12-05  11:57:17

2023-10-03  19:28:90

20230811 154711
Lem, SMEWG 113 20234) D1 TASKS 2023-08-11 15:45:48
Under Quality Assessment : (SMEWS 112 2023A) PDL TASKS 3023-03-11 15557

027 17382
S0 10642
094837
16:15:03
1:36:47

122341

o
s

s

19 38
s

s 2ss00
2

13:24:56

As a PD or PE user, you'll work the most with these features in the Dashboard:

e Inbox—This is where you receive messages for the tasks assigned to you.

My Inbox (2) My Outhax Processed By Me Completed (6) All Involved Processes
Workflow Type Title Received on
Create Concept Mot Under Review (PD): SET 04 - CN 01 APAS DEMO * 2023-06-01
BMC Status Update BMC Status Update: Approved In-Principle Concept Notes * 2023-05-15

Received on
21:45:12
17:00:40

e Processed By Me—This tab, in the middle of the picture above, shows all the tasks you have acted

upon.
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Concept Note—This widget has a list of all your tasks for completing a Concept Note. Access any task
in the list by clicking its name.

Conecept Notes

Subemit PO Details

Initiate a Concept Mote
Complete List

Generate Sconng Template
Pending Approval
Approved In-Prmcaple

Mot Approsved

Withdrawmn

Scoring—This widget has a link to all your tasks for completing the scoring. Access any task in the list
by clicking its name.

Scoring

Consolidate Scores

Exported Scores

Project Proposal—This widget has a list of all your tasks for completing a Project Proposal. Access
any task in the list by clicking its name.

Projert Proposal

Initiate a Praject Proposal
Complete List

Under Drafting

Under Review and Endorsement
Under Quality Assessment
Approved

Mot Approved

Withdrawn

17
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1.2.2.4 Dashboard for the Project Management Unit (PMU) Role

When you log into APAS as a PMU user, your view of the Dashboard will look like the picture below.

APEC | Project Administration System ~ e L
L=}
- e
8 Workfiow Type Titke: Received o Received on

RAF Scoring: ( APEC Support Fund (ASF)) Dema Sub-Fund § * asoros s
Latter of Acceptance { DEMO FORUM 6_104_2025A) W09 Tast PP16 06/03/2025 * w0307 s

sz s

im121s

RAF Scoring: ( APEC Support

imsan

Latter of Acceptance { DEMO FORUM 6_103_2025A) W09 Tast PPOS 30/01/2024. *
RAF Scoring: { APEC Support Fund (ASF)) Dema Sub-Fund 5 *
Latter of Acceptance { DEMO FORUM 6_101_2025A) W09 Tast PP12 31/01/2025 *

We0r s

£ (£C_227_20248) Test PPa3 11/07/2024 * e07n 1mnm

£ (£€_224_20248) Test PPA1 10/07/2024 * Muori sz
M3 is2is
;w0rea  imosde

<
u
u
u
e
N

i

As a PMU user, you’ll work the most with these features in the Dashboard:

e Inbox—This is where you receive messages for the tasks assigned to you.

My Inbox (18) My Outbox Processed By Me Completed (15) All Tnvolved Processes
Workflow Type Title Receivedon  Received on
Initiate RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 2023-05-23  02:27:11
- Initiate RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 2023-05-23  02:26:37
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 2023-05-22 16:27:39

o Processed By Me—This tab, in the middle of the picture above, shows all the tasks you have acted
upon.

e Concept Note—This widget has a list of all your tasks for completing a Concept Note. Access any task
in the list by clicking its name.

Concept Notes c

Complete List
Pending Approval
Approved In-Principal
Not Approved

Withdrawn
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e Scoring—This widget has a link to all the scores submitted for the projects assigned to you in a
separate tab in your web browser.

PMU Consolidate Scores

PMU Exported Scores

e Project Proposal—This widget has a list of all your tasks for completing a Project Proposal. Access
any task in the list by clicking its name.

Comgpdate List

Under Drafting

Undbar Review and Endorserment
Under Quality Assessrment
Approved

Mot Approved

Withdrawn

1.2.3 The Internal Webpages

If you log in as PO and click on Create a Concept Note or Draft a New Project Proposal from the widgets,
the webpages that launch should all have a header, instructions for the role inside the header box, an
icon that resembles an outline that if clicked, has more features, one of them being Print, where you can
download documents in PDF format.

If you are a PO, here are several features that will be helpful when you are either creating a Concept
Note or drafting a Project Proposal. You will find these features on these two pages in APAS:

e Concept Note: Create Draft
e Project Proposal — Create Draft

Header Box

The header box has instructions for creating a Concept Note or drafting a Project Proposal. Here are
examples of these instructions from each of these pages:

Concept Note Header

Concept Note: Create Draft

PO: Please draft the CN by filling in the fields below. Make sure you copy and paste all the information exactly as presented and endorsed in the Word-version of the Concept Note. Please do not add,
remove or edit any information from the Word-version and ensure that contents are exactly the same.
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Project Proposal Header

Project Proposal - Create Draft

PO:

1. Click on each subsection tab below and provide infermation in all the required fields to draft the Project Proposal. You will notice that some sections have been pre-populated from your endorsed CN.
2. Use the General Comments box for any comment to the Secretariat.

3. Click Preview to review the full draft Project Proposal (You can come back to edit if necessary.)

Buttons
There are some buttons at the top right corner of these pages:

e Submit, on the Concept Note: Create Draft page only, lets you send the Concept Note to the PD or
PE for review after you complete the draft.

e Preview, on the Project Proposal — Create Draft page only, lets you view a copy of the Project
Proposal while you’re working on it to review the content before it is submitted to the Secretariat.

e Save, on both pages, lets you save the work you have done for the Concept Note or Project Proposal.
When you resume work later, you can start where you left off.

Preview Save

Dropdown Menu

The dropdown menu is on the top right corner of the page, just to the right of the Preview and Save
buttons. It’s the icon that looks like a bulleted list. The options in this menu vary, depending on your role.
For the PO login, the options in this menu are Preview, Save, and Favourite.

Preview Save =

Preview

M Save

v7 Favourite

The most important option to note in this menu is Print, which is available for all logins. This option
creates a downloaded file in PDF of the Concept Note or Project Proposal you created in APAS. You can
then convert the PDF document to Microsoft Word to compare with the original Concept Note
document.

Send To PMU Send To Revise =

Send To PMU

Send To Revise

O ® ©

Save

I

Print

o

Favourite
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Expanding Fields

Here is another helpful feature when you’re entering information in many of the fields in APAS.
Whenever you see this icon in the bottom right corner of a field, you can click and drag the field to make
it bigger. This is very helpful when you need to add a lot of text to a field.

General Comments B I U & | Fomat - | Font - | size - | UneH. - A- Bz := flz === MO =Q 5 & 3

(Use this box to comment & [

response.

Please date your comment (e.g.

27/04/2022).

Please do not delete previous

comments.)

I &JI

Tooltips

Tooltips are also very helpful when you’re working in APAS. Whenever you see a tooltip icon “#, you can

hover your mouse pointer over it to display information or instructions related to the feature where the
icon is located.

What does your project seek to achieve, and what will be
the key or longer-term impact or effect of the project,
once achieved? This should be the overarching goal,
purpose, or intention of your project. You may have
multiple Objectives, but don't be overly ambitious. State
the objective in 100 words or less

Project Objective
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1.3 Managing User Accounts

This section has the steps for creating accounts for the POs and focal point accounts for the RAFs.

1.3.1 Creating or Verifying a PO or APO Account

The PD or PE creates or verifies accounts for each PO or Alternate PO (APO) who has an endorsed
Concept Note. Any new PO or APO must have a unique APAS account to use APAS. If the PO or APO has

an existing APAS account, their account must be
Note is not endorsed does not need to have thei

To create or verify a PO/APO account:

1. Loginto APAS as a PD or PE user, if you're no

APEC | Project Administration System #® i

My Inbox

My Inbox (2) My Outbox Processed By Me Completed (6) All Involved Processes
Workflow Type Title Received on  Received on
' BMC Status Update BMC Status Update: Approved In-Principle Concept Notes * 2023-05-20 17:18:29
BMC Status Update BMC Status Update: Approved In-Principle Concept Notes * 2023-05-15 17:00:40
Concept Notes @ [ Scoring Project Propasal
Submit PO Details Consolidate Scores Complete List
Complete List Exported Scores Under Review and Endorsement

Generate Scoring Template

Pending Approval —rEs
Approved In-Principle Email To APAS Admin
Not Approved APAS User Guide
Withdrawn Videos on Key Tasks

Project Overseer’s Toolkit

Guidebook on APEC Projects

Standard Guidelines to Drafting Propasals

verified again in this step. POs and APOs whose Concept
r account created or verified.

t logged in already. Your Dashboard displays.

Under Quality Assessment

Approved
Not Approved
Withdrawn

2. Inthe Concept Note widget on the Dashboard, click Submit PO Details.

Concept Notes

Submit PO Details

Complete List

Generate Scoring Template
Pending Approval
Approved In-Principle

Not Approved

Withdrawn

c
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The Create New PO Account page displays in a new tab. Extract and enter the names of PO and APO
from the relevant fields in the endorsed Concept Note (Word document). The same process applies
to the verification of an existing PO or APO account.

Create (or Verify) Accounts for POs and APOs

In the Forum field, enter the Proposing Forum name and press Enter. The name of the forum
displays in a dropdown list and when clicking on magnifying glass. Select the corresponding forum. It
displays in the Forum field.

Forum Energy Working Group (EWG)

In the Search User column, enter the PO or APO’s name, and press Enter. If the person has an
existing APAS account, their name will appear in a dropdown list. Select the appropriate name by
clicking on it. The row with the PO or APO’s name, email and economy will display.

Existing

SN Search User Account?

Name Email Economy (old)

1 | Joe Test Yes Joe Test phtestacs09@gmail.com Australia;

If the name does not appear in the dropdown list, fill out their corresponding Name, Email, and
Economy.

Existing

SN Search User Account?

Name Email Economy

1 | JoeTest Yes Joe Test phtestacsoo@gmail.com

To save time, create or verify all POs and APOs accounts from the endorsed Concept Notes you
received. To do this, click the + button at the top right of the table and repeat step 4.

Existing .
SN Search User Account? Name Email Economy (old)
1 | Joe Test Yes Joe Test phtestacs09@gmail.com Australia;
2 No Sally Wong sally.wong@email.com China;
3 | Jane Stacey Yes Jane Stacey jane.stacey@oecd.org Malaysia;

When you finished creating rows for POs and APOs, click the Submit Accounts to ITU button to send
this request to the ITU (Information Technology Unit) so accounts can be processed.

‘Workflow : Create - Create New PO Account - Create

Create (or Verify) Accounts for POs and APOs

the Proj;

account is in the system: Under Search User, use ane row to type in the name of each PO r the selected Forum.
with account information.
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Once sent, an email notification is sent to the Pos and APOs to notify them that their account
creation is in progress. The processing of APAS account may take up to 48 hours. Once the accounts
are created or verified, POs and APOs are notified through their registered emails. They can now log
in using their account information.

1.3.1. Logging in for the first time

After the ITU creates your PO account, you will receive an email notification that looks like this:

APEC Information Management Portal (AIMP) User Account Information

AA aimp@apec.org
. To [HAIMP Administrators

Dear <User Name>,
Your APEC Information Management Portal (AIMP) user account password has been reset.

‘You can login to the AIMP using the new password supplied below

URL: https://aimp2.apec.org/
User ID: sgp ox@apeconline.org
Password: ZAW!Z3b

Please note that the password is case sensitive

Alternatively you can directly go to the ACS Site by clicking the link below
URL: https://sgapec.sharepoint.com/sites/acs/

Or to the APEC Project Adnministration System (APAS)

URL: https://apas.apec.org
Please change your password once you have logged by clicking on this link (https://aimp2.apec.org/Pages/changepassword.aspx).

When you log into your account for the first time after receiving this email, you need to change your
password.

1.3.3 Creating a RAF Focal Point Account

This is the process for creating the RAF focal point accounts:

1. Each RAF economy from every APEC Funding Source will have one user account to score the Concept
Notes. At the start of each project session, the PD or PE responsible for APEC Funding Sources sends
an email notification requesting the RAF economies to provide one representing point of contact.
Each economy submits one email address through an online form by a set deadline before the
Scoring process begins.

2. The PMU collects and manages the list of RAF point of contact emails for each Project Session. The
PD or PE monitors and requests submissions by economies in their responsible APEC Funding
Sources.

3. The ITU creates RAF economy accounts from the submitted information and sends an email
notification to the RAF economies once their APAS account is created.

4. Update on RAF focal point account is processed one month before scoring period of each Project
Session. For any updates on account, RAF focal point shall contact the PD or PE for them to advise
the update to the APAS Administrator (apas@apec.org).
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1.3.4 Logging in for the first time

After the RAF accounts are created, an email notification with the account information is sent to each
RAF economy. The email notification looks like this:

APEC Information Management Portal (AIMP) User Account Information

IMP Administrators

Dear <User Name>,
Your APEC Information Management Portal (AIMP) user account password has been reset.
‘You can login to the AIMP using the new password supplied below

URL: https://aimp2.apec.org/
User ID: sgp ox@apeconline.org
Password: ZAW!Z3b

Please note that the password is case sensitive

Alternatively you can directly go to the ACS Site by clicking the link below
URL: https://sgapec.sharepoint.com/sites/acs/

Or to the APEC Project Adnministration System (APAS)

URL: https://apas.apec.org
Please change your password once you have logged by clicking on this link (https://aimp2.apec.org/Pages/changepassword.aspx).

When you log into your account for the first time after receiving this email, you need to change your
password.
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1.4 Changing the Account Password

1.4.1 Changing an Account Password as a PO User

If you are a PO, when you receive a password from IT Admin, we recommend that you change it
immediately by following these steps:

1. Loginto your account with your username and current password. Your Dashboard displays.

My Inbox Wy Outbox Processed By Me completed Al Tnvolved Processes

Workflow Type
Create Concept Note

Received on  Received on
. 2023-06-16
- (PE 6 TASK 2) CN 01-2

ept Hote 2023-06-16

Draft: (SET 11) - (PE 1 TASK 2) CN 01-2

ept Note  [return] - 2023-06-16 12:16:19
Draft: (SET 13) - (PE 2 TASK 1) CN 01-1
Concept tote  [return] . 20230818 1211810

Draft: (SET 12) - (PD 2 TASK 1) CM 01-1
ept Note  [return] - 2023-06-16 12:13:14
Draft: (SET 10) - (PD 1 TASK 1) CN 01-1

epttizte  [roturn] . 20230616
Draft: (SET 24) - (PD 8 TASK 2) CN 01-2
Concept tote  [return] . 20230816 12:0943

Draft: (SET 21) - (PE 6 TASK 1) CH 01-1

est tste  [return] . 0230618 12:0m30
Draft: (SET 27) - (PE 9 TASK 2) CN 01-2

Creste Concept Note  [return] . 20230616 12:08:17

Draft: (SET 20) - (PD 6 TASK 1) CN 01-1

Creste Concept Hote  [return] . 20230638 120742
Draft: (SET 27) - (PE 9 TASK 1) CN 01-1

cncept tote (return] . 20230616 12104128
Draft: (SET 15) - (PF 3 TASK 1) CH 01-1

Concepttote  [raturn] . 20230626 1210288

Draft: (SET 23) - (PE 7 TASK 2) CN 01-2

Creste Cencept Note  [return] + 20230626 12:0214
Draft: (SET 25) - (PE 8 TASK 1) CH 01-1

epttote  [return] . 0230826 12034
Draft: (SET 16) - (PD 4 TASK 1) CN 01-1

=gt Note  [return] . 2023-06-16  1L58:22
Draft: (SET 26) - (PD © TASK 1) €M 01-1

2. Inthe Useful Links widget on the Dashboard, click Change Password.

Email to APAS Admin

APAS User Guide

Wideos an Key Tasks
Guidebook on APEC Projects
Project Overseer's Toolkit

Standard Guidelines to Drafting Proposals

Change Password I

26



APAS User Guide

3. The APEC Information Management Portal webpage launches.

APEC Information

Management Portal (AIMP)

Asia-Pacific
Economic Cooperation

Home APEC Collaboration System Online Meeting System Meeting Document Database Project Database

For more information on how to change your password, kindly download this help guide. ®lLink

Password Policy
Passwords must meet the following minimum reguirements:

Must be at least & characters in length,

Cannot contain all or part of the account name.

Must contain at least 1 lowercase character (a through z).
Must contain at least 1 numeric base-10 digit {0 through 9).

Must contain at least 1 non-alphanumeric character (|, =, §, %, etc.).
Domain: |AIMP |
Account: |Sgp_xxx |

0ld Password: | |

Mew Password:

Confirm MNew Password: | |

| Change Password || Clear |

Enter the old password in the Old Password field.

L

b. Enter your new password twice: Once in the New Password field and again in the Confirm New

Password field.
Your new password must meet these minimum requirements:

The password must be at least six characters.

The password can’t contain all or part of an account name.

The password must contain at least one lowercase character (a-z).

The password must contain at least one number (0-9).

The password must contain at least one special character like |, #, S, or %.

c. Click the Change Password button.

Note: If you forget your old password, send an email to apas@apec.org to request a new password.
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1.4.2 Changing an Account Password as a RAF Delegate User

If you are a RAF delegate, when you receive a password from IT Admin, we recommend that you change
it immediately by following these steps:

1. Loginto your account with your username and current password. Your Dashboard displays.

APEC | Project Administration System

UATRAFL
=
My Inbox (3) My Outbox Processed By Me Completed (21) All Involved Processes
Workflow Type Title Received o Received on
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Marine Debris Management and Innovation (MDMI) * 2023-06-16  12:06:44
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Marine Debris Management and Innovation (MDMI) * 2023-06-16  12:06:43
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Marine Debris Management and Innovation (MDMI) 2023-06-12  18:04:30

Complete List Submitted Scores

Latest News

For PO: Complete and submit your Concept Note online by 14 July

For RAF delegates: Scoring for PS2, 2023 will open 25 July
For POs: Funding autcomes to be natified via email by 1 September
Remember to submit your draft Proposal by 25 May 2023

‘The newest Project Guidebook s available to dovmload.

Useful Links

Email To APAS Admin

APAS User Guide

Videos on Key Tasks
Guidebook on APEC Projects
Project Overseer’s Toolkit

Standard Guidelines to Drafting Proposals

2. Inthe top right corner of the Dashboard, click the up arrow next to the user ID.

‘2) e ° APASPD4

° APASPD4  Director (Program)
SECRETARIAT-PD/PSM

Password Setting

Logout

3. Select Password Setting from the menu that drops down.

l‘;"\
& o o APASPD4 A
o APASPD4 Director (Program)
SECRETARIAT-PD/PSM

Password Setting I

Logout
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The Password Settings page displays in a separate tab in your web browser.

o Password Settings

Secondary Verification Password

Old Password

¥Must contain letters, numbers
and special characters.
Minimum length should be 8.

New Password

Confirm Password

Verification code ol - i e S

Enter your current password in the Old Password field.

FEEERRER

Old Password :

Enter your new password in the New Password field. Your new password must be at least eight
characters long and contain letters, numbers, and special characters like S, @, #, %, %, , etc.

MNew Password :

[ e Strong

The strength of your password displays in a color code below the New Password field. Red means
the password is weak, yellow means it’s average, and green means it’s strong. Make your password

strong so others can’t guess it.

Type your new password again in the Confirm Password field.

LLTTTTTY l|

Confirm Password :

Enter the four-digit code shown at the right of the Validation code field in the Validation code field.

Verification code : 8337 BaFg.7

Click the Save button at the top right corner of the Password Settings page.

o Password Settings

Secondary Verification Password
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1.5 Updating User Emails

If you want to change the email that is registered in your APAS account, you need to request APAS Admin
support. To do this, follow these steps:

1. Inthe Useful Links widget on your Dashboard, click Email to APAS Admin.

Email to APAS Admin

APAS User Guide

Videos on Key Tasks

Guidebook on APEC Projects

Praject Overseer's Toolkit

Standard Guidelines to Drafting Proposals

Change Password

An email form launches from your default email system (such as Outlook).
2. Write your email change request in the email form and click Send.

If an email form does not launch, email apas@apec.org with your email change request.

i Request for APAS assistance: - Message (HTML) = = O

Message Insert Options Format Text Review Help Acrobat Q Tell me

sl Calibri (Body) *[11 ~ A" A" 3 D Attach File~ A =] P~
HEE - 85O D

BIU: =~ €3= U Attach Item - § - 1 = i
Paste Names _ Attach File Assign Viva View
- ¥ F-A- -~ [Zsignature - via Link  Policy ~ v Insights  Templates
Clipboard = Basic Text ® Include AdobeAcro..  Tags My Templa.. A

To.. APAS Administrators

Send

Cc..
Subject Request for APAS assistance:

Sl 23 B B

1.6 Changing PO or APO

It is common that a PO or APO is replaced during the implementation of a project. If a replacement is
necessary, contact your forum PD/PE via email. Upon receiving your request, the PD/PE will take the
following steps in APAS:

1. Loginto APAS as a PD or PE user to create or verify new PO/APO account on APAS, if you're not
logged in already. Your Dashboard displays.
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APEC | Project Administration System # i 4 APASPD4 ¥

My Inbox

My Inbox (2) My Outbox Processed By Me Completed (6) All Involved Processes
Workflow Type Title Received on  Received on
' BMC Status Update BMC Status Update: Approved In-Principle Concept Notes * 2023-05-20 17:18:29
BMC Status Updat=.  BMC Status Update: Approved In-Principle Concept Notes * 2023-05-15  17:00:40
Submit PO Details Consolidate Scores Complete List
Complete List Exported Scores Under Review and Endorsement

Generate Scoring Template

Under Quality Assessment

Useful Links

Pending Approval Approved
Approved In-Principle Email To APAS Admin Not Approved
Not Approved APAS User Guide Withdrawn

Withdrawn Videos on Key Tasks
Guidebook on APEC Projects

Project Overseer's Toolkit

Standard Guidelines to Drafting Propasals

In the Concept Note widget on the Dashboard, click Submit PO Details.

Concept Notes ]

Submit PO Details

Complete List

Generate Scoring Template
Pending Approval
Approved In-Principle

Not Approved

Withdrawn

Follow all the steps as stated under Section 1.3.1 Creating PO Account.

o Woridflow : Create - Create New PO Account - Create

Woriflow Chart Process Status

Create (or Verify) Accounts for POs and APOs

Once the PO/APO account is created or verified, internal steps will be taken to update the accounts
in APAS. Once info is updated, the relevant PD/PE will be informed and will notify the new PO/APO
via email. The PO/APO logs into APAS with corresponding account credentials. This process may take
up to 5 working days.
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2.

The Concept Note

2.1 Overview of the Concept Note Process Flow

These are the steps for the creation and approval of a Concept Note:

1.

10.

11.

The PO downloads the Concept Note Template (in Word format) from apec.org and creates a draft
Concept Note.

The PO emails the draft (Word document) to the PD or PE to review and submit to the APEC Forum
for their endorsement.

Once the Concept Note is endorsed, the PD or PE submits PO details on APAS for account creation,
then the PD or PE initiates a project on APAS.

The PO logs into APAS and fills in the online form based on the endorsed document and sends it to
the PD or PE to review.

The PD or PE compares the Word version of the Concept Note with the version created in APAS to
verify they match. Then the PD or PE submits the APAS version to the PMU.

The PMU accepts the Concept Note and notifies the PD or PE to start the scoring process.

The PD or PE generates a template for scoring the Concept Notes in APAS and notifies the RAFs to
complete the scoring.

The RAFs download and review the Concept Notes, determine whether the Concept Note is eligible
for funding, and provides scores in APAS before a set deadline.

The PD or PE consolidates all the scores and sends them to the PMU.

The PMU ranks the Concept Notes based on their scores and determines the top Concept Notes to
be funded based on the amount available in each APEC Funding Source.

The PMU recommends the selected Concept Notes to the BMC via email and updates the Project In-
Principle Approval status in APAS.

2.2 Submitting a Concept Note

2.2.1 Initiating a Concept Note

After accounts are created or verified for endorsed Concept Notes, the PD or PE takes the step of Initiate
a Concept Note in APAS. This step allows the PO or APO to create a Concept Note in APAS (step 2.2.2) To
initiate the Concept Note:

1.

Log into APAS as a PD or PE user, if you're not logged in already. Your Dashboard displays.
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In the Concept Note widget on the Dashboard, click Initiate a Concept Note.

Conespt Motes

Submit PO Details

Initiate a Cancept Mote I

Cormplete List

Generate Scoring Template
Pending Approval
Approved In-Prncple

Mot Approwed

‘Withdrawn

The Initiate a Concept Note page displays in a new tab. From the endorsed Concept Note (Word
Document), extract and enter all relevant information as required on the APAS page

Initiate Concept Notes

SN Main PO Main PO Email Alternate PO Alternate PO Email APEC Forum

In the Select Project Year and Session field, select the project year and session by clicking on
magnifying glass. The selection displays.

Select Project Year and Session 20251

In the Main PO field, type the PO’s name, and select the correct name and press Enter. Do the same
for APO if the project has an APO. If the person has an existing APAS account, their name will appear
in a dropdown list. Select the appropriate name by clicking on it. The PO or APO’s name and email
will display.

If the PO or APO’s name does not appear in the list, you must first create an APAS account for them
(step 1.3.1).

Main PO Main PO Email Alternate PO Alternate PO Email APEC Forum

APASPOT uday@ionesoftsalutons.com | ARASPD17 Kinkini@ionesoftsolutions.com Qceans and Fisheries Working Graup (OFWG)

In the APEC Forum field, enter the Proposing Forum name and press Enter. The name of the forum
displays in a list. Select the appropriate forum. The name displays in the Forum field.

Main PO Main PO Email Alternate PO Alternate PO Email APEC Forum

#pASROT uday@ionesofisolutions.com | apaspo1s7 Kinkini@ionesofesolutions.com Oceans and Fisheries Working Group (OFWG)
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6. You may initiate multiple Concept Notes from your Fora at once. To do this, click the + button at the
top right of the table and repeat steps 4 and 5.

N Main PO Main PO Email Alternate PO Alternate PO Email APEC Forum
1 APASPOT APASPO1E7 Kinkini Oceans and Fisheries Working Group [OFWG)
2 APASPO150 APASRO202 Oceans and Fisheries Working Group [OFWG)

7. When you have entered information for all endorsed Concept Notes, click Initiate CN Process for
Selected PO(s). An email notification is sent to the PO and APO to inform them that their Concept
Note is ready for drafting.

Workfiow : Creste - Infiate Concept Notes - Create
Workllon hart  Process Sistus Intate O Process fo Selected PO(S)

Initiate Concept Notes

to start updating the CN.

Select Project Vear and Session 20051

£ Main PO

Alternate PO

1 apASPO7 2pasPO1E7

2 4PASPOISD APASPO202

2.2.2 Drafting a Concept Note from an Endorsed Version in APAS

After the Concept Note is endorsed offline (not in APAS), the PO logs into APAS and drafts an online
version of the same document. The PO uploads the endorsed Concept Note (Word document) and all
the co-sponsorship confirmation emails, and copies and pastes the exact information from the endorsed
Concept Note (Word document) into the online template.

Once the step of Initiate a Concept Note is taken by the PD/PE, the PO and APO receive an email
notification to draft the Concept Note in APAS. See the example notification below:

Asia-Pacific

Economic Cooperation

Update the Endorsed Concept Note

Dear Project Overseer,

This is to inform you that the APEC Project Administration System is ready for you to update your
endorsed Concept Note. We suggest that you complete the update of CN within 4 days, noting the
deadline of submission to the Program Director indicated on the Latest News on APAS, or reach
out to your forum Program Director for more information.

When updating, please make sure that you are entering the same information you provided in the
endorsed Concept Notes. No new changes will be accepted.

Please do so by following the link below or logging into tapas.apec.org.

Endorsed Concept Note to Update:

To draft a Concept Note in APAS:

1. Loginto APAS as a PO user, if you’re not logged in already. Your Dashboard displays.
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My Tnbox My Outbox Processed by Me completed Al Involved Processes

Workfon Type T Receivedon  Received on

Creste Concept ot Endorsed Concept Note ta Update: * Wwswz mam
Ject Proposal Ready to Dral : (OTWE 101 2025A) WOS APASPO3 CNS
Letter of Acceptance ( DESG_206_2024A) Phase 2- UAT - MR3 *

(055G 103 2024m) 703 P92 Q1 Comments

/G 202 2024) WOS Changes Pr2

(OPWE 201 2024A) WOS CN3 ror Reminders
Under Qualty Assessment : (DESG 223 20244) PO P52 QA
Brattin

(DESG 162 20244) PO3 PPY Creste Draht Projict Propossl
Create Concept Note
- Create Concept Nots:

cept Note

 Create Concept ot
 Create Concept Nots:

- Crast Concupt Nots

e e o
H u ”
2. In My Inbox, click the task “Endorsed Concept Note to Update”.
My Inbex My Outbox Processed By Me Completed All Invelved Processes
Wiorkfllow Type Title Received on  Received on
Create Concept Note Endorsed Concept Note to Update:  * I 2025-03-24 20:32:20

The Concept Note template displays in a separate tab in your web browser.

o Workflow Process - Creste Concept N

Concept Note: Create Draft

PO: Plessa draft the CN by filling in the felds belows. Maks sure you copy and paste all the information exactly as presented and endorsed in the Word-version of the Concapt Note. Plesse do not add, remeve or edit any information from the Word-versian and ensure that contants are exactly the same.

Upload Endorsed IUplead Aiach Maximum M Upload Co-5ponsorship Confirmation Docs IUpload Aniachment  Maximum 10M

BB T U S|rom -|rm

General Comments
(For POs) s tis bax o commns & rasgnd.
Plazes:

1. Date your comments (=.g. 27/04/2022)
2. Da et delete pravizus comment
3. To launch links, right click and selact Open Lik.

[ —

Project Year and Session 20251

Project Title

Fund Source Sub-Fund e Applicable
APEC Forum Oceans and Fisheries Working Group (OFWE) Co-Proposing Forum

Praposing APEC Economy Co-Praposing Economy

Co-Sponsoring APEC Ecanomies CN Final Submission Date 28022025
Expected start Date. Project Completion Date: 3t-12-2025
Project Topie(s)

3. Inthe top section, follow these steps:
a. Inthe Upload Endorsed Concept Note field, click the Upload attachment button.

Upload Endorsed

Concept Note I.L Upload attachment I Maximum 5M
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The Open window displays on your computer.

@ open %
« © 4 B> ThisPC > Deskiop v O
Organize = Mew folder - m @
& lavaCon2023  ~ 7 size ~
P
o' LavaCon Food PI Alaska All in One Tour (2-19-23)
@ OneDrive - Person AMCG-Portland appraisals
Ametek
v ®Thi
s PC Anchorage Aurora Quest (2-20-23)
B 3D Dbjects APAS User Guide
I Desktop Armchair photo tours to finish in August-.
i Documents Armchair photo tours-fall
# Downloads Armchair phato tours-spring
& Music Armchair phota tours-summer
&= Pictures Armchair photo tours-winter
_— Audience Axis Course e
B videos
- e s v < >
File name: Al files () -

b. Navigate to the Word version of the endorsed Concept Note on your computer, and select the
Endorsed Concept Note (Word Document) emailed to you by the PD or PE. Note: The file size

limit is 5 MB.

@ Open ®

« v 1 > ThisPC > Desktop > APAS User Guide v O A

Organize ~ New folder m @
o lavaCon 2023 *  Name Jate vpe ~
& LavaCon Food Pt contract

@ OneDrive - Person Images

Belerence materal 5

= This PC

¥ 30 Objects
B Desktop

[ Documents
& Downloads @
b Music a
&= Pictures @
W videos 2

v o<

< 01_CN_PO Upload Endorsed Cancept Note.doox I 5/14/2023

%

R 028_Co-Sponsorship Email.eml

i)

% APAS User Guide-Chapter 1 draft (5-29-23)docx 5,
) Description of APAS Process Steps for User Gu.

) Notes from APAS demo (5-10-23).docx

¥ The User Guide Index_17May23 docx

File name: |01_CN_PO Upload Endorsed Concept Note.doox

02A_Co-Sponsorship Email.em!

APAS Full User Guide r2.docx

Al files (%) e

Cancel

C.
Note field.

Click the Open button to finish the upload. The file displays in the Upload Endorsed Concept

Concept Note

Upload Endorsed

< B 01_CN_PO Upload Endorsed Concept Note. ©7.7
docx

1, Upload attachment  Maximum 5M

In the Upload Co-Sponsorship Confirmation Docs field, repeat steps 3a to 3c to upload all the
necessary sponsorship confirmation emails.

Note: You should upload all the documents containing the confirmation of co-sponsorship for
every co-sponsoring economy listed in the endorsed Concept Note.
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4.

5.

Once uploaded, the documents display as shown below.

<> [@ 02A_Co-Sponsorship Email.eml

Upload Co-Sponsorship & 02B_Co-Sponsorship Email.eml

Confirmation Docs

1, Upload attachment L, Download All

Maximum 5M

With the Concept Note Word document available on your computer screen, follow steps 7-17 below
to copy and paste all corresponding information from the Word document onto the online Concept
Note template.

Important: You must enter the information exactly as it is endorsed and appears in Word document.
Any new or edited information will not be allowed.

In the Project Overview section of the Concept Note template, follow these steps:
a. Click the magnifying glass icon at the right of the Project Session field and select number 1 or 2
from the list that pops up.

Project Session D‘

Project Session 1

b. Enter the year in the Project Year field.

Project Year 2023

c. Enter the title of the Concept Note in the Project Title field.

SET 04 - CN 01 APAS DEMO

Project Title

d. Click the magnifying glass icon in the following fields and select the appropriate item from the
dropdown list:
e Fund Source
e APEC Forum
e  Co-Proposing Forum
Proposing APEC Economy
Co-Proposing Economy
Sub-Fund
e Additional APEC Forum (if any applicable)
e Co-Sponsoring APEC Economies
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Fund Source APEC Support Fund (ASF) Sub-Fund ASF: Energy Efficiency, Low Carbon and Energy Resiliency
Measures (EELCM)

Additional APEC Forum (if

any applicable)

Co-Sponsoring APEC

Indenesia; Economies Australia; Brunei Darussalam; Canada; Chile;

APEC Forum Energy Working Group (EWG)

Proposing APEC
Economy (ies)

e. Click the calendar icon in the following fields and select the appropriate dates:
e Expected Start Date
e Project Completion Date

Expected Start Date 114-05-2023 Project Completion Date +121-03-2023

Data Privacy; Digital Economy;

CN Final Submission Date ] 28-04-2023 Project Topic(s)
Digital Technology and Innovation;

f.  Click the magnifying glass icon in the Project Topic(s) field. From the dropdown list, select the
topic(s) that are most relevant to your project theme.

Project Topic(s) Data Privacy; Digital Economy;
Digital Technology and Innovation;

g. Copy the summary of the project from the Word document and paste it into the Project
Summary field.

MSMEs constitute more than 97% of the businesses and provide more than half of the jobs in APEC economies. However, they face several obstacles that
difficult their development, being one of the most important the lack of formal financial access, which got worse since the COVID-19 pandemic, due to
quarantines and the stop of operations. In this context, it is important to identify mechanisms for the reactivation of MSMEs that promote financial access,
prevention & mitigation of over indebtedness, and the use of alternative ways to accomplish financial inclusion. This project aims to convene experts from
public and private sectors to prepare recommendations and identify best practices about how Fintech services can contribute to the recovery of the MSMEs after
the pandemic.

Project Summary

h. Copy the list of project outputs from the Word document and paste it into the List All Project
Outputs field. Remember to number the Outputs in the chronological order they are produced.

1.Research report.
2 .Workshop

List All Project Outputs

6. Inthe Project Alignment to APEC’s Putrajaya Vision 2040 and Aotearoa Plan of Action section, refer
to the Annex page of the Word Document and identify the driver(s) and objective(s) you selected. In
APAS, click the magnifying glass and select the appropriate item from the dropdown list:

e Primary Driver—Select number 1, 2, or 3 and then a Primary Objective.
e (optional) Secondary Driver—Select number 1, 2, or 3 and then a Secondary Objective.

Project Alignment to APEC's Putrajaya Vision 2040 and Aotearoa Plan of Action

All APEC projects must align with a Putrajaya Vision (PV) 2040 and Aotearoa Plan of Action (APA)
You may also select one (optional) Secondary Objective, from the same or a different PV 2040 Driver. (To see PV 2040 in full, click here. To see APA in full, click here.)

Primary Driver 2: Innovation and Digitalization Primary Objective 3: Digital infrastructure and transformation
Secondary Driver 3: Strong, Balanced, Secure, Sustainable and Inclusive Secondary Objective 3: Environmental & climate challenges and natural
(Optional) Growth (Optional) disasters

7. Inthe Budget section, enter the numbers in the corresponding fields. The information entered must
follow exactly as they appear in the endorsed Word document.

a. Labor
b. Travel
¢. Hosting

d. Publications and Distribution
e. Other
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10.

11.

Enter the corresponding Self-Funding Amount. The total amounts are automatically calculated in the
Total Amount Being Sought from APEC and Total Project Value fields.

Budget
a. Labor Costs (USD) 75,000.00
b. Travel (USD) 25,000.00
c. Hosting (USD) 12,000.00

d. Publications &
Distribution (USD)

e. Other (USD) 1,000.00

Total Amount Being Sought

from APEC (a+btctd+e) Self-Funding Amount =

(USD) 118,000.00 iy (Xl Total Project Value (USD) 118,000.00
B

In the Main Project Overseer Information section, the Name, Organization, Primary E-mail, Job
Title, and Primary Contact No fields are pre-filled based from your APAS account.

5,000.00

Note: The Main Project Overseer email will receive all email and task notifications from APAS.

Main Project Overseer Information

Project Manager

Name: ApASPOZ Job Title

Ecemal Primary Contact No
BO Organization 247017
®  (economy Cadelires Cade + Telephons o)

Primary E-mail udayBianesoftsolutions.com

(optional) If you have Alternate Project Overseer, add the person’s Job Title, Organization and
Contact Number of the Alternate Project Overseer Information section in the corresponding
columns.

Alternate Project Overseer Information

T S [T N L R
Consuhant of PO's Office External Firm
1 APASPO4 0768089737 dp@apec.org

©>

Note: The Alternate Project Overseer will receive the same email notifications from APAS as the
Main PO, except for the Letter of Acceptance.

In the Project Synopsis section, copy the objective of the project from the Word document and
paste it into the Project Objective field.

Project Synopsis

. . the recovery of the MSME sector through the provision of financial services adapted to their needs, with a special focus on access to financing, and the
Project Objective R B
prevention & mitigation of over indebtedness.

This project will also build capacity of APEC economies, through public institutions and the private sector related to the Fintech industry.

The objective is to identify models and policies (legal, tax, financial regulation, others) to build a Fintech ecosystem for APEC economies, that contributes to I

In the Relevance section, copy and paste corresponding information in the following APAS fields:
a. lIssues

b. Alignment to APEC

c. Alignment to Forum
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1. Relevance

1a. Issues

1b. Alignment to APEC

1c. Alignment to Forum

The negative effects of the pandemic stopped commercial operations and broke the chain of payments in some sectors, affecting MSME finances management.
APEC economies provided aid, such as credit guarantee schemes for access to low-cost financing, but these measures are temporal. It is necessary to apply
complementary initiatives to enable the reactivation of MSMEs. The financial services provided by Fintech companies could contribute to the financial recovery
of the sector; however, their development requires friendly laws and regulations and an adequate understanding about the Fintech needs.

\
The action 5 of the Boracay agenda encourages supporting measures to expand financing and lending options for MSMEs, in order to promote their

participation in global and regional markets.

In the Putrajaya Visien 2040, APEC Leaders committed to foster quality growth that brings palpable benefits and greater health and wellbeing to MSMEs.The
Aotearoa Plan of Action promotes business creation and improving MSMEs’ access to finance, global markets and global value chains in order to ensure that \
e e S T S S,

The Small and Medium Enterprises Working Group - Strategic Plan 2021 - 2024, identifies as among its objectives and Key Performance Indicators (KPIs):
"Access to Finance and Alternative Financing Solutions. Improving access to finance for start-ups and SMEs, including women-owned and women-led SMEs and
other traditionally disadvantaged communities. Promoting new financial technologies for SMEs, such as innovative financial and data-driven lending

instruments”. \

12. Copy and paste information in Eligibility and Fund Priorities.

2. Eligibility and Fund Priorities @

The project supports capacity building needs for APEC developing economies, by enabling APEC officials to obtain recommendations of experts from the public and private sector, to improve the
Fintech ecosystem, as well as sharing knowledge and best practices to support MSMEs access to financing opportunities. Participants in the project workshop will strengthen their abilities and
technical know-how to improve their Fintech policies and regulations.

The project aligns with the funding priority of the ASF General Fund, because it supports the ECOTECH Priority Themes articulated in the Manila Framework, specifically: Developing stable, safe
and efficient capital markets through structural reform; Strengthening economic infrastructure; and Developing and strengthening the dynamism of SMEs.

N

13. Copy and paste information in Capacity Building.

3. Capacity Building @

This project contributes to strengthen and to develop capacities in both, public and private sector of APEC economies, in order to build and to promote a Fintech ecosystem that will provide
services to MSMEs, to help alleviate their current financial problems and enforces the financial and social inclusion. In this way, professionals and officials from both sectors will strong their
knowledge about this ecosystem and will be able to design policies and solutions not only in the current context, but also viable for the medium and long-term.

14. In the Methodology section, create a Work Plan based on the information on the endorsed Concept

Note via these steps:

a. Click the calendar icon in the Start From and Finish By fields and select these dates from the
calendar that pops up.

Note: If not specifying a specific date, always start on the first day and end by the last day of the
selected month.

b. Copy and paste it in the Descriptions of Tasks and the Deliverables fields.
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4a. Work Plan
To add a task, click on the + sign on the right.
To insert between rows, add task(s) and set relevant dates. Click Save (upper right corner). The Work Plan will sort chronologically by Start From dates.
| ® | sv | startFrom @ FinishBy @ Description of Tasks Deliverables
‘Workshop presenting the main results Presentation of the research report
O 1 719-08-2024 7} 26-08-2024
N b
Tender documentation and contract signing Circulation of a survey to identify stakeholders among APEC
— _ ~ economies
2 1 01-05-2024 1 15-05-2024
N MY
Selection of voluntary case studies among APEC economies Research report elaboration process
O 3 7] 03-06-2024 7] 25-06-2024
] b

c. Repeat steps 14a and 14b to add another task. To do so, click the + button at the top right corner
of the Methodology section. To delete a task, check the box on the left of the task row and
clicking the — button on the upper right corner.

4. Methodology @

4a. Work Plan () (Click on the + sign on the right to add a project task and deliverable)

(@ v | Swrrom @ | reshby @ ——— Defverables

d. To sort your tasks in a chronological order, click Save button on the top of the page.

o Workflow :Process - Create Concept Note - PD Creator to PO

Workflow Chart Process Status Uploaded Attachments

4a. Work Plan

To add a task, click on the + sign on the right

To insert between rows, add task{s) and set relevant dates. Click Save (upper right corner). The Work Plan will sort chronologically by Start From dates

e. The page refreshes and the Work Plan is sorted in a chronological order.

4a. Work Plan
To add a task, click on the + sign on the right.

To insert between rows, add task(s) and set relevant dates. Click Save (upper right corner). The Work Plan will sort chronologically by Start From dates.

Deseription of Tasks

Tender documentation and contract signing Circulation of a survey to identify stakeholders among APEC
economies
1 01-05-2024 15-05-2024
Selection of voluntary case studies among APEC economies Research report elaboration process
2 03-05-2024 25-06-2024
Workshop presenting the main results Presentation of the research report
3 19-08-2024 26-08-2024

f. Copy and paste information in the Beneficiaries field.

?Direct beneficiaries will be policy makers, financial sector regulation institutions, local and international Fintech companies, MSMEs without access to financial
services or with financial problems.

o ?Indirect Beneficiaries will be local and foreign investors as well as technology companies in the Fintech Sector.
4b. Beneficiaries

il

g. Copy and paste information in the Evaluation field.
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companies identified per economy offering services to MSMEs: at least 7 per economy Participation of Economies: at least 10
Number of experts interviewed: at least 3 per economy
Number of pages of the study: at least 100

4c. Evaluation
Number of Fintech

h. Copy and paste information in the Linkages field.

This project will build on existing work of APEC Fora, such as the "APEC Workshop on Building an Enabling Environment for Fintech” (EC 02 2021A), which
4d. Linkages seeks to create an enabling environment for Fintech to support economic growth, inclusion and sustainability in the recovery of Covid-19, and "Public Policy,
. J Fintech and SMEs: Recommendations for Promoting a New Financing Ecosystem” (SME 09 2019A), which collects and maps the potential for Fintech

development for SMEs, identifies policies applied within APEC economies, and future trends in the sector.

15. In the Project Overseer Declaration section, read and agree with the declaration text by clicking the
Please check to declare box. Today’s date is automatically displayed in the Date field.

Project Overseer

As Project Overseer and on behalf of the above said Organization, I declare that this submission was prepared in accordance with the Guidebook on APEC Projects (the Guidebook) and any ensuing
project will comply with said Guidebook. Failure to do so may result in the BMC denying or revoking funding and/or project approval. I understand that any funds approved are granted on the basis
of the information in the document’s budget table, in the case of any inconsistencies within the document. By submitting this APEC Concept Note to the APEC Secretariat, you (each Project
Overseer or point of contact) agree that the APEC Secretariat will collect, use, disclose, and transmit the data contained in the APEC Concept Note, which you have provided to the APEC Secretariat,
in accordance with the Singapore's Personal Data Protection Act 2012 and the APEC Secretariat’s data protection policy (https://www.apec.org/PrivacyPolicy). The APEC Secretariat will transfer any
data provided in this form, which may contain personal data of Project Overseer(s), to APEC member economies overseas via the APEC Secretariat.

16. To send comments or questions to the Secretariat, use the General Comments box in the top screen.
Start by entering today’s date so that comments can be tracked. In the example below, the PO
informs the PD or PE that all information from the endorsed Concept Note has been copied-pasted.

General Comments @ B I U & Nomal - Vedana - | 11 - | Lnew. - |A- B8}
(For POs) Use this box to comment &
respond. Please:

i
i
il
i
8
H

®=Ql¢¥ LB« L X
Dear PD, a

1. Date your comments (e.g. 1 have transferred all the information from the endorsed Concept Note below for further scoring process.
27/04/2022) |

2. Do not delete previous comments

3. To launch links, right click and Thank you.

select Open Link.
Regards,
P0

©)

17. (optional) If you need to stop working on the Concept Note and return to it later, click the Save
button in the top right corner of the Concept Note template.
o Workflow :Process - Create Concept Note

18. Once the Concept Note template is drafted, click Submit in the top right corner of the Concept Note
template to send the Concept Note to the PD or PE.

Workflow :Process - Create Concept Note - 7

Workflow Chart Process Status Uploaded Attachments

A confirmation message appears. Click Yes to submit the Concept Note.

Confirmation X

You are Submitting the Concept Note to
PD. Confirm to Proceed?

Note: You may close the window after
the subsmission is complete.

Yes Cancel
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The message, “Submitting your Concept Note. Please wait,” displays. When the Concept Note is
submitted to the PD or PE, the task moves from the My Inbox tab to the My Outbox tab in your
Dashboard. The title changes to “Under Review.”

My Inbox My Outbox Processed By Me Completed All Involved Processes

Workflow Type Title Received on Received on
Project Proposal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO 20230520 17:56:23
Create Concept Note  Reviewed for Scoring (PMU): SET 04 - CN 04 PP QA APAS DEMO 20230520 16:53:44
Froject Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-05-15  17:22:58
Create Concept Nate  Reviewed for Scoring (PMU): SET 04 - CN 03 PP APAS DEMO 2023-05-15  16:41:56
Create Concept Note  Reviewed for Scoring (PMU): SET 04 - CN 02 RAF APAS DEMO 2023-05-15  16:25:17

| Create Concept Note  Under Review (PD): SET 04 - CN 01 APAS DEMO 2023-05-15  15:56:12 |

2.2.3 Reviewing an Endorsed Concept Note

After the PO submits the endorsed Concept Note to the PD or PE, the PD or PE will review and verify that
the APAS version matches the endorsed Word version. The PD or PE will download and compare the two
versions by following these steps:

1. Loginto APAS as a PD or PE user, if you're not logged in already. Your Dashboard displays.

My Inbox (2) My Outbox Processed By Me Completed (6) All Involved Processes
Workflow Type Title Receivedon  Received on
+ Create Concept Note  Under Review (PD): SET 04 - CN 01 APAS DEMO * 2023-06-01  21:45:12
BMC Status Update  BMC Status Update: Approved In-Principle Concept Notes * 2023-05-15  17:00:40

Submit PO Details Consolidate Scores Complete List

Complete List Exported Scores Under Review and Endorsement

Generate Scoring Template Under Quality Assessment

useful Links

Pending Approval Approved
Approved In-Principle Email To APAS Admin Not Approved
Not Approved APAS User Guide Withdrawn
Withdrawn Videos on Key Tasks.
Guidebook on APEC Projects
Project Overseer’s Toalkit
Standard Guidelines to Drafting Proposals
2. Inthe Inbox, look for the Concept Note message and click its title.
My Inbox (2} My Outbox Processed By Me Completed (6) All Involved Processes
Wiorkfiow Type Title Recelved o Received on
I Create Concept Note  Under Review (PD): SET 04 - CN 01 APAS DEMO * 2023-06-01  21:45:12 I
BMC Status Update BMC Status Update: Approved In-Principle Concept Notes * 2023-05-15  17:00:40
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The Concept Note displays in a separate tab in your web browser.

o Workfiow Process - Create Concept Note - PO to PD Review &
Workflow Chart  Process Status Upload)

Concept Note: Review Draft

PD: P we the Concept a

k on the Send to PMU button,

4 [ PP2 Final_250318 OFWG_206_2024A_Integrating Coastal
Blue Carbon Ecosystems. pdf Upload Co-s o
pload Co-Sponsorship
Upload Endorsed Concept Hote ST e

4 [2 231218 Final QA and Final PP for posting to APAS_Process.
msg

Tupload Attachment  Maximum 8M TUpload Attachment  Maximum 10M

General Comments
(For POs) Use this box to comment
B respond. Please:

B B I U S Foma

]
>
>]

Test
1. Date your comments (e.g.
27/04/2022)
2. Do not delete previous
commants
3. To launch links, right click and
select Open Link.

Project Year and Session 20251

Fisheries Policies

Project Title

Fund Source APEC Support Fund (ASF) Sub-Fund ASF: Marine Debris Management and Innovation (MOMI

APEC Forum Oceans and Fisheries Working Group (OFWG) Co-Proposing Forum

Project Overview

3. Verify that the fields in the Concept Note are filled in.

Note: The PDs or PEs use the downloaded emails as verification of the economies who signed up as
co-sponsors for the project. See the field, Co-Sponsoring APEC Economies. For example, if four
economies are listed, then the PO should upload four emails.

m - o
Help A

== EA AN =5t
. &

cagrap
1

U Comments & Editing ~ 1% Share ~

Concept-Note

1
«

u il

Upload- . Ugl:
e B ECN_Eui_CN;PU upl
Concept- affmne uﬁ:i::“ Docn [-SPD_02B_Co-Sponsy
Noten P! V1. orship-Email_Vi.emix

Project-Overview

£ Project- Project-

Sessionx  * Yearx 2023=
© Project- N

Titlen SET.04:--CN-01-APAS-DEMOx

[2-SPD_02A_Co-Sponsy
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4. Atthe top of the Concept Note page, look for the endorsed concept document in the Upload
Endorsed Concept Note field and click on it.
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:pltoad Endorsed Concept E) ECN_01_CN_PO Upload Endorsed Concept Note_V1.docx
ote

The endorsed Concept Note displays in a separate tab in your web browser. Click the Download

button in the top right corner of the tab.

O t- CN_PO Upload Endorsed Concept Note.docx (V1)

Concept Note

PO: Please draft the CN by filling in the fields below. Hover over the 4 symbol for instructions.
Project Overview
Project Session 1 Project Year 2025

Project Title & | Building a Fintech ecasystem for the recovery of the MSME sector

2 ASF: Micro Small and Medium
Fund Source & APEC Support Fund (ASF) Sub Fund Entérprises (MaMEs)

Small and Medium Enterprises | Additional APEC
APEC Forum ¢ | Werking Group (SMEWG Forum (f o Please select.
applicable)

Proposing APEC | Brunei Darussalam
ies)

& Australia O Brunei Darussalam B Canada & Chile & China
CoSpansaring | 0 Hong Kong, China O Indonesia 0 Japan D Korea 0 Malaysia O Mexico
APEC Economies | 1 ..y Zealand O Papua Mew Guinea 0 Peru O Philippines [ Russia
i O Singapore O Chinese Taipei O Thailand 0 United States O Viet Nam

Open the downloaded the endorsed Concept Note. Compare the first page (Cover Page) and the

third Page (Annex — Drivers and Objectives) against the corresponding sections in APAS. Make sure

that the content is the same. If there are changes made in the APAS template:

a. Option 1 - Correct these changes on APAS on PO’s behalf. Make a note of these changes in
General Comments field so that the PO may view them later. You can replace the attached
Concept Note or the Co-Sponsorship Documents, if necessary. To remove the attachment(s),

click x button. To upload, click Upload Attachment button.

Note: You may choose to send a separate email to the PO with clarifications on the changes you

made.

[ PP2 Final_250118 OFWG_206_2024_Integrating Coastal Blue Car D

bon Ecosystems. pdf £ .
Uplaad Co-Sponsorship
confirmation Docs

- lupload Attachment  |Maximum 1oM
_Lupioad Attachment  fMaximum gM

Upload Endorsed Concept Note

& 231218 Final QA and Final PP for pesting to APAS_Process.r

s off

Once changes are made, click Send to PMU.

Workflow :Process - Create Concept Note - PO to PD &7

Warkfiow Chart Process Status Uploaded Attachments

Concept Note: Review Draft

PD: Ple iew the Concept Note and ensure that the information below is accurate. When done, dick on the Submit button.

Send To Revise

A confirmation message appears. Click Yes to continue.

Confirmation X

You Submitting the Concept Note to
PMU. Confirm to Proceed?

Yes Cancel
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The message, “Submitting your Concept Note. Please wait,” displays. When the Concept Note is
submitted to the PD or PE, the task moves from the My Inbox tab to the Processed by Me tab in
your Dashboard. The tasks is renamed to “Draft.”

My Inbox (1) My Outbox Processed By Me Completed (6) Al Involved Processes

wiorkllow Type Title Received on _ Received on
Create Concept Note  Under Review (PMU): SET 04 - CN 01 APAS DEMO 2023-06-02  02:09:17 I
Project Proposal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO 20230520 17:55:11

Option 2 - In the General Comments field, request the PO to make the necessary revisions. Click
Send to Revise at the top of the template.
Note:

o Workflow :Process - Create Concept Note - PO to PD &

Workflow Chart Process Status Uploaded Attachments Send To PMU

Concept Note: Review Draft

ote and ensure that the information bel o en ck on the Submit button.

A confirmation message displays. Click Yes to continue.

Confirmation x

You Submitting the Concept Note to PO
to Revise. Confirm to Proceed?

Yes Cancel

The message, “Submitting your Concept Note. Please wait,” displays. When the Concept Note is
submitted to the PD or PE, it moves from the My Inbox tab to the Processed by Me tab in your
Dashboard.

My Inbox (48) My Outbox Processed By Me Completed (55) All Involved Processes
Workflow Type Title Received on  Received on
+ Create Concept Mate Endorsed Concept Note to Update: 2025-03-24  20:32:20

If the document does not have any tracked changes, then you can forward the Concept Note to
the PMU for approval. Click the Send to PMU button to finish this task.

Workflow :Process - Create Concept Note - PO to PD &7

Concept Note: Review Draft

PD: Please review the Concept Note and ensure that the information below is accurate. click on the Submit button.

A confirmation message displays. Click Yes to continue.

46



APAS User Guide

Confirmation x

You Submitting the Concept Note to
PMU. Confirm to Proceed?

Yes Cancel

2.2.4 Revising an Endorsed Concept Note

If an endorsed Concept Note is sent back to be revised, the PO receives an email notification from APAS.
The PO follows these steps to make the revisions:

1. Loginto APAS as a PO user, if you’re not logged in already. Your Dashboard displays.

£5G_102_20244) RO3 PR2 QAL Comments
WO Changes P2

Raadly s Dt : (OFWE_201_20244) WOS 03 Fos Rarmindiars osan2

Undar Quality Assassrent | (DESG_323_30344) PO3 P23 Q4 00%ii
Oraft in Progress : (€5G_102_2024A) PO3 591 Create Drak Progect Proposal 20713
Endorsed Cancest Note to Update: oviz014z
Endorsed Concept tote to Update: 0325 127
Endorsed Conoegt Nota to Updata: 0240320 19:37:08
Undar Quality Assassrmant 1 (DESG_104_3034A) PO3 B93 QA2 Cammants and Track Changes 0240345 0604133
Encorsed Conougt fcta t5 Update: ROT CNY Crasts Dralt Cancast Mote 240315 oaasiz
Endorsed Concest Mote to Update: 14340
Endorsed Concept tota to Updater 10K 0231208 1331188

Panding Appronl For RAF dulegates

Asrred In-Princieh Funding cutzomes 1o be natied v
Nt Approved uber yous draft Bropessl by 25 May 2023, Unclar Qualty Assassmant
Vithemam Tha navrast Preject Guidabosk is avalabls b dovemicad. Approved

T
Py
15 e
—
bk on R s
[
P ——
p——

Pt buard Survey Terglate

2. Inyour inbox, look for the Concept Note that needs to be revised and click the message to open it.

My Inbox My Outboz Processed By Me Completed All Involved Processes
Workflow Type Title Received on  Received on
Create Concept Nots [return] Draft: Fisheries Policies - 2025-03-25 11:39:39
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The Concept Note opens in a new tab.

For action frem APASPOZ at ]

Concept Note: Create Draft

e draft the CN by Rling elds below, Mak

4 [ PP2 Final_250318 OFWA
pdf

08AB3AIntegrating Cosstal Blue Carban Ecosystems + [ 231218 Final QA snd Finsl PP for posting to APAS_Process.meg

Uplaad Endorsed Concept Note Upload Co-Sponsorship Confirmation Docs
Lupload Attachment  Masiemurn 8M IWipland Mtachment | Wi 104
General Comments B B I U 5| s s - | 14 e - A B E B sle/x amle o MOS0 L GEw+BK
(For POs) Use this box to comment & respond. Dear FO, -
Plessa:
. Date your comments (e.g. 27/04(2022) Please make changes on the Fund Pricrities to be sligned with the Project Detsil fields.
2. Do ot delete previous comments
3. To leunch bnks, right click and select Open | ¢y
k.
regards,
O ®

Project Year and Session 20251

Project Title

Fund Source APEC Supoort Fund (ASF sub-Fund ASF: Marine Debris Management and Tnnavation (MGMT
APEC Forum s and Fichenes Working Grous (OFWG) Co-Proposing Forum

Proposing APEC Economy Ca Propasing Econamy

Co-Sponsaring APEC Economies Canada: China: Japan: Korea: CN Final Submission Date 25-03-2025

Expected start Date 01:01-2026 Project Completion Date 30-06-2027

3. Read the PD’s or PE’s comments in the General Comments field they sent to you and make the
changes requested in the Concept Note.

4. Click Submit to send the updated Concept Note to the PD or PE for approval.

Workflow :Process - Create Concept Note - PD reject to PO &

Workflow Chart Process Status Uploaded Attachments. Save =

A confirmation message displays. Click Yes to continue.

Confirmation X

You are Submitting the Concept Note to
PD. Confirm to Proceed?

Note: You may dose the window after
the subsmission is complete.

Yes Cancel

The message, “Submitting your Concept Note. Please wait,” displays. When the Concept Note is
submitted to the PD or PE, it moves from the My Inbox tab to the My Outbox tab in your Dashboard.
The title changes to “Under Review.”

My Inbox My Outbox Processed By Me Completed All Involved Processes
workflow Type Title Received on __Received an
Create Concept Note  Under Review (PD): SET 04 - CN 01 APAS DEMO 2023-06-02  0L:41:54 I
Project Propasal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO 2023-05-20 17:56:23
Create Concept Note  Reviewed for Scoring (PMU): SET 04 - CN 04 PP QA APAS DEMO 2023-05-20  16:53:44
Project Propasal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-05-15  17:22:58
Create Concept Note  Reviewed for Scoring (PMU): SET 04 - CN 03 PP APAS DEMO 2023-05-15  16:41:56
Create Concept Note  Reviewed for Scoring (PMU): SET 04 - CN 02 RAF APAS DEMO 2023-05-15 16:25:17
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5. The PD or PE confirms the changes were made by following the steps in the section, 2.2.2 Reviewing
an Endorsed Concept Note. After the changes are verified, the PD or PE submits the Concept Note to
the PMU for approval.

2.2.5 Accepting an Endorsed Concept Note

When the PD or PE notifies the PMU that a Concept Note is ready for approval, the PMU follows these
steps to finish this task:

1. Loginto APAS as a PMU user, if you're not logged in already. Your Dashboard displays.

APEC | Project Administration Sy Home H > PMUS

My Inbox (19) My Outbox Processed By Me Completed (15) All Involved Pracesses.
Workfiow Type Title Receivedon  Received on
Creste Concept Note  Under Review (PMU): SET 04 - CN 01 APAS DEMO * 2023-06-02  02:25:29

- Initiate RAF Scoring { APEC Support Fund (ASF)) ASF: Supply Chain Conne: 2023-05-23  02:27:11

Initiate RAF Scoring { APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 2023-05-23  02:26:37

2023-05-22  16:27:39

Initiate RAF Scoring  RAF Scoring: { APEC Support Fund (ASF)) ASF: Supply Chain Conne

Initiate RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Digital Innovation (Digital) * 2023-05-22  15:26:25
- Initiate RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Energy Ffficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-05-20  17:04:50
- Initate RAF Scoring  RAF Scoring: { APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI)* 2023-05-20  13:06:18
Initistz RAF Scoring — RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WLE)* 2023-05-19  13:38:08
Initiste RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 20230519 12:24:38
Initiate RAF Scoring  RAF Scoring: { APEC Support Fund (ASF)) ASF: Digital Innovation (Digital) * 2023-05-18  11:10:22
- Initiate RAF Scoring : { APEC Support Fund (ASF)) ASF: Digital Innovation (Digital) * 2023-05-18  11:09:38
* Initiate RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM)* 2023-05-15  16:55:14
+ Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM)* 2023-05-15  16:54:42
Initistz RAF Scorng — RAF Scoring: { APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDML) * 2023-05-15 14139142
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 20230515 14:38:03
+ Initiste RAF Scoring  RAF Scoring: { APEC Support Fund (ASF)) ASF: Women and the Economy (WtE)* 2023-05-15  06:39:53
- Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WIE)* 2023-05-15  06:39:30
- Initiate RAF Scorng  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 0230515 03:23:47
Initiate RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-05-15  02:21:14

2. Inyourinbox, look for the Concept Note that’s ready for approval to move to scoring and click the
message to open it.

My Inbox (19) My Outbox Processed By Me Completed (15) Al Involved Processes.
Workflow Type Title Received on___Received on
I Create Concept Note  Under Review (PMU): SET 04 - CN 01 APAS DEMO * 2023~ : £} I
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 2023-05-23  02:27:11
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 2023-05-23  02:26:37
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The Concept Note displays in a separate tab in your web browser.

o Workflow :Process - Create Concept Note - PD Review to PMU Review 7

VokdowChan  ProcessSutus  Uploaded Anachments E3EEl -

Concept Note

PMU: Please review the endorsed Concept Note. If ready to be scored, dick on the Accept button. Click on Revise if the CN requires revisions.

[ SPD_02A_Co-Sponsarship Email_v1.eml

Upload Endorsed Concept [ ECN_01_CN_PO Upload Endorsed Concept Note_V1.docx Upload Co-Sponsorship

& SPD_02B_Co-Sponsarship Email_v1.eml
Note

Confirmation Docs

L Download All

Project Session 1 Project Year 2023

SET 04 - CN 01 APAS DEMO

Project Title

Fund Source APEC Support Fund (ASF) Sub-Fund ASF: Energy Efficiency, Low Carbon and Energy Resiliency
Measures (EELCM)

APEC Forum Energy Working Group (EWG) :::i::';'“ﬂc'a‘::l’:)c Forum (if

E:‘;',’.‘;f,i.';%i“u"f“ Indonesia; E:&ﬁf.ﬂ:ﬁ"“q APEe Australia; Brunei Darussalam; Canada; Chile;

Expected Start Date 14-05-2023 Project Completion Date 21-03-2023

CN Final Submission Date 28-04-2023 Project Topic(s) Data Privacy; Digital Economy;

w

Verify that the fields in the Concept Note are filled in.
Follow the steps in section 2.2.2 Reviewing an Endorsed Concept Note.

5. (optional) If you need to stop reviewing the Concept Note and return to it later, click the Save button
in the top right corner of the Concept Note.

E

o Workflow :Process - Create Concept Note - PD Review to PMU Review <7

6. (optional) If changes are needed:
a. List the required changes in an email for the PD or PE.
b. In APAS, click the Revise button in the top right corner of the Concept Note.

o Workflow :Process - Create Concept Note - PD Review to PMU Review {7

Workflow Chart Process Status Uploaded Attachments

A confirmation message displays. Click Yes to continue.

Confirmation X

Send Concept Note to Revise. Confirm to
Proceed?

Yes Cancel

The message, “Submitting your Concept Note. Please wait,” displays. When the Concept Note is
submitted to the PD or PE, it moves from the My Inbox tab to the Processed by Me tab in your
Dashboard. The title changes to “Under Review.”
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[oN

Workflow Ty

My Inbox (18)

My Outhox Processed By Me Completed (15)

Title

All Involved Processes

Received on

- Create Concept Note

Under Review (PD): SET 04 - CN 01 APAS DEMO

Received on

2023-06-02  02:25:29 I

Project Proposal

Under Quality Assessment: (CTI_101_2023A) SET 06 - CN 04 PP QA APAS DEMO *

2023-05-23

03:30:48

- Project Proposal Under Quality Assessment: (DESG_102_2023A) SET 05 - CN 04 PP QA APAS DEMO * 2023-05-22  16:12:01
Project Propesal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO 2023-05-20  17:54:03
Project Proposal Under Quality Assessment: (OFWG_102_2023A) SET 03 - CN 04 PP QA APAS DEMO * 2023-05-20 13:43:05

- Project Proposal Under Quality Assessment: (SMEWG_102_2023A) SET 01 - CN 04 PP QA APAS DEMO * 2023-05-20 12:04:52
Project Propesal Under Quality Assessment: (PPWE_102_2023A) SET 02 - CN 04 PP QA APAS DEMO * 2023-05-20 11:54:38
Send the email to the PD or PE, who completes the following steps:
i. The PD or PE opens the email with the Concept Note in their inbox.
My Inbox (2) My Outbox Processed By Me Completed (6) All Involved Processes
Workflow Type Title Recelved on Received on
Create Concept Note  [retum] 2023-06-02  02:55:40
I Under Review (PD): SET 04 - CN 01 APAS DEMO I
BMC Status Update  BMC Status Update: Approved In-Principle Concept Notes * 20230515 17:00:40
The Concept Note displays in a separate tab in your web browser.
o Workflow :Pracess - Create Concept Note - PMU Reject ta PD &
Concept Note: Review Draft
Upload Endorsed Concept [ ECN_D1_CN_PO Upload Endorsed Concept Note_V1.docx Upload Co-Sponsorship
Note Confirmation Docs
Project Overview
Project Session 1 Project Year 2023
Project Title
Fund Source port Fund (ASF) Sub-Fund x:flu;;g;:?mu v, Low Carbon and Energy Resiliency
APEC Forum Energy Working Group (EWG) Additional APEC Forum (if e
Prog . APEC : 2':5::1'::‘52?:;}RFEC
(“;':‘;‘"'"ﬂi“) Indonesia; Economies Australia; Brunei Darussalam; Canada; Chile;
Exnactad Stact Dat. sans o0 Project Completion Date 1 0o
ii. The PD or PE reviews the information in the Concept Note and sends the Concept Note to
the PO to correct by clicking the Send to Revise button in the top right corner of the
Concept Note.
o Workflow :Process - Create Concept Note - PO to PD &
Workflow Chart Process Status Uploaded Attachments S =
Concept Note: Review Draft
e Col ensure that the information by one, click on the Submit button.
iii. The PD or PE also forwards the email from the PMU with the changes requested.
iv. The PO follows the steps in the section, 2.2.3 Revising an Endorsed Concept Note, to
incorporate the changes into the Concept Note.
v. When the PO completes the changes, they send the Concept Note back to the PD or PE.
vi. The PD or PE confirms the changes were made by following the steps in the section, 2.2.2
Reviewing an Endorsed Concept Note. After the changes are verified, the PD or PE submits
the Concept Note to the PMU for approval.
vii. The PMU continues with step 7 to approve the Concept Note.
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7. If no changes are needed, click the Accept button in the top right corner of the Concept Note.

o Workflow :Process - Create Concept Note - PD Review to PMU Review &

Workflow Chart Process Status Uploaded Attachments m =

A confirmation message displays. Click Yes to continue.

Confirmation X

You are proceeding to Approve the
Concept Note. Confirm to Proceed?

Yes Cancel

The message, “Submitting your Concept Note. Please wait,” displays. When the Concept Note is
submitted to the PD or PE, it moves from the My Inbox tab to the Completed tab in your Dashboard.
The title changes to “Reviewed for Scoring.”

My Inbox (18) My Outbox Processed By Me Completed (15) All Involved Processes
Miorkflow Type Title Received on___Received on
I Create Concept Note  Reviewed for Scoring (PMU): SET 04 - CN 01 APAS DEMO 2023-06-02  03:32:54 I
Create Concept Note  Reviewed for Scoring (PMU): SET 06 - CN 04 PP QA APAS DEMO * 2023-05-23 02:16:50
Create Concept Note  Reviewed for Scoring (PMU): SET 06 - CN 03 PP APAS DEMO * 2023-05-23  02:16:28

2.3 Scoring a Concept Note

The score for a Concept Note determines whether the project will be funded for a given Project Session.
The maximum number any Concept Note can receive is 60. For more information about the criteria used
to score a Concept Note, go to the section, 2.3.3 Viewing and Amending the Scores.

2.3.1 Generating a Scoring Template

When a Concept Note is ready to be scored, the PMU starts the scoring process by generating a scoring
template. The PMU follows these steps to generate the template:

1. Loginto APAS as a PMU user, if you're not logged in already. Your Dashboard displays.
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My Tnbox (18) My Gutbax Processed By Me completed (15) All Involved Processes
Werkfiow Type e Received on  Received on
supply Chain Connectivity (SCC) " W2305-23 022
upply Chain Connectivity (SCC)* 0230523 0226177

[niiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASH
Initiss RAF Scoing  RAF Scoring: { APEC Support Fund (ASF)) AS!
Initiate RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 0230522 16:27:33

ovation (Digital) " 20070522 15:26:25

Initiete RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Digital
Intiate RAFSCONNG  RAF Scoring: { APEC Support Fund (ASF)) ASF:

W05 1700

nergy Efficiency, Low Carbon and Energy Resiliency Measures (EE

Initiste RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 0230520 13:06:18
Initiste RAF Scorlng — RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WrtE) * 20230518 13:38:09
icro Small and Medium Enterprises (MSMEs) * 0230519 12124138
igital Innovation (Digital) * 20230518 1:10:22
: Digital Innovation (Digital) * 20230518 11:09:39

Initiate RAF Sconng RAF Scoring: ( APEC Support Fund (ASF)) ASF:
Infiete RAF Scaring  RAF Scoring: ( APEC Support Fund (ASF)) AS
Intiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) AS
inate RAFSCOMNG RAF Scoring: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbo

0230515 16:5514

Initiste RAF Scoring  RAF Scoring: { APEC Support Fund (ASF)) ASF: 2230515 185442

nergy Efficiency, Low Carbon and Energy Resiliency Measures (EE

Initite RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * M230515  14:39:42
Inttiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 20230515 14:38:03
Initiate RAF Sconng  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WtE) * W023-05-15  06:39:53
Initiate RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Women and the Economy (WEE) * 2023-0515  06:3%:30
Initiate RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-05-15  03:23:47
Initiate RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 20230515 02:21:14

Complete List PMU Consalidate Scores Complete List

2. On the Dashboard in the Concept Notes widget, click Complete List.

Pending Approval

Approved In-Principal
Not Approved
Withdrawn

The Concept Note Complete List (PMU) displays in a separate tab in your web browser.

@ Concept Note Complete List (PMU) Consolidate Concept Notes
Concept Note Number: Project Title:
Fund Source: Sub-Fund:
=]
Concept Note o Proposing APEC Co- ing APEC e
) Project Title - Fund Source Sub-Fund g Sponsocing Current status Approval
Number Number Economy(ies) Economies
Status
uilding a Fintech ecosystem for the )  Women and the Economy runei Darussalam; nding
o Building a Fintech tem for th ASF: We d the E Brune Darussal pendi
APEC Support Fund (ASF) Australia; Oraft
recovery of the MSME sector (wiE) Canada; Chile; China; Approval
Building a Fintech ecosystem for the Ao+ Marine Debrs Menaement Australla; Brunel s
recovery of the Ocean and Fishery APEC Support Fund (ASF) : Marine Debris Manageme Indonesia; Darussalam; Canada;  Draft nding
and Innovation (MDMI) Approval
sedtor Chile;
Australia; Brunei
ASF: Micro Small and Medium pendin
SETO1-CNO2RAFAPASDEMO  CN_SMEWG_102_2023 APEC Support Fund (ASF) 4 e Canada; Darussalam; Chile; RAF Scoring o
Enterprises (MSMES) Approval
China;
Australia; Brunei Approved
SMEWG_1 ASF: Micra Small and Medium
SET 01 - CN 04 PP QA APAS DEMO  CN_SMEWG_104_2023 = APEC Support Fund (ASF) “ i . Canada; Darussalam; Chile; Drafted In-
02_20234 Enterprises [MSMEs)
China; Principle
. ASF: Women and the Economy Brunei Darussalam; Pending
E PAS DEM P ) ralla;
SET 02 - CNOZRAFAPASDEMO  CN_PPWE_102 2023 APEC Support Fund (ASF s Australia; Conada: chve. onins; | TAF SC0MINg Rpproval
Australia; Brunel Approved
PPWE_101 ASF: Wor d the EComn
SET 02 - CN 03 PP APAS DEMO CN_PPWE_101 2023 =™ APEC Support Fund (ASF) o osthotohd oo s Indonesia; Darussalam; Canads;  Drafted In-
= L Chile; Principle
N e Australia; Brunei Approved
SET 02 - CN 04 PP QA APAS DEMO  CN_PPWE_103_2023 PZ:‘_E;“ APEC Support Fund (ASF) A:TE‘W""'” and the Economy China Darussalam; Canada;  Drafted In-
~ e Chile; Principle
e e Australia; Brunel I
22 records in total - S0~ Goto 1

3. Select the Concept Note ready to be scored by checking for Reviewed for Scoring (PMU) in the
Current Status column. Check the box at the left of its Project Title. If more than one Concept Note
is ready to be scored, you can check each one in the list. In the example below, only one Concept
Note is selected.
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@ Concept Note Complete List (PMU) Cansalidate Concept Notes
Concept Note Number: Project Title:
Fund Source: Sub-Fund:
Concept Note ing APEC o ing APEC e
Project Title e Mumber | U Source Sub-Fund Fconomy(ies) S Current Status Approval
Status
ASF: Energy Efficiency, Low Carban Australla; Brunel
R fi
SET 04 - CN 01 APAS DEMO CN_EWG_104_2023 APEC Support Fund (ASF) and Energy Resiliency Measures Indonesia; Darussalam; Canada; eviewed for Scoring pending
(PMU) Approval
(EELCM) Chile;
ASF: Energy Efficiency, Low Carbon Australia; Brunei e
SET 04 - CN 02 RAF APAS DEMO  CN_EWG_101_2023 APEC Support Fund (ASF) and Energy Resiliency Measures Indonesia; Darussalam; Canada;  RAF Scoring Anuravzl
(EELCM) Chile;

4. Click the Consolidate Concept Notes button in the top right corner of the Concept Note list.

@ Concept Note Complete List (PMU)
Concept Note Number: Project Title:
Fund Source: Sub-Fund:
Concept Note Pp Proposing APEC Cos| ring APEC ome
Project Title it Fund Source Sub-Fund — el Current Status Approval
Number Number Economy(ies) Economies
Status
ASF: Energy Efficiency, Low Carbon Australia; Brunei
Reviewed for Scoring  Pending
SET 04 - CN 01 APAS DEMO CN_EWG_104_2023 APEC Support Fund (ASF) and Energy Reslliency Measures Indonesia; Darussalam; Canada;
(PMU) Approval
(EELCM) Chile;
ASF: Energy Efficiency, Low Carbon Australia; Brunei .
SET 04 - ON 02 RAF APAS DEMO  CN_EWG_101_2023 APEC Support Fund (ASF) and Energy Resiliency Measures Indanesia; Darussalam; Canada;  RAF Scoring Apmél
(EELCM) Chile;

The Notification to Start Scoring displays in a separate tab in your web browser.

‘Workflow : Create - Notify PD - Create

Workfiow Chart Process Status

I Notification to Start the Scoring ‘

Dear PDs,

The concept notes are ready for scoring. You may access the scoring template through the link provided below to generate the list of concept notes that are to be scored by your RAF
scorers

B B I U S| Foma -| Font - | Size - | LmeH. -|A- B2 3= 2 2 E = MIO®=Q FLE =
Thank You,

PMU4

Concept Note Number

1 CN_EWG_104_2023 SET 04 - CN 01 APAS DEMO APASPD4 UATPE4

5. Click the Notify PD for Scoring button to initiate the scoring.

Note: Do not click the green button, Click to Initiate the Scoring Process.

Workflow : Create - Notify PD - Create

‘Workflow Chart Process Status

Notification to Start the Scoring ‘

Dear PDs,

The concept notes are ready for scoring. You may access the scoring template through the link provided below to generate the list of concept notes that are to be scored by your RAF
scorers.

A confirmation message displays. Click Confirm to continue.
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Notify PD for Scoring X

The selected Concept Note(s) will be sent
to the PD to start the scoring process.

The Notification to Start the Scoring tab closes and the Concept Note Complete List (PMU) displays.
The Concept Note you selected for scoring has been removed from the list.

In the Dashboard, the message sent to the PD or PE to start the scoring displays in the Outbox tab.

My Inbox (16) My Outbox Processed By Me Completed (15) All Involved Processes.
Workflow Type Title Recelved on  Received on
Notify PD Notification to start the scoring 2023-06-02  16:53:01 I
BMC Status Update BMC Status Update: Approved In-Principle Concept Notes 2023-05-20 17:18:29
Notify PD Notification to start the scoring 2023-05-20 17:01:41
BMC Status Update BMC Status Update: Approved In-Principle Concept Notes 2023-05-15 17:00:40
Notify PD Notification to start the scoring 2023-05-15  16:53:37

2.3.2 Scoring a Concept Note

When the PD or PE receives an APAS email notification that a concept is ready to be scored, the PD or PE
follows these steps to generate a scoring template for the RAFs:

1. Loginto APAS as a PD or PE user, if you're not logged in already. Your Dashboard displays.

APEC | Project Administratiol e ® i

Home =

T APASPDA4
= My Inbax @ vomsy
=
My Inbox (2) My Outbox Processed By Me completed (7) Al Involved Processes
Workflow Type Title Received on  Received on
- Notify PD Notification to start the scoring * 2023-06-02  16:53:01
BMC Status Update BMC Status Update: Approved In-Principle Concept Notes * 2023-05-15  17:00:40
Submit PO Details Consolidate Scores Complete List
Complete List Exported Scores Under Review and! Endorsement
Generate Scoring Template Under Quality Assessment
Useful Links. -
- s
Approved In-Principle Emall To APAS Admin Not Approved
Mot Approved APAS User Guide Withdrawn
Withdrann Videos on Key Tasks

Guidebook on APEC Projects
Project Overseer's Toolkit

Standard Guidelines to Drafting Proposals

2. Under the Concept Note widget, click Generate Scoring Template.

Concept Notes o

Complete List

Generate Scoring Template

Pending Approva
Approved In-Principle
Mot Approved

Withdrawn
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The notification displays in a separate tab in your web browser.

The full list of Concept Notes for all the Fund Accounts displays.

The Score Concept Note — select and score page opens in a new tab.

@ Score Concept Note - select and score

Concest tite thumber

—— = - =
P [ ] .
4. Use the filters at the top to find or list Concept Notes by the Number, Project Title, Fund Source and
Sub-Fund.
Note that all Scoring Templates are generated by Fund Sources.
Score Concept Note - select and score Generate Scoring Template =
Concept Note Number: Project Title

IF.ﬂ'd Source: I ISJb-F.md | Advanced Search

box at the left of the Project Title of specific Concept Notes to be scored.

@ Score Concept Note - select and score
Concept Note Number:
Fund Source:
]

Project Title Concept Mote Number  Fund Source

SET 04 - CN 01 APAS DEMO

Project Title:
Sub-Fund:
Proposing APEC
Sub-Fund R

ASF: Energy Efficiency. Low Carbon and

Advanced Search

Co-Sponsoring APEC
Economies

Project
Session

Current Status

Australia; Brunei

CN_EWG_104_2023 APEC Support Fund (ASF) Sy Reslenty Mesaures (EELHy | MO0 Dansssam; Canada; Ready for Scoring (PD) 1
@ Score Concept Note - select and score Generate Scoring Template
Concept Note Number: Project Title
Fund Source: Sub-Fund: Advanced Search
Project Title Concept Note Number | Fund Source Sub-Fund P Co-Sponsoring APEC | o0 oy s G e
Econamy(ies) Economies Session
ASF: Energy Efficiency, Low Carbon and Australia; Brunet
SET 04 - CN 0L APAS DEMO CN_EWG_104_2023 APEC Support Fund (ASF) o v Lo Indonesia: Darussalam; Canada; Ready for Scoring (PD) 1

Energy Resiliency Measures (EELCM)

Chile;

1 records in total

5+ Golo 1

To select all the Concept Notes in the lists, check the box in the header column. Otherwise, check the
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The APEC Concept Note Scoring Sheets page displays in a separate tab in your web browser. This is
the scoring template.

Workflow : Create - Initiate RAF Scoring - Create

Warkflow Chart Process Status =

APEC Concept Note Scoring Sheets

that the batch for the specific fund/sub-fund is complete to be sent for scoring. Please provide a deadline for scoring submission in the

ASF: Energy Efficiency, Low

Fund Source APEC Support Fund (ASF) Sub-Fund Carbon and Energy Resiliency [Raglttonr ] 1,2023
Measures (EELCM)

Scoring Forum Energy Working Group (EWG)

Scoring Due Date 01-06-2023

Scoring Instructions: Scoring Criteria:
Step1:  EnterYes/No for eligibilty ('Is this Concept Note eligible for funding?’). If you deem a Concept Note ineligible, Criterla 1t Supports the Priorities of the APEC Fund to which it s applying
you must enter a reasan.
Step2:  Entera score for each of the 5 evaluation criteria, Each criterion has @ maximum value (e.g. /20) for a total of Criteda 2:  Quality Appears Strong
60 per Concept Note. You can view the full Goncept Note by clicking on the *Project title'. The table will I
sutomatically calculate the toral score for each Concept Note. et R
Step3:  You may click ‘Save' to save your scores If you nieed to exit the scoring sheet before finalising the task. Criteria4:  Supports Capacity Bullding
Stepa:  When you have completed scoring, please press ‘Submit’. Your scores will then be submitted to the APEC Criterla 5t Supports Cross Fora Collaboration and Benefits to Multiple Economies
Secretariat.

Click to view the Guidance for Scoring

Click ? for guidance on how to assess the eligibility and criteria

Concept Note Project Title Is this Reason for Criteria 1 | Criteria 2 | Criteria3 | Criteria 4 | Criteria 5
Number concept Ineligibility

note eligible
for funding?
(Yes / No)

7. Make sure that all Concept Notes for the specific APEC Funding Source are listed in the table, found
at the bottom of this screen.

8. Important: You must enter correct the scoring deadline in the Scoring Due Date field. The default
date is always the current date. For example, if the scoring deadline is 14 August, 2023, make sure
14-08-2023 is displayed.

APLC Comirpt Note Sconing Shoet

"t e e e bebam s b -y

Cheh | o s e s s Sy wd

9. Then click the Submit button in the top right corner of the APEC Concept Scoring Sheets page.
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o Workflow : Create - Initiate RAF Scoring - Create

APEC Concept Note Scoring Sheets

PD: Pl v the list of C

Fund Source APEC Support Fund (ASF) Sub-Fund esilie: Project Session 1, 2023
Scoring Forum Energy Working Group (EWG)

Scoring Due Date 01-06-2023

d

A confirmation message displays. Click Yes to continue.

Confirmation X

You are Submitting to start Scoring
Process. Confirm to Proceed?

Yes Cancel

The APEC Concept Note Scoring Sheets page closes and the Score Concept Note — select and score

page displays.

In the Dashboard, the initiate RAF scoring message displays in the Completed tab.

My Inbox (1) My Outbox Processed By Me Completed (8) All Involved Processes

Mocifiow Tune. T Beceluedon Becoied on

I Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-02 17:35:15 I

Notify PD Notification to start the scoring 2023-06-02  16:53:01

2.3.3 Viewing and Amending the Scores

The highest score a Concept Note can receive is 60 points, which is broken down among the criteria
listed below.

e (Criteria 1 supports the priorities of the APEC fund selected for the project. The maximum score is 20

points.
e (Criteria 2 is the quality of the project appears strong. The maximum score is 15 points.
e Criteria 3 supports My Economy's priorities. The maximum score is 10 points.
e Criteria 4 supports capacity building. The maximum score is 10 points.

e Criteria 5 supports the cross-For a collaboration and benefits to multiple economies. The maximum

score is five points.
The RAFs follow these steps to view and score the Concept Notes:

1. Loginto APAS as a RAF, if you're not logged in already. Your Dashboard displays.
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UATRAF1

My Inbox (17) My Outbox Processed By Me Completed (2) All Involved Processes
‘Workflow Type Title Recelved on  Received on
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC) * 2023-05-23  02:27:12
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC) * 2023-05-23  02:26:38
- Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC) * 2023-05-22 16:27:40
- Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Digital Innovation (Digital) * 2023-05-22  15:26:26
+ Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-05-20  17:04:51
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Marine Debris Management and Innovation (MDMI) * 2023-05-20 13:06:19
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Women and the Economy (WtE)* 2023-05-13  13:38:10
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-05-19  12:34:39
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: | Innovation (Digital) * 2023-05-18  11:10:23
- scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Digital Innovation (Digital) * 2023-05-18  11:08:40
+ Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-05-15  16:55:15
+ Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (FELCM) * 2023-05-15  16:54:43
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Marine Debris Management and Innovation (MDMI) * 2023-05-15  14:39:43
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Marine Debris Management and Innovation (MDMI) * 2023-05-15 14:38:05
- Storing Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Women and the Economy (WtE)* 2023-05-15  06:39:31
+ Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-05-15  03:23:50
* Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-05-15 02:21:15

oncept Notes a [l scoring o [l Project Pr

Complete List Submitted Scores

In your inbox, click the message with the scoring sheet.

My Inbox (17) My Outbox Processed By Me Completed (2) Al Involved Processes

Workflow Type Title Recelved on  Received on

| Sconing Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC) * 2023-05-23  02:27:12 |
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC) * 2023-05-23 02:26:38
Scoring Template: RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC) * 2023-05-22  16:27:40

The scoring sheet for the Concept Note displays in a separate tab in your web browser.

Workflow :Process - Scoring Template - Exit 1 &7

Workflow Chart Process Status Uploaded Attachments

APEC Concept Note Scoring Sheet

the eligibility and then score each ept Note in the table below. Please note that yo t 'NO' under Eligibility, you must provide a reason why the Concept Note is ineligible.

cept Note, please click on the Project Titles.

oring is completed, pleas ¢ Submit Sc

Fund Source APEC Support Fund (ASF) Sub-Fund f‘g‘éc; el projcct Session  [EFELEE

Small and Medium Enterprises Working Group
(SMEWG)

Scorer’s ID UATRAFL LSS LT O Hong Kong, China; Scoring Forum

Scoring Due Date IR

Scoring Instructions: Scoring Criteria:

Step 11 Enter Yes/No for eligibility ('Is this Concept Note eligible for funding?”). If you deem a Concept Note ineligible, criterla 1:  Supports the Priorities of the APEC Fund to which it is
YOU MUSE enter a reason. applying

Step2:  Entera score for each of the 5 evaluation criteria. Each criterion has a maximum value (&.g. /20) for a total of (Crieriath et Sty ppesie St
60 per Concept Note. ‘You can view the full Concept Nate by clicking an the ‘Praject title', The table will AR

sutomatically calculate the total score for each Concept Note.

Step3:  You may dick "Save to save your scores if you need to exit the scoring sheet before finalising the task. Criterla 4:  Supports Capacity Building
Step4:  When you have completed scoring, please press ‘Submit’. Your scores will then be submitted to the APEC Criterla 5:  Supports Cross Fora Collaboration and Benefits to Multiple
Secretariat. Economies

Click to view the Guidance for Scoring

Click ? for guidance on how to assess the

bility and criteria

Concept Note Project Title 1s this Reason for Criteria 1 | Criteria 2 | Criteria 3 | Criteria 4 | Criteria 5
Number concept. igibility

Scroll down to the bottom of the scoring sheet, where the scoring table is located. All the Concept
Notes with requests for the specific APEC Funding Source should be listed in the table.

Note: If you see only one or too few Concept Notes, it may be that your screen display is scaled at
too high (more than 125%).

Go to your computer settings > display, set the display scale lower to see all the Concept Notes.
In the Project Title column, click the title of the Concept Note to view it.
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D p D Proje g Is this
De concept
note eligible
for funding?
(Yes / No)
0 on Proje e to
e Do pad/P
[ 1 CN_CTI_103_2023 § SET 06 - CN 04 PP QA APAS DEMO Yes «

The Concept Note displays in a separate tab in your web browser.

@ Cancept Note Module m

Concept Note

2 SPD_02A_Co-Sponsorship Email_V1.eml
Endorsed CN Document B ECN_CN_PO Upload Endorsed Concept Note_V... Sponsor Confirmation Doc 2 SPD_026_Co-Sponsarship Email_V1.eml
4, Download Al
Project Session Project Year 2023
Project Title SET 06 - CN 04 PP QA APAS DEMO
Fund Source APEC Support Fund (ASF sub Fund
it : nent Additional APEC Forum (if ar
APEC Forum nimittee on Trad pisec ey (e
Proposing APEC Economy(ies) Brunel Darussalam: Co-Sponsoring APEC Economies. snads; Chile: China; 3 Keng.
Expected Start Date 23.05-2023 Project Completion Date 22.03-2023
tal Econom;

CN Final Submission Date 29-04-2023 Project Topic(s) ‘

SCC constitute mare than 7% of the businesses and provide more than half of the jobs in APEC economies, However, they face several obstacles that difficult their

development, being one of the mast important the lack of formal financial access, which got worse since the COVID-19 pandemic, due to quarantines and the stop of
Project Summary ‘operations, In this context, it s important to identify mechanisms for the reactivation of MSMES that promate financial access, prevention & mitigation of over

and the use of " lish financial inclusion. This project aims to eonvene experts from public and private sectors to prepare
recommendatians and identify best practices about how Fintech services can contribute to the recovery of the MSMEs after the pandemic.
L Research reoort

6. Download the Concept Note to read it offline or share with the relevant agencies by following these
steps:
a. Inthe top right corner of the Concept Note, click the bulleted list icon and select Print from the
menu that drops down.

Send To PMU Send To Revise

©@  Send To PMU

& Send To Revise

[ Save

7  Favourite

The Print window displays with a preview of the Concept Note on the right.
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| Print ?
- _
Printer
NPIC HP Color Laserlet...

Upload {2 SPD_02A_Co-Spans

Copies Endorsed | B ECN_01CN_PO Upl Spansor . orship Email_Vi.eml
e oad Endorsed Conce .

o Doc 2 SPD_02B_Co-Spons

Note pt Note_V1.docx - — —

! orship Email_V1.eml

Layout

Porest
Project Project
Landscape Session ! Year 2023
Project N
e SET 04 - CN 01 APAS DEMO
Eages ASF: Energy Efficiency, Low
7 Fund Source | APEC Support Fund (ASF) Sub-Fund | Carbon and Energy Resiliency
! Measures (EELCM)
odd ‘ Additional
0dd pages anly APEC APEC Forum
Forum Energy Working Group (EWG) | (4 any
applicable)
Co- .
Proposing Australia;
APEC Indonesia; Sponsoring | 5ynei Darussalam;
Economy(ies) Economies | Canada; Chile;
Project
e | 15-05-2023 Completion | 22-03-2023
ate Camy
Data Privacy;
CN Final N
e Project Digital Economy;
Submission | 29-04-2023 Tanicl<) Rinikal Tachaalans: ~nd

In the Printer list on the left side of the Print window, click the down arrow and select Save as
PDF. Then click the Save button.

Print
Total: 5 pages

Printer

Save as PDF

Layout

Portrait

Landscape

Pages
All

Odd pages only

Even pages only

8 1113

The Save As window displays. Navigate to the location where you want to save the PDF version
of the Project Proposal. Then change the file name to APAS version — <project title>.pdf, and
click the Save button.
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Save PDF File As X
1 BB > ThisPC > Desktop v | U || P SearchDesktop
Organize ¥ New folder = v 0
o LavaCon 2019 ©  Name Date modified Type Size °
o LavaCon 2020 Alaska Al in One Tour (2-19-23) 2/22/2023 4:52 PM File folder
% LavaCon 2021 AMCG-Portland appraisals 6/14/2023 9:16 PM File folder
@ LavaCon 2022 Ametek 5/28/2023 6:39 PM File folder
&, LavaCon 2023 Anchorage Aurora Quest (2-20-23) 2/24/2023 9:56 AM File folder
& LavaCon Food PI APAS User Guide 6/18/2023 5:32 PM File folder
- Armchair photo tours to finish in August-...  8/23/2021 6:46 PM File folder
OneDrive - Pe
nebrive - person Armchair photo tours-fall 12/7/2022 11:41 AM File folder
& This PC Armchair photo tours-spring 12/7/2022 11:42 AM File folder
< 3D Objects Armchair photo tours-summer 12/7/2022 10:49 AM File folder .
T Deskton A >
[Tl APAS version - APASPO4-2023-05-15.pd] v
Save as type: PDF files (*PDF) v
- Bl

7. When you’re ready to score, log into APAS and find a Concept Note to score. Determine whether the
project is eligible for funding in the Is this Concept Note eligible for funding? (Yes / No) field. Yes is
selected by default.

B SN Concept Note Project Title Is this
Number concept

note eligible
for funding?

Reason for
Ineligibility

(Yes / No)
MNote: Click on Project Title to
View/Download/Print
CN_CTI_103_2023 | SET 06 - CN 04 PP QA APAS DEMO Yes v

Not Applicable

If you do not believe the Concept Note is eligible for funding based on the eligibility criteria for the
funding source, click the down arrow in the Is this Concept Note eligible for funding? (Yes / No) field

and select No. You must enter a reason the Concept Note is not eligible in the Reason for

Ineligibility field.

To enter longer texts, click on the blue arrow on the bottom right corner of the text field and pull it
downward and to the right, in order to expand the text field.

B SN Concept Note Project Title Is this
Number concept

note eligible
for funding?

Reason for
Ineligibility

(Yes / No)
Note: Click on Project Title to
View/Download/Print
(] 1 | CN_CTI_103_2023 | SET 06 - CN 04 PP QA APAS DEMO No ~

The project does
not support
capacity building
and multiple
economies.

For more guidance on eligibility, click the tool tip (the orange circle with a question mark) under the

column heading, Is this Concept Note eligible for funding (Yes / No).
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Note: You can only add scores in each field in the Criteria columns when Yes is selected in the Is this
Concept Note eligible for funding? (Yes / No) field. The total score calculates automatically.

Criteria 1

/20

Criteria 2

/15

Criteria 3

/10

Criteria 4

/10

Criteria 5

/5

Total
Concept
Note Score

/60

18.00

14.50

10.00

9.50

5.00

57.00

(optional) If you need help determining the scores for each criterion, click the Click to view the
Guidance for Scoring link above the scoring table.

Number

B SN Concept Note

1s this
concept
note eligible
for funding?
(Yes / No)

Project Title

Note: Click on Project Title to
View/Download/Print

Reason for
Ineligibility

I Click to view the Guidance for Scoring I

Click ? for guidance on how to assess the elig|

Criteria 5

Criteria 1 | Criteria 2 | Criteria 3 | Criteria 4

/20 /15 /10 /10 /5

ty and criteria

Total
Concept
Note Score

/60

Yes v

Not Applicable

18.00 14.50 10.00

57.00

Scores

Scores out of 5

Guidance

Scores out of 10

Scores

Guidance

1 Concept note addresses the criterion to a minimal degree but is 1-2 Concept note addresses the criterion to a minimal degree but is
vague. vague.

2 Concept note addresses the criterion to a basic degree, but with 34 Concept note addresses the criterion to a basic degree, but with
little or no analysis or justification. little or no analysis or justification.

3 Concept note addresses the criterion to a satisfactory degree, 5-6 Concept note addresses the criterion to a satisfactory degree,
with some analysis or justification, but is not particularly with some analysis or justification, but is not particularly
insightful. insightful.

4 Concept note addresses the criterion to a convincing degree, 7-8 Concept note addresses the criterion to a convincing degree,
with strong analysis and justification. with strong analysis and justification.

5 Concept note demonstrates high-level insight into the criterion, 910 Concept note demonstrates high-level insight into the criterion,
with excellent analysis and justification. with excellent analysis and justification.

Scores

Scores out of 15

Guidance

Scores out of 20

Scores

Guidance

1-3 Concept note addresses the criterion to a minimal degree but is 14 Concept note addresses the criterion to a minimal degree but is
vague. vague.

4-6 Concept note addresses the criterion to a basic degree, but with 5-8 Concept note addresses the criterion to a basic degree, but with
little or no analysis or justification. little or no analysis or justification.

7-9 Concept note addresses the criterion to a satisfactory degree, 912 Concept note addresses the criterion to a satisfactory degree,
with some analysis or justification, but is not particularly with some analysis or justification, but is not particularly
insightful. insightful.
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5. Click the Submit Score button in the top right corner of the scoring sheet.

Scoring Template - Exit 1 <

o Workflow :Process
Workflow Chart

Process Status Uploaded Attachments

Confirmation X

You are proceeding to submit your
scores. Confirm to Proceed?

Yes Cancel

A confirmation message displays. Click Yes to continue.

The message, “Submitting your scores. Please wait,” displays. The scoring sheet closes, and your
Dashboard displays. A message confirming you submitted scores for the Concept Note displays in the
My Outbox tab.

My Inbox (16) My Outbox Processed By Me Completed (2) All Involved Processes
workflow Ty Title Received on___Received on
| Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-02  17:35:17
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Supply Chaln Connectivity (5CC) 20230523 022712
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC) * 2023-05-23  02:26:38

The RAFs can also view or amend submitted scores. Concept Note by following these steps:

1. Loginto APAS as a RAF, if you're not logged in already. Your Dashboard displays.

APEC | Project Administration System *

My Inbox (16)

wiorkflow Type
Scoring Template
- Scoring Template
Scoring Template
- Scoring Template
- Scoring Template
Scoring Template
Scoring Template
- Scoring Template
Scoring Template
Scoring Template
 Scoring Template
- Scoring Template
+ Scoring Template
Scoring Template
- Scoring Template

+ Scoring Template

Concept Nates

Complete List

Home

My Outbox Processed By Me

Title

RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:
;) APEC Support Fund (ASF) - ASF:
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF:

RAF Scoring: (Hong Kong, Chis

‘Completed (2) All Involved Processes.

Supply Chain Connectivity (SCC) *

Supply Chain Connectivity (SCC)

Digital Innovation (Digital) *

Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) *
Marine Debris Management and Innovation (MDMI) *

Women and the Economy (WtE) *

Micro Small and Medium Enterprises (MSMEs)

qital Innovation (Digital) *

Digital Innovation (Digital) *

iency Measures (EELCM) *
iency Measures (EELCM) *

Energy Efficiency, Low Carbon and Energy Resil
Energy Ffficiency, Low Carbon and Energy R
Marine Debris Management and Innovation (MDMI) *
Marine Debris Management and Innovation (MDMI) *
Women and the Economy (WIE)*

Micro Small and Medium Enterprises (MSMEs) *

RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Micro Small and Medium Enterprises (MSMEs)

Submitted Scores

Useful Links a

Emall To APAS Admin

o

Received on
2023-05-23
2023-05-22
2023-05-22
2023-05-20
2023-05-20
2023-05-19
2023-05-19
2023-05-18
2023-05-18
2023-05-15
2023-05-15
2023-05-15
2023-05-15
2023-05-15
2023-05-15

2023-05-15

u

UATRAF1 ~

Received on
02:26:38
16:27:40
15:26:26
17:04:51
13:06:19
13:38:10
12:24:39
11:10:23
11:09:40
16:55:15
16:54:43
14:39:43
14:38:05
06:39:31
03:23:50

02:21:15

2. In Scoring widget on your Dashboard, click Submitted Scores.
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The Submitted Scores page displays in a separate tab in your web browser.

Administration System

e Submitted Scores
&)
Concept Note Number: Project Title:
Fund Source: Sub-Fund:
Concept Not unt Total Project e for ri Total
5 o Project Title Fund Source | Sub-Fund Sought from |10 roj Lot Eligibility eoopne OV (O COE A ot e Session
Number value (USD)  Economy Ineligibility ~ Economy Score | Status
APEC (USD) 5
(ies)
APEC Support Q:I'ﬂswu\y 8 Hong oo
CN_CTI_103_2023 SET 06 - CN 04 PP QA APAS DEMO uppor @ 119,000.00 119,000.00 rune Yes Nat Applicable  Kong, 57.00 - oring 1
Fund (ASF)  Connectivity Darussalam; Completed
¢ China;
{scC)
ASF: Eneray
Effidency, Low
Carbon and Hong
APEC S ort Scoriny
CN_EWG_104_2023  SET 04 - CN 01 APAS DEMO PP Ernergy 116,000.00  118,000.00  Indonesia; Yes Not Applicable  Kong, 0.00 = i
Fund (ASF) Completed
Resiliency china;
Measures
(EELCM)
ASF: Women
Hong
APEC Support  and the Scoring
CN_PPWE_101_2023  SET 02 - CN 03 PP APAS DEMO 118,000.00  118,000.00  Indonesia; Yes Not Applicable  Kong, 0.00 1
Fund (ASF) Economy Chine. completed
(WrE) i
Y ] w0+ | Gt 1

3. Select the Concept Note you want to view or amend by checking the box at the left of the Concept
Note number.

Note: You can view or amend only one Concept Note at a time.

Amount )
Concept Note T Fund Source  Subfund  Sought from | 19171 Project  APEC Cligmiy  Reasonsfor  Scoring  Total  current cession
Number Value (USD)  E Ineligibility | Economy Score  Status
APEC (USD) !
(ies)
ASF: Supply Heng
CN_CTI 1032023 SET 06 - CN 04 PP QA APAS DEMOD APECSupport. | Cheln 11900000 11900000 o Yes Not Applicable  Kong, s700 o9 1
e Fund (ASF) Connectivity o T Darussalam; o ” . Completed
(sec) ina;
ASF: Energy
Efficiency, Low
Carbon and Hong
APEC Support Seoring
CN_EWG_104_2023 SET 04 - CN 01 APAS DEMO Energy 118,000.00 118,000.00 Indonesia; Yes Not Applicable  Kong, 0.00 1
Fund (ASF) Completed
Resiliency China;
Measures
(EELCM)
e Submitted Scores
‘Concept Nate Number: Project Title:
Fund Source: Sub-Fund:
Concept Not mount Total Project e Re. for Scoring Total | Current
ncept Nate ota otal
l Project Title Fund Source  Sub-Fund Sought from Eligibility asons for na - Session
Number e (uspy | Value (USD)  Economy Incligibility  Economy Score | Status
(ies)
ASF: Supply ong
APEC Support  Chain Brunei Seoring
CN_CTI_103.2023  SET 06 - CN 04 PP QA APAS DEMO 119,000.00  119,000.00 Yes Not Applicable  kong,  57.00 1
Fund (ASF) Connectivity Darussalam; china Completed
(scc) g
ASF: Energy
Efficiency, Low
APEC Support e AT Scoring
CN_EWG_104_2023 SET 04 - CN 01 APAS DEMO N Energy 118,000.00 118,000.00 Indonesia; Yes Not Applicable  Kong, 0.00 1
Fund (ASF) Completed
Resiliency China;
Measures
(EELCM)
ASF: Women
Hong
APEC Support  and the Scoring
CN_PPWE_101.2023  SET 02 - CN 03 PP APAS DEMO ' 118,000.00  118,000.00  Indonesia;  Yes Not Applicable  Kong,  0.00 1
Fund (ASF)  Economy s Completed
(WEE) g
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The scoring sheet for the Concept Note displays in a separate tab in your web browser.

Workflow : Create - Amend Scores - Create

Workflow Chart Process Status

Amend Scores

RAF: Please amend the eligibility selection and the relevant scores. When done, please click submit

Fund Source Sub-Fund

APEC Support Fund (ASF) /(Agcl';:)bupply Chain Connectivity

Scorer's ID Scoring Economy

EOUTDITED BTG 30-06-2023

Scoring Instructions:

UATRAF1 Hong Kong, China;

Step1:  Enter Yes/No for eligibility ('Is this Concept Note eligible for funding?'). If you deem a Concept Note ineligible, you must
enter a reason.

Step2:  Enter a score for each of the 5 evaluation criteria, Each criterion has a maximum value (e.g. /20) for a total of 60 per
Concept Note. You can view the full Concept Note by clicking on the 'Project title'. The table will automatically calculate the
total score for each Concept Note.

Step3:  You may click 'Save’ to save your scores if you need to exit the scoring sheet before finalising the task.

Step4:  When you have completed scoring, please press ‘Submit'. Your scores will then be submitted to the APEC Secretariat.

Reason for
Inegibility

Is this Concept note|
eligible for funding
(Yes/No)

Concept Note
Number

Project Title

Note: Click on Project Title to View/Download/Print

Project Se:

Scoring Forum

1, 2023

Small and Medium Enterprises Working Group
(SMEWG)

Scoring Criteria:
Criteria 1: Supports the Priorities of the APEC Fund to which it is

applying
Quality Appears Strong

Supports My Economy's Priorities

Criteria 2:
Criteria 3:
Criteria 4: Supports Capacity Building

Criteria 5: Supports Cross Fora Collaboration and Benefits to Multiple

Economies

Click ? for guidance on how to assess the eligi

ty and criteria

Criteria 1|Criteria 2 |Criteria 3| Criteria 4 |Criteria 5

Score

/20 /15 /10 /10 /5 /60

5. Scroll down to the scoring table at the bottom of the page.

Concept Note
Number

Project Title

Note: Click on Project Title to View/Download/Print

CN_CTI_103_2023 SET 06 - CN 04 PP QA APAS DEMO

Is this Concept note| Reason for Criteria 1|Criteria 2|Criteria 3|Criteria 4|Criteria 5
eligible for funding Inegibility Score
(Yes/No) /20 /15 /10 /10 /5 /60
Yes v Not Applicable 18.00 14.50 10.00 9.50 5.00 57.00

If you need to change the funding eligibility for the Concept Note, select Yes from the Is this Concept

Note eligible for funding? field. An example is shown below.

Concept Note Project Title

Number

Note: Click on Project Title to

View/Download/Print

CN_CTI_103_2023 | SET 06 - CN 04 PP QA APAS DEMO

Is this Reason for
concept Ineligibility
note eligible
for funding?
(Yes / No)
[ ]
The project
does not
demonstrate
capacity
No ~ building
benefits for
APEC
developing
economies. |
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B SN Concept Note

Number

Project Title

(Yes / No)
MNote: Click on Project Title to
View/Download/Print
CN_CTI_103_2023 | SET 06 - CN 04 PP QA APAS DEMO Yes v Not Applicable

Is this
concept
note eligible
for funding?

Reason for
Ineligibility

In the Criteria columns of the scoring table, enter the scores you want to update. The total score
calculates automatically.

Concept Note Project Title Is this Concept note Reason for Criteria 1 |Criteria 2 [Criteria 3| Criteria 4|Criteria 5
Number eligible for funding Inegibility Score
(Yes/No) /20 /15 /10 /10 /5 /60
Note: Click on Project Title to View/Download/Print
CN_CTI_103_2023 SET 06 - CN 04 PP QA APAS DEMO Yes v Not Applicable 19.25 14.75 10.00 9.50 5.00 58.50

When you’re finished, click the Submit button at the top right of the page.

o Workflow : Create - Amend Scores - Create
‘Workflow Chart Process Status

X

A confirmation message displays. Click Yes to continue.

Confirmation

You are Submitting the Amended Scores.
Confirm to Proceed?

Yes Cancel

b

The scoring sheet closes, and the amended score displays in the Concept Note row on the Submitted

Scores page.

Amount Lom =)
Concept Note N Total Project  APEC Lo Reasons for Scoring Total Current .
ith Fi Sou fi ligibili Sessi
Number RS N ghtfrom | e (USD) | EcoRomy R Ineligibility | Economy | Score || status o=
APEC (USD) "
(ies)
ASF: Supply Hong
APEC Support  Chain Brunei Seoring
CN_CTI_103_2023 SET 06 - CN 04 PP QA APAS DEMO 118,000.00 119,000.00 Yes Not Applicable  Kong, 58.50
Fund (ASF)  Connectivity Darussalam; g Completed
(scc) ~inas

Also, a task confirming you amended the score displays in the My Outbox tab.

My Inbox (16) My Outbax

Processed By Me

Completed (2) All Involved Processes

il
Amend Scores

2023-06-04 03:18:52 I

Amend Scores: (CN_CTI_103_2023) SET 06 - CN 04 PP QA APAS DEMO
Scoring Template

Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC)

RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) *

2023-06-02 17:35:17

2023-05-23  02:27:12

2.3.4 Monitoring and Consolidating Scores

Close monitoring of the score submissions by the economies in Fund Sources managed by the PDs is
strongly advised. PDs should monitor submission progresses at least once a week during the scoring

period. PDs need to ensure:
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e That ineligible scores are timely addressed with the responsible economies (copying PMU in

your communication), so there is time to amend scores on APAS.

Note: In APAS, under Submitted Scores, Concept Notes with ineligible scores are listed on the

top of the Concept Note list and marked in red to draw PDs attention.

e That economies provide scores to all the listed Concept Notes in the Fund Source or fill in scores

in all 5 criteria fields in a specific Concept Note.
e That economies submit scores by the scoring deadline.

When the deadline to submit scores is reached, the PD or PE consolidates the submitted scores for the
Concept Notes of each APEC Funding Source. Consolidation means that each score is averaged to come

up with a single score total for each Concept Note.

The PD or PE follows these steps to consolidate the scores from all the RAFs for a Concept Note:

1. Loginto APAS as a PD or PE user, if you’re not logged in already. Your Dashboard displays.

My Inbox (3)
workflow Type Title:
Scoring Template
Scoring Template

BMC Status Update

Concept Notes

Submit PO Detalls

Complete List

Generate Scoring Template
Pending Approval
Approved In-Principle

Not Approved

Withdrawn

My Outbox

Processed By Me

Consolidate Scores

Exported Scores

Useful Links

Email To APAS Admin

APAS User Guide

Videos on Key Tasks.
Guidebook on APEC Projects
Project Overseer's Toolkit

Standard Guidelines to Drafting Proposals

completed (8)

All Involved Processes.

RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) *
RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) *
BMC Status Update: Approved In-Principle Concept Notes *

Project Proposal

Complete List

Under Review and Endorsement

Under Quality Assessment
Approved

Not Approved

Withdrawn

Received on  Received on
2023-06-02  23:29:00
2023-06-02  23:29:00
2023-05-15  17:00:40

2. In Scoring widget on your Dashboard, click Consolidate Scores.

Scoring

Consolidate Scores

Exported Scores

o

The Consolidate Scores page displays in a separate tab in your web browser.

APEC | Project Administration System

_ e Consolidate Scores

Cancept Note Number:

Fund Source:

Concept Note
Number

CN_EWG_101_2023

CN_EWG_104_2023

A

Project Title

Scoring ...

SET 04 - CN 02 RAF APAS DEMO

SET 04 - CN 01 APAS DEMO

Eligibility

Project Title:
Sub-Fund.
Amount Total Project
Fund Source | Sub-Fund el ey (uslo)
APEC (USD)
ASF: Energy
Efficiency, Low
carbon and
APEC Support | )\, ’ 118,000.00  118,000.00 Yes
Fund (ASF) o )
ASF: Energy
Efficlency, Low
aPEC Suppary 529 00
=SUPPAT | pr ey 118,000.00  118,000.00 Yes
Fund (ASF)
Resiliency
Measures
(EELCM)

Current Average
Aus
Status Score
RAF Scaring
RAF Scoring

Export and Update Status
BD CDA CHL
0.00

5+ Goto 1
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3. Select all Concept Notes in the table by checking the box at the left of the Concept Note Number

column in the table heading.

e Consolidate Scores Export and Update Status =
Concept Note Number: Praject Title:
Fund Source Sub-Fund
Concept Nots Amount Total Project Current A
ncept Note - al Proj i rren werage
I Project Title Fund Source  Sub-Fund Sought from | uspy | ENaibility Statue o Aus BD CDA CcHL
APEC (USD)
ASF: Energy
Efficiency, Low
Carbo
_ APEC Support 700 2d )
CN_EWG_101_2023  SET 04 - CN 02 RAF APAS DEMO Fung (asy POV 118,000.00  118,000.00 Yes RAF Scoring
‘ Resiliency
Measures
(EELCM)
ASF: Eneray
Efficiency, Low
APEC Suppore | 27B0N 300
CN_EWG_104_2023  SET 04 - CN 01 APAS DEMO Fund t:s"rp,“ Energy 118,000.00  118,000.00 Yes RAF Scoring 0.00
‘ Resiliency
Measures
(EELCM)
2 records in total - ~ Goto 1
e Consolidate Scores Export and Update Status =
Concapt Note Number: Project Title:
Fund Source: Sub-Fund:
Amount
Concept Note _ _ 5 N Total Project B current Average N ~
] Searaber Project Title Fund Source Sub-Fund Sought from Value (USD) Eligibility Status e AUS BD coA CHL
APEC (USD)
ASF: Energy
Efficiency, Low
Carbon and
. _— X APEC Support
CN_EWG_101.2023  SET 04 - CN 02 RAF APAS DEMO Fund ey ENETOY 118,000.00  118,000.00 Yes RAF Scoring
und (ASF) Resiliency
Measures
(EELCM)

5. The Average Scores for the Fund Source exports to an Excel spreadsheet. Download and review the

scores.

e Make sure you see no irregularities, such as all zero scores. Zero scores for economies that you
know have submitted scores. (Zero scores are fields that economies left blank and did not enter
any scores. They are not counted as zeros or averaged in the total score.)

e Make sure you have exported all the Concept Notes. Count the number of CNs exported. They
should match the number of endorsed CNs submitted for your Fund(s).

6. Email the Average Score spreadsheet(s) to PMU by the stipulated deadline.
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PMU Consclidate Scores

PMU Exported Scores

Concept Note Project Title Is this Concept Reason for
Number note eligible for ili
funding
(Yes/No)
Note: Click on Project Title to View/Download/Print
gzNS—SMEWG—l 06_2 woso iz Yes ‘ Not Applicable
" Concept Note Number Project Title Fund Seurce Sub-Fund ""m'"’;':.:;)"’h' from. :I:;)P“'j’d Valie | igability Current Status :::::)s“"‘

ASF: Micro Small and
Medium Enterprises 15,000.00 16,000.00 Yes RAF Scoring 31.00
(MSMES)

APEC Support Fund

CN_SMEWG_106_2025 wo9 eN13
(asF)

2.4 Approving Projects In-Principle

2.4.1 Updating the Project Approval

The BMC in-principle approval of a Concept Note is conducted through email correspondence. When this
is finished, the PMU follows these steps to update the approval status of a Concept Note in APAS and
notify the PO of the status:

1. Loginto APAS as a PMU user, if you're not logged in already. Your Dashboard displays.

APEC | Project Administration System A i Home
= My Inbox & rom
1=]
My Inbox (16) My Outbox Processed By Me Completed (15) Al Involved Processes
‘workfiow Type Title Recelvedon  Received on

- Inftiate RAF Scorng  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 20230523 02:26:37

+Inttiste RAF Scoring  RAF Scoring: { APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 10230522 16:37:39

- Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Digital Innovation (Digital) * 2023-05-22  15:26:25

- Initiate RAF Scoring : ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 20230520 17:04:50

Initiate RAF Scoring : ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 2023:0520  13:06:18
Initiate RAF Scoring : ( APEC Support Fund (ASF)) ASF: Women and the Economy (WEE) * 2023-05-15 - 13:38:09
Initiate RAF Scoring ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 20230519 12:24:38
Initiate RAF Scoring ( APEC Support Fund (ASF)) ASF: Digital Innovation (Digital) * 2023-0518  11:10:22
Initiate RAF Seofing : ( APEC Support Fund (ASF)) ASF: Digital Innovation (Digital) * 20030518 11:09:39
: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 20230515 16:55:14
: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 20030515 16:54:42

( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 2023-05-15  14:38:03

Initiate RAF Scoring
 Initiate RAF Scoring
Initiate RAF Scaring

* Initiate RAF Scoring : ( APEC Support Fund (ASF)) ASF: Women and the Economy (WEE) 20230515 06:39:53

* Iniate RAF Scoring ( APEC Support Fund (ASF)) ASF: Women and the Economy (WtE) * 2023-05-15  06:39:30

* Inttiate RAF Scoring : ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) 2230515 03:23:47
Intiate RAF Scoring — RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-0515  02:21:14

Complete List PMU Consoliate Scores Complete List

Pending Approval PMU Exported Scores Under Reiew and Endorsement

Approved In-Principal Under Quality Assessment

N &

-

2. In Concept Note widget on your Dashboard, click Pending Approval.

Concept Notes

Complete List

Approved In-Principal
Not Approved
Withdrawn

The list of Concept Notes that needs to be approved displays in a separate tab in your web browser.
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3.

Project Title:
5 Fund Source: Sub-Fund
Proposing APEC o5y ing APEC
B Project Title Concept Note Number  Fund Source Sub-Fund - e Current Status
Economy(ies) Economies
4 Australia; Brunei
ASF: Energy Efficiency, Low Carbon and
SET 04 - ON 01 APAS DEMO CN_EWG_104_2023 APEC Suppert Fund (ASF) Indonesia; Darussalam; Canada; Scoring Consolidated
Energy Resiliency Measures (EELCM) o
Austraiia; Brunel
F: Energy Efficiency,
SET 04 - CN 02 RAF APAS DEMO CN_EWG_101_2023 APEC Support Fund (ASF) P e Darussalam; Canada; Scoring Consolidated

Energy Reslliency Measures (EELCM) e

Check the box at the left of each Concept Note you are approving.

Proposing APEC Co-Sponsoring APEC

Project Title Concept Note Number  Fund Source Sub-Fund 5 -
Economy(ies) Economies

Current Status

Australia; Brunei
ASF: Ei Effi (, Low Carby d N
SET 04 - CN 01 APAS DEMO CN_EWG_104_2023 APEC Support Fund (ASF) tnergyn::z:mné;f::su:: [tﬂz;:" Indonesia; Darussalam; Canads; Scoring Consolidated
Chile;

Australia; Brunel
ASF: Er Effi fr L Cart d N
SET 04 - CN 02 RAF APAS DEMO CN_EWG_101_2023 APEC Support Fund (ASF) tnergy"::z:"len(';'e’;';uz “__H_s;]a" Indonesia; Darussalam; Canads; Scoring Consolidated
chile;

(optional) If you are approving all the Concept Notes in the list, check the box in the header to select
all the Concept Notes.

Proposing APEC Co-Sponsoring APEC

Project Title Concept Note Number Fund Source Sub-Fund
Economy(ies) Economies

Current Status

Australia; Brunei
ASF: Energy Efficiency, Low Carbon and
SET 04 - CN 01 APAS DEMO CN_EWG_104_2023 APEC Support Fund (ASF) Indonesia; Darussalam; Canada; Scaring Consolidated
Energy Resiliency Measures (EELCM) o
ile;

Australia; Brunei
ASF: Energy Efficiency, Low Carbon and
SET 04 - CN 02 RAF APAS DEMO CN_EWG_101_2023 APEC Support Fund (ASF) Indonesia; Darussalam; Canada; Scoring Consolidated
Energy Resiliency Measures (EELCM) e
le;

Click the Update Funding Status button in the top right corner of the page.

| @ Concept Note Pending Approval List (PMU)

The BMC Status Update page displays.

o Workflow : Create - BMC Status Update - Create

Workflow Chart Process Status

BMC Status Update

PMU: Please update the App! atus of the C ecting the optio 1 the Update Status To fit When done,

Update Approval Status v

B SN Concept Note Number  Project Title PO Name

(7] Note: Click on Project Title to View/Download/Print

1 CN_EWG_104_2023 SET 04 - CN 01 APAS DEMO APASPO4

Click the Update Approval Status dropdown and select the Approved In-Principle option.
T

Approved In-Principle

Concept Note Number Project Title

Mot Approved In-Principle
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6.

Click the Submit button in the top right corner of the page to send a notification to the PO that the
Concept Note is approved in principle.

‘Workflow : Create - BMC Status Update - Create

Workflow Chart Process Status Save =

A confirmation message displays. Click Yes to continue.

Confirmation X

Proceed to Submit BMC Status?

Yes Cancel

The BMC Status Update page closes, and the Concept Note Pending Approval List (PMU) page
displays. The Concept Notes you approved in principle no longer display on this page.

@ Concept Note Pending Approval List (PMU) Update Funding Status  [llE—
Concept Note Number: Project Title:
Fund Source: Sub-Fund:
Project Title Concept Note Number Fund Source Sub-Fund Lo EoCr et ‘Current Status

Economy(ies) Economies

Australia; Brunei
Indonesia; Darussalam; Canada; Seoring Consolidated
Chile;

ASF: Energy Efficiency, Low Carbon and

SET 04 - CN 02 RAF APAS DEMO CN_EWG_101_2023 APEC Support Fund (ASF) e e

Also, a message confirming the approved in principle Concept Note displays in the My Outbox tab.

My Inbox (16) My Outhox Processed By Me Completed (15) All Involved Processes
Workflow Type Tite Recelved on  Received on
BMC Status Update BMC Status Update: Approved In-Principle Concept Notes 2023-06-04 05:58:06 |
Notify PD Notification to start the scoring 2023-06-02  16:53:01
BMC Status Update BMC Status Update: Approved In-Principle Concept Notes 2023-05-20 17:18:29

2.4.2 Changing the Project Status to Withdrawal

If a project is withdrawn, the PMU follows these steps to update the project status in APAS:

1.

Log into APAS as a PMU user, if you're not logged in already. Your Dashboard displays.
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APEC

| Project Administration System

Workflow Type
Initiate RAF Scoring
Initiate RAF Scoring
Initiate RAF Scoring
Initiate RAF Scoring
Initiate RAF Scoring
Initiate RAF Scoring
Initiate RAF Scoring
Initiate RAF Scoring
Initiate RAF Scoring
Initiate RAF Scoring
Initiate RAF Scoring
Initiate RAF Scoring
* Initiate RAF Scoring
* Initiate RAF Scoring
* Initiate RAF Scoring

Initiate RAF Scoring

Concept Notes

Complete List
Pending Approval
Approved In-Principal

[N Ta—

My Outbox

Title

RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: { APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:

Processed By Me

Supply Chain Connectivity (SCC) *
Supply Chain Connectivity (SCC) *
Digital Innovation (Digital) *

Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) ™

Marine Debris Management and Innovation (MDMI) *

Women and the Economy (WEE) *
Micro Small and Medium Enterprises (MSMES) *

Digital Innovation (Digital) *

Digital Innovation (Digital) *

Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) *
Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM)*

Marine Debris Management and Innovation (MDMI) *

Women and the Economy (WtE) *
Women and the Economy (WtE) *
Micro Small and Medium Enterprises (MSMEs) *
Micro Small and Medium Enterprises (MSMEs) *

PMU Consolidate Scores
PMU Exported Scores

ul Li

Completed (15)

My Inbox (16)

All Involved Processes

Recelvedon  Received on
2023-0523  02:26:37
2023-0522  16:27:39
2023-0522  15:26:25
20230520 17:04:50
2023-0520  13:06:18
2023-05-19  13:38:09
20230519 12:24:38
20230518 11:10:22
2023-0518  11:09:39
2023-0515  16:55:14
20230515 16:54:42
2023-05-15  14:38:03
2023-05-15  06:39:53
2023-05-15  06:39:30
20230515 03:23:47
2023-0515  02:21:14

Complete List
Under Review and Endorsement
Under Quallty Assessment

Brnerwed

2.

Concept Notes

Complete List

Pending Approval

Approved In-Principal

Not Approved
Withdrawn

In the Concept Notes widget, click Complete List.

The Concept Note Complete List (PMU) page displays in a separate tab.

PMU4 w

Concept Note Number:

Fund Source:

o Project Title

(SET 10) -
(SET 10)
(SET 10) -
(SET 10)
(SET 11) -
(SET 11)
(sET11) -
(SET 11) -

(SET12) -

(PD 1 TASK 3) CN 02

(PD 1 TASK 4) CN 03

(PE 1 TASK 3) CN 02

(PE 1 TASK 4) CN 03

@ Concept Note Complete List (PMU)

Concept Note PP
Number Number

(PD 1 TASK 1) €N 01-1

(PD 1 TASK 2) CN 01-2

CM_SMEWG_105_2023

CM_SMEWG_106_2023

(PE 1 TASK 1) CN 01-1

(PE 1 TASK 2) CN 01-2

CN_SMEWG_107_2023

CN_SMEWG_108_2023

(PD 2 TASK 1) €N 01-1

Fund Source

APEC Support Fund (ASF)

APEC Support Fund (ASF)

APEC Support Fund (ASF)

APEC Support Fund (ASF)

APEC Support Fund (ASF)

APEC Support Fund (ASF)

APEC Support

ind (ASF)

APEC Support Fund (ASF)

APEC Support Fund (ASF)

Project Title

Sub-Fund:

Sub-Fund

ASF: Micro Small and Medium
Enterprises (MSMES)

ASF: Micro Small and Medium
Enterprises (MSMES)
ASF: Micro Small and Medium
Enterprises (MSMES)
ASF: Micro Small and Medium

Enterprises (MSMEs)

ASF: Micro Small and Medium
Enterprises (MSMES)

ASF: Micro Small and Medium
Enterprises (MSMEs)

ASF: Micro Small and Medium

Enterprises (MSMES)

ASF: Micro Small and Medium
Enterprises (MSMES)

ASF: Women and the Economy
(wrE)

Cansolidate Concept Notes
Proposing APEC Co-Sponsoring APEC pme
9. ponsaring Current Status Approval
Economy(ies) Econamies
Status
Brunei Darussalam; pending
Australia; Under Review (PD)
Canada; Chile; China; Approval
Brunei Darussalam; Pendin,
Australia; S Under Review (PMU) 9
Canada; Chile; China; Approval
Brunei Darussalam; § pending
Australia; RAF Scoring
Canada; Chile; China; Approval
Brunei Darussalam pendin
Australia; Tl RAF Scoring J
Canada; Chile; China; Approval
Brunei Darussalam; pending
Australia; - Under Review [PMU}
Canada; Chile; Chir Approval
Brunei Darussalam; Pendin,
Australia; S Under Review (PD) 9
Canada; Chile; China; Approval
J— Brunei Darussalam; Lo o pending
Canada; Chile; China; Approval
Brunei Darussalam;
s § Pending
Australia; Canada; Chile; China;  RAF Scoring
Agproval
Hong Kong, China;
Brunei Darussalam; pending
Australia; Under Review (PD)
Canada; Chile; China; Approval
145 records in total n 50v  Goto 1

3. You may look for the specific Concept Note or Project by its Number, Project Title, Fund Source or

Sub-Fund.

Select the Concept Note you want to withdraw by checking the box at the left of the Project Title.
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4.

6.

@ Concept Note Complete List (PMU) Consolidate Concept Notes. =
‘Concept Note Number: Project Title:
Fund Source: Sub-Fund:
Concept Note 3 P ing APEC Co-Sponsoring APEC e
Project Title v Fund Source Sub-Fund roposing rsoring Current status Approval
Number Number Economy(ies) Economies
Status
- e ] e e ASF: Micro Small and Megium — Brunei Darussalam; e Pending
( )-( ) Support Fund (ASF) e wstralia; Canada; Chile: Ching; e Review (D) it

In the upper right corner of the page, click the bulleted list icon and select Change Withdraw Status
from the list that drops down.

Consolidate Concept Notes =

Consolidate Concept Notes

@ Change Withdraw Status

The Concept Note you selected displays on the Concept Note Complete List (PMU) page.

@ Concept Note Complete List (PMU) m =

&

Concept Note Number: Project Title:

Fund Source: Sub-Fund:
B

Project Title Cancept Note Number PP Number Fund Source Sub-Fund Propasing APEC Economyt...  Co-Sponsoring APEC Econ...  Curent Status BMC Approval Status
- 0D A e

11

Total 1 records n 50~ Gote 1

In the Current Status column, select Withdrawn from the dropdown list.

@ Concept Note Complete List (PMU)

Concept Note Number:

Project Title:
Fund Source: Sub-Fund:

Project Title Concept Note Number PP Number Fund Source Sub-Fund Proposing APEC Economy(...  Co-Sponsoring APEC Econ...  Current Status BMC Approval Status

Total 1 records

In the top right corner of the page, click the Save Changes button.
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@ Concept Note Complete List (PMU)
Concept Note Number:

Fund Source:

Project Title Concept Note Number PP Number

(SET 10) - (PD 1 TASK 1) CN
611

Fund Source

APEC Support Fund (ASF)

Project Title:

Sub-Fund:

Sub-Fund Proposing APEC Economyl...

0 Small and
nterprises

Australiz;

Total 1 records

Co-Sponsoring APEC Econ..

ussalam: Canada
a

Current Status.

BMC Approval Status

Withdrawn ¥

Pending ¥

50~ Goto 1

A confirmation message displays. Click Save and return to continue.

o Confirmation

Are you sure to save in batch?

X

Continue to modify after saving cancel

of the Concept Note you withdrew displays with the new status.

7. The full list of Concept Notes display on the Concept Note Complete List (PMU) page, and the status

@ Concept Note Complete List (PMU)

Consalidate Concept Notes

Concept Note Number: Project Title:
Fund Source: Sub-Fund:
Concept Note e Proposing APEC Co-Sponsoring APEC e
(=l Number T D e Economy(ies) Economies D Approval
Status
ASF: Mi 1] M ;
(SET 10) - (PD 1 TASK 1) CN 01-1 APEC Support Fund (ASF) 57 Micro Small and Medium Australia; Brunel Darussalsm Withdrawn Pending
Enterprises (MSMEs] Canada; Chile; China; Approval
ASF: Micro Small and Medium Brunel Darussalam; N Pending
SET 10) - (PD 1 TASK 2) CN 01-2 APEC S rt Fund (ASF Australia; PMI
( )-t ) UPPOTERE I (A ) Enterprises (MSMEs) el Canada; Chile; Ching; U REVIEW (PMU) | roval
SF: small and Me :
(SET 10) - (PD 1 TASK 3) CN 02 CN_SMEWG_105_2023 APEC Support Fund (ASF) ASE: Micro Smal and Medium Australia; Brunel Darussalam RAF Seoring Pending
Enterprises (MSMEs) Canada; Chile; China; Approval
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3. The Project Proposal

3.1 Overview of the Project Proposal Process Workflow

The Project Proposal workflow consists of the following tasks:

Submitting the Project Proposal

Endorsing the Project Proposal

Conducting a quality assessment of the Project Proposal
Approving the Project Proposal

Issuing the Letter of Acceptance

ukhwnN e

Note: The abbreviation LoA refers to the Letter of Acceptance.

The steps for these tasks are described in detail in this chapter.
3.2 Creating a Draft Project Proposal for Endorsement

3.2.1 Drafting a Project Proposal

POs receive email notifications on their Concept Note Approval Outcomes. The notifications may notify
that the PO’s Concept Note is approved or not approved ‘in-principle’.

Below is an example of a notification of a Concept Note approved in-principle.

Congratulations! Your APEC Concept Note has received in-principle approval from the APEC
Budget and Management Committee (BMC).

The next step is for you to log onto APAS to draft and submit the full Project Proposal by
tember [Singapore time). Instructions on drafting and submitting Project

Proposals are provided in detail in the

quire more time, the Secretariat will allow a further week’s grace to 27 September.
onsult your Program Director.

If you encounter any technical difficulties with accessing or navigating the APAS, please email

This is an example of a notification of a Concept Note not approved in-principle.
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‘We regret to inform that
funding in Project Session

You may use the link below to access APAS and view the status of your Concept Note.

1. When an approved in principle email notification is received, the PO is ready to create a draft of the
Project Proposal In APAS.
Note: Before the PO drafts a Project Proposal, make sure to refer to the Standard Guidelines to
Drafting Proposals to learn important information with regard to drafting the document.
The document is found under Useful Links in the Dashboard.

Useful Links e

Email To APAS Admin

APAS User Guide

Wideos on Key Tasks
Guidebook on APEC Projects
Project Overseer's Toolkit

standard Guidelines to Drafting Proposals
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2. Loginto APAS as a PO user, if you're not logged in already. Your Dashboard displays.

A APASPO4 v

My Inbe

My Inbox My Outbox Processed By Me Completed All Involved Processes
Workflow Type Title Received on Received on
Project Proposal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO 2023-05-20  17:56:23

- Project Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-05-15  17:22:58

Create Concept Note For POs: Complete and submit your Concept Note enline by 14 July Draft a New Project Proposal =+

My Concept Notes For RAF delegates: Scoring for PS2, 2023 will open 25 July Wy Project Proposals

Pending Approval For POs: Funding outcomes to be notified via email by 1 September Under Review and Endorsement

Approved In-Principle Remember to submit your draft Proposal by 25 May 2023, Under Quality Assessment

Not Approved The neviest Project Guidebook is available to download. Approved

‘Withdrawn Not Approved

Useful Lin B Witndrawn

Email to APAS Admin

APAS User Guide

Videos on Key Tasks

Guideboak on APEC Projects

Project Overseer's Toalkit

Standard Guidelines to Drafting Proposals

Change Password

3. Inthe Project Proposal box on the Dashboard, select Draft a New Project Proposal.

Project Proposal

Draft a New Project Proposal ***

My Project Proposals

Under Review and Endorsement
Under Quality Assessment
Approved

Not Approved

Withdrawn

The Draft a New Project Proposal page opens in a separate tab.

@ Draft a New Project Proposal Select ONE Proposal to Draft [l
Concept Note Number Praject Title:
Fund Source: Sub-Fund:
— Praject Title Concept Note Number | Fund Source Sub-Fund Eroe EL Co-Sponsaring APEC | ot Status Created By
= Economy(ies) Economies
ASF: Energy Efficiency, Low Carbon Australia; Brunei
SET 04 - CN 01 APAS DEMO CN_EWG_1042023  APEC Support Fund (ASF) and Energy Resiliency Measures Indonesia Darussalam; Canada;  Approved In-Principle  APASPO3
(EELCM) Chile;
-
ASF: Energy Effiiency, Low Carbon Australla; Brune!
SET 04 - CN 03 PP APAS DEMO CN_EWG_102_2023  APEC Support Fund (ASF) and Energy Resiliency Measures Indanesia; Darussalam; Canada;  Approved In-Principle  APASPO4
(EELCM) chile;
2 records in total B 25+ Goto 1
@ Draft a New Project Proposal Select ONE Proposal to Draft [l
Concept Note Number: Project Title:
Fund Source: Sub-Fund:
o Proposing APEC Co-Sponsoring APEC
Project Title Concept Note Number | Fund Source Sub-Fund oposing 5 = Current Status Created By
Economy(ies) Economies
ASF: Energy Efficiency, Low Carbon Australia; Brunei
SET 04 - CN 01 APAS DEMO CN_EWG_104_2023  APEC Support Fund (ASF) and Energy Resiliency Measures Indonesia; Darussalam; Canada;  Approved In-Principle  APASPO4
(EELCM) Chile;
ASF: Energy Efficiency, Low Carbon Australla; Brunel
SET 04 - CN 03 PP APAS DEMO CN_EWG_102_2023  APEC Support Fund (ASF) and Energy Resiliency Measures Indonesia; Darussalam; Canada;  Approved In-Principle  APASPO4
(EELCM) Chile;
2 records in total - 25v  Goto 1
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5. Click the Select ONE Proposal to Draft button in the top right corner of the page.

@ Draft a New Project Proposal | |

Concept Note Number:

Fund Source:

Project Title:

Sub-Fund:

The Project Proposal — Create Draft page for the Project Proposal you selected displays in a separate

tab.

o Workflow : Create - Project Proposal - Create

Project Proposal - Create Draft

PO:

1. Click on each subsection tab below and provide information in all the required fields to draft the Project Proposal. You will natice that some sections have been pre-populated from your endorsed CN.

2.Use the General Comments box for any comment to the Secretariat.

3.Click Preview to review the full draft Project Propasal (You can come back to edit if necessary.)

Project Proposals Additional Comments
Project Number EWG_101_2023A Current Status Draft Endorsed Concept Note CN_EWG_102_2023

Project Title SET 04 - CN 03 PP APAS DEMO

General Comments BB I U S| noma - vemana - | 14 - | une -|A- @2 5= #| E & 8 5 & B O®=Ql«nE X
(Use this box to comment & =

respanse

Please date your comment (e.g. |

27/04/2022).

Please do not delete previous

comments

Submission Due Date 29-03-2024

Throughout this page, several fields have been pre-populated with information from the Concept
Note approved in principle:

At the top of the page, the Project Number, Current Status, Endorsed Concept Note, Project
Title, and Submission Due Date fields are pre-populated. Also, there might be some notes for
the Secretariat in the General Comments field. In the example below, no comments have been
entered yet.

Note: If you enter any comments for the Secretariat in the General Comments field, make sure
you add the date when you make the comments. Use the <day>/<month>/<year> format as in
this example: 27/04/2022.

Project Proposals Additional Comments

Project Number EWG_101_2023A = Current Status Draft Endorsed Concept Note CN_EWG_102_2023

Project Title SET 04 - CN 03 PP APAS DEMO

General Comments B B I U S| nomal -~ | Vedana - | 14 - | uneH. - |A- B- = = Elzl2 = =|e M ®=Q|< L &
(Use this box to comment & B4

response.

Please date your comment (e.g.

27/04/2022).

Please do not delete previous
comments.)

Submission Due Date 29-03-2024
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All tabs in Section A: Overview and Relevance are pre-populated.

Click each tab to view the information pre-populated there.

When you open one tab, the tab you previously viewed closes.

In some cases, you might need to expand or clarify certain pre-populated content in specific
sections of the Proposal (such as the Project Summary or Benefits to the Region) by adding or
amending the details.

Examples of each of these tabs are shown below.

Project Details

Section A: Overview and Relevance

Project Title

Fund Source
APEC Forum
Proposing APEC

Economy(ies)

Expected Start Date
Project Completion
Date

m Project Details

Project Summary  Relevance  Objective  Alignment

SET 04 - CN 03 PP APAS DEMO

APEC Support Fund (ASF) Sub-Fund
Energy Working Group (EWG) a‘::':";’:::”‘i::ﬁ:)"m'"
Co-Sponsoring APEC
Indonesia; Economy(ies) if any
14-05-2023
21-03-2023

Project Summary

ASF: Energy Efficiency, Low Carbon and Energy
Resiliency Measures (EELCM)

Australia; Brunei Darussalam; Canada;
Chile;

m Project Details

Project Summary

Project Topic(s)

Project Outputs

Project Summary  Relevance  Objective  Alignment

MSMESs constitute more than 97% of the businesses and provide more than
half of the jobs in APEC economies. However, they face several obstacles
that difficult their development, being one of the most important the lack of
formal financial access, which got worse since the COVID-19 pandemic, due
to quarantines and the stop of operations. In this context, it is important to
identify mechanisms for the reactivation of MSMEs that promote financial

access, & of over and the use of
alternative ways to accomplish financial inclusion. This project aims to
convene experts from public and private sectors to prepare

recommendations and identify best practices about how Fintech services can

bbb b bl camnsinms Af bhn MEMER Afar b mneAnmmin

Data Privacy; Digital Economy; Digital Technology and Innovation;

1.Research report.
2.Workshop

Project Alignment to APEC's Putrajaya Vision 2040 and Aotearoa Plan of Action
All APEC projects must align with the Putrajaya Vision (PV) 2040 and Aotearoa Plan of Action (APA). (To see PV 2040 in full, click here, To see APA in full, dlick here.)

Primary Driver 3: Strong, Balanced, Secure, Sustainable and Inclusive Growth | Primary Objective 2: Human resource development and skills for the future
Secondary Driver (Optional)  2: Innovation and Digitalization T 3: Digital infrastructure and transformation
:u“;nmarv of Proposed APEC Funding (USD) Self-Funding (USD) Total (USD)
lget
105,300.00 0.00 105,300.00
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e Relevance

m Project Details  Project Summary ~ Relevance | Objective  Alignment

The negative effects of the pandemic stopped commercial operations and
broke the chain of payments in some sectors, affecting MSME finances
management. APEC economies provided aid, such as credit guarantee
schemes for access to low-cost financing, but these measures are temporal. It
1a. Benefits to Region is necessary to apply complementary initiatives to enable the reactivation of

MSMEs. The financial services provided by Fintech companies could contribute
to the financial recovery of the sector; however, their development requires
friendly laws and regulations and an adequate understanding about the
Fintech needs.

The project supports capacity building needs for APEC developing economies,
by enabling APEC officials to obtain recommendations of experts from the
public and private sector, to improve the Fintech ecosystem, as well as

N sharing knowledge and best practices to support MSMEs access to financing
1b. El

Priorities

opportunities. Participants in the project workshop will strengthen their
abilities and technical know-how to improve their Fintech policies and
regulations.

The project aligns with the funding priority of the ASF General Fund, because
it supports the ECOTECH Priority Themes articulated in the Manila
Framework, specifically: Developing stable, safe and efficient capital markets

o Objective

Section A: Overview and Relevance

Project Details  Project Summary  Relevance  Objective  Alignment

The objective is to identify models and policies (legal, tax, financial
regulation, others) to build a Fintech ecesystem for APEC economies, that
contributes to the recovery of the MSME sector through the provision of

2. Objective financial services adapted to their needs, with a special focus on access to
financing, and the prevention & mitigation of over indebtedness.

This project will also build capacity of APEC economies, through public
institutions and the private sector related to the Fintech industry.

e Alignment

Section A: Overview and Relevance

Project Details ~ Project Summary  Relevance  Objective  Alignment

The action 5 of the Boracay agenda encourages supporting measures to
expand financing and lending options for MSMESs, in order to promote their
participation in global and regional markets.

3a. APEC In the Putrajaya Vision 2040, APEC Leaders committed to foster quality
growth that brings palpable benefits and greater health and wellbeing to
MSMEs.The Aotearoa Plan of Action promotes business creation and

improving MSMEs" access ta finance, global markets and global value chains

i

The Small and Medium Enterprises Working Group - Strategic Plan 2021 -
2024, identifies as among its objectives and Key Performance Indicators
(KPIs): “Access to Finance and Alternative Financing Solutions. Improving
3b. Forum access to finance for start-ups and SMEs, including women-owned and women-
led SMEs and other traditionally disadvantaged communities. Promoting new
financial technologies for SMEs, such as innovative financial and data-driven

lending instruments". =

When you are finished viewing the tabs, click the Close button on the left side of the Section A

box to close the active tab.

Project Details Project Summary Relevance Objective Alignment

| Section A erview and Relevance

For each main section of the Project Proposal, the Create Draft page has tabs that have a Close

button like the one shown above.
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6.

e |n Section B: Impact, the Beneficiaries tab is pre-populated.

Section B: Impact

Outputs  Outcomes ~ Beneficiaries  Dissemination  Gender

2Direct beneficiaries will be policy makers, financial sector regulation
institutions, local and international Fintech companies, MSMEs without access
to financial services or with financial problems.

2Indirect Beneficiaries will be local and foreign investors as well as technology

.. companies in the Fintech Sector.
6. Beneficiaries

e In Section C: Effectiveness, the Linkages tab is pre-populated.

Section C: Effectiveness

(@[ Work Plan Risks  Monitoring & Evaluation Linkages

Group on Services (GOS) and Digital Economy Steering Group
12. Linkages (DESG) in order to improve the MSMEs competitiveness through
access to inclusive financial markets and for promoting innovation
and adoption of enabling technologies and services.
Ny

In Section B: Impact, click the Outputs tab.

Section B: Impact

Outputs Qutcomes Beneficiaries  Dissemination  Gender

Description

SN Qutput Name

To add a row, click the + (plus) button at the top right corner of the Outputs table.

Section B: Impact
Outputs Outcomes Beneficiaries Dissemination Gender

[ sN Output Name Description

A new row is added to the table.

Note: to delete a row, check the box in the first column and click on the - (minus) button on the
right.

Section B: Impact

Outputs Outcomes Beneficiaries  Dissemination  Gender

[ SN Output Name Description
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8. Enter the Output Name and Description in the corresponding fields in the new row. The Outputs
you create in this section should match the outputs that you listed in the List your output’ section

of the Concept Note.

Section B: Impact

Outputs Qutcomes Beneficiaries  Dissemination ~ Gender
[ sN Qutput Name Description
Study The key objectives of the proposed project that could improve the l
ol formalization process of informal business in the APEC region are as
follows:
N N

(1) Ciimbamantinatinn nf asmarinamans af aiinsanafil annnn in tha

9. Repeat steps 7-8 to add another output.
10. In Section B: Impact, click the Outcomes tab.

Section B: Impact

Qutputs Outcomes Beneficiaries Dissemination Gender

Outcome Description

SN

11. Click the + button at the top right corner of the Outcomes table.

Section B: Impact

Outputs Outcomes Beneficiaries Dissemination Gender

SN Outcome Description

A new row is added to the table.

Section B: Impact

Qutputs Outcomes Beneficiaries Dissemination Gender

SN Outcome Description

12. Enter the Outcome Description in the new row.

Section B: Impact

Outputs Outcomes Beneficiaries Dissemination Gender

‘Qutcome Description

SN
The study and workshop will serve as catalysts and facilitators to understand the role
0 N of digital connectivity in the formalization process of informal businesses in the Asia-
Pacific region and will provide recommendations for further action to businesses,

public institutions, academia communities and civil society. The expected outcomes of ™

RET

PO,

13. Repeat steps 11-12 to add another outcome.
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14. Click the Dissemination tab.

| Outputs Outcomes Beneficiaries ~ Dissemination  Gender

7. Dissemination

15. Enter the information about the dissemination in the Dissemination field.

Section B: Impact

Outputs  Outcomes  Beneficiaries ~ Dissemination  Gender

All relevant materials related to the outputs of this project will be provided to
the SMEWG focal points and other main stakeholders of the APEC member
economies in electronic format after its review by the APEC Secretariat.

In addition, an information note on the workshop will be published by Peru’s
local newspapers, as well as posted on the APEC SME Innovation Center’s
website at www.apec-smeic.org and on the website of the Center for China and
Asia-Pacific Studies of the Pacific University:
https://www.up.edu.pe/en/research-areas-centers/centers-up/center-china-
asia-pacific- studies/Paginas/default.aspx

7. Dissemination

16. Click the Gender tab.

Outputs ~ Outcomes  Beneficiaries  Dissemination Gender

1. Description of Gender Inclusion in the Project

N
2. Gender Participation .A.s . _ P
Participants As Speakers/Experts (%) 3. Five Pillars of the Gender Criteria
Target Goals (%)
Male Access to Capital and Assets
Access to Markets
Female

| Skills, Capacity Building, and Health
Leadership, Voice and Agency
Innovation and Technology

[ | Check this box if no event is proposed in the project

17. In the 1. Description of Gender Inclusion in the Project field, enter the description of the Gender
Inclusion for your Project.

Qutputs Outcomes  Beneficiaries Dissemination Gender

1. Description of Gender Inclusion in the Project

The increasing participation of women as executive directors in companies of the Asia- '
Pacific region, as well as their capacity for leadership, commitment, and courage through
strategic decisions are essential for APEC economies. Thus, 50% of the survey that serves

as the basis for the study will be answered by women entrepreneurs and 50% of the expert u
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18. In the 2. Gender Participation Target Goals table, follow these steps:

19.

20.

e In the As Participants (%) column, enter the target percentage rates of male and female
participants for the project event. Gender-balanced target participation rates (50/50) are
strongly encouraged.

- - - As
2 SETEr AT Participants As Speakers/Experts (%)
Target Goals (%)
Male 50
Female 50

Check this box if no event is proposed in the project

e Inthe As Speakers/Experts (%) column, enter the percentages of male and females who will
be experts the project event. Gender-balanced target participation rates (50/50) are strongly

encouraged.
2. Gender Participation .A.s
Participants As Speakers/Experts (%)
Target Goals (%)
Male 50 50
Female 50 50

Check this box if no event is proposed in the project

Note: If the project does not have an associated event, check the Check this box if no event is
proposed in the project. The percentage rates show ‘zero’.

- - 3 As
2. Gender Participation Participants As Speakers/Experts (%)
Target Goals (%)
Male 0 0
Female 0 0

I Check this box if no event is proposed in the project I

In the 3. Five Pillars of the Gender Criteria section, check the pillars of gender economic
empowerment that the project contributes to or promotes.

3. Five Pillars of the Gender Criteria

Access to Capital and Assets
Access to Markets

Skills, Capacity Building, and Health
Leadership, Voice and Agency
Innovation and Technology

In Section C: Effectiveness, click the Work Plan tab. You should create one row per task. List project
tasks in the chronological order they would be implemented.
For instance, your first project task is normally the drafting of the contract.

Section C: Effectiveness

l Work Plan Risks  Monitoring & Evaluation  Linkages

9. Work Plan

SN  Start From Finish By Description of Tasks Deliverables
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21. Click the + button at the top right corner of the Work Plan table.

Section C: Effectiveness

Close Work Plan Risks ~ Monitoring & Evaluation  Linkages

9. Work Plan

O Deliverables

SN  Start From  Finish By Description of Tasks

A new row is added to the table.

Section C: Effectiveness

Close Work Plan Risks  Monitoring & Evaluation  Linkages

9. Work Plan

SN  Start From  Finish By Description of Tasks Deliverables

1 [116-06-2023 (5 16-06-2023

22. To fill information about each task:

e Enter the first day of the selected month as the Start From date and the last day of the selected
month as the Finish By date.

e In the Description of Tasks field, enter the tasks that will be taken to deliver the product or
output.

e In the Deliverables field, enter the name of the item to be delivered.

In the example below:

e the Start Date is 01-11-2023,

e the Finish By date is 31-12-2034,

o the Description of Tasks is Contracting and procurement for the management of the workshop,
and

e the Deliverable is a signed contract.

Section C: Effectiveness

Contracting and procurement for the management of the workshop

1 (31-10-2023| 30-12-2034

b

Signed contract

Close. Work Plan Risks  Monitoring & Evaluation  Linkages
9. Work Plan
O SN  Start From Finish By Description of Tasks Deliverables

bl

23. Repeat steps 21-22 to add another item to the work plan.

24. Click the Risks tab.

Section C: Effectiveness

o1 Work Plan  Risks  Monitoring & Evaluation  Linkages

SN Describe the Risk Mitigation
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25. Click the + button at the top right corner of the Risks table.

Section C: Effectiveness

&l | Work Plan Risks Monitoring & Evaluation  Linkages

Mitigation

O SN Describe the Risk

A new row is added to the table.

Section C: Effectiveness

"0 Work Plan  Risks  Monitoring & Evaluation  Linkages
] SN Describe the Risk Mitigation
O 1
b

26. Enter the Description of the Risk and your Mitigation plan of the risk in the corresponding fields in

the new row.

Section C: Effectiveness

Weork Plan Linkages

(] Describe the Risk

Risks Monitoring & Evaluation

Mitigation

SN
Low response rate of the survey -Each economy will be permanently monitored to ensure
those survey respondents complete the survey.
B 1 -Approach the co-sponsoring economies and seek their
utmost cooperation | y

27. Repeat steps 25-26 to add another risk.

28. Click the Monitoring & Evaluation tab.

To understand how to develop a quality Monitoring and Evaluation valuation plan for your project,
click the Sample Project Evaluation table. A new screen will launch.

1 1B, ot ey
B R [EE S . Vgt dmnah, | wad st po B faml e ey

1 b s [ +]
k] N wabsainem Fon Al afery Narygrd danai 1wt s Frd bmmld Wy | oy

29. To create your plan, click the + button at the top right corner of the Monitoring and Evaluation

table.
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Section C: Effectiveness

Work Plan  Risks ~ Monitoring & Evaluation  Linkages
Click to view the Sample Project Evaluation Table

11a. Outputs

[ SN Outputs Indicators Target Goals Evaluation Method Reporting

A new row is added to the table. A row should be created for one indicator. You should provide at
least one evaluation indicator for each of the outputs you listed in the Outputs section.

Section C: Effectiveness

(&5 Work Plan  Risks Monitoring & Evaluation Linkages
Click to view the Sample Project Evaluation Table
11a. Outputs
[ SN Outputs Indicators Target Goals Evaluation Method Reporting
[ 1
N M Yy b N

30. Enter information in each corresponding column for each indicator in the new row:
e  Outputs: the name of the output you are evaluating
o Indicators: describe what the indicator is
e Target Goals: what the target goal is (e.g. a percentage, a total number, etc.)
e Evaluation Method: how you will evaluate this indicator (e.g. a survey, event summary)
e Reporting: where the evaluation result will be reported (e.g. the Completion Report)

Section C: Effectiveness

Work Plan  Risks Monitoring & Evaluation Linkages
Click to view the Sample Project Evaluation Table
11a. Outputs

[ SN Outputs Indicators Target Goals Evaluation Method Reporting

Literature review Bibliometric analysis and 20 Summary report of the Completion Report
- publication of indexed papers literature review

31. Click the + button at the top right corner of the Outcomes table.

11b. Outcomes

[ SN Outcomes Indicators Target Goals Evaluation Method Reporting

A new row is added to the table. A row should be created for one indicator. You should provide at
least one evaluation indicator for each of the outcomes you listed in the Outcomes section.

11b. Outcomes

[ SN Outcomes Indicators Target Goals Evaluation Method Reporting

M
%
%
I

32. Enter this information in the corresponding fields in the new row:

e Outcomes: the outcome (from the Outcomes section) you are evaluating

¢ Indicators: describe what the indicator is

e Target Goals: what the target goal is (e.g. a percentage, a total number, etc.)
Evaluation Method: how you will evaluate this indicator (e.g. a survey, event summary)
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e Reporting: where the evaluation result will be reported (e.g. the Completion Report)

11b. Outcomes
SN Outcomes Indicators Target Goals Evaluation Method Reporting
Best practices in the % of businesses report 50 Tracking economies twelve Completion Report
formalization process of substantially increased months after the event
informal businesses. knowledge digital connectivity
w for the formalization process. . N S w

33. (optional) Click the + button at the top right corner of the Others table.

11c. Others

SN Evaluation Focus Indicators Target Goals Evaluation Method Reporting

A new row is added to the table. You can add indicators that you will use to evaluate items other
than Outputs or Outcomes.

11c. Others

SN Evaluation Focus Indicators Target Goals Evaluation Method Reporting

bl N M M M

Enter this information in the corresponding fields in the new row:

e Evaluation Focus
Indicators: describe what the indicator is
Target Goals: what the target goal is (e.g. a percentage, a total number, etc.)
e Evaluation Method: how you will evaluate this indicator (e.g. a survey, event summary)
e Reporting: where the evaluation result will be reported (e.g. the Completion Report)
34. In Section D: Sustainability, click the Sustainability tab.

Section D: Sustainability

I Sustainability

13. Sustainability

35. Enter details about how the project’s impact will be sustainable after the project is completed in
the Sustainability field.

Section D: Sustainability

I Sustainability

The project will provide basic information te policymakers and entrepreneurs,
based on data obtained through to APEC funding. However, we believe that this
will be a seed contribution to the future creation of an observatory whose
objective will be to provide updated and permanent information on the
R processes that favor the transition of informal companies to formality, so that
13. Sustainability R
society, policymakers, businessmen, and academia have updated information
on formality of business in the Asia-Pacific region. In addition, after the
workshop, participants are expected to deepen their knowledge and experience
on the processes that favor the transition of informal companies to formality
especially focused on the role of digital connectivity.
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36. In Section E: Efficiency, click the Budget for Events tab. A list of questions displays in this tab.

Section E: Efficiency

Budget for Events  Budget for Contractors  Budget for Self-Funding ~ Waivers

| Event

Please propose a budget plan for one project event, by answering the set of questions below. (Note 1: Make sure that one set of questions is
submitted for each event.) (Note 2: All unit rates are expressed in US Dollars.)

1. How many days is the project event?
2. In which city will the event be held?
3. How many experts will be APEC-funded?

4. How many experts will receive per-diem?

Note: There are 37 questions for each event. If you’re planning only one event, answer only the first
set of 37 questions in the Budget for Events tab.

Follow these steps to complete the budget for the event:

a. Determine the duration and location of the event.
e |n Question 1, enter the number of days for the event.
e In Question 2, enter the location of the event. By entering the event, APAS automatically
calculates the per-diem rate of the selected city.

In the example below, the event’s duration is two days, and it will be held in Lima, Peru.

1. How many days is the project event?

2

2. In which city will the event be held?

Lima

b. Decide how many experts the project will fund for the event and the number of the total experts

who will receive a per diem.
e In Question 3, enter the number of experts that APEC will fund.
e In Question 4, enter how many of these experts will receive a per diem.

In the example below, APEC will fund five experts, and all five experts will receive a per diem.

3. How many experts will be APEC-funded?

5

4. How many experts will receive per-diem?

5
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c. (optional) If you are paying an honorarium to any experts, decide how many of the total experts
will receive an honorarium, what their roles will be, and whether different rates will be applied.
e |n Question 5, enter the first honorarium rate.

e |n Question 6, enter the number of experts who will receive the first honorarium rate
entered in Question 5.

e In Question 7, enter the role of the experts who will receive the first honorarium rate
entered in Question 5.

e |n Question 8, enter the second honorarium rate, if a different rate will be paid to other
experts.

e |n Question 9, enter the number of experts who will receive the second honorarium rate
entered in Question 8.

e In Question 10, enter the role of the experts who will receive the first honorarium rate
entered in Question 8.

In the example below, the PO is proposing two different honoraria rates. Three out of the five
experts will act as speakers and receive $500 (the first honorarium rate). The other two experts
will be speakers and receive $700 (the second honorarium rate).

5. Indicate a honoraria rate (1), if applicable

500.00

6. How many experts (of the total APEC funded) are receiving honoraria rate (1)?

3

7. Indicate the role of the experts receiving this rate, whether trainers, moderators, speakers, and presenters?

speakers

8. Indicate a honoraria rate (2), if applicable

700.00

9. How many experts (of the total APEC funded) are receiving honoraria rate (2)?

2

10. Indicate the role of the experts receiving this rate, whether trainers, moderators, speakers, and presenters?

speakers

d. Decide how many of the experts entered in Question 3 will receive funding for airfare and the

different airfare unit rates, where applicable.

e In Question 14, enter the first airfare rate for those traveling in International Economy.

e In Question 15, enter how many experts from the funded experts who will receive this
airfare rate.

e In Question 16, enter the second airfare rate, if applicable, for those traveling in
International Economy.

e In Question 17, enter the number of experts from the funded total who will receive the
second airfare rate.
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In the example below, there are two airfare unit rates. Two of the five funded experts will travel
in international economy, and the proposed airfare rate is $500 for each traveler. The other three
funded experts will travel in International Business class (more than 12 hours), and the proposed
airfare rate is $5,000 for each traveler.

14. Please indicate airfare unit rate 1 (for International Economy travel, in USD) , if applicable

500.00

15.How many experts (of the funded total) are receiving airfare unit rate 1?

2

16. Please indicate airfare unit rate 2 (for International Business class travel, exceeding 12 hours, in USD), if applicable.

5,000.00

17. How many experts (of the funded total) are receiving airfare unit rate 2?

3

Determine the number of funded participants who will receive APEC funding to participate in the
event.

Note: Only the participants from the 11 travel-eligible economies can be funded by APEC.

e |n Question 20, enter the number of the funded participants who will receive travel funding
from APEC.

e In Question 21, enter the number of the funded participants who receive a per diem.

e In Question 22, enter the airfare rate for the funded participants who will travel in
International Economy in close proximity to the event, such as South America to South
America or Asia to Asia.

e In Question 23, enter the number of the funded participants who travel in International
Economy in close proximity to the event.

e In Question 24, enter the airfare rate for the funded participants who will travel in
International Economy of a longer distance, such as the United States to South America or
the United States to Asia.

e In Question 25, enter the number of the funded participants who will travel in International
Economy of a longer distance.

e In Question 26, enter the airfare rate of the funded participants who will travel in Domestic
Economy.

e In Question 27, enter the number of participants who will travel in Domestic Economy.

In the example below, two of the 11 participants will travel in International Economy of close
proximity, and $1,000 is the proposed airfare for each traveler. Eight participants will travel in
International Economy of a longer distance, and $3,000 is the proposed airfare for each traveler.
One participant from the host economy will travel Domestic Economy, and $250 is the proposed
airfare.
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20. How many participants will receive travel funding from APEC? (*A maximum of 2 from each travel-eligible economy can be funded.)

11

21. How many participants will receive per-diem?

11

22.Please indicate airfare unit rate 1 (for International Economy of close proximity, e.g. Asia to Asia, in USD), if applicable.

1,000.00

23. How many participants (of the funded total) are receiving airfare unit rate (1)?

2

24, Please indicate airfare unit rate 2 (for International Economy of long distance, e.g. America to Asia, in USD), if applicable.

3,000.00

25. How many participants (of the funded total) are receiving airfare type (2)?

8

26.Please indicate airfare unit rate 3 (for Domestic or other travel, in USD) , if applicable.

250.00

27. How many participants (of the funded total) are receiving airfare unit rate (3)?

1

Decide whether you need funding to host the event, and determine the total cost.
e |n Question 28, enter the total estimated cost for event hosting.
e In Question 29, enter a detailed breakdown of the event hosting costs.

In the example below, the PO is requesting $20,000 from APEC to host a two-day event, which
breaks down to $10,000 for each day for the hotel room and equipment.

28. If you are requesting APEC to fund event hosting, please enter the total estimated cost.

20,000.00

29. Please provide a detailed breakdown of the above event hosting cost.

$10,000 X 2 days for the hotel room and equipment

(optional) Decide whether you need funding for specialized equipment, and determine the total

cost.
e In Question 30, enter the total estimated cost of the specialized equipment.
e In Question 31, enter a detailed breakdown of the specialized equipment costs.
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h.

In the example below, the PO is not requesting any funding for specialized equipment, so the
answer fields for Questions 30 and 31 are left blank.

30. If you are requesting APEC to fund specialized equipment or materials, please enter the total estimated cost.

31. Please provide a detailed breakdown of the above specialized equipment or materials cost.

(optional) Decide whether you need funding for communications, and determine the total cost.
e In Question 32, enter the total estimated costs for communications.
e |n Question 33, enter a detailed breakdown of the communication costs.

In the example below, the PO is not requesting any funding for communications, so the answer
fields for Questions 32 and 33 are left blank.

32. If you are requesting APEC to fund communications, please enter the total estimated cost.

33. Please provide a detailed breakdown of the above communications cost.

(optional) Decide whether you need funding for photocopying, and determine the total cost.
e In Question 34, enter the total estimated costs for photocopying.
e In Question 35, enter a detailed breakdown of the photocopying costs.

In the example below, the PO is not requesting any funding for photocopying, so the answer
fields for Questions 34 and 35 are left blank.

34. If you are requesting APEC to fund photocopying, please enter the total estimated cost.

35. Please provide a detailed breakdown of the above photocopying cost.

Decide whether you need funding for publications and distribution of reports, and determine
the total cost.

e In Question 36, enter the total estimated costs for publications and distribution of reports.
e In Question 37, enter a detailed breakdown of costs of the publications and distribution of

reports.

In the example below, the PO is requesting a total of $2,000 for graphic design services. The
graphic design of final report for the story will cost $1,000, and the graphic design of the
workshop proceedings will cost $1,000.
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36. If you are requesting APEC to fund publication/distribution of report(s), please enter the total estimated cost.

2,000.00

37. Please provide a detailed breakdown of the above publication/distribution of report(s), cost.

$1,000 for graphic design of the the study final report, and $1,000 for graphic design of the workshop proceedings

37. (optional) If you’re planning another event, click the + button at the top right corner of the Budget
for Events tab to insert a new set of 37 questions.

Section E: Efficiency

Budget for Events Budget for Contractors  Budget for Self-Funding  Waivers

| Event

Repeat step 36 to answer the questions for the second event.

38. (optional) If you’re hiring contractors for the project, click the Budget for Contractors tab.
Note: There is a total of two tables in this section, each with a set of fields to be filled out. You will
use one table for each Direct Labor contract for the project.
Note: Only two contracts per project will be allowed in APAS.

Section E: Efficiency

Budget for Events ~ Budget for Contractors  Budget for Self-Funding ~ Waivers

Direct Labor Contractor 1

Please provide a general description of the contracted role/services (short-term clerical, consultant, researcher, event logistics provider, etc.) including an overview of scope of work (aligning to project outputs), skill
sets/experience and who will be contracted.

Position to be funded
(Short-Term Clerical, Consultant, Researcher, Event Logistics Provider, etc.):

If travel is involved, indicate total airfare cost

Provide details of the airfare cost
(number of people, where, whether it is included the total contract fee)

If travel is involved, indicate total per diem

Provide details of the per diem total

(number of people, where, number of days) S
N

Contractor Fee (Tasks Table)
Total Contract Cost (Tasks Table + Travel)

Fill out the table for Direct Labor Contractor 1.

i Provide a general description of the contracted role/services and an overview of scope of work.
ii.  Select the type of Position to be funded.

iii. Indicate the airfare cost, if travel is involved.
iv. Provide the details of the airfare cost.
V. Indicate the per-diem total, if travel is involved.

vi. Provide the details of the total per-diem.
vii.  The Contractor Fee is calculated automatically from the Table of Tasks below it.
viii. The Total Contract Cost is calculated automatically from items c, e, and g above.

Note: You must fill the Table of Tasks to see the total Contractor Fee and the total Contract Fee.
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List all the tasks to be performed by Contractor 1.

Click the + button at the top right corner of the Tasks table.

Mo,  Specifc snd Actusl Tak Work Hours 0Tk Homrly

A new row is added to the table.

Fill out the following info for each task:
e Give the task a title
Provide the total work hours to perform the task
Provide the hourly rate of that task.
In Notes, describe what the task involves.
Add another row for the next task to be performed by the Contractor.

APAS calculates all the work hours multiplied by hourly rates for all the listed tasks and provide the
total in step g, Contractor Fee.

Fill out the table for Direct Labor Contractor 2, if applicable.

39. (optional) If your project has self-funding, click the Budget for Self-Funding tab.

Budget for Events  Budget for Contractors Budget for Self-Funding Waivers
Self Funding
Budget Item Subtotal Notes

Experts’ Honorarium

g

Experts' Per Diem

"8

Experts' Airfare

g

Participants' Per Diem

"4

Participants' Airfare

"%

Hosting

"4

Fill out the fields in this tab, where applicable.

The system auto-calculates the sum of the cost of each item to be self-funded by the Project
Overseer.

40. (optional) If there are any waivers for the project, click the Waivers tab and enter the details about
the waiver.
Examples of waivers: no-funding for project site visits, open tendering processes
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Section E: Efficiency

Budget for Events Budget for Contractors Budget for Self-Funding Waivers

Waivers

Please indicate any waivers from the normal APEC financial rules and provide a detailed explanation for each request. Exa
visits, and for open tendering processes.

41. Click the Preview button at the top right corner of the Project Proposal — Create Draft page to

review the information you entered in the Project Proposal before sending the Project Proposal to
the PD or PE.

Workflow : Create - Project Proposal - Create

Wiorkflow Chart Process Status save [

Project Proposal - Create Draft

PO

1. Click on each subsection tab below and provide information in all the required fields to draft the Project Proposal. You will notice that some sections have been pre-populated from your endorsed CN
2. Use the General Comments box for any comment to the Secretariat.

3. Click Preview to review the full draft Project Proposal (You can come back to edit  if necessary.)

A confirmation message displays. Click Yes to continue.

Confirmation X

You are proceeding to preview the draft
Proposal before submitting it to the
Secretariat. Confirm to Proceed?

Yes Cancel

The preview of the Project Proposal displays.
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o Workflow :Process - Project Proposal - Creator (PO) Preview &

Workflow Chart Process Status Uploaded Attachments Send To PD =

Project Proposal - Preview Drafts

PO:

1. Click on each subsection tab to review the draft content. Ensure that the content you provided is accurate and complete.
2. To view the project budget, click on the Budget Preview Screen tab below, under Section E. Efficiency.

3. Click Edit to make changes, or Send to PD  if the draft is ready to be sent to the Program Director

Project Proposals Additional Comments

Project Number EWG_101_20234 Current Status Draft Endorsed Concept Note CN_EWG_102_2023

Project Title SET 04 - CN 03 PP APAS DEMO

General Comments B|B I U 5| fomat - |Fom -|see - unen. -|A- @ = = # E2 EE=- m® =0 &L B X
2

{Use this box to comment &

response.

Please date your comment (e.g.

27/04/2022).

Please do not delete previous

comments.)

Submission Due Date 29-03-2024

42. Verify that the information you entered in the Project Proposal is correct by clicking on the tabs for

each section.

Make sure you scroll down to Section E. Efficiency and click the Budget Preview Section tab to see
the consolidated Project Budget plan.

Section E: Efficiency

Part A. Project Budget Plan displays. The table show the total calculation of the cost items you
indicated in the Create Draft page, when you filled out information in the Budget for Event, Contract,
and the Self-Funding tabs.
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Event Number 1
NMumber of event days 1
Location (city) of the event Hai Phong City
Cost Items Details Notes APEC F(':_:-:Sd;;g
Experts to receive APEC funding 1
Henorarium Type 1 $900X 1 researcher 900.00
Hoenorarium Type 2 $0X0 0.00
Honorarium Type 3 $0X0 0.00
Per diem 1X2.75 $132 per day 363.00
Airfare Type 1 - International Economy £1200 X 1 1,200.00
Airfare Type 2 - International Business $0X0 0.00
Airfare Type 3 - Domestic or others $0X0 0.00
Participants to receive APEC funding 1
Per Diem 1X2.75 5132 per day 363.00
Airfare Type 1 - International Economy (Short Distance) $0X0 0.00
Airfare Type 2 - International Economy {Long Distance) $0X0 0.00
Airfare Type 3 - Domestic or others $0X0 0.00
Hosting $12000 12,000.00
Specialized equipment or materials £20000 20,000.00
Communications £5000 5,000.00
Photocopying £2000 2,000.00
Publication/distribution of report 1]

The table shows the calculations for Contractors, Total APEC Funding, Total Self-Funding, and Total
Project Value.

Contractor 1 60,000.00
Contractor 2 4,000.00
CN Approved-In Principle Amount 119,000.00
Total APEC Funding 105,826.00
Total Self Funding 0.00
Total Project Value 105,826.00

If the Total APEC Funding you are seeking exceeds the amount of the CN Approved In-Principle, the
amount displays in red. You must go back to the previous screen to amend your budget request in
the E. Efficiency section. See step 43.

Contractor 1 200, O0s
Contractor 2 4,000.00
CH Approﬁed--ln Prlru.lple Aot 119.000.00
e
Total Self Funding 0.00
Total Project Value 245,826.00

Part B. APEC Funded Contractors, Part C. Self-Funding, and Part D. Waivers display filled
information you filled in earlier.

99



APAS User Guide

43,

If you need to make any changes, click the Edit button in the top right corner of the Project
Proposal — Preview Drafts page. Then complete your changes.

o Workflow :Process - Project Proposal - Creator (PO) Preview &

Workflow Chart Process Status Uploaded Attachments Send To PD =

Project Proposal - Preview Drafts

PO

1. Click on each subsection tab to review the draft content. Ensure that the content you provided is accurate and complete.
2. To view the project budget, click on the Budget Preview Screen tab below, under Section E. Efficiency.

3. Click Edit to make changes, or Send to PD if the draft is ready to be sent to the Program Director

44.

45.

46.

When you are finished previewing the Project Proposal, scroll down to the Project Overseer
Declaration field at the bottom of the Project Proposal — Preview Drafts page and check the box,
Please check to declare.

et L os e Please check to declare
Declaration

If the draft Project Proposal is ready for the Secretariat’s review, click the Send to PD button in the
top right corner of the Project Proposal — Preview Drafts page.

Workflow :Process - Project Proposal - Creator (PO) Preview ¢
Workfiow Chart ~ Process Status~ Uploaded Attachments - m =

Project Proposal - Preview Drafts

PO

1. Click on each subsection tab to review the draft content. Ensure that the content you provided is accurate and complete.
2. To view the project budget, click on the Budget Preview Screen tzb below, under Section E. Efficiency.

3. Click Edit to make changes, or Send to PD if the draft is ready to be sent to the Program Director

A confirmation message displays. Click Yes to continue.

Confirmation X

You are submitting the draft Project
Proposal to the Program Director for
review. Confirm to proceed?

Yes Cancel

The Project Proposal — Preview Drafts tab closes and the Draft a New Project Proposal tab displays.
The Project Proposal you just submitted to the PD or PE has been removed from the list in My Inbox.

APEC | Project Administ
@ Draft a New Project Proposal ‘Select ONE Proposal to Dratt. [
Concept Note Number: Project Title:
Fund Source: Sub-Fund
P il APEC Co-S ing APEC
— Praject Title Concept Note Number Fund Source Sub-Fund roposing Lot Current Status Created By
= Economy(ies) Economies
ASF: Energy Efficiency, Low Carbon Australia; Brunei
SET 04 - CN 01 APAS DEMO CN_EWG_104_2023  APEC Support Fund (ASF) and Energy Resiliency Measures Indonesia; Darussalam; Canada;  Approved In-Principle  APASPO4
(EELCM) Chile;
lad
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The Project Proposal submission to the PD or PE displays in your Outbox.

My Inbox

My Inbox My Outbox Processed By Me Completed All Involved Processes

Workflow Ty Title Received on___Received on
I Project Proposal Under Review (PD): (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-17 22:36:25 I

Project Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-16  04:03:52
Create Concept Note  Reviewed for Scoring (PMU): SET 04 - CN 01 APAS DEMO 2023-06-02  01:41:54

3.2.2 Submitting a Draft Project Proposal by Deadline

POs must submit a draft Project Proposal to the PD by a stipulated deadline. When the stipulated
deadline reaches (generally by 11:59pm Singapore time of a said date), APAS will block any further
submission actions by the PO. Inability to submit before the deadline will result in the withdrawal of the
project. The PO will receive an email notification notifying them of the non-submission of the Proposal
before a deadline and the withdrawal of their project.
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3.2.3 Reviewing a Draft Project Proposal

After the PO submits the Project Proposal to the PD or PE, the PD or PE will review the APAS Project
Proposal, to make sure its readiness to be circulate it to forum members for comments and
endorsement.

1. The PD or PE receives an email notification that the draft Project Proposal is ready to review. An
example of this email notification is shown below.

New Project Proposal for PD's Approval

Dear APASPD4 and UATPE4,

A new Project Proposal has been submitted by APASPO4 for your consideration. Please
use the link below to access the Project Proposal:

Project Title

Project Overseer

Economy [

Link to APAS (Under Review (PD): (EWG 101 2023A) SET 04 - CN 03 PP APAS DEMO|

Thank You

APAS System Admin

2. Loginto APAS as a PD or PE user, if you're not logged in already. Your Dashboard displays.

APEC | Project Administration Systs

= My Inbox (6) My Outbox Processed By Me Completed (13) Al Involved Processes
Workflow Type Title Receivedon  Received on

- Project Froposal Under Review (PD): (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO* 2023-06-17  23:41:04

- Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-16  23:29:05

- Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-16  23:29:05

+ Notify PD Notification to start the scoring * 2023-06-13  12:09:46

- Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Ffficiency, Low Carbon and Energy Resiliency Measures (FELCM) * 2023-06-13  11:38:20
 Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-13  11:38:01
Submit PO Details Consolidate Scores Complete List

Complete List Exported Scores Under Review and Endorsement

Generate Scoring Template

Pending Approval

Under Quality Assessment

Approved
Approved In-Principle For POs: Complete and submit your Concept Note online by 14 July Mot Approved
Not Approved For RAF delegates: Scoring for PS2, 2023 will open 25 July Withdrawn
‘Withdrawn For POs: Funding outcomes to be notified via email by 1 September
Remember to submit your draft Proposal by 25 May 2023.
The newest Project Guidebook is available to download.
Email To APAS Admin
APAS User Guide
Videos on Key Tasks
3. Inthe Inbox, look for the Project Proposal task and click its title.
My Inbox (6) My Outbox Processed By Me Completed (13) All Involved Processes
Type R
Project Proposal Under Review (PD): (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO * 2023-06-17 23:41:04
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-16  23:29:05
Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) ™ 2023-06-16  23:29:05
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Alternatively, go to the Project Proposals widget and click Under Review and Endorsement.

Project Proposal

Complete List

I Under Review and Endorsement I

Under Quality Assessment
Approved
Mot Approved

Withdrawn

A list of Project Proposals Under Review displays. Click on a project title to review a Proposal.

@ Under Review and Endorsement

Project Number. Project Title:
Fund Source: Sub-Fund:
Project Number Project Title Current Status

Enhancing Technology and Innovation Management.

Practices in APEC Economies: a focus on public Under Review
policies and Programs to promote academia (PD}

industry technelogy transfer

PPSTI_202_2023A

Under Review

EC_204_2023A Greening the Financial System o

Best Practices of Quality Infrastructure (QI) in APEC Under Review

SCSC_202_2023A
i Economies (PD)

Proposing .
Proj in
APEC sgaeicd Fund Source
: Forum
Economies
Policy
Partnership on
Science APEC Support
Peru; e
Technology and  Fund (ASF)
Innovation
(PPSTI)
Economic APEC Support
Chile; . :
Committee (EC)  Fund (ASF)
Sub-Committee
on Standards
APEC Support
Malaysia; and

- Fund (ASF)
Conformance

(SCSC)

Sub-Fund

ASF: Innov

e
Development,
Econamic
Reform and
Growth (IERG)

ASF: Structural
Reform and
Sustainable
Green Growth
(SRSGG)

ASF:
Connectivity
(Connectivity)

Advanced Search

Proposing

Project Value

179,529.25

160,000.00

140,000.00

The Project Proposal — Review Draft page displays in a separate tab in your web browser.

o Workflow :Process - Project Proposal - Creator Preview to PD (Endorse) 7

Workflow Chart Process Status Uploaded Attachments

Project Proposal - Review Draft

PD:
Please click on each subsection tab to review the draft Project Proposal.

. For further revisions by the PO, click on Send to PO,

W

process offline.

&

dick Send to PMU to commence the Quality Assessment process.
. Use the Internal Comments box for communication within the Secretariat (PMU/PD)

w

. For comments for the PO, use the General Comments box to provide short comments, or upload a Word document in the Additional Comments field, for longer, subsection-based comments.
. For Fora Endorsement,select Print from the page icon on the top right corner. The Proposal will be printed (saved) to PDF. Convert it to Word-format offline. Then proceed with the Endorsement

. Once endorsed, verify that the online Proposal provides the exact information as the endorsed the Word-format version. If found inconsistent, make edits or Send to PO to revise. If accurate,

Internal comments

(Communicate within the
secretariat)

Project Proposals L Upload attachment  Maximum 5M
Project Number EWG_101_2023A | Current Status :’P”g)e' Review
Project Title SET 04 - CN 03 PP APAS DEMO
@/ B I U S FrFoma - Font - | Size
@

Additional Comments

Endorsed Concept Note

LneH.. - |A- B = =

L Upload attachment  Maximum 5M

CN_EWG_102_2023

BeO=Q ¢« LG H
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4. Verify the fields in the Project Proposal are filled in by clicking on the tabs in each of the sections
from A. Overview and Relevance to E. Efficiency.

Section B: Impact

Section C: Effectiveness

Section D: Sustainability

Section E: Effidency

Budget Preview Screen

5. Itis important that the PD or PE assesses the Project Budget Plan submitted by the PO. Go to E.
Efficiency and click the red Budget Preview Screen tab.

Make sure the Total APEC Funding amount in the table is not in red. If in red, it means that the budget
request from the PO in the Project Proposal has exceeded the APEC Funding Amount approved in the
Concept Note (Section A. Overview and Relevance > Project Summary).

Event Numbsr
Mumber af event days

Location [city) of the event

Cost Items Bretaiis Wotes APEC Punding (USD)

Experts to receive APEC funding

aticry distribation of report

Contracter 1

Contractor 3

Total APEC Funding
Total Seif Funding

Taotal Project Valus B9,603.00

5. To send comment to the PO, use the General Comments box in the top screen to provide short
comments, or upload a Word document in the Additional Comments field, for longer, subsection-
based comments
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Project Proposals I Upload Attachment  Maximum 5M ‘Additional Comments JUpload Attachment  Maximum 5M I
Project Number OFWG_103_2023A  Current Status. Under Review (PD)  Endorsed Concept Note CN_OFWG_104_2023
Project Title PD3_TASKL

BB I US| Homa Verdana - | 14 Line H. A- B[ = = Elp® A H =™ @B e =l L@ @

Internal comments

(Communicate within the
secretariat)

|>

General Comments BB I U S| Fomat - | Font - |Swe - | LineH [ e 2 === mosale L@ PR

Use this box to comment &
Fesponse.

blease date your comment (e.g.
R7/04/2022).

Please do not delete previous
Fomments.)

Submission Due Date 25-03-2024

6. To return the Proposal back to the PO for revisions, click Send to PO, located on the top right corner
of the screen.

Click Yes to proceed.

Confirmation *

You are submitting the Project Proposal
to PO, Confirm to Proceed?

The Proposal is returned to the PO. The Project Proposal - Review Draft tab closes. You will now
return to the Dashboard.
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3.2.4 Revising a Draft Project Proposal

1. The PO receives an email notification that the draft Project Proposal needs to revised. An example of
this email notification is shown below.

¥\ Asia-Pacific

Economic Cooperation

Project Proposal for Revision

Dear APASPO4,

‘You have been requested to revise Project Proposal EWG_101_2023A

SET 04 - CN 03 PP APAS DEMO. Please use the link below to log into APAS and access
the Project Proposal (Under Review (PO) (EWG 101_2023A) SET 04 - CN 03 PP APAS
DEMO).

Please make the necessary revisions to the Project Proposal and resubmit once
completed.

Thank

APAS System Admin

2. Loginto APAS as a PO, if you're not logged in already. Your Dashboard displays.

APEC | P

= My Inbox My Outbox Processed By Me completed All Involved Processes
Workflow Type Title Received on Received on
Project Proposal [return] . 2023-06-18  01:09:46
Under Review (PO): (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO
Project Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-16 04:03:52
 Project Proposal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO 2023-05-20  17:56:23
+ Project Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO

2023-05-15  17:22:58

Concept Notes @ [ Latest News Project Proposal

Create Concept Note For POs: Complete and submit your Concept Note online by 14 July Draft a New Project Proposal =**
My Concept Notes For RAF delegates: Scoring for PS2, 2023 will open 25 July My Project Proposals

Pending Approval For POs: Funding outcomes to be notified via email by 1 September Under Review and Endarsement
Approved In-Principle Remember to submit your draft Proposal by 25 May 2023. Under Quality Assessment

Not Approved The newest Project Guidebook is available to download. Approved

Withdrawn Not Approved

Email to APAS Admin

APAS User Guide

Videos on Key Tasks

Guidebook on APEC Projects

Project Overseer’s Toolkit

Standard Guidelines to Drafting Proposals
Change Password

3. Inyour inbox, look for the Project Proposal that needs to be revised and click the task to open it.

My Inbox My Outbox Processed By Me Completed All Involved Processes
Workflow Type Title Received on Received on
- Project Proposal [return] . 2023-06-18  01:09:46
Under Review (PO): (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO

Project Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-16 04:03:52
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The Project Proposal opens in a new tab.

For action from APASPDM at 2023-07-02 12:06:00

o Workflow :Process - Project Proposal - PD Approval to Creator &7

Workflow Chart Process Status Uploaded Attachments Preview Save =

Project Proposal - Create Draft

PO:

1. Click on each subsection tab below and provide information in all the required fields to draft the Project Proposal. You will notice that some sections have been pre-populated from your endorsed CN.
2. Use the Gemeral Comments box for any comment to the Secretariat.

3.Click Preview to review the full draft Project Proposal (You can come back to edit i necessary.)

Project Proposals Additional Comments

Project Number EWG_101_2023A Current Status tul,“g)e’ Review Endorsed Concept Note CN_EWG_102_2023
Project Title SET 04 - CN 03 PP APAS DEMO

General Comments B B I U S Fomat - Font - | sue - UneH. - A- - = iz | x 2 2w mMe=0Q LB 32
{Use this box to comment & -]

response.

Please date your comment (e.g.

27/04/2022).

Please do not delete previous

comments.)

Submission Due Date 29-03-2024

In the General Comments field, read the PD’s or PE’'s comments you received and make the changes

requested in the Project Proposal.

You can also check in the Additional Comments field on the top screen to see whether a document

with comments has been sent to you instead.

General Comments @ B I U S| Foma - | Font - | size - | tneH. - |A- B Elz 2 == mO=Ql¢ L Em X

(Use this box to comment & [
response.

Please date your comment (e.g.
27/04/2022).

Please do not delete previous
comments.)

Please update the Outputs and Budget sections.

5. After you apply the changes requested by the Secretariat, reply with a note in the General

Comments field. Include today’s date at the beginning of your note.

General Comments BB I U & | Noma - | Verdana -~ | 14 - | LineH. - | A-
(Use this box to comment & - d

response.

Please date your comment (e.g. .

27/04/2022). Please update the Outputs and Budget sections.

Please do not delete previous
comments.) [18/06/2023 From PO: Updated the Outputs and Budget sections. |

verify they are correct.

6. Click the Preview button in the top right corner of the page to preview the changes you made and

o Warkflow :Process - Project Proposal - PD Approval to Creator <7

Workflow Chart Process Status Uploaded Attachments
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A confirmation message displays. Click Yes to continue.

Confirmation X

You are proceeding to preview the draft
Proposal before submitting it to the
Secretariat. Confirm to Proceed?

Yes Cancel

The Project Proposal — Preview Drafts page displays.

Project Proposal - Preview Drafts
..
 inch BT Lok 5 v e el canment. e i the ot 1o oo

b vk it B, ek s W Bt Pl Sicrias 1 g .

& Gt o ke changes, o Sewd 0o FD o the dewl i ey 1 b e o the ProgeT Dasoins
Projpeal Progesh Aleled s sl d rmmavared L
Prop Rusbar PG _A01_ MO Carveel Sk '_;:' i aader il Coven g Mona
Panpet Taks SET B4 - N &) I AP DR
Gy o L cemararai - B r UGS - . = A- B = = M ERESE I m o 20 LR
[Py Pa—y Y —
TN
Piokte dinln o comrrgrd (g, Poete wpdate She Dulputi and Budget sections
T )
et gyt 18/06/2023 From PO: Updated the Cutputs and Budget sections
Sapbemin s [ [hafir ! 1

If you need to make any changes, click the Edit button in the top right corner of the page.

o Workflow :Process - Project Proposal - Creator (PO) Preview 7

Workflow Chart ProcessStatus  Uploaded Attachments e e

After you finish previewing the draft Project Proposal and making any changes, click the Send to PD
button in the top right corner of the page to send the revised draft Project Proposal to the PD or PE
for review.

Workflow :Process - Project Proposal - Creator (PO) Preview <
Worlowchan  ProcessSutus Uloaded Attachments E3 =
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A confirmation message displays. Click Yes to continue.

Confirmation

You are submitting the draft Project
Proposal to the Program Director for
review. Confirm to proceed?

Yes

X

Cancel

The Project Proposal — Preview Drafts page closes and your Dashboard displays. When the Project
Proposal is submitted to the PD or PE, it moves from the My Inbox tab to the Processed by Me tab in

your Dashboard.

warkflow Type

Project Proposal

My Inbox

Title

Under Review (PD): (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-18  01:43:39

My Outbox

Processed By Me Completed Al Involved Processes

Received on Received on

8. The PD or PE confirms the changes were made to the Project Proposal by following the steps in
section 2.2.2 Reviewing an Endorsed Concept Note. After the changes are verified, the PD or PE

submits the Project Proposal to the PMU.

Note: When you save the two documents to compare, use these file names:

e Endorsed Project Proposal attachment—Original Word PP — <project title>.docx
e Project Proposal in APAS—APAS Version Original PP — <project title>.docx

3.2.5 Printing and Converting the Draft Project Proposal for Endorsement

When the PD or PE reviews the draft Project Proposal and deems it to be in order, PD or PE will
download the Proposal from APAS and circulate it via email to forum members for their comments and
endorsement. The PD or PE follows these steps to review, download draft and send the Project Proposal
for comments and endorsement:

1. The PD or PE logs into APAS and reviews the draft Project Proposal following steps 1 to 5 as
described in 3.2.2 Reviewing a Draft Project Proposal.
2. After the Proposal is deemed ready for members comments and endorsement, download the Project

Proposal from APAS.

Go to the upper right corner of the screen. Click on the 3-line option menu. Click Print.

send To PMU send To PO =

T

Send To PMU

send To PO

Save

Favourite
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3. The Project Proposal launches in a new tab and the Print screen appears. Make sure the Save as PDF
option is selected. Click Save.

Print
Project Proposal

Destination B saveasPOF ~

6 pages

Pages All

Layout Portrait

More settings

00 ©

n Gl

4. Save the Project Proposal onto your computer.

@_, Save As X
+ <« User Guide » Drafts *» Docs ~ @] £ Search Docs
Organize * New folder = - (7]
Apps "~ Name . Date modifie
Meetings [£] Project Proposal OFWG_101_2023A_draft APAS 04/09/2023 1:

Microsoft Teams Chat Files
Personal

Project Management Unit
Recordings

Whiteboards

@ This PC
¥ 3D Objects
I Desktop v ¢

L EI AR roject Proposal OFPWG_101_2023A_draft APAS

Save as type: | Adobe Acrobat Document

~ Hide Folders Cancel

5. Open the PDF document in Acrobat. Verify that PDF format of the Project Proposal displays correctly.
6. Convert the Project Proposal to a Word document and name it as _draft APAS.docx.

i. Click on the “Export PDF” tool in the right pane.
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@ «r N OAO0O = X T 0749
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ii. Select Microsoft Word as your export format. Click Export.

Export your PDF to any format

Microsoft Word I ® werd Docusnent © I

Sp'fﬂdm Word 97- 2003 Docurmene

Microsoft PowerPoint

image

P2 ORSepa2 SCCPF 01 2_pdt HTML Web Page

More Formats

iii. Save the converted Word file as _draft APAS.docx. Click Save.

 save as x
+ « Discussions > Process Modernization > !Launch > User Guide > Drafts > Docs v O O Search Docs
Organize ~ | New folder =- @
SMEWG 1 ~ Name Date modified Type Size

[@ APEC Secretariat No items match your search.

~ @ OneDrive - APEC Secretariat
Apps
Meetings
Microsoft Teams Chat Files
Personal
Project Management Unit
Recordings
Whiteboards

~ = ThisPC

B 3D Objects
© =M Degiaan il K ]

File name:

Settings.. View Result

. [ o] o
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7. The _draft APAS Proposal (Word doc) is now ready to be emailed to the forum delegates for
comments and endorsement.

Docs

« 1 ! Launch > User Guide Drafts Docs

A

Attachments
TWG

@ | Project Proposal OFWG_101_2023A _draft APAS

Acrobat Editing

Docs
Drafts
SMEWG 1

{l APEC Secretariat

@ OneDrive - APEC Secretariat

8. PD or PE manages the comments and the endorsement of the draft Project Proposal offline (not on
APAS). In this process:
i Member delegates provide comments by annotating and editing the draft Project Proposal by a
stipulated deadline.
ii. The draft Proposal with comments is sent from member delegates to the PO, copying the PD.
iii. PO makes revisions based on delegates’ comments and emails the revised Proposal to the PD.
iv.  The PD circulates the revised Proposal for another round of endorsement. Steps i to iv may
repeat.
V. Once the revised document is endorsed by members, PD names and saves the endorsed
Proposal as _endorsed Proposal.docx.
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Docs

Home Share View

U ) X New item ~ T

Easy access ™

Dn;:n:::guuck [ Paste m Pacte shortast Ve D DG|'9',Q Rename fl:\z\;, Dmpfmes R Hisiory
Clipboard Organize MNew Open
— v 1T « Ilaunch > User Guide > Drafts » Docs v O Search Docs
Attachments - Name
™6 ad Project Proposal OFWG_101_2023A_draft APAS
Acrobat Editing I @ Project Proposal OFWG_101_2023A_endorsed Proposal I
Docs
Drafts
SMEWG 1

& APEC Secretariat

& OneDrive - APEC Secretariat
Apps
Meetings
Microsoft Teams Chat Files
Personal
Project Management Unit
Recordings

Whiteboards

= This PC
# 3D Objects
B8 Desktop

[ T ———

2 items

3.2.6 Comparing Draft and Endorsed Proposals before Updating on

APAS

PD or PE compares _draft APAS.docx and _endorsed Proposal.docx to show track changes in the
document. Track changes are important because the changes need to updated on the APAS Proposal.

To compare two Project Proposal, open any one Proposal (e.g. _endorsed Proposal)
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Open _endorsed
Proposal.

2023A_draft APAS [Compatibility Mode] - Word Lin Jing-Yu m

Mailings Developer  View  Help Acrobat Design Layout Q Tell me what you want to do
Ai = ] E Y, G simple Marup  ~ |\/] >'\ ] Previous L'— b} 3
’ 7 [=] Show Markup = ) Next ’ H i
inguage New Show Track Accept Reject Comparg] Restrict Hide
guag 5] Revi ) pa
- Comment Comments Changes - = Reviewing Pane ~ - - - Editing Ink
L c t: Tracki ] Che -
anguage omments raclang anges £ :| mm__
Project Proposal —socmen feoacsioe
J P | cocunent egal plackine) |
« | Combine...
—*=| combine revisions from multiple
Project Proposal Number OFWG_101_2023A authors into a single document.
Current Status Under Review (PD)
Project Title 2 SET 03 - CN 03 PP APAS DEMO
Fund Source APEC Support Fund (ASF)
Sub-Fund ASF: Marine Debris Management and Innovation (MDMI)
APEC Forum Oceans and Fisheries Working Group (OFWG)

3. From the Compare Documents box, choose the Original document ( browse and select_draft APAS)
and the Revised document (browse and select _endorsed Proposal).
Click OK.

Compare Documents 7 >
Original document ised document
Project Proposal OFWG_101_2023A_dr ~ Project Proposal OFWG_101_2023A_en ¥
Label changes with Label changes with  Author
- ¥
More > > oK Cancel
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4. The Compared Document displays. This document shows the differences between the two versions

of the Project Proposal in track changes.

Project Proposal

Project Progosal Number OPWS_101_2023A
Current Status Under Review (PO
Project Titke 2 SET 0 < O Q) PP APAS DEMO
¥ und Source APEC Suppont Fund (ASF
Sul b und ASS . Marine Deteis Management and Innovation (MOMS
APSC Forum Ocsars and Fahenes Werking Croup (OFWG
Addutional APEC Forwm (If amy
applicable)

o g APEC ) Indonesia

Spomsering APL S

::Mb’..-: Antealia, _unel Oaressalas;  Cansda; O
¢ ’ od ’ * 32-0%200)

Fapested Stant Date

Project Completion Date

hans 57% of the businessas snd provide moere than ke of the jo
Da In APEC sconomies. Mowever, they face seversl obatacies that AMout ther dersiopm
L Deing ane of the medt important the lack of farmal Anancial socess, which gt werse
since the COVIL
domic. due 1o guarantines 3ad the $op of apacations. In Bvs context, & in import
Project Sumenary AL 10 idertify mechaniams far the reactivatien of MSMEs That pramote financiel sccess
prevestion A mitigation of over ndettedness, and the wie of aRernative mays to JCCAMG
Ths groject ams 10 Convene eaperts & om pubiic o
@ndstions and idertty best practicas bout how Finlech services ¢
e recevery of the MAMEs after Ihe pandesme

liah feancial s
B3 1o prepac
A cantr@ute to ¥

Project Topic(s) Data Priwacy, Jgital Gcenomry, Digtal Technslogy snd trnovation
1 Rasesrch report
Prejact Outpwts 2. Workahep

Drelacsy e AP Wickon 10AN amd Astmarne Blan of Astinn

5. Go to File > Save As, and Save the Compared Document as _endorsed tracked.

= | Docs = m} X
Home Share View o
< —1 t X 7 New item ~ 5, Oper =H select all
4 L Copy pat ¥ | Easy access Edit Select none
Pin to Quick f Paste Move Delete Rename New Properties
acchss #| Paste rtcut 1 ' - folder - & History Invert selection
Clipboard Organize New Open Select
— v 1 < |Launch > User Guide > Drafts > Docs v O Search Doc
Attachments # % Name Date modified e Size
4

TWG @ ' Project Proposal OFWG_101_2023A_draft APAS
Acrobat Editing @ | Project Proposal OFWG_101_2023A_endorsed Proposal
Docs I @ Project Proposal OFWG_101_2023A_endorsed tracked | 04/09/2023 3:12 PM 2
Drafts
SMEWG 1

6. The PD or PE has two options to make sure that the APAS Proposal is updated to the same content in

the endorsed Project Proposal (Word doc):
Option 1: Endorsed Proposal is sent to PO to update on APAS
Option 2: PD updates the Endorsed Proposal on APAS

7. Option 1 is selected: Endorsed Proposal is sent to PO to update on APAS
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In this option, PD or PE sends the endorsed tracked Proposal to the PO to update the Project
Proposal via APAS. These are the steps to follow:
i. PDorPElogsinto APAS. From the Dashboard, click on the Project Proposal and opens the
Project Proposal — Review Draft screen.
ii. Toupload the _endorsed tracked.docx, go to Project Proposals field. Click on Upload
Attachment.

Project Proposal - Review Draft

PD:
Please dlick on each subsection tab to review the draft Project Proposal

1. For further revisions by the PO, click on Send to PO.

2. For comments for the PO, use the General Comments box to provide short comments, or upload a Word document in the Additional Comments field, for longer, subsection-based comments.

3. For Fora Endorsement,select Print from the page icon on the top right corner. The Proposal will be printed (saved) to PDF. Convert it to Word-format offline. Then proceed with the Endorsement process offline.

4. Once endorsed, verify that the online Proposal provides the exact information as the endorsed the Word-format version. If found inconsistent, make edits or Send to PO to revise. If accurate, click Send to PMU to commence the Quality
Assessment process.

5. Use the Internal Comments box for communication within the Secretariat (PMU/PD)

Project Proposals Upload Attachment  Maximum 5M Additional Comments I Upload Attachment  Maximum SM

iii. Choose the _endorsed tracked Proposal from the box. Click Open.

The uploaded Proposal displays in the Project Proposal field as an attachment.

@ Open P
<« v o « User Guide » Drafts » Docs v (&) O Search Docs
Organize New folder g= ~ [ 0
TWG ~ Name Date m
Acrobat Editing {2 Project Propasal OFWG 101 2023A draft APAS 04/09/3
LEw " Project Proposal OFWG_101_2023A_endorsed Proposal 04/09/3
Drafts = Project Proposal OFWG_101_2023A_endorsed tracked 04/09/4
SMEWG 1
B APEC Secretariat
~ @ OneDrive - APEC Secretariat
Apps
Meetings
Microsoft Teams Chat Files
Personal
L VU . 4 < >
File name: v ‘ Custom Files v

iv. The PD or PE send a message to the Project Overseer using the General Comments box. The
message should request the PO to update the Project Proposal on APAS according to the track
changes showing in the endorsed Project Proposal (Word doc).

The following message may be inserted in the field:
Dear Project Overseer,

Your Project Proposal is now endorsed. You must now log onto APAS and update the Proposal on APAS
according to the latest endorsed Proposal (Word Document).

Please follow these steps:
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1. Go to the Project Proposals field located on the top of this screen and download the latest endorsed
Project Proposal (Word doc).

2. Open the Proposal and find the track changes in the document. These changes show the different
changes you have made from the draft Proposal to the endorsed version.

3. Locate the sections in the Proposal on APAS to make the necessary edits.

4 When all changes have been made on APAS, click Send to PD.

Please make sure that you do not make new changes to the APAS Proposal. Your APAS Proposal must not
differ from the endorsed Word version. This includes the Budget section.

Any questions please respond in this General Comments box. Thank you.
Best regards,

Program Director

B|B I U S| nomal - | Vedana - | 14 - | lneH. - | A- B-| = =

Dear Project Overseer,
General Comments

Your Project Proposal is now endersed. You must new log onto APAS and update the Proposal on APAS according to the lastest endorsed Proposal (Werd Document).

please follow these steps:

1. Go to the Project Proposals field located on the top of this screen and downlaod the latest endorsed Project Proposal (Word doc).

2. Open the Proposal and find the track changes in the document. These changes show the different changes you have made from the draft Proposal to the endorsed version
3. Locate the sections in the Proposal on APAS to make the necessary edits.

4 When all changes have been made on APAS, dick Send to PD.

(Use this box to comment & response.
Please date your comment (e.g.
27/04/2022).

Please do not delete previous comments.)| ANy questions please respond in this General Comments box. Thank you.

Please make sure that you do not make new changes to the APAS Proposal. Your APAS Proposal must nat differ from the endorsed Word version. This includes the Budget section.

Best regards,|
Program Director

v. When done, click Send to PO.

8. Option 2 is selected: PD updates the Endorsed Proposal on APAS

In this option, PD uploads the endorsed tracked Proposal on APAS and updates the changes showing

in the endorsed Project Proposal, before sending the endorsed APAS Proposal to PMU. These are the

steps to follow:

i PD or PE logs into APAS. From the Dashboard, click on the Project Proposal and opens the
Project Proposal — Review Draft screen.

ii. To upload the _endorsed tracked.docx, go to Project Proposals field. Click on Upload
Attachment.
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Project Proposal - Review Draft

PD:

Please dlick on each subsection tab to review the draft Project Proposal

1. For further revisions by the PO, click on Send to PO.

2. For comments for the PO, use the General Comments box to provide short comments, or upload a Word document in the Additional Comments field, for longer, subsection-based comments.

3. For Fora Endorsement,select Print from the page icon on the top right corner. The Proposal will be printed (saved) to PDF. Convert it to Word-format offline. Then proceed with the Endorsement process offline.

4. Once endorsed, verify that the online Proposal provides the exact information as the endorsed the Word-format version. If found inconsistent, make edits or Send to PO to revise. If accurate, click Send to PMU to commence the Quality

Assessment process.

5. Use the Internal Comments box for communication within the Secretariat (PMU/PD)

Project Proposals

Upload Attachment  Maximum 5M Additional Comments TUpload Attachment  Maximum SM

iii. Choose the _endorsed tracked Proposal from the box. Click Open.

The uploaded Proposal displays in the Project Proposal field as an attachment.

@, Open

TWG

Acrobat Editing
Docs

Drafts

SMEWG 1

[ APEC Secretariat

Apps

Meetings

Personal

&« v 4 « User Guide *» Drafts * Docs ~ @] O Search Docs

Organize ~ New folder

~ @ OneDrive - APEC Secretariat

Microsoft Teams Chat Files

LSO T A R

File name: w | Custom Files i

X

- [T g
» " Name Date m|
ﬂ% Project Proposal OFWG_101_2023A_draft APAS 04/09/4

Project Proposal OFWG_101_2023A_endorsed Proposal 04/09/4
Project Proposal OFWG_101_2023A_endorsed tracked 04/09/4

Ca nce'

iv. Open the endorsed tracked Proposal and locate all the track changes in the document.

Project Proposal

Project Progotal Number

Current Status

Under Raview (PO

Project Titke 2 SET 0F < CN 0} PP APAS DEMO
Fund Seurce APEC Support Fund (ASH

Subs bund ASF Marine Deteis Management and Innovation (MOMS
APEC Forum Ocaars 200 Fahanes Werkang G WG
Addutional APEC §orwm (If smy

applu able)

Proposing APEC Economy(ies)  Indoness

Eo Sowmty Abee Am_Souaed Oorvssainm;  Canade; flonne
Expectod Project Sesssan PR

b s e

Expected Stant Date 2 ge o0y

Project Completion Date

Project Sumenary

Project Topic(s)

Project Outputs

B7% of the businassas sod provide mers than he¥ of the jo
8 I APEC sconcmies. Mewever, they face sev 2 APTCUR Dhew dereipm
WL Dy 500 of T medt impartant the lack of fermal inancial sccess, which gt werse
vee the COVIC

“dedtecnuns. an

s projec
ndstons

s 10 €0

an (artr@ute wcevery of the MAMEs after Ihe pandem

Outa frivacy,. Ligital Ecenomy; Digtal Technalogy snd trnovatien

1 Rasasrch report
2. Workahep

Protart Shanment o ABE s Dutralous Vieken J04N amd Anbesrne Blan ol Astinn
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V. Based on the track changes, amend the sections in the Project Proposal in APAS. Make sure
that all changes are addressed and sections in the Proposal are updated.

vi. If track changes show in the Budget section (meaning that Budget items must be amended
to follow the endorsed Proposal, the PD will not be able to amend them on APAS.
Leave a note in the Internal Comments section to PMU with a description of what the
changes in Budget consists. An example is given below:

BB I U & Homy wosns - | 14 Lo n A B = = Rz am e BOEQdL B0
There is a mistake in the Budget section
Internal Commments The total APEC funding is showing a different amount. The correct ameunt should be §127,000.

(Communicate within the
Secretariat)

vii.  When all changes have been applied in the Project Proposal on APAS, click Send to PMU.

3.2.7 Updating an Endorsed Proposal

After the Project Proposal is endorsed and if the endorsed Proposal is sent back to the PO to update, the
PO needs to do so in APAS. The APAS Proposal needs to be updated based on the changes that were
made in the draft version of the Proposal that is now saved as an endorsed version.

The PO must make sure that the APAS Proposal is identical to the endorsed Proposal (Word doc) and
must not make any new changes to the Proposal in APAS that are not part of the endorsed Proposal. This
includes the Budget section.

The PO follows these steps to update the endorsed proposal on APAS:
1. When an endorsed proposal needs to be updated, the PO receives the following email notification:
Dear [PO’s name]:

You have been requested to revise Project Proposal [PP Number and Title]. Please use the link below to
log into APAS and access the Project Proposal [LINK].

Please make the necessary revisions to the Project Proposal and resubmit once completed.
Thank you,
APAS SYSTEM ADMINISTRATOR

2. Loginto APAS as a PO, if you're not logged in already. Your Dashboard displays.

3. Inthe Dashboard navigate to My Inbox and click on the Project Proposal title. The Project Proposal —
Create Draft screen launches in a new tab.

4. Go to the General Comments box and read the message sent by the PD with instructions to update
the Project Proposal.
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B|B I U S| nomal - | Verdana 14 LineH.. - | A

Dear Project Overseer,
General Comments

Your Project Proposal is now endorsed. You must now log onto APAS and update the Proposal on APAS according to the lastest endorsed Proposal (Word Document)

Please follow these steps:

1. Go to the Project Proposals field located on the top of this screen and downlaod the latest endorsed Project Proposal (Word doc)

2. Open the Proposal and find the track changes in the document. These changes show the different changes you have made from the draft Proposal to the endorsed version
3. Locate the sections in the Proposal on APAS to make the necessary edits.

4 When all changes have been made on APAS, dlick Send to PD.

(Use this box to comment & rasponse.
Please date your comment (e.g.
27/04/2022).

Please do not delete previous comments.)| ANy guestiens please respond in this General Comments box. Thank you.

Please make sure that you do not make new changes to the APAS Proposal. Your APAS Proposal must not differ from the endorsed Word version. This includes the Budget section.

Best regards,|
Program Director

5. At the top of the screen, download the endorsed tracked Project Proposal from the Project
Proposals field.

I a Project Proposal OFWG_101_2023A_endorsed track
ed.docx
Project Proposals APASPD1 20 -04 16:24

JUpload Attachment  Maximum 5M

6. Open the downloaded Proposal and locate all the track changes in the document.

Project Proposal

Project Progocal Number orwe_ 1
Current Status Unser feview (PO
Project Titde 2 SET 00 - Ol Q) PP APAS DEMO
Fund Source APEC Support Fund (ASS
Sl §und ASS - Manine Detels Management and Innovation (MOMI
APEC Forum Ocmars and Fahenes Werking Group (OPEG
Addetional AFEC Forwm (IF amy
apple able )
o g APEC yiies) Indonesia
::nv—-v(b)l-vt Amtralia, _ unel Oarussalam;  Cansda; JCNIe
l' od ’ * aan 32-0%202)

Fapedted Stan Date

Project Completion Date
an 57% of the busine d provide more than ket of the jo
De In APEC sconomies. Mowever, they face s acies that dMou® ther dersiopm
SOl Deing ane of the medt impoctant the lack of farmal finan pocenn, which get werse
wnce the COVIL
v . due ' guarantines the st0p of apecations. In Dus context, & i imgort
Project Sumenary ) iderftity mechamiams for ha reactivatn of MSIMEs That premote
prevestion A mitigation of over ndettedness, and the wie of aRernats
liah Neancial iIndluson  Ths grojedct aims 10 Cconvene experts Fom pubic and priv
GE3 10 prepare recommand stons and idertty best practices 2bovt how F i
A0 (artrBute 1o the recevery of the MSMEs after INe pardere
Project Topicls) Data Poiwacy. gl Ecenomy Diwgtal Technology and lrnovation
1 Resasrch report
Prejact Outputs 2 Workasep
Derla s AN e A Vichnn 10AN amd Aot marnae Blan ol A tinn

7. Based on the track changes, amend the sections in the Project Proposal in APAS. Make sure that all
changes are addressed and sections in the Proposal are updated.
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Note: No new changes should be made other than those indicated in track changes in the endorsed
Proposal (Word doc). This includes the Budget section and all endorsed Budget items.

8. Click Preview to view the updated Project Proposal. If all is in order, click Send to PD.
9. After the Proposal is sent to the PD, the PO receives the following email notification:

Dear [PO Name],

You have successfully submitted the following Project Proposal to PD for approval.
[TABLE OF Project Proposal INFORMATION

Project Title:

Project Overseer:

Economy:

[APAS Link:]

Thank you,

APAS SYSTEM ADMINISTRATOR
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3.2.8 Reviewing and Submitting an Endorsed Proposal

When the APAS Project Proposal has been updated by the PO based on the endorsed version and is
ready to be reviewed, the PD or PE receives the following email notification:

Dear [PD FULL NAME]

A new Project Proposal has been submitted by [PO FULL NAME] for your consideration. Please use the
link below to access the Project Proposal:

[TABLE OF Project Proposal INFOMRATION

Project Title:

Project Overseer:

Economy:

Link:]

Thank you,

APAS SYSTEM ADMINISTRATOR

The PD or PE follows these steps to review the endorsed Project Proposal:

1. Loginto APAS as a PD or PE user, if you're not logged in already. Your Dashboard displays.

2. Navigate to the My Inbox tab, find the Project Proposal title, and launches the Project Proposal —
Review Draft screen.

3. Go to the General Comments section and view any comment made by the PO.

General Comments

(Use this box to comment & response. Dear PD,
Please date your comment (e.g.
27/04/2022).

Please do not delete previous
comments.)

Changes have been made.

4. Download the endorsed tracked Proposal from the Project Proposals field. Open the document.
Locate the track changes.

e E Project Proposal OFWG_101_2023A_endorsed track
ed.docx
Project Proposals

JUpload Attachment  Maximum 5M

5. On APAS, locate the sections where the track changes are located. Click View Track Changes in the
specific section to review the changes made by the PO.
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View Track Changes

SN Output Name Description

A survey will be circulated among different stakeholders involved in MSME financial services,
fintech sector and financial regulation in the target economies to gather information on: Th
e current situation and an outlook of the MSME financial services industry, the current state
of the fintech industry in each economy, which servicas they provide (with the objective of i
1| Survey exercise dentifying progress in the provision of financial access services) and which of these services
are available to the MSME sector.
Current barriers faced by Fintech companies, in order to provide services to the MSME secto
¢ (technological capabilities, low financial literacy, low knowledge of the fintach sector, amon
g others)

6. Textin the box on the left appears again on the right grey box. If the PO made changes to this section
when updating the Proposal, the changes made will be will be marked in a different color (red, in this
instance).

Note: Make sure that all changes made correspond with the track changes you see in the endorsed
Project Proposal (Word doc).
© = e
T

7. If the two versions are not identical, send the Project Proposal back to the PO. You may notify the PO
of the mistake by using the General Comments section and Send to PO. You may also make the
correct changes on the PO’s behalf.

8. If the endorse APAS Proposal shows identical content as the endorsed tracked Proposal, click Send to
PMU to start the Quality Assessment process.

Note: Remember if the mistake takes place in the Budget section (meaning that Budget items must
be amended to follow the endorsed Proposal, the PD will not be able to amend them on APAS.
Leave a note in the Internal Comments section to PMU with a description of what the changes in
Budget consists. Then Send to PMU.
An example is given below:
B I U 5| vomal - | vertass - | 14 - | LeeH.. - |A- B |2 2 i E 2 AN = B e®=Q«LE» X
—— e il ADEE unchng s showig o lferset arscunt. The corrac sssoust shoukd be $122,000.
Secretariat)
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3.3 Assessing and Revising a Project Proposal for Quality

3.3.1 Starting a Quality Assessment Round

When the endorsed Project Proposal is submitted by the PD or PE, the PMU receives it and starts a
Quality Assessment by following these steps:

1. The PMU receives an email notification that the Project Proposal is ready for the Quality
Assessment. An example of this email notification is shown below.

Asia-Pacific

Economic Cooperation

New OA Round Started

Dear PMU,

A new QA round 1 has been started for the: Project
Proposal SET 04 - CN 03 PP APAS DEMO.

Please use the link below to log into APAS and access the Quality Assessment

(Under Quality Assessment (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO)

Thank You,

APAS System Admin

2. Loginto APAS as a PMU user, if you're not logged in already. Your Dashboard displays.

APEC | Project Administration System

= My Inbox & vomes:
i=]
My Inbax (80) My Outbox Processed By Me Completed (75) All Involved Processes

Workflow Type Title Receivedan  Received on
Project Proposal Endorsed for QA: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-18  D1:58:47
Project Proposal Endorsed for QA: (PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO 2023-06-16 12:25:08
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-06-16  12:25:03
Create Concept Note  Under Review (PMU): (SET 25) - (PE 8 TASK 2) CN 01-2° 2023-06-16  12:24:50
Initiate RAF Scoring : ( APEC Support Fund (ASF)) Demo Sub-Fund 5° 2023-06-16  12:23:59
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Connectivity {Connectivity) * 2023-06-16 12:23:49
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WtE) * 2023-06-16  12:23:17
Create Concept Note  Under Review (PMU): (SET 11) - (PE 1 TASK 1) CN 01-1° 2023-06-16  12:22:42
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 2023-06-16 12:22:13
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) Demo Sub-Fund 4 * 2023-06-16  12:21:46
Create Concept Note  Under Review (PMU): (SET 12) - (PD 2 TASK 2) CN 01-2 * 2023-06-16  12:21:13
Create Concept Note  Under Review (PMU): (SET 10) - (PD 1 TASK 2) CN 01-2* 2023-06-16  12:20:49

+ Create Concept Note Under Review (PMU): (SET 20) - (PD 6 TASK 2) CN 01-2* 2023-06-16  12:16:35
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF General Fund (General) * 2023-06-16  12:15:22
Creste Concept Hote  Under Review (PMU): (SET 22) - (PD 7 TASK 2) CN 01-2* 2023-06-16 12:13:31

- Create Concept Note  Under Review (PMU): (SET 33) - (PD 14 TASK 2) CN 01-2* 2023-06-16  12:09:15
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-16  12:08:56
Initistz RAF Scoring  RAF Scoring: ( APEC Suppert Fund (ASF)) Demo Sub-Fund 2° 20230616 12:07:10
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 2023-06-16 12:06:42
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 2023-06-16  12:06:41

3. Inyour inbox, look for the Project Proposal that is ready for the Quality Assessment and click the
task to open it.

My Inbox (80) My Outbox Processed By Me Completed (75) All Involved Processes
yioridiow Tupe Tile Beceived oo Recelved on
* Project Proposal Endorsed for QA: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO * 2023-06-18 01:58:47
Project Proposal Endorsed for QA: (PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO * 2023-06-16 12:25:08
- Initiate RAF Scaring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-06-16  12:25:03
+ Create Concept Note  Under Review (PMU): (SET 25) - (PE 8 TASK 2) CN 01-2° 2023-06-16  12:24:50
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4. The Project Proposal opens in a new tab.

o Workflow :Process - Project Proposal - PD to PMU (QA)

Project Proposal - Select QA Step

PMU:

1

Go to the Select a QA Step field and select an option.

When you receive a draft or revised Proposal, select Start a QA Round and click Submit

When sending QA comments to the PD, select Send to PD. Upload the QA document in the Quality Assessment Documents field. Enter the revision deadline in the Revision Due Date field
Click Submit.

To send comments to the PD, insert your comments in the Internal Comments box. Click Submit .

If the PP is satisfactory, after you upload the final QA document, click Satisfactory

You may edit the Project Proposal before submitting the page

wn

own A

Project Proposals L Upload attachment  Maximum 5M Quality Assessment L Upload attachment  Maximum 5M
Project Number EWG_101_2023A Current Status  Endorsed for QA Endorsed Concept Note CN_EWG_102_2023
Project Title SET 04 - CN 03 PP APAS DEMO
QA Round 0 Revision Due Date 16-06-2023
Select a QA Step Start a QA Round ~
@ B I U &| romat - | Fom - | swe - | unen. - A-@-|i= = 2 === BO®EQ|lL L@ X

Internal Commments
(Communicate within the
Secretariat)

5. Inthe Project Proposals field, PMU may wish to download and save the previous Project Proposal
that show track changes (Word or Acrobat), from the Project Proposals field.

Project Proposal - BMC Approval

PMU:

1. Following BMC's final approval, click Print if you need to save the Proposal. It will download as PDF. Convert to Word-format as necessary
2. Proceed to update the project's Approval Status by dlicking Approve or Not Approve.

B EWG_17062023_QA_1_EWG_101_2023A_09_QA1 of a Projec

t Proposal_V1.doc
E) EWG_17062023_PP_12_A Proposal with Track Changes_Vi.do

c B EWG_17062023_QA_2_EWG_101_2023A_11_QAZ of a Projec
t Proposal_V1.doc
Project Proposals E) EWG_17062023_PP_12_a Proposal with Track Changes_v2.do Quality Assessment Documents
© B) EWG_18062023_QA_2_EWG_101_2023A_13_QA3 of a Projec
t Proposal_Satisfactory_W1.doc
L Download All

4 Download Al
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6. From the Internal Comments field, read message or comments entered by the Program Director.

@B I U &/ Nomal - | Verdana - | 14 - | LineH. - |A- B = = F| e 5 = |= | ®=Q |« 5L @ « = =
Dear PMU,
Internal Commments
{Communicate within the Please see endarsed Proposal. The Budget section require changes that are not reflected in APAS. The original endorsed Proposal with track changes can be downloaded
Secretariat) from the Project Proposals field.
Regards,

Program Directol]

7. From the 3-line icon on the top right corner, select Print to download and save the APAS Proposal.

m satisfactory save =

= Submit

%) satisfactory

111_2023A_ QA1 Summary 1 2 =)
| Essential Workforce Mobility

Save

117:02 17 Favourite
S

8. The Printer screen launches. Select Save as PDF.

Make sure Header and Footer is unchecked. Click Save.

= Print 0 pages
Project Proposal

Destinatian ‘ Saue as POF =
Praact Popessl Rawher VG130 A
ot Matas e Cistry Raemyen
Tz
Broject T & b Tagas Pagss all =
[rr— R Bt P )
Fa— EIF: gy Bicaras, Lo Carien prd Evengs Bansiarcs Mamrorm (BELCH]
pr— R - Layout Potrait o
dedililimnil AFES Fanas (i any
Prosmsiag AFIC Bianawplis] 00
o s Malki CTis s Eed Chak
[ —— P— Miee settings -
Expacind Sie Duin =-gm3a11
[ S—" . Jp——
FAMES SmeL0Ar e PGt §T% o et Catbtssn. sl vl (e S T o ot
e irubrds, Tty P b AL Hpratviely
Paper size Letter -
Froect Summary
Pages per sheet 1 s
Profiect Topkinl B AP, Bl PR Wl Bl R S
1 Emmwen et
Fragen Dugats el
Frajen g arenl Ln AREC A Puiraars Faims 3040 and Adearas Flae of Alke Wargins Default =
2 mowsanard Digainen Dl indrmasrney ard
Frivaey brkvar . b Frimaey Dbfectin f e
3 S, Bederanc, Serwrs S | Sucemdmryfbbecive | Dviorearad B chnes o
Swcmsdery rbeue dlptionall | Ly e O et | ety Hhg w1 arned S
Seale Custam =
AP Fuanciag (LS00 St Funciog (LSO 5 Tl (USEY
Bus iy 1 Frapied Budget
AN LT A0 100
Fiaky Prabie v Inbmaries
o wiay Qptiang | | Head=rs and foaters =

Jok Thw [

e Direcior of Franci [xrnerera
Cancel

v
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9. The Save As window displays. Navigate to the location where you want to save the PDF version of
the Project Proposal. Change the file name as appropriate. Click Save.

@ savens X
4 Bl > ThisPC > Desktop v O 2 Search Desktop
Organize ~ New folder B - (]
= This PC ~ Name Date modified Type Size
- 3D Objects Alaska All in One Tour (2-19-23) 2/22/2023 4:52 PM File folder
)
[ Desktop AMCG-Portland appraisals 6/14/2023 9:16 PM File folder
E Documents Ametek 5/28/2023 6:39 PM File folder
& Downloads Anchorage Aurora Quest (2-20-23) 2/24/2023 9:56 AM File folder
b Musi APAS User Guide 6/17/2023 4:16 PM File folder
usic
Armchair photo tours to finish in August-. 8/23/2021 6:46 PM File folder
= Pictures - F
Armchair photo tours-fall 12/7/2022 11:41 AM File folder
H videos Armchair photo tours-spring 12/7/2022 11:42 AM File folder
L. Windows (C) Armchair photo tours-summer 12/7/2022 10:49 AM File folder "
b Network PR D
File name: | [aels] o
Save as type: | Adobe Acrobat Document (*.pdf) v

~ Hide Folders Cancel

10. Go back to APAS. In the Select a QA Step field, select Start a QA Round from the list that drops down
to begin a Quality Assessment round.

Select a QA Step Start a QA Round ~

Start a QA Round

Send to PD

11. Click the Submit button at the top right corner of the Project Proposal.

o Workflow :Process - Project Proposal - PD to PMU (QA) <7

Satis s =
Waorkflow Chart Process Status Uplaaded Attachments m Satisfactory =

A confirmation message displays. Click Yes to continue.

Confirmation X

You are submitting to Assessor for review
and comments. Confirm to Proceed?

Yes Cancel

The “Submitting Project Proposal. Please Wait” message displays while the Project Proposal is being

submitted. The task changes to [return] Under Quality Assessment in the My Inbox tab in the
Dashboard.

My Inbox (80) My Outbox Processed By Me Completed (75) All Involved Processes
Workfiow Type Title Received on  Received on
- Project Proposal [return] 2023-06-18  0B:02:40 I
Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO
* Praject Proposal Endorsed for QA: (PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO 2023-06-16  12:25:08
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-06-16  12:25:03
- Creste Concept Note  Under Review (PMU): (SET 25) - (PE 8 TASK 2) CN 01-2* 2023-06-16  12:24:50
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3.3.2 Assessing Proposals Offline

The Quality Assessment process consists of various rounds. The PMU conducts each Quality Assessment
offline. Then when a QA document is ready, the PMU logs into APAS again and completes a series of
tasks. These tasks are described in this section.

1.

In the QA process, PMU downloads the first Project Proposal from APAS in PDF format and saves it
as PP1in the Secretariat’s internal server (i.e. M:Drive). PMU will assign the Proposal assessors to
conduct Quality Assessment and provide comments in a shared review version of the Proposal. The
PMU assessor then combines and consolidates all the comments in an archive version and creates
QA1 document. The QA1 document (PDF) is sent to the PD/PE who forwards it to the PO.

Once PO revises PP1 on APAS based on the received QA1 document (PDF), the PO submits PP2 in
APAS, PMU will download PP2 in PDF format and perform the ‘Compare’ function with PP1 to create
a ‘PP2 with track changes’ version. The 2" round of QA will then take place with assessors (PMU
only or in exceptional cases, other assessors) providing and sharing comments on this version. When
a QA2 document is created (PDF), it is submitted to the PO. The QA process continues until the
Proposal becomes Satisfactory and a last QA document (with Satisfactory comments, PDF) is
produced and uploaded onto APAS.

This is the final PP (PDF). This is the version sent to BMC for final approval. Once approved, the PO
implements their project based on the final PP (PDF).

To conduct the QA process offline, PMU and all assessors will follow the User Manual to Using
Acrobat for Proposal Quality Assessement.

Acrobat Document Structure in the QA Process

PP1 PP2
PP1 from APAS Print from APAS T~ PRE from APAS Print from APAS
PP1_shared PP1_review S~ "y PP2 PP2_tracked
Review To enable shared commenting compared Compare PP1 (no comments) and PP2
PP1_archive PP1_archive ‘ : PP2_review
o edit comments / combine files 3 1 To enable shared commenting
QA1 Summary PP2_archive PP2_archive

Upload to APAS. Send to PO. To edit comments / combine files

QA2 Doc QA2 Summary
Upload to APAS. Send to PO

PPX final
Upload to APAS. Email to BMC.

Satisfactory
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3.3.3 Uploading QA Documents

When QA documents are created by the PMU assessor, they will be uploaded in APAS and sent to the PD
or PE for review.

3.3.3.1 ForQARound1

1. Loginto APAS as a PMU user, if you’re not logged in already. Your Dashboard displays.

APEC | Project Administrat
My Inbox (80) My Outbox Processed By Me Completed (75) All Involved Processes
Workflow Type Title Received on Received on
Project Proposal [retum] 20230618 08:02:40
Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO
Project Proposal Endorsed for QA: (PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO 20230616 12:25:08
< Initate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 20230616 12:25:03
 Create Concept Note  Under Review (PMU): (SET 25) - (PE 8 TASK 2) CN 01-2°* 20230616 12:24:50
Ininate RAF Scoring : { APEC Support Fund (ASF)) Demo Sub-Fund 5° 2023-06-16  12:23:59
- Initiate RAF Scoring : ( APEC Support Fund (ASF)) ASF: Connectivity (Connectivity) * 20230816 12:23:49
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WE) * 20230616 12:23:17
- Creste Concept Note  Under Review (PMU): (SET 11) - (PE 1 TASK 1) CN 01-1° 20230616 12:22:42
Initate RAF Scarng RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (5CC) * 20230616 12:22:13
Ininate RAF Scoring RAF Seoring: ( APEC Support Fund (ASF)) Demo Sub-Fund 4* 2023-06-16  12:21:46
 Create Concept Note  Under Review (PMU): (SET 12) - (PD 2 TASK 2) CN 01-2* 20230616 12:21:13
Create Concept Note  Under Review (PMU): (SET 10) - (PD 1 TASK 2) CN 01-2" 0230616 12:20:49
- Create Concept Note  Under Review (PMU): (SET 20) - (PD 6 TASK 2) CN 01-2° 2023-06-16  12:16:35
Initate RAF Scorng  RAF Scoring: { APEC Support Fund (ASF)) ASF General Fund (General) * 20230616 12:15:22
Create ConceptNote  Under Review (PMU): (SET 22) - (PD 7 TASK 2) CN 01-2° 20230616 12:13:31
 Create Concept Note  Under Review (PMU): (SET 33) - (PD 14 TASK 2) CN 01-2* 20230616 12:08:15
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-16  12:08:36
- Inibate RAF Scoring  RAF Seoring: { APEC Support Fund (ASF)) Demo Sub-Fund 2°* 2023-06-16  12:07:10
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 20230616 12:06:42
< Initate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 20230616 12:06:41

2. Inyourinbox, look for the Project Proposal that is ready for the Quality Assessment and click the
task to open it.
Note: Alternatively, you may find the Proposal by going to the Project Proposal widget and clicking
Under Quality Assessment. Select from the list of Proposals.

My Inbox (80) My Outbox Processed By Me Completed (75) Al Involved Processes
Wworkflow Type Title Receivedon  Received on
Project. Proposal [return] 2023-06-18  0B:02:40
Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO
Project Proposal Endorsed for QA: (PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO 2023-06-16  12:25:08
Initiate RAF Scoring RAF Scoring: { APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-06-16  12:25:03
+ Create Concept Note  Under Review (PMU): (SET 25) - (PE 8 TASK 2) CN 01-2* 2023-06-16  12:24:50
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The Project Proposal — Review and Assess page displays in a separate tab.

For action from PMU4 at 2023-06-18 08:02:40
o Workflow :Process - Project Proposal - PMU QA to Assessor &7
Wiorkflow Chart Process Status Uploaded Attachments m

Project Proposal - Review and Assess

Assessors:

1. This is a view page only. Review the Project Proposal below by clicking on the subsection tabs below,
2. Provide your assessment comments offline (by email) in the Word-format QA document provided by PMU.

3. When review is done, close the tab.

PMU:

1. Review the Project Proposal below by clicking on the subsection tabs below.
2. To send the QA document to the PD, click Edit. You will attach the QA document in the next page.

Quality Assessment

Project Proposals S
Project Number EWG_101_2023A Current Status ﬂ;‘::s'sg"‘glé"’ Endorsed Concept Note CN_EWG_102_2023
Project Title SET 04 - CN 03 PP APAS DEMO

QA Round 1 Submission Due Date 17-06-2023

m Project Detalls  Project Summary  Relevance  Objective  Alignment

3. Click the Edit button in the top right corner of the page.

For action from PRMU4 at 2023-06-18 08:02:40

Workflow :Process - Project Propasal - PMU QA to Assessor <7

Workflow Chart Process Status Uploaded Attachments

A confirmation message displays. Click Yes to continue.

Confirmation X

Proceed to Edit and Upload QA Report?

Yes Cancel

The “Loading Project Proposal. Please Wait.” message displays until the Project Proposal finishes
uploading. An example of an uploaded Project Proposal is shown below.

o Workflow :Pracess - Project Proposal - Assessor fo PMUQA &

Process Status Uploaded Attachments

Project Proposal - Select QA Step

U

1. Goto the Select a QA Step field and select an option,

2. When you receive a draft or revised Proposal, select Start a QA Round and dick Submit

3, When sending QA comments to the PD, select Send to PD. Upload the Q4 document in the Quality Assessment Documents field, Enter the revision deadiine in the Revision Due Date field
Click Submit

4. To sand comments to the PD, insert your comments in the Internal Comments box. Click Submit .

5, TF the PP is satisfactory, sfter you upload the final QA document, click Satisfactory

. You may edit the Project Proposal before submutting the page.

Project Propasals 1, Upload stcachment  Maximum 5M Quality Assesament 2 Uplosd atrachment  Maximum 5M

§ ) Under Quality e 1o
Project Number EWG_101_20238 Current Status 7077 220 Endarsed Cancept Note CN_EWG_102_2023
Project Title SET 04 - CN 03 PP APAS DEMO
QA Round 1 Revision Due Date 16-06-2023
Select a QA Step Start a QA Round

BIB I US rome -[fu -|se -|wen. -|A- B F 3 Eaam|es@EOEalsLE X
=

Internal Commments
(Communicate within the
Secretariat)
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4.

5.

In the Quality Assessment Documents field, click Upload attachment.

Project Proposals 1, Upload attachment  Maximum 5M Quality Assessment

Documents
Project Number EWG_101_2023A Current Status :g‘sdeesrsgf:"fy Endorsed Concept Note
Project Title SET 04 - CN 03 PP APAS DEMO

QA Round 1 Revision Due Date

I, Upload attachment | Maximum 5M

CN_EWG_102_2023

+116-06-2023

The Open window displays.

Open X
P
« © 4 HR > ThisPC > Desktop v U | P SearchDesktop
Organize ~  New folder = o @
~ - . ~
' This PC Name Date modified Type Size
J 3D Objects Alaska All in One Tour (2-19-23) 2/22/2023 452 PM File folder
[ Desktop AMCG-Portland appraisals 6/14/2023 9:16 PM File folder
 Documents Ametek 5/28/2023 6:39 PM File folder
-20- 12412023 N F
8 Downloads Anchorage Aurora Quest (2-20-23) 2/24/2023 9:56 AM e folder
. APAS User Guide 6/17/2023 601 PM File folder
D Music
Armchair photo tours to finish in August-..  8/23/2021 6:46 PM File folder
= pict
= pictures Armchair photo tours-fall 12/7/2022 11:41 AM File folder
& vigeos Armchair photo tours-spring 12/7/2022 11:42 AM File folder
£ Windows (C) Armchair photo tours-summer 12/7/2022 10:49 AM File folder v
v < >
File name H v‘ Custom files (“doc.doog® pdf; v

ezl

For QA Round 1, you will attach the two documents below:

i How to View QA documents and Revise the APAS Proposal (For POs) — a guide to show POs

on how to view QA comments in Acrobat
ii. The QA1 document

Note: For QA Round 2 onwards, only the relevant QA document needs to be uploaded.

6. Navigate to the document(s) you want to upload, select it, and click the Open button.

© open X
« i <« APAS User Guide > Rest of Chapter 3-Chapter 4 v o A Search Rest of Chapter 3-Ch.
Organize ~ | New folder =- o 0
~ - \
= This PC Name Date modified Type Size
# 3D Objects @ 08_How to convert PDF to Word and sav..  6/8/2023 3:55 AM Microsoft Word D.. 1,122
I Desktop 09_QA1 of a Project Proposal.doc 6/8/2023 3:55 AM Microsoft Word 97... 83
% Documents 1 10_Text to insert into Internal Comments 6/8/2023 3:55 AM Outlook ltem 181
& /8/2023 3:55 A ) Word 97.
# Downloads 11_QA2 of a Project Proposal.doc 6/8/2023 3:55 AM Microsoft Word 9 82
b Musi 12_A Proposal with Track Changes.doc 6/8/2023 3:55 AM Microsoft Word 97.. 59
usic N
13_QA3 of a Project Proposal_Satisfactor..  6/8/2023 3:55 AM Microsoft Word 97. 86
=/ Pictures
8 videos
& Windows (C)
v o< >
File name: |09_QA1 of a Project Proposal.doc V‘ Custom files (*doc*.dock* pdf; ~

I Open I Cancel

The uploaded document displays in the Quality Assessment Documents field.

Note: Make sure two documents are uploaded. (See step 5)

< B} 09_QA1 of a Project Proposal.doc

Quality Assessment
Documents

I, Upload attachment  Maximum 5M
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7. Inthe Internal Comments section of the Project Proposal, enter standard text comments for the PD.

Note: Refer to the 3 types of comments document that includes standard text to send to the PD
based on the round/status of Quality Assessment.

BB I U & Nomal - | verdana - | 14 - | uneH. - |A- B-|= = #|zls === BO=Q ¢ LEm X
-« B
Dear PD/PE,

Internal Commments

(Communicate within the

Secretariat) QA]] is ready for dispatch to PO. Please download and review our comments in the QA document attached above in the Quality Assessment Documents field (upper right corner)

and let us know any issues. If none, please take the following steps:

1% step: Copy and paste the standard text of comments below onto the General Comments box.

v

8. Inthe Select a QA Step field, select Send to PD option from the list that drops down.

Select a QA Step Start a QA Round ~

Start a QA Round
Send to PD I

9. Set a due date by which PO should submit a revised Proposal to PD. Select a date in the Revision Due
Date field.

Revision Due Date 09-09-2023

2024 9 B

sun Mon Tue Wed Thu Fri Sat

= = : |l = = = 2 3 5 6 -
= = EE E S E| = ! = - = 4 4
s B 10 1 o2 13 4
15 16 17 18 19 20 2
22 23 24 25 26 27 28
23 30
Today

10. Click the Submit button in the top right corner of the page.

Warkflow :Process - Project Proposal - Assessor to PMUQA &

Workflow Chart Process Status Uploaded Attachments

A confirmation message displays. Click Yes to continue.
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Confirmation

and comments. Confirm to Proceed?

Yes

You are submitting to Assessor for review

The “Submitting Project Proposal. Please Wait” message displays while the Project Proposal is being

submitted.

3.3.3.2 Quality Assessment 2 and Onward

When the PMU receives an email notification to start the second Quality Assessment, they follow these
steps:

Log into APAS as a PMU user, if you're not logged in already. Your Dashboard displays.

In your inbox, look for the Project Proposal that is ready for the Quality Assessment and click the

task to open it.

The Project Proposal displays in a separate tab.

In the top right corner of the page, find the a bulleted list icon. Select Print and Save the Proposal as

appropriate (e.g. PP2)

& Submit

- _
Fl  Save

7  Favourite
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4. Open the PDF file you just saved in Adobe Acrobat or Adobe Reader.

[® PP2.pdf - Adobe Acrobat Pro (32-bit)
File Edit View E-Sign Window Help

Home  Tools PP2,

w 8 Q

Project Proposal Number
Current Status

Project Title

Fund Source

Sub-Fund

APEC Forum

Additional APEC Forum (if any
applicable)

Proposing APEC Economy(ies)

Co-Sponsoring APEC
Economy(ies) if any

Expected Project Session
4 Submission

Expected Start Date

Project Completion Date
Project Summary

Project Topic(s)

Project Outputs.

Primary Driver

Secondary Driver (Optional)

pf  x & @
@ 17 | NPT

Project Proposal

EWG_101_2023A

Under Quality Assessment

SET 04 - CN 03 PP APAS DEMO

APEC Support Fund {ASF)

ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM)

Energy Working Group (EWG)

Indonesia;

Australia;  Brunei Darussalam; Canada; Chile;

17-06-2023

15-05-2023

22-03-2023

MSMES constitute more than 87% of the businesses and provide mere than half of the
Jobs in APEC econemies. However, they face several obstacles that difficult their
development, being one of the most important the lack of formal financial access, which
get werse since the COVID-19 pandemic, due to quarantines and the stop of operations.
In this context, it is important to identify mechanisms for the reactivation of MSMES that
promote financial access, prevention & mitigation of over indebtedness, and the use of
alternative ways to accomplish financial inclusion. This project aims to convene experts
from public and private sectors to prepare recommandations and identify best practices

2bout how Fintech services can contribute to the recovery of the MSMES after the
pandemic.

Data Privacy; Digital Economy; Digital Technology and Innovation;

1.Research report.
2.Workshop.

Project Alignment to APEC's Putrajaya Vision 2040 and Aotearoa Plan of Action

3: Strong, Balanced, Secure, 2: Human resource
Sustainable and Inclusive Primary Objective development and skills for the
Growth future

2 Innovation and Secondary Objective 3 Digital infrastructure and
Digitalization (Optional) transformation

- o
a
a X

iz

or O

|»

5. The next step to compare two versions of the Proposal, the currently downloaded against the
previous version (e.g. PP2 compared against PP1). The Compared version of the Proposal will show

track changes and be saved with the filename ‘_tracked’.

Note: Follow the steps in Chapter 3 Compare Project Proposals in the User Manual to Using
Acrobat for Proposal Quality Assessment to conduct the compare tasks.

POF Unfarmattec OFWG_005_222 pdf - Adooe Acohat Fro (64-bit)

lo Bt View E-Sign Window Help

Home  Tools FDF Unformatted

w® 8 qQ

627123, 9:46 AM

Proje

x

Project Proposal Module

ct Proposal

o ()
=

Project Proposal Number OFWG_005_2022

Current Status Under Quality Assessment

Project Title

Fund Source

6. Complete the Quality Assessment round offline and create the necessary QA document.
7. After the Quality Assessment round is completed, log into APAS again as a PMU user.
8. Inyour inbox, look for the Project Proposal and click the task to open it.

Sharing experience on the import and export control and traceability measures and practice

s of tuna and tuna products in the APEC region

General Project Account (GPA)
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9. Click the Edit button in the top right corner of the page.

For action from PMU4 at 2023-06-18 08:02:40

o Workflow :Process - Project Proposal - PMU QA to Assessor (7

Workflow Chart Process Status Uploaded Attachments

A confirmation message displays. Click Yes to continue.

Confirmation X

Proceed to Edit and Upload QA Report?

Yes Cancel

The “Loading Project Proposal. Please Wait.” message displays until the Project Proposal finishes
uploading. An example of an uploaded Project Proposal is shown below.

o Workflow :Pracess - Project Proposal - Assessor to PMUQA

Werkfow Chart Process Status ipkoacded Attachments

Project Proposal - Select QA Step

Start a QA Round 20
o PO, Upload the Q&

ubmit
tin the Quality Assessment Documents field. Enter the revision dead

to the PD, insert your o in the Internal Comments box. Click Submit
ory, after you upload 1 14 dacument, click Satisfactory
6. You may edit the Project Proposal before submitting the page.

fine in the Revision Due Date field.

=1 B e -

1. Uplo ment Maximum 5 Quality Assessment : chmen
Project Proposals L Upload attachment  Ma; M P il L Upload attachment
Project Humber EWG_101 20234 CurveotStatus | U9 P pogored concept Nate | CH_EWG_102_2023
Project Titlke SET 04 - CN 03 PP APAS DEMO
QA Round 1 Revision Due Date 16-06-2023

Select a QA Step Start 3 QA Round -
@B I U S roma -|fm - sm - |en - A- B ¥ ¥z 2 EE|=
=

Internal Commments
(Communicate within the
Secretariat)

Maximum 5M

10. In the Quality Assessment Documents field, click Upload attachment and upload the QA document.

Quality Assessment

Project Proposals Documents

L Upload attachment  Maximum 5M

£33 a EWG_17062023_QA_1_EWG_101_2023A_09_QAl o
f a Project Proposal_V1.doc

1, Uplead attachment || Maximum 5M

11. In the Internal Comments section of the Project Proposal, enter the standard text comment for the

applicate QA Round for the PD.

@ B I U S| Nomal Verdana - | 14 LineH . ~ | A- @3- =
- [~
Dear PD/PE,

Internal Commments
(Communicate within the
Secretariat)

and let us know any issues. If none, please take the following steps:

15t step: Copy and paste the standard text of comments below onto the General Comments box.

"z
P

& I @

QA2 is ready for dispatch to PO. Please download and review our comments in the QA document attached above in the Quality Assessment Documents field (upper right corner)

%4

12. In the Select a QA Step field, select Send to PD option from the list that drops down.
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Select a QA Step Start a QA Round ~

Start a QA Round
Send to PD I

13. Set a due date by which PO should submit a revised Proposal to PD. Select a date in the Revision Due
Date field.

Revision Due Date 09-05-2023
2024 9 b

Sun Mon Tue Wed Thu Fri Sat
a 1 2 3 4 5 & 7

s B 10 1 o2 13 4

1 18 17 18 19 20

nn
L L]
un
[l
e
Jiln
lil
1

[

(%]

22 23 24 25 26 27 2B
28 30
Today
14. Click the Submit button in the top right corner of the page.
Workflow :Process - Project Proposal - Assessor to PMUQA &

A confirmation message displays. Click Yes to continue.

Confirmation X

Submit to PD to revise. Confirm to
Proceed?

Yes Cancel

The “Submitting Project Proposal. Please Wait” message displays while the Project Proposal is being
submitted. The Project Proposal —Select QA Step page closes and your Dashboard displays. The task
moves from the My Inbox tab to the Processed by Me tab.

My Inbox (79) My Outbox Processed By Me Completed (75) All Involved Processes
Workflow Type Title. Recelved on  Recelved on
- Project Propasal Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-18  10:31:24 |
+ Project Proposal Under Quality Assessment: (CTI_101_2023A) SET 06 - CN 04 PP QA APAS DEMO * 20230523 03:30:48
Project Proposal Under Quality Assessment: (DESG_102_2023A) SET 05 - CN 04 PP QA APAS DEMO * 2023-05-22  16:12:01
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3.3.3.3 Sending Proposal Back without QA

There may be instances whereby the submitted revised Proposal is incomplete (key comments have not

been addressed) and requires further revision before it can be accepted by PMU to begin Quality
Assessment work.

1. Ifthe revised PP is under review by the PD and has not been Submitted to PMU, the PD can Send
(the Proposal back) to PO. Under General Comments, PD can comment on the sections in the
Proposal on APAS where futher revisions are necessary.

Note: In this case, the QA Round will remain the same as previous.

Project proposal - Review QA Comments

b i Do Qs rnseisowntll i ] L iy i eyemeiln o [ Wil s D et LT30St s Pt (vl Cimtaraid o Lim B iy i ] it i e

s T Wi U 1 el b by
s, o Vb Dol { sk, Loy o ur s ia b P arad sl vl b P

Frope Pt « P -

e ] .
Frofie. Naier w16 Cmrrem Mgt L7 e i S
Fragen ks SV ioh - M P A D2
- D R o e
BI WS e - . A B I E® 4@ = = & A+ LS

2. If the revised PP has been Submitted to PMU, it will be saved as new revised version (e.g.
PP2_tracked). The PMU Assessor will log into APAS and Send to PD, to Send it to PO.
3. Inthe Internal Comments section of the Project Proposal, enter comments for the PD.

BB I U S| Nomal -| Verana - | 14 - | uneH. - |A- B = Elz2 == BI®=Q &L @ X
-« =
Dear PD/PE,
Internal Commments
(Communicate within the
Secretariat) QA]] is ready for dispatch to PO. Please download and review our comments in the QA document attached above in the Quality Assessment Documents field (upper right corner)

and let us know any issues. If none, please take the following steps:

15 step: Copy and paste the standard text of comments below onto the General Comments box.

"

4. Inthe Select a QA Step field, select Send to PD option from the list that drops down.

Select a QA Step Start a QA Round ~

Start a QA Round
Send to PD I

5. Check the due date in the Revision Due Date field.
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Revision Due Date 09-09-2023

[h]
e
(1}

-

2024 9 B

Sun Mon Tue Wed Thu Fri Sat

mw
1]}
i
11}
T
w
1
o
o

15 6 7 18 19 20 2
22 2 24 25 26 27 28
25 30

6. Click the Submit button in the top right corner of the page.

Workflow :Process - Project Proposal - Assessor to PMUQA &

Workflow Chart Process Status Uploaded Attachments

G ][ s [ soe

A confirmation message displays. Click Yes to continue.

Note: When the Proposal in question is re-submitted as an ‘updated’ revised version to PMU, PMU
will start a new QA Round on APAS. When this happens, there will be an additional QA Round added
and the round number will be incorrect. Users are to disregard the additional QA Round.

(In theory, however, the QA Round should stay as previous, because Quality Assessment tasks were
not performed in the previous round. This is a technical limitation to take note.)

3.3.4 Reviewing and Sending QA Documents

When the PD receives an email notification to review the Quality Assessment comments sent by PMU,
they follow these steps:

1. Loginto APAS as a PD user, if you're not logged in already. Your Dashboard displays.

APEC | Project Administration System A
= My Int
=]
My Inbox (6) My Outbax Processed By Me completed (13) All Involved Processes
woridiow Type Ttle
Project Proposal [return]

Scoring Template
Scoring Template
Natify PO

+ Scoring Template

+ Scoring Template

Submit PO Details

Complet List

Pending Approval
Approved In-Principle
Not Approved
Withdrawn

Generate Scoring Template

Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO

RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM)*
RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM)*
Notification to start the scoring *

RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM)*
RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) *

Consolidate Scares Complete List

Exported Scores Under Review and Endorsement

Under Cusalty Assessment

Approved
For POs: Complete and submit your Concept Note online by 14 July Nt Approved
For RAF delegates: Scoring for PS2, 2023 will open 25 July Withdrawn
For POs: Funding autoomes to be notified via emall by 1 September

Remember to submit your draft Proposal by 25 May 2023.

The newest Project Guidebeok is available to download.

Email To APAS Admin

Raceived on

2023-06-18

2023-06-16
2023-06-16
2023-06-13

2023-06-13

2023-06-13

Received on

12:37:31

23:29:08
23:29:08
12:09:46
11:38:20

11:38:01

2. Inyourinbox, look for the Project Proposal that is ready for the Quality Assessment review and click
the task to open it.

138



APAS User Guide

My Inbox (6) My Outbox Processed By Me completed (13) All Involved Processes
workfiow Type Title Received on  Received on
| Project Proposal [return] . 202306-18  12:37:31
Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund {ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-16  23:29:05
* Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-16 23:29:05

The Project proposal — Review QA Comments page displays in a separate tab.

Workflow

For action from P

14 at 2023-06-181237:31

Process - Project Proposal - PMU to PD QA &

Workflow Chart Process Status Uploaded Attachments

PD:

1. Dawnload the Quality Assessment Document to review comments on the Proposal from the assessors/PMLU. Refer to the Internal Comments box for any general message or oversll comments

from PMU.
2. If agreeable with all comments, click on Send to PO to request for revisions.

3. If not agreeable, use the Internal Comments box to send comments to PMU and click Send to PMU .

Project proposal - Review QA Comments

[B EWG_17062023_QA_1
Project Proposal_v1.doc

EWG_101_2023A_09_QA1 of a

Project Proposals

Project Number
Project Title

QA Round

WG_17062023_PP_12_A Proposal with Track Changes

V1.doc

EWG_101_2023A Current Status.

SET 04 - CN 03 PP APAS DEMO

2

Fomat - | Fonl

BB IUS

&

Quality Assessment
ent

Under Quality

e Endorsed Concept Note

Revision Due Date

A B = o=

[ EWG_17062023_QA_2_EWG_101_2023A_11_QA2 of a
Project Proposal_W1.doc

4 Download ANl

CN_EWG_102_2023

17-06-2023

3. Download and review PMU’s comments on the Proposal

. Go to the Quality Assessment Document

field, select the latest QA document. Click on the down arrow icon on the right side of the document

to download.

Quality Assessment Document

SMEWG_11092023_QA_1_SMEWG_112_2023A_QA1 Summary 18Aug23 @

HWG 03 23A Ensuring Essential Workforce Mability_V1.pdf

ase 2025-05-11 14:

4. Open the saved QA document and review PMU’s comments.

@ Project x +
% @ & &

School M Gmail

& apasapecorg/spa/cube/indexhiml#/... 12 Tools

Home

APEC Frequent Information Learning ictionary by,

e Project Proposal Module

Project Proposal

® D

 CT12-1.20237 Dratt Proposal with comments.paf - Adobe Acrobat Pro (64-bit)
File Edit View E-Sign Wi

w e e Q (€]
commet B & T T To Ta

©

CTL21.20237 rat.. x
Vo | R e
TH¢ @& &

& commants

Assessor
s ace 2
1. This Is a view page only. Review the Project Proposal below by dlickin
g'on the subsection tabs below. & )|
2, Provide your assessment comments offiine (by email) in the Word-for | &% © ysxe
fmat QA document provided by PMU. -

3. When review is done, close the tab. R
Suggest to repiace Cross-Border
Jingyu Lin
Endorse Quality
d Projec Assessment “« » 1 think s is fine,
t Proposal Documents
=1} Under APEC
. -~ cure """ endorsed ¢ (=)
Project Nu 01 20 ntSta Review onceptNot CN_CTI 208 2023 in the Region
mber s .
2 (PD)
T Jingyu Lin
ProjectTit ,pec seminar on Cross-Border Telework
L “This s redundant
Section A: Overview and Relevance Q) APEC s
[=] i
Project Details  Project Summary  Relevance n the rogion

Objective  Alignment

Oy

5. If PD has views on PMU’s QA comments, PD can return the Proposal with a request for changes.
Enter comments in the Internal Comments field. Click Submit to PMU.
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i Pracess - Project Propasal - PO to PD (QA)

1. Download the Quality Assessment Document to review comments on the Proposal from the assessors/PMU. Refer to the Internal Comments box for any general message or overall comments from PMU.
2. If agreeable with all comments, dlick on Send to PO to request for revisions
3. 1F not agreeable, use the Internal Comments box to send comments to PMU and click Send to PMU

rkforca Mobility_vL.pdf

Ensuring Essen

MEWG_07092023_PP_ Project Pr al_v. o
Project Proposals B SMEWG_07052023_PR_PP_Profact Propasal_V1.dock Quality Assessment Document
Project Humber SMEWG_112_20234 Current Status vnder Quallty ASeSSTe Endorsed Concept Note G_115_2023
Project Title PD1_TASKS
QA Round 1 Revision Due Date 07-09-2023
B I UG|tomu -|vwoas - | 14 - | v - |A- B2 5= skt 2 m = @M OEQ¢L BT X
Dear P,

The comments in the Outputs section are not clear. Can you clarify further. |

6. If PDis agreeable with PMU’s QA comments, proceed to review PMU’s comments in the Internal
Comments field.

B I U S| Nomal - | Verdana ~ | 14 - | LtneH. - |A- B I @ 32
-« L
Dear PD/PE, '

Internal Commments
(Communicate within the

Secretariat) QA2 is ready for dispatch to PO. Please download and review our comments in the QA document attached above in the Quality Assessment Documents field (upper right corner)

and let us know any issues. If none, please take the following steps:

1% step: Copy and paste the standard text of comments below onto the General Comments box.

]
, . .
7. Copy the PMU’s comments from the Internal Comments field and paste them into the General
Comments field. Then amend these comments, as needed.
BB I U S| Noma - | Verdana - | 14 - | LneH.. - | A- B Elz 2 2s|e MOe=Q¢ LB X
General Comments - [
(Use this box to comment &
response. -
Please date your comment (e.g. Dear PD/PE,
27/04/2022).
z\‘)e;f’?e‘::;)o( (e fzis e QA2 is ready for dispatch to PO. Please download and review our comments in the QA document attached above in the Quality Assessment
’ Documents field (upper right corner) and let us know any issues. If none, please take the following steps:
15t step: Copy and paste the standard text of comments below onto the General Comments box.
]

and L. P FE L T T

8. Click the Send to PO button in the top right corner of the page.

For action from PMU4 at 2023-06-18 12:37:31

o Warkflow :Process - Project Proposal - PMU to PD QA 7
Workflow Chart Process Status Uploaded Attachments. Submit to PMU

A confirmation message displays. Click Yes to continue.

Confirmation X

You are submitting the Project Proposal
to PO for revision. Confirm to Proceed?

Cancel
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The “Submitting Project Proposal. Please Wait” message displays while the Project Proposal is being
submitted. The Project proposal — Review QA Comments page closes and your Dashboard displays.
The task moves from the My Inbox tab to the Processed by Me tab.

My Inbox (5) My Outbox Processed By Me Completed (13) Al Involved Processes

Workflow TE Received on Received on
Project Proposal Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-18  12:37:31 I
Create Concept Note  Under Review (PMU): (SET 17) - (PE 4 TASK 2) CN 01-2 2023-06-13  11:50:29
Create Concept Note  Draft: (SET 17) - (PE 4 TASK 1) CN D1-1 2023-06-13  11:44:54

141



APAS User Guide

3.3.5 Revising the Project Proposal

When the PO receives an email notification to revise the Project Proposal, they follow these steps:

1. Loginto APAS as a PO user, if you're not logged in already. Your Dashboard displays.

en) [retur] Draft: (SET 23) - (PE 7 TASK 2) CN 012 * 30516 120285

wea) (return] Draft: (SET 35) - (PE 8 TASK 1) CN 011 * 20230616 12:02:44
twra] [return] Dralt: (SET 16) - (PD 4 TASK 1) CH 011 & 20230815 12:00:34

irn) [return] Draft: (SLT26)- (FD 8 TASK 1) €N 011 * 2 s
irn) (return] Drsft: (SET 17) - (PE 4 TASK 1) €N 01-1 o W3-08-15 115707
fro (SET23) - (PE 7 TASK 1) N 011 * 20230615 115140

1_20234) SET 1 - CH 03 PP APAS DEMO 0230828 118784

s by 14 July
25 July

by 1 September

2. Inyour inbox, look for the Project Proposal that is ready for revision and click the task to open it.

My Inbox My Outbox Processed By Me Completed All Involved Processes
‘Workflow Type Tﬁ Received on _ Received on
I Project Propasal Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO * 2023-06-18 13:19:37
Project Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-16  04:03:52

3. Alternatively, go the Project Proposal widget. Click Under Quality Assessment.

Project Proposal o

Draft a Mew Project Proposal ***
My Project Proposals

Under Review and Endorsement
Approved

Mot Approved

Withdrawn

All the Project Proposals that are Under Quality Assessment display in a list. Select the Proposal you
are tasked to revise.

Q) Frovct poposas e cunty assasmant 901

Project umber Project Titie:
Fund Source: Sub-Fund:
) roposing APEC y
Project Number Project Title Current Status Propasing Forum Fund Source Sub-Fund Propusing Project Value
e ject e posing posing Projec
SMEWG_102_20234 SET 01 - CN 04 PP GA APAS DEHO Under Quality Assessment sPEC 92,026.00

The Project Proposal — Revise Draft page displays in a separate tab.
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o Workflow :Process - Project Proposal - PD to PO (QA) <7

You have received comments from the Secretariat to revise the draft Proposal. Please submit revisions by the stated Revision Due Date

1. Download the latest attachment (if any) from the Quality Assessment Documents field and review the comments in the document. Also check the General Comment box for any general
message or overall comments from the Secretariat.
2. View, respond or comment in the General Comment box to any geners| message or overall comments from the Secretariat.

3. Edit and revise the content in the subsections of the Proposal according to the comments in the QA document.

4. Click Preview to review the full draft Project Proposal (You can come back to edit if necessary.)

& [B EWG_17062023_QA_2_FWG_101_2023A_11_QA2 o

E EWG_17062023_PP_12_A Proposal with Track Changes Quali f a Project Proposal_V1.doc
. v uality Assessment
Project Proposals _Vil.doc Documents
T, Upload attachment  Maximum SM
Project Number EWG_101_2023A Current Status ::"e" Quality Endorsed Concept Note CN_EWG_102_2023
sessment
Project Title SET 04 - CN 03 PP APAS DEMO
QA Round 2 Revision Due Date 17-06-2023

4. Read the comments in the General Comments box and respond to the PD or PE, if applicable.

@ B I U & Fomat -~ | Font - | size - | LneH.. - |A- B | 3= |l &2 =8| MeO=Q/ ¢ E X
General Comments (=]
(Use this box to comment &
response. 15t step: Copy and paste the standard text of comments below onto the General Comments box.
Please date your comment (e.g. nd N . - | . B
27/04/2022). 2™ step: Amend and add text where necessary (including ‘submission date’) . The PO will receive these comments.
Please do not delete previous 3" step: Send to PO as soon as possible.
comments.)

We have requested the PO to revise and resubmit the PP by 01/07/2023. Please insert this date in the standard text below.

]

5. To see previous versions of the Proposal, got to the Project Proposals field. Click on the relevant

6.

Project Proposal.
Note: The Proposal filename follows a number, such as PP1, PP2, etc., that shows the version of the

Proposal that was submitted by the PO.

Bl EWG_17062023_PP_12_A Proposal with Track Changes
Project Proposals _Vl.doc

Note: Versions PP2 and onwards of the Proposal contain track changes that indicated the differences
in text between the current and previous versions. The track changes help the reader to easily locate
where revisions have been made based on the Secretariat’s QA comments.

In the Quality Assessment Documents field, click the attached QA document.

< B EWG_17062023_QA_2_EWG_101_2023A_11 QA2 o

) f a Project Proposal_V1.doc
Quality Assessment
Documents

I, Upload attachment  Maximum 5M
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The QA document displays in a separate tab. Click the Download button in the top right corner of
the tab.

o nachment | EWG_17062023_QA_2_EWG_101_2023A_11_QA2 of a Praject Proposal_V1doc (V1)

Forum | Project No.:SMEWG / SME 05 2022

Project Tn.—‘m”‘ and Workshop to Understand the Role of Digital Connectity in the
roject T i ormaisation Pracess of Informal Businesses in the Asia-Pacific Region

QA version #:2

Date of this version:|5 November, 2022

Overall Assessment: Requires attention

[Thank you for this Project Proposal. The Secretariat has assessed the Proposal
ragainst the five APEG project quality critenia and has ienlified some areas for your
lattentioniclarification. Please address our comments below by revising the 1ext in the
[Project Proposal document, using tracked changes. Please submit a revised version
iy 15 Novernber, if possible:

Please nole that the projecs approved in Project Session 2 of 2022 has, by default,
luntil 30 June 2024 1o complete their project. The cument Workplan exceeds this

m ase ar '
Summary offiMelne. Please amend the Workplan

A“""""":we would like further clarification on the number of documents 1o be produced in the

icourse of the project and whether they wil be published WE also request more
mnformation on oiher sections including the Beneficiaries ad Dissemination. WE seek
lamendments in sections including Workplan, Risks and Monitoring and Evaluation
We also requested revision of some of the budget items including seiting aside a sum
ffor honararium o be accorded to the experts. Further funding guidelines are provided
o aid in your revision of the budget items.

We look fonward 1o recenving your revised version

Assessment Criteria Assessment

[Relevance

The file downloads to your Downloads folder. When the download finishes, close the tab that
displays the document. The downloaded file is the QA document and contains comments from the
Secretariat to the PO to revise the Proposal.

Note: The QA document filename follows a number, such as QA1, QA2, etc., that shows the round of
QA the current Project Proposal is in.

7. Open the QA document. For best view, set your Page Display to view Two Pages.
E—Sign Window Help

Rotate View 4

P: Navigati
; age Navigation 4 @ s k @ @ @
' m Single Page View

Zoom ' \/ H Enable Scrolling
b Tools 5 I DD Two Page View I
| I
a HH Two Page Scrolling
Show/Hide »
| v Show Gaps Between Pages
Display Theme 4 . i
Show Cover Page in Two Page View
Display Size »
|Z| Read Mode Ctrl+H
(] Eull Screen Mode Ctrl+L
E]@ Tracker...
FWG_005_2022
Read Qut Loud »

nder Quality Assessment

Compare Files ; ; )
haring experience on the import and export control anc

8. The first page is a Summary of Assessment — this is a general overview of the Secretariat’s
comments on your Proposal.

9. From Page 3 onwards, a Proposal page is followed by a Comments page, (if there are comments
made on the specific Proposal page).
In the example below, Page 4 is the Proposal page and Page 5 is the comments page created based
on P3.
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W lsiop) & workshop wil b el 25  ove-day sde svent of e Heati Working Group (HIG) currg the Pﬂg es
fu'st quarter of 2024 according to the HWG schedule. Approximately 2-hour long workshop will be held with 1 “Author PMU___Subject Workshop Date: 1/D8/2023 6:08.31 P
mod(ztor and 4 speakers pmsemme policy-making and implementation experiences. Partopants of the wmmn Piease state the format of the WUMIGD Tin-person, virtual). Note that in-person ABEC-Tnded events must B2 held wErNH days S
Hog wit a strangtnen sszential n'the Asis-Pcfic
e o veporston fon o s ot et smargoncy fase Dased ontull days I the Warkehop £ 12 be he
toafullday
Tentative discussion topics include the following:
s
- How essential vs non-essential workers coud be classifid during the pandemic. Lin ly@specorgi None _ 15/08/2023 6321090
- Building the surveillance system for early waming of disease outbreaks o prevent the potential ot WMB Akmama Iu@aDKﬂE] MNane ot 151Dﬂlw2qll'£ihﬁ 128, Enm ——
spread of the disease and facilitate global mobility shop Date 18/09/
- Comparkson between public health benefis. and socio-sconomic cost of border measures in the W“’“"ﬂ:;*’“ Yo BuLd e Workihop 35202 we Swangly 35152 adresing e Blewne orestort. et
Asis-Pactic region P sty B aee "
g ici ad ions (e 3 session,
TFrblect Summary Report) Sumpary Report will be developed after the workshop, which willbe held as a include 3 session o d icpation 1 the feld. Sharing of best opics also
i side svent,to summar "= Wit was discussed to reinforce glabal mobily and empower connectivity recommended it
Ehg the globai heaiin emeyehey. and to propess recommendations and framework for giabal mobiliy n the incude 2 el 2
sture pandemic. The summary repart will be formulated from June to July 2024 [250UISE3 OF I2AMIng In Shalr 1oles-
5. o tBhmes: Using a numbered lst, describe the specific impacts, changes or beneits that the Project s Numbec3 ActhorPMU__Subject Boject Summary Report__ Date: 180/2023 62310 M
)rmﬂ to deliver, which directly support the tive (above). These ir in policy, Project Summary Report Please provide the minimum page length of the Pfﬂjmi«mmiw Report (ie.
processes, of behavior i the paricpating inettetions. of in APEC more broadly. e sure that each Introdution 3nd Ovenvien, Executive Summary,chapiers on key 10pics nd paint ansing fo
‘Qutcome can be measured and is a direct result of the project. (% to 3 page] s a0 &M\'

Hote: APEC publistons mst be minkmum 12 pagesand notinclude photos agendas. 5 of paricpans partipant suvey reslts and copies of
speal

Participants of the workshop, respectfully govemment officials, academia, researchers, and other professionals.
from member econamies. wil share best practices and discuss the ways to strengthen giobal mobilty in the Asia- Number: 4 Author: PMU____ Subject: Project Summary Report ___Date: 18/08/2023 £:11:41 PM

Paciic region. The workshop s expecied io lead fo the following cutcomes o S et TS e T S a0 o e S e e e B S T T
I A e, it Sy, e on ) i

o
Workshop, bes practices and case tudies, be publshed szan £PEC
") Increase knowledge on the global mobilty of essental personnel at dfferent phases of the pandemic Deblorton ot ADEC poblabers bt rag 13 paget o e phro S T o S St S s
2 copiesof pe. presentarions may
’ . NumberS  puthor MU Subjecs Framework for Giobal Mabilty Date: 18/08/2023 61205 PM
2) Expand awareness on the glabal mobilty of assentisl workforoe, to develop a mutually agreed framework in - - y M
e e e Framewwork for Global Mobilty Fiease e borate on the descrpion of ramemwork for lobal mobiy n he Wiorihap secion
3) Share experience on the best practices of policies for giobal mebility during the spread of the recent e aduise ing the draftfai ricin advance of the Wor p and include a todisairs and improve the fra
pandemic Piease make sure ol he Repor

The understanding and awaraness of global mobility will be measurad basad on the pre- and post- svaluation

Please ensure plan thetasks 1 s included with timetines.
Zunvevs. Throughautine workshop. Iformaton r29arding the umber of DAMISO3NES DSGIDEN'S conom s,
‘partcipants” gender, and more willbe documented via surveys. The extent to which partipants gained Mumber 6 AuthorPMU__Subject Outcomes Dats: 180/2023 61225 M
B etoncas o e workenap will 56 Meacured IOUGh thacs SUeys. Ensure the GURComES 5t here a1 same 23 hose [5ted inthe indlcato matc Fraaton

action rather o ether. Improved
Tris project wil eventuaily e iience and smpower 1gh paliey changes, sirengthening opportuniesfor calaboration amongst APEC economies (measurable hough 3 uesion in i
global mobilty within the Asia-Paciic region. This workshop willuimately encourage and facltate collaboration P ' oot - messurable rough ety of i Precs
and cooperation of APEC membar economias to betier prepare for the next pandemic Sy Repord,

Moreover, the project could potentially incorporste a walue-oriented network that is agreed upon by the parties
invoived. The network built upon the callsboration and cODperation via the workshop would be used to mplement
border measures during the spread of a pandemic.

Beneficiaries: Who are the direct project participants and users of the Outputs? Describe their
Qualifications, level of expertise, roles/level ender, economies

departments, APEC fora involvement, etc. Explain how they will use and benefit from the project. Who else
will benefit from the project and how? [% o % page]

' officials, researehers, and
xparts from e related held of workforee mabiity in the Ases. Pacic regin (espacialy the developing aconomies)

A

10. The comments in the Comments page are numbered in sequence. To identify the section of the

Proposal where the comments is referred to, find the @ icon on the Proposal page and the
associated number.

In the example below, comment Number 1 in the Comments page refers to the Output table of the
associated Proposal page.

ARR RS | A I s

List all project outputs: | Project Overseers are encouraged to limit outputs to 3 or fewer 1

For example: 1. Research and background paper on EAT interventions that itiate capacity
1. Research and Background Paper building, promote good mental health development an
2. Workshop the healthcare system adopting EAT activities.

3. Project Summary Report 2. Workshops to discuss and develop pr idelines, protocols and standard
operating procedure for EAT i

3. Project summary repo innovative framework utilizing EAT interventions
to promote ntal health.

Number: 1 l Author: PMU (pmu@apec.org) Subject: Summary Page Date: 15/08/2023 11:21:26 AM
s meant to list the project Oulpu({;}ease revise to only include Output names e.g. Background Research Report, Workshop,

Praisct Summary Renort

11. Edit the Proposal on APAS based on the comments you received. Place the PDF Proposal with
Comments side by side with the APAS Proposal.
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@ Project Propasal < N ) €T1.2-1_20237_Draft Proposal with comments pd - Adobe Acrobat Pro (64-bit) -
File Edit View E-Sign Window Help
C O & apasapecorg/spa/cubefindexhtmi¥.. 12 4 @ #* & Home Tools CT1_2-1_2023T _Draf.. x [B @ ‘ i
APEC Frequent Information Leamning School M Gmail Dictianary by -
B QD@ 1 m Rk omme o éa

epl'OJe(lProp\Jsa\ModulE‘ comment B £ T T Ta T, T [ & & &. ( Clos:

. 6 ts 4 .o
o L

Comment or use @ to invite others

Project Proposal A
Assessor @
[24

oac 1
1. This Is a view page only. Review the Project Proposal below by clickin
a on the subsection tabs below. |
2. Provide your assessment comments offline (by email) in the Word-for © liyoon
mat QA document provided by PMU, =
3. When review Is done, close the tab. 1 Stretiny
Suggest to repiace Cross-Border
Jingyu Lin
Endorse Quality
d Projec Assessment ‘ » I think this is fine
t Proposal Documents
Ccri_2 Unds APEC
. 2 curre | """ | Endorsed ¢ o
Project Nu 01 20 ntSta Review oncept Not CN_CTT 208 2023 in the Region
mber = 5
237 (PD)
— Jingyu Lin
Project Tit ,pec seminar on Cross-Border Telework
J This s redundant
Section A: Overview and Relevance © ApEC 51
T, insert Text
Objective  Alignment
O iy s

12. Locate the specific tabs in the APAS Proposal to find specific sub-sections in order to make the
necessary edits. Make sure you go through all Comments pages, read and address ALL the

comments.

Section A: Overview and Relevance

Close Project Details Project Summary Relevance Objective Alignment

Section B: Impact

Close Qutputs Qutcomes Beneficiaries Dissemination Gender

Section C: Effectiveness

Close Work Plan Risks Monitoring & Evaluation Linkages

Section D: Sustainability

Close Sustainability

7. (optional) If you want to respond to the QA document, upload the Response document in the

Quality Assessment Documents field.

8. Once you have completed the revisions, click the Preview, to verify that changes are correct.

A confirmation message displays. Click Yes to continue.

Confirmation X

You are proceeding to preview the draft
Proposal before submitting it to the
Secretariat. Confirm to Proceed?

Yes Cancel
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The preview of the Project Proposal displays. If you need to make changes, click the Edit button at
the top right corner of the screen.

Workflow Process - Project Proposal - POQA to Preview <7

Workflow Chart Process Status Uploaded Attachments Send to PD E =

Project Proposal - Preview Draft

PO:

1. Click on each subsection tab to review the draft content. Ensure that the content you provided is accurate and complete.
2. To view the project budger, click on the Budget Preview Screen  tab below, under Section E. Efficiency.

3. Click Edit to make changes, or Send to PD if the draft is ready to be sent to the Program Director

[ EWG_17062023_PP_12_A Propasal with Track Chan B EWG_17062023_QA_2_EWG_101_2023A_11_QA2 0
Project Proposals ges_vi.doc Quality Assessment Documents f a Project Proposal_V1.doc
. Under Quality WG 1 3
Project Number EWG_101_2023A  Current Status Assessment Endorsed Concept Note CN_EWG_102_2023
Project Title SET 04 - CN 03 PP APAS DEMO
QA Round 2 Revision Due Date 17-06-2023
General Comments @ B I U S| roma - Font - | Size « | UneH. - A- @ = = EF g2 22 MO=Q LGB AR
L
(Use this box ta comment &
response. -
Please date your comment (e.g. Dear PD/PE,
27/04/2022).

Please do not delete previous

comments.) QA2 is ready for dispatch to PO. Please download and review our comments in the QA document attached above in the Quality Assessment

Documents field (upper right corer) and let us know any issues. If none, please take the following steps:

1% step: Copy and paste the standard text of comments below onto the General Comments box

9. When you’re finished, click the Send to PD button.

o Workflow :Process - Project Proposal - POQA to Preview &7

Workflow Chart Process Status Uploaded Attachments

A confirmation message displays. Click Yes to continue.

Confirmation X

You are submitting the draft Project
Proposal to the Program Director for
review. Confirm to proceed?

Yes Cancel

The “Submitting Project Proposal. Please Wait” message displays while the Project Proposal is being
submitted. The Project Proposal — Revise Draft page closes and your Dashboard displays. The task
moves from the My Inbox tab to the Processed by Me tab.

My Inbax My Outbox Processed By Me completed All Involved Processes
Workflow Type Title Received on  Received on
Project Proposal Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-18 14:07:52

3.3.6 Reviewing the Revised Project Proposal

After the PO revises the Project Proposal, the PD or PE receives an email notification that the Project
Proposal is ready to review. The PD or PE follows these steps to complete the review:

1. Loginto APAS as a PD or PE user, if you're not logged in already. Your Dashboard displays.
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My Inbox (6) My Outbox Processed By Me completed (13) All Tnvolved Processes
workflow Type Titke Received on  Received on
Project Proposal Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO* 20230618 14:18:53
- Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 20230616 23:29:08
Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) 20230616 23:29:05
* Notify PD Notification to start the scoring * 20230613 12:09:46
 Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-0613  11:38:20
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-13  11:38:01
Submit PO Details Consolidate Scores Complete List
Complete List Exported Scores Under Review and Endorsement

Generate Scoring Template Under Quality Assessment

Pending Approval Approved
Approved In-Principle For POS: Complete and submit your Concept Note online by 14 July Mot Approved
Not Approved For RAF delegates: Scoring for PS2, 2023 vill open 25 July Withdrawn
Withdrawn For POs: Funding outcomes to be notified via email by 1 September

Remember ta submit your draft Propesal by 25 May 2023

The newest Project Guidebook is available to download,

Useful Links

Email To APAS Admin
APAS User Guide
Videos on Key Tasks

In your inbox, look for the Project Proposal that is ready for review and click the task to open it.

My Inbox (6) My Outbox Processed By Me Completed (13) All Involved Processes

Workflow Tl Recelved on
I Project Proposal Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO* 14:18:53
Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-16  23:29:05
Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-16 23:29:05

The Project proposal — Review QA Comments page opens in a new tab.

Workflow :Process - Project Proposal - PO to PD (QA) &P

Workflow Chart Process Status Uploaded Attachments

Project proposal — Review QA Comments

PD:

1. Download the Quality Assessment Document to review comments on the Proposal from the assessors/PMU. Refer to the Internal Comments box for any general message or overall comments
fram PMU,

2. 1f agreeable with all comments, click on Send to PO to request for revisions.
3. 1f not agreeable, use the Internal Comments box to send comments to PMU and click Send to PMU .

B EWG_17062023_QA_1_FWG_101_2023A_09_QA1 of 3
Project Proposal_V1.doc

B EWG_17062023_PP_12_A Proposal with Track Changes

Project Preposals Vi.doc Quality Assessment B EWG_17062023_QA_2_EWG_101_2023A_11_QA2 of 3

- Document Project Proposal_V1.doc

L, Download All

Project Number EWG_101_2023A Current Status "0 Qually Endorsed Concept Note CN_EWG_102_2023
Project Title SET 04 - CN 03 PP APAS DEMO
QA Round 2 Revision Due Date 17-06-2023

B/ B I YU S Fomat -|Fmt - - | uneH A- B = = - BIOEQI&L =

G

3. Review the comments in the General Comments field.

B I U & | Fomat - | Font - | size - | lneH. - |A- = = - MmO =0/« T, 52
General Comments =
(Use this box to comment &
response. -
Please date your comment (e.g. Dear PD/PE,
27/04/2022).
:Lerf\s:einmrj)m itz preims QA2 is ready for dispatch to PO. Please download and review our comments in the QA document attached above in the Quality Assessment

Documents field (upper right corner) and let us know any issues. If none, please take the following steps:

15t step: Copy and paste the standard text of comments below onto the General Comments box.

and o L T T I . N
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4. To verify that the PO has addressed all QA comments, you may download again the QA document
from the Quality Assessment Documents field, or open the previously saved QA document.
< a EWG_17062023_QA_2_EWG_101_2023A_11_QAZ o

) f a Project Proposal_V1i.doc
Quality Assessment

Documents

I, Upload attachment  Maximum 5M

5. Locate the comments in the QA document. Navigate to the sections in APAS where comments were
made and click View Track Changes to verify that the PO revised the appropriate sections.

6. (optional) If some comments have been missed and revisions are incomplete, PD may wish to Send
to PD for further changes.

7. Enter your comments for the PO in the General Comments field and click the Send to PO button in
the top right corner of the page.

o Workflow :Process - Project Proposal - PO to PD (QA) &

A confirmation message displays. Click Yes to continue.

Confirmation X

You are submitting the Project Proposal
to PO for revision. Confirm to Proceed?

Yes Cancel

The “Submitting Project Proposal. Please Wait” message displays while the Project Proposal is being
submitted. The Project Proposal — Revise Draft page closes and your Dashboard displays. The task
moves from the My Inbox tab to the Processed by Me tab.

My Inbox (5) My Outbox Processed By Me Completed (13) All Involved Processes
‘Workflow = Title Received on Received on
[ Project Proposal Under Quality Assessment: (EWG_101_2023A) 21 04 - CN 03 PP APAS DEMO 2023-06-18 14:18:53 I
- Create Concept Note  Under Review (PMU): (SET 17) - (PE 4 TASK 2) CN 01-2 2023-06-13  11:50:29
- Create Concept Note Draft: (SET 17) - (PE 4 TASK ]) CN 01-1 2023-06-13 11:44:54

8. If all comments have been addressed by the PO, click the Send to PMU button in the top right corner
of the page.

o Workflow Process - Project Proposal - PO to PD (QA) &

Workfiow Chart Process Status Uploaded Attachments Submit to PMU m =]

149



APAS User Guide

A confirmation message displays. Click Yes to continue.

Confirmation X

You are submitting the Project Proposal
to PMU for Review. Confirm to Proceed?

Yes Cancel

The “Submitting Project Proposal. Please Wait” message displays while the Project Proposal is being

submitted. The Project Proposal — Revise Draft page closes and your Dashboard displays. The task
moves from the My Inbox tab to the Processed by Me tab.

My Inbox (5) My Outbox Processed By Me Completed (13) All Involved Processes
Workflow Type Title Received on __Received on
I Project Proposal Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-19 01:02:31 I

Create Concept Nate  Under Review (PMU): (SET 17) - (PE 4 TASK 2) CN 01-2
Create Concept Note  Draft: (SET 17) - (PE 4 TASK 1) CN 01-1

2023-06-13  11:50:29

2023-06-13  11:44:54
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3.3.7 Assessing the Project Proposal as Satisfactory

Note: This task occurs when the Project Proposal has been assessed as Satisfactory by PMU.

When the Project Proposal is assessed as Satisfactory, the PMU follows these steps to send the
Satisfactory QA document to the PO and indicate the Satisfactory status on APAS:

3.3.7.1 Send Satisfactory Proposal to PD

1. Loginto APAS as a PMU user, if you're not logged in already. Your Dashboard displays.

APEC | Py - o (B s v

My Tnbox (80) My Outbax Processed By Me Completed (75) Al Involued Processes
Warkdiow Type Tite Reteived on  Received o
Project Propasal [retum] . 0230615 01:05:31

Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO
Praject Propasal Endorsed for QA: (PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO 1230616 12:25:08
Inate RAF SZorng ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 023-06-16  12:35:03
Creste Concept Note Under Review (PMU): (SET 25) - (PE B TASK 2) CN 01-2* 0230616 1212450
Inmate RAF Sconng  RAF Scoring: ( APEC Support Fund (ASF)) Demo Sub-Fund 5 * 2023-06-16
Intate RAF Scarng RAF Scoring: ( APEC Support Fund (ASF)) ASF: Connectivity (Connectivity) * 10230616 12:2349
Ineste RAF Scanng RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WrE)* wz0616  12EIT
Creste Concept Mate Under Review (PMU): (SET 11) - (PE 1 TASK 1) CN 01-1° 0230606 12:3282
Inste RAF Scarng RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 20230616 12:3213
[niste RAF Scaring RAF Scoring: ( APEC Support Fund (ASF)) Demo Sub-Fund 4° 20230616 12:21:46

Under Review (PMU): (SET 12) - (PD 2 TASK 2) CH 01-2" 20230616 12:21:13

Under Review (PMU): (SET 10) - (PD 1 TASK 2) CH 01-2* 2023-06-16
Create Concept Note Under Review (PMU): (SET 20) - (PD 6 TASK 2) CN 01-2"* 2023-06-16  12:16:35
Intiate RAF Scaring— RAF Scoring: ( APEC Support Fund (ASF)) ASF General Fund (General) * 2023-06-16  12:15:22
Create Concept Note Under Review (PMU): (SET 22) - (PD 7 TASK 2) CN 01-2"* 2023-06-16  12:13:31
Create Concept Note Under Review (PMU): (SET 33) - (PD 14 TASK 2) CN 01-2* M023-06-16  12:09:15
Intiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 0030616 12:08:56
Innate RAF Scarng  RAF Scoring: { APEC Support Fund (ASF)) Demo Sub-fund 2* 20230606 12:07:10
Intate RAF Scaring  RAF Scoring: { APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 0230616 12:06:42

2. Inyour inbox, look for the Project Proposal that is ready to be assessed as satisfactory and click the
task to open it.

My Inbox (80) My Outbox Processed By Me Completed (75) All Involved Processes
viorkflow Type Title Received on  Received on
I- Project Proposal [return] . 2023-06-19  01:05:31 I
Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO
* Project Proposal Endorsed for QA: (PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO 2023-06-16 12:25:08
+ Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-06-16  12:25:03
Create Concept Note  Under Review (PMU): (SET 25) - (PE 8 TASK 2) CN 01-2* 2023-06-16  12:24:50

The Project Proposal — Select QA Step page displays in a separate tab.

For action fro 4 ot 2023-06-1901:05:31

o Workflow :Process - Project Proposal - PD QA To PMU

Workfiow Chart ProcessStatus  Uploaded Alachments

Project Proposal - Select QA Step

PMU:

1. Go to the Select a QA Step field and select an option

2. When you receive a draft or revised Propasal, select Start a QA Round and click Submit

3. When sending QA comments to the PD, select Send to PD. Upload the QA document in the Quality Assessment Documents field. Enter the revision deadline in the Revision Due Date field
Click Submit.

4. To send comments to the PO, INSETt your comments in the Internal Comments box. Click Submit .

5. If the PP is satisfactary, after you upload the final QA document, click Satisfactory

6. You may edit the Projeet Proposal before submitting the page.

4 B EWG_170620: _FWG_101_3023A_09_QA1 o
F a Praj
1 B EWG_17062023_PP_12_A Propasal with Track Chan
ges_V1.doc Quality Assessment | EWG_17062023_QA_2_EWG_101_2023A_11_QA2
Project Praposals fenlle R R
a Project Praposal_V1_doc
L Upload attachment  Maximum 5M
1 Upload attachment 3, Download All | Maximum 5M
Project Number EWG_101_2023A Current Status | )"0 Quality Endorsed Concept Note CN_EWG_102_2023
Project Title SET 04 - CN 03 PP APAS DEMO
QA Round 2 Revision Due Date 16-06-2023
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3. Inthe Quality Assessment Documents field, click Upload attachment and select the Satisfactory QA
document from your computer. Click Open.

<+ B EWG_17062023_QA_1_EWG_101_2023A_09_QA1 o
f a Project Proposal_V1.doc
<+ B) EWG_17062023_PP_12_A Proposal with Track Chan
ges_V1.doc .
Project Proposals Quality Assessment < B EWG_17062023_QA_2_EWG_101_2023A_11_QA2 o
5 > Documents :
f a Project Proposal_V1.doc

I, Upload attachment  Maximum 5M
1, Upload attachment A, Download All  Maximum 5M

The uploaded document displays in the Quality Assessment Documents field of the Project Proposal.

< B) EWG_17062023_QA_1_EWG_101_2023A_09_QAl o
f a Project Proposal_V1.doc

4 B) EWG_17062023_QA_2_EWG_101_2023A_11 QA2 o

Quality Assessment f a Project Proposal_V1.doc
Documents

< B 13_QA3 of a Project Proposal_Satisfactory.doc

I, Upload attachment ., Download All  Maximum 5M

4. Inthe Project Proposals field, click Upload attachment and select the Satisfactory Project Proposal
from your computer. Click Open.

< @ EWG_17062023_QA_1_EWG_101_2023A_09_QAl o
f a Project Proposal_V1.doc

EWG_17062023_PP_12_A Proposal with Track Chan N — = - -
Rn'?\ji/n‘nr o Lol 4 B EWG_17062023_QA_2_EWG_101_2023A_11_QA2 o
3 = Quality Assessment f a Project Proposal_V1.doc
Project Proposals Sl
Maximum 5M 4 B 13_QA3 of a Project Proposal_Satisfactory.doc
1, Upload attachment 4, Download All  Maximum 5M

The Satisfactory Proposal displays in the Project Proposals field.

< B EWG_17062023_PP_12_A Proposal with Track Chan
ges_V1.doc

Project Proposals < B 12_A Proposal with Track Changes.doc

I, Upload attachment  Maximum 5M

5. Inthe Internal Comments section of the Project Proposal, enter the standard text comment for
Satisfactory Proposals to the PD or PE.

B|B I U S| Noma - | Vedana - | 14 - | LneH. - |A~ B &= Eles = = mMO=Q| &5 G X
« =
Dear PD/PE, [ ]

Internal Commments
(Communicate within the

Secretariat) We have assessed this Project Proposal to be Satisfactory and will proceed to recommend it to BMC.

Please review our comments in the final QA document attached above in the Quality Assessment Documents field (upper right corner) and let us know any issues. If none, please

take the following steps

W
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In the Select a QA Step field, select Send to PD option from the list that drops down.

Select a QA Step Send to PD ~

Start a QA Round

Send to PD

7. Click the Satisfactory button in the top right corner of the page.

For action from APASPD4 at 2023-06-19 D1:05:31

o Workflow :Process - Project Proposal - PD QA To PMU &7

Worfon Crant ProcessSatus Uploade Aachments

A confirmation message displays. Click Yes to continue.

Confirmation X

Proceed to confirm as Satisfactory?

Yes Cancel

The “Submitting Project Proposal. Please Wait” message displays until the satisfactory confirmation
is completed. Then the Project Proposal — Satisfactory page displays.

o Workflow :Process - Project Proposal - PMUQA to Satisfactory &

Workflow Chart Process Status Uploaded Attachments

Project Proposal - Satisfactory

PD: For your information

PO
Your Proposal has been assessed as satisfactory .

1. Download the final QA document from the Quality Assessment Documents field. The document contains comments to be considered and addressed during implementation. There is no action to be
taken.
2. Please note that this message does not pre-empt BMC approval of the project, so no financial commitments should be made by the PO.

3. The next step is for the proposal to be recommended to the Budget and Management Committee for approval. PMU will notify you via email BMC's decision immediately following that.

4. Please feel free to contact the Program Director by email if you need any further information

B EWG_17062023_QA_1_EWG_101_2023A_09_QAL of a
Project Proposal_V1.doc

B EWG_17062023_PP_12_A Proposal with Track Changes
_V1.doc B EWG_17062023_QA_2_EWG_101_2023A_11_QA2 of a
o Project Proposal_V1.doc
Project Proposals B 12_A Proposal with Track Changes.doc g:iu'.?.eﬁfﬂmm
E EWG_18062023_QA_2_EWG_101_2023A_13_QA3 of a
ownlead All Project Proposal_Satistactory_V1.doc

L Download All

Satisfactory for
Project Number EWG_101_2023A Current Status  BMC Endorsed Concept Note CN_EWG_102_2023

Recommendation

In your Dashboard, the Satisfactory for BMC Recommendation task displays in the My Inbox tab.

My Inbox (80) My Outbox Processed By Me Completed (75) All Involved Processes
workflow Type Title Received on  Received on
Project Proposal Satisfactory for BMC Recommendation: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-19  02:42:26 |
Project Proposal Endorsed for QA: (PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO 2023-06-16  12:25:08
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-06-16  12:25:03
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3.3.8 Receiving Satisfactory Project Proposals

PDs, PEs and POs receive emails notifications from APAS confirming that a Project Proposal was assessed
as satisfactory. Examples of these two email notifications are shown below.

3.3.8.1 Email Notifications for a Satisfactory Project Proposal

@pech) Asia-Pacific

& 2 Economic Cooperation

Project Proposal assessed as Satisfactory

Dear PO/PD/PE,

The following "Project Proposal” has been assessed as Satisfactory. Please find the details below.

Praject Title SET 04 - CN 03 PP APAS DEMO
Project Overseer | APASPO4
Economy Indonesia

Link to APAS Satisfactory for BMC Recommendation: (EWG 101 2023A) SET 04 - CN 03 PP APAS DEMO

Thank You,

APAS System Admin

3.3.8.2 Receive and Download Satisfactory Project Proposals

1. PDs, PEs and POs can log into APAS to see the Satisfactory Project Proposal to be recommended to
BMC for final approval.

My Inbox{99+) My Outbax Processed By Me Completed(99+) All Tnvolved Processes.

Received on  Received on

Workdlow Type

20231003 18:21:00
20231002 13:40:12
20231002 13:37:28

: (OFWG_101_1024A) PMU14_TASK1 *

Endorsed for QA : (PPWE_101_2024A) PHU13_TASK1 * 2023-10-02  13:36:37

2. Click on the Satisfactory Project Proposal and the Satisfactory screen opens in another tab.

a Workflow :Process - Project Proposal - PM sfactory

Workflow Chart Proc

Project Proposal - Satisfactory

PD: For your information

PO:
Your Proposal has been assessed as satisfactory .

1. Dawnload the final Q& document from the Quality Assessment Documents field. The document contains comments to be considered and addressed during implementation. There is no action to be taken

2. Please note that this message does not pre-empt BMC approval of the project, 5o no financlal commitments should be mad by the PO.
3. The next step is for the propesal to be recommended to the Budget and Management Committee for approval. BMU will notify you via email BMC's decision immediately following that.

4. Please feel free to contact the Program Director by emall if you need any further information,

B EWG_11002023_QA_1_EWG_111_2023A_QA1 Summary 18Aug23 HWG

WG_09092023_PP_PP_Project Proposal_V1.docx .
Project Proposals B £WG_09092023_PP_PP_Project Proposal_V1.doc Quality Assessment Documents 03 23A Ensuring Essential Workforce Mability_V1.pdf
; Satisfactory for BMC Rec w114 2098
Project Number EWG_111_2023A Current Status ammendatian Endorsed Concept Note CN_EWG_114_2023
Project Title PD4_TASKS
QA Round 1 Revision Due Date 09-05-2023
General Comments We have made revisions in the Outputs and Beneficiaries section.

(Use this box to comment & response.
Please date your comment (2.,
27/04/2022).

Please do not delete previous
comments.)

3. PDs, PEs and POs can download and save the final Project Proposal from the Project Proposals field.
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e el E) EWG_09092022_PP_PP_Project Proposal_V1.docx

4. PDs, PEs and POs can download and save the final QA Document from the Quality Assessment
Documents field.

EWG_11092023_QA_1_EWG_111_2023A_QA1 Summary 18Aug23 HWG
Quality Assessment Documents 03 23A Ensuring Essential Workforce Mobility_V1.pdf

Close the Satisfactory screen tab when completed the download task.

3.3.9 Sending a Satisfactory Project Proposal to the BMC for Approval

When a Project Proposal is assessed as satisfactory, the PMU follows these steps to send it to the BMC
for approval:

1. From My Inbox, select the Satisfactory Project Proposal that is ready for BMC Recommendation.
o °—

My Inbox(99+) My Outbox Processed By Me Completed(99+) All Involved Processes

Workfow Type Title Received on

2023-10-03

2023-10-02

Endorsed for QA : (OFWG_101_2024A) PMU14_TASK1 * 2023-10-02

Project Proposai Endorsed for QA : (PPWE_101_2024A) PMU13_TASK1 * 2023-10-02

2. On the Project Proposal — Satisfactory page, verify that the last QA is uploaded in the Quality
Assessment Documents field.

B} EWG_17062023_QA_1_EWG_101_2023A_09_QAl of a
Project Proposal_V1.doc

B} EWG_17062023_QA_2_EWG_101_2023A_11_QA2 of a

- Project Proposal_V1.doc
Quality Assessment

Documents
B} EWG_18062023_QA_2_FEWG_101_2023A_13_QA3 of a

Project Proposal_Satisfactory_V1.doc

4, Download All

3. Verify that the final Project Proposal is uploaded in the Project Proposal field.

e e E) EWG_09092023_PP_PP_Project Proposal_V1.docx

4. Click the Send to BMC button in the top right corner of the page.

o Workflow :Process - Project Proposal - PMUQA to Satisfactory <

Workiow Chort  ProcessStaus. Uloaded Atachments | senc o BMC Iﬂ =
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A confirmation message displays. Click Yes to continue.

Confirmation x

You are submitting for BMC Update.
Confirm to Proceed?

Yes Cancel

The Project Proposal — BMC Approval page displays.

Workflow :Process - Project Proposal - Satisfactory to BMC ¢

Workflow Chart ~ Process Status  Uploaded Attachments Hat Approve m =

Project Proposal - BMC Approval

PMU:

1. Following BMC's final approval, click Print if you need to save the Proposal. It will download as PDF. Convert to Word-format as necessary
2. Proceed to update the project's Approval Status by clicking Approve or Not Approve.

B EWG_17062023_QA_1_EWG_101_2023A_09_QA1 of a
Project Proposal_V1.doc
B EWG_17062023_PP_12_A Proposal with Track Changes
_Vi.doc
B EWG_17062023_QA_2_EWG_101_2023A_11_QA2 of a
Project Proposal_V1.doc

Project Proposals B EWG_17062023_PP_12_A Proposal with Track Changes Quality Assessment
Posy Va.doc Documents
- B EWG_18062023_QA_2_EWG_101_2023A_13_QA3 of
Project Proposal_Satisfactory_V1.doc
4, Download All

L, Download All

Satisfactory for
Project Number EWG_101_2023A Current Status  BMC Endorsed Concept Note CN_EWG_102_2023
Recommendation

Project Title SET 04 - CN 03 PP APAS DEMO

QA Round 2 Revision Due Date 17-06-2023

On the Dashboard, the task displays in the My Inbox tab.

My Inbox (80) My Outbox Processed By Me Completed (75) All Involved Processes
workflow Type Title Received on__ Received on
I Project Propasal Satisfactory for BMC Recommendation: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-19  05:13:16 I
Project Proposal Endorsed for QA: (PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO 2023-06-16 12:25:08
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-06-16  12:25:03

4. Final Project Approval and Letter of Acceptance

4.1 Approving the Project Proposal

After the BMC responds, the PMU updates the Project Proposal approval status by following these steps:

1. Loginto APAS as a PMU user, if you're not logged in already. Your Dashboard displays.
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My Tnbox (80) My Outbax Processed By Me Completed (75) Al Involued Processes
Warkdiow Type Tite Reteived on  Received o
Project Propasal [retum] . 0230615 01:05:31

Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO
Praject Propasal Endorsed for QA: (PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO 1230616 12:25:08
Intiate RAF Scaring RAF Scoring: { APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * W230616  12:25:03
Greate Concept Mote Under Review (PMU): (SET 25) - (PE B TASK 2) CN01-2° 2W230616 122450
Intate RAF Scanng  RAF Scoring: ( APEC Support Fund (ASF)) Demo Sub-Fund 5% 0230616 1212359
[nate RAF Szorng RAF Scoring: ( APEC Support Fund (ASF)) ASF: Connectivity (Connectivity) * 0230616 12:23:49
fnste RAF Scorng RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WIE)* 230616 12:2317
Creste Concept Mate Under Review (PMU): (SET 11) - (PE 1 TASK 1) CN 01-1° 0230606 12:3282
Inste RAF Scarng RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 20230606 12:2213
Intate RAF Scaring  RAF Scoring: { APEC Support Fund (ASF)) Demo Sub-Fund 4 20230616 12:21:46

Under Review (PMU): (SET 12) - (PD 2 TASK 2) CH 01-2" 20230616 12:21:13
Creste Concept Mote Under Review (PMU): (SET 10) - (PD 1 TASK 2) CN 01-2* W23-06-16  12:20:4
Create Concept Note Under Review (PMU): (SET 20) - (PD 6 TASK 2) CN 01-2"* 2023-06-16  12:16:35
Initiate RAF Scaring ( APEC Support Fund (ASF)) ASF General Fund (General) * 2023-06-16  12:15:22
Create Concept Note Under Review (PMU): (SET 22) - (PD 7 TASK 2) CN 01-2"* 2023-06-16  12:13:31
Create Concept Note Under Review (PMU): (SET 33) - (PD 14 TASK 2) CN 01-2* M023-06-16  12:09:15
Intiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 0030616 12:08:56
Ineste RAF Scanng RAF Scoring: ( APEC Support Fund (ASF)) Demo Sub-Fund 2° 20230816 12:07
Intate RAF Scaring  RAF Scoring: { APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 0230616 12:06:42

2. Inyour inbox, look for the Satisfactory for BMC Recommendation task and click the task to open it.

My Inbox (80) My Outbox Processed By Me Completed (75) All Involved Processes

Workflow Type Title Received on  Received on

I Project Propasal Satisfactory for BMC Recommendation: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-19  05:13:16 I
Project Propasal Endorsed for QA: (PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO 2023-06-16  12:25:08
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-06-16  12:25:03

The Project Proposal — BMC Approval page displays in a separate tab.

° Workflow :Process - Project Proposal - Satisfactory to BMC <&

Work

Project Proposal - BMC Approval

PMU:

1. Following BMC's final approval, click Print if you need to save the Proposal. It will download as PDF. Convert to Word-format as necessary
2. Proceed to update the project’s Approval Status by clicking Approve or Not Approve.

B EWG_17062023_QA_1_EWG_101_2023A_09_QA1 of a
Project Proposal_V1.doc
B EWG_17062023_PP_12_A Proposal with Track Changes

_V1.doc
B EWG_17062023_QA_2_EWG_101_2023A_11_QA2 of a
. Project Proposal_V1.doc
Project Proposals [B EWG_17062023_PP_12_A Proposal with Track Changes Quality Assessment
_v2.doc Documents
B EWG_18062023_QA_2_EWG_101_2023A_13_QA3 of a
Project Proposal_Satisfactory_V1.doc
L, Download All
£, Download All
Satisfactory for
Project Number EWG_101_2023A ‘Current Status BMC Endorsed Concept Note CN_EWG_102_2023
Recommendation
Project Title SET 04 - CN 03 PP APAS DEMO
QA Round 2 Revision Due Date 17-06-2023

3. (optional) If the Project Proposal was not approved, click the Not Approve button at the top right
corner of the page.

o Workflow :Process - Project Proposal - Satisfactory to BMC &

Workfiow Chart Process Status Uploaded Attachments.

A confirmation message displays. Click Yes to continue.
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Confirmation X

Submit Project Proposal BMC Not
Approved?. Confirm to Proceed?

Yes Cancel

The “Submitting Approval. Please Wait.” message displays while the approval status is updated. The
Project Proposal — BMC Approval page closes. In the Dashboard, the task moves to the Completed
tab.

My Inbox (79) My Outbox Processed By Me Completed (75) All Involved Processes
Workflow Type Title Received on  Received on
Project Proposal Not-Approved: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-19  05:13:16

4. When the BMC approves the Project Proposal, click the Approve button at the top right corner of
the page.

o Workflow :Process - Project Proposal - Satisfactory to BMC

Workfiow Chart Process Status Uploaded Attachments Not Approve m =

A confirmation message displays. Click Yes to continue.

Confirmation X

Submit Project Proposal BMC Approved?.
Confirm to Proceed?

Note: You may close the window after
the subsmission is complete.

Yes Cancel

The “Submitting Approval. Please Wait.” message displays while the approval status is updated. The
Project Proposal — BMC Approval page closes.

4.2 Receiving Approved Projects

1. PDs, PEs and POs can log into APAS to see the Approved Projects by BMC.

My Inbox (1) My Outbox Processed By He Completed (31) All Tnvolved Processes

workflow Type Title Receved on  Recsived on

2. Click on the Approved Project and the final approved Project Proposal screen opens in another tab.
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B EWG_09092023_PP_PP_Project Proposal_V1.docx

Project Proposals Quality Assessment Documents kforce Mobility_v1.pdf

Project Number EWG_111_2023A Current Status. Approved Endorsed Concept Note CN_EWs_114_2023
Project Title PDa_TASKS
QA Round 1 Revision Due Date 09-09-2023

Saction A: Overview and Relevance

111_2023A_QA1 Summary

184uG23 HWG

Section B: Impact

Section D: Sustainability

3. PDs, PEs and POs can download and save the final QA Document from the Quality Assessment

Documents field.

EWG_11092023_QA_1_EWG_111_2023A_QA1 Summary 184Aug23 HWG  2.01

Quality Assessment Documents 03 23A Ensuring Essential Workforce Mobility_V1.pdf

4. PDs, PEs and POs can download the final Project Proposal by going to the 3-bullet icon and select
Print. Save the document as the final Project Proposal.

Project Proposal

B EWG_03092023_PP_PP_Project Proposal_v1.docx

Project Proposals - Quality Assessment Documents sential workforce Mobility_v1.pdf
Project Number EWG_111_2023A Current Status Approved Endorsed Concept Note CH_EWG_114_2023

Project Title PD4_TASKS

QA Round 1 Revision Due Date 09-08-2023

Close the Project Proposal screen tab when completed the download task.

4.3 Drafting the Letter of Acceptance

1. After PMU approves a Project, a Letter of Acceptance task displays in the My Inbox tab.

A_1_EWG_111_20234_QA1 Summary 184ug23 HWG

My Inbox (79) My Outbox Processed By Me Completed (75) All Involved Processes

Workflow Type Title
+ Letter of Acceptance... Letter of Acceptance ( PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO *

Received on Received on

2023-06-18  05:49:58
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2. Click the Letter of Acceptance task in the My Inbox tab. The Letter of Acceptance (LOA) page
displays.

Workflow :Process - Letter of Acceptance (LOA) - LOA Initiated &

Workflow Chart Process Status

Uploaded Attachments

Letter of Acceptance (LOA)

Comments

Acceptance Submission Date 17-06-2023

PO’s Name
PO’s Job Title
PO’s Organization

PO’s Email

Total Project Value

APASPO2

Fora Member

EXTERNAL

uday@ionesoftsolutions.com

112,035.00
21-03-2023
17-06-2023 2nd Monitoring Report Due Date 17-06-2023

Lo ] o B

3. Review the pre-populated fields. Comment in the free-text Comment field.

Letter of Acceptance (LOA)

Acceptance Submission Date

PO’s Name:
PO’s Job Title
PO’s Organization

PO’s Email

Total Project Value
Project Completion Date:

1st Monitoring Report Due Date

APEC Attendance List

@ B I U &| Fomat Font

Size

- | LineH A- B

uday

Default

Director of Financial Instruments

uday@ionesoftsolutions.com

89,603.00

i 22-03-2023

fUpload Attachment | Maximum 5M

sample Event Evaluation Form

2nd Monitoring Report Due Date &

_Lupload Attachment  Maximum 5M

4. Attach the necessary document to the Sample Event Evaluation field.

Sample Event Evaluation Form IUpload Attachment  Maximum 5M

5. Attach the Attendance List excel template in the APEC Attendance List field.

APEC Attendance List TUpload Attachment  Maximum 5M

6. Select the Acceptance Submission Date from the calendar.
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Acceptance Submission Date )

€ | 2023 10 y B —

PO’'s Name

Sun Mon Tue Wed Thu Fri Sat —

B+ s s 7 =

8 9 10 11 12 13 14 —

PO's Job Title
PO's Organiza

PO's Ema

15 16 17 18 19 20 21

. 22 23 24 25 26 27 28 —
Total Project Value
29 30 3 -

Project Completion Date

1st Monitoring Report Due Date

B} -
Select the two Monitoring Report Due Dates from the calendars, where applicable.

o oiring gt oo [ i oo oot oo [B
Add any Non-Standard clauses by checking the applicable box next to the clause.

Non-Standard Clauses — to be added only if PO has requested funding for these items:-

m hdd the Non-Standard Clause below to the LOA

Direct Labour (Open Tender - $50,001 and Above

BB I U §| Fomat - | Fomt - | size - | uneH. - | A- B

U1 CONIICL U1 INLETESLISSUSS g [1d14Yey appropridiery.

L] MOEQFL @ I

You will be required to manage an APEC Request for Proposal (RFP) process. Please ensure you allocate sufficient time to prepare the RFP documentation, inclusive of a clear and detailed Statement of Requirement (Scope

of Services). All RFP documentation must be cleared by the Secretariat before it will be advertised on the APEC website. RFPs will be advertised for no less than 15 business days. You must alse factor in time to properly
evaluate the bids you receive, and to allow for the drafting of contracts by the Secretariat. Please ensure all bids are evaluated against the exact criteria specified in the RFP. Please speak to your Program Director if you

need more information. As a guide, requirements for research-based work (including case-studies, surveys and reviews) should, inter alia, set out the purpose and scope of the proposed work; the methadelogy to be used:

and the level of experience and qualifications expected of the researcher. Work should be original, of sufficient quality, and be produced for the specific purpose of the APEC-funded project. In regard to surveys, ToRs must

be clear on who will be targeted, who will actually conduct the survey (PO or Contractor?), what constitutes an acceptable response rate, and what will the Contractor do if response rates are unacceptably low. v

Add the Non-Standard Clause below to the LOA

Direct Labour ($20,001 to $50,000)

@B I U S| Fomat -|Font -|[size -|LneH. -|A- B

@ MmO =0/ &L @ O

Please note the advice above relating to the Itemised Budget, which specifies that while BMC has given in-principle approval for your project budget, costs for individual items are regarded as working sub-totals, and the
actual amount of funds required may be revised in order to achieve value for money and ensure the efficient use of APEC funds.

As per Chapter 11 of the Guidebook, a Contract or Work Undertaking must be in place prior to work commencing under direct labour items. APEC will not be liable for payment for any work undertaken prior to an agreed
contract or undertaking being in place. High quality Terms of Reference (ToR) and Requests for Propesal (RFP) documentation are essential for good contracting outcomes. These documents form the *backbone’ of the final
contract. It is essential that ToRs and RFPs are detailed and completely clear on the work expected by the Contractor. Please remember the contracts are executed between the Secretariat and the Contractor (not the PO)

and accordingly, all terms and conditions, including payment, are subject to acceptance by the Secretariat. v

Add the Non-Standard Clause below to the LOA

Direct Labour ($5,001 to $20,000)

@B I U S| Fomat - | Font - | size - | LneH. - | A- BY-

@ MmO =0/ &L @ B

Please note the advice above relating to the Itemised Budget, which specifies that while BMC has given in-principle approval for your project budget, costs for individual items are regarded as working sub-totals, and the
actual amount of funds required may be revised in order to achieve value for money and ensure the efficient use of APEC funds.

Add any free text Non-Standard clause and check the box next to the clause.

[[1 Add the Non-Standard Clause below to the LOA

Additional Non-Standard Clause 1

BB I U S| Fomat - | Font - | Size - | uneH_ -

10. You may Save or Print to download the LOA to verify the content.

Send to PO e

11. After you finish the review, click Send to PO.

o Workflow :Process - Letter of Acceptance (LOA) - LOA Initiated &

Workflow Chart Process Status Uploaded Attachments
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A confirmation message displays. Click Yes to continue.

Confirmation X

You are proceeding to submit the LOA to
PO. Confirm to Proceed?

The “Submitting LOA. Please Wait.” message displays while the Letter of Acceptance is sent to the
PO. The Letter of Acceptance (LOA) page closes. In the Dashboard, a Letter of Acceptance task
moves to the My Outbox tab.

My Inbox (78) My Outbox Processed By Me Completed (75) All Involved Processes

Workflow Type Title Receivedon  Received on

- Letter of Acceptance... Letter of Acceptance ( PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO 2023-06-19 05:49:58
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4.4 Accepting or Rejecting the Letter of Acceptance

When the PO receives an email notification that the Letter of Acceptance is ready to be drafted, they
follow these steps to complete the draft:

ey, Asia-Pacific

\&._ __# Economic Cooperation

Letter of Acceptance (LOA)

Dear APASPO1,
The Letter of Acceptance for your approved Project Proposal SMEWG 03_Study and

workshop to understand the role of digital connectivity is ready for your review. Please use
the link below to log into APAS and ACCEPT or DECLINE the Letter:

(Letter of Acceptance { SMEWG_101_2023A) SMEWG 03_Study and workshop to
understand the role of digital connectivity)

Thank You

APAS System Admin

1. Loginto APAS as a PO user, if you're not logged in already. Your Dashboard displays. In your inbox,
look for the Letter of Acceptance task.

My Inbax My Dutbax Processed By Me Campleted All Tnvolved Processes

Workflow Type

Received on  Received on

{ EWG_101_20234) SET 04 - CN 03 PP APAS DEMO * | 2023-09-20  20:21:20

Letter of Acceptance

Preject Propass) #G_103_20234) SET 04 - CN DL APAS DEMO 20230920 20:20:46

+ Project Propossl oraft 34) SET D4 - CN 03 PP APAS DEMO 2023-09-08  14:36:48
- Project Proposal oraft 34) SET D4 - €N 03 PP APAS DEMO 2023-08-08  0%:51:52
Froject Proposs| under Quality Assessment ; (EWG_102_20234) SET 04 - CN 04 FF Q& APAS DEMO 2023-05-20  17:56:23

2. Click the task to open. The Letter of Acceptance (LOA) screen opens in another tab.

nce (LOA) - Archi

Uploaded Attachments

Letter of Acceptance (LOA)

‘

Acceptance Submission Date 27-07-2023

PO's Name APASPO3

PO’ Job Title Fora Member
PO’s Organization EXTERNAL

PO’s Email uday@ionesoftsolutions com

Total Project Value 84,490.00

Project Completion Date 31-08-2023

15t Manitoring Report Due Date 29-00-2023 2nd Monitoring Report Due Date 29-00-2023
APEC Attendance List Sample Event Evaluation Form

Dear APASPO4

Your Project Proposal has been approved : EWG_101_2023A - SET 04 - CN 03 PP APAS DEMO
Thank you for your submission of the above Project Propesal for consideration by the APEC Budget and Management Committee.
This letter confirms the approval of your Project Proposal to the value of USD $ 84,490.00 .

when implementing the profect please take into consideration the fallowing comments and refer to the project Quality Assessment which is enclosed. In particular, we kindly draw your attention to the cbligation to submit the Monitoring and
Completion Reports on time and we ask that you encourage all project participants to participate in the annual Longer-Term Evaluation of APEC Projects {LTEAP) when contacted {usually within 24 menths. of project completion).

3. Review the important fields containing basic information about the project, such as Project Title, the
PO’s email, Total Project Value, Project Completion Date and the two Monitoring Report due dates.
Note the Acceptance Submission Date.
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4.

8.

7-07-2023

PO’s Name APASPO4

PO’s Job Title Fora Member

PO’s Organization EXTERNAL

PO’s Emai uday@ionesaftselutions.com

Total Project Value 84,490.00

Project Completion Date 31-08-2023

1st Monitoring Report Due Date 29-09-2023 2nd Monitoring Report Due Date 29-09-2023
APEC Attendance List Sample Event Evaluation Form

Read the comments in the Comments field.

Acceptance Submission Date 27-07-2023

PO’s Name APASPO4

PO’s Job Title Fora Member

PO's Organization EXTERNAL

PO’s Email uday@ionesoftsolutions.com

Total Project Value 84,490.00

Project Completion Date 31-08-2023

1st Monitoring Report Due Date 29-09-2023 2nd Monitoring Report Due Date 29-09-2023
APEC Attendance List Sample Event Evaluation Form

Dear APASPO4

Your Project Proposal has been approved : EWG_101_2023A - SET 04 - CN 023 PP APAS DEMO
[Thank you for your submission of the above Project Proposal for consideration by the APEC Budget and Management Committee.
This letter confirms the approval of your Project Proposal to the value of USD $ 84,490.00 .

When implementing the project please take into consideration the following comments and refer to the project Quality Assessment which is enclosed. In particular, we kindly draw your attention to the obligation to submit the Monitoring and
Completion Reports on time and we ask that you encourage all project participants to participate in the annual Longer-Term Evaluation of APEC Projects (LTEAP) when contacted (usually within 24 months of project completion).

Download the Sample Event Evaluation document and the APEC Attendance List excel template.
Print to review the LOA and verify the content.

Workflow :Process - LOA) - Archive

Letter of Acceptance (LOA)

Back on APAS, click Yes to accept the Letter of Acceptance.

Letter of Acceptance (LOA)

Has the LOA been accepted by PO? . NoI Yes I ‘

If changes to the LOA are necessary, click No. Provide comments in the Comments field to be
received by the PD or PE.

Letter of Acceptance (LOA)

Select to Accept the LOA ® No Yes

B |B I U S| nomal - | Verdana 14 - | unen A-B = = & MO =Q|l¢LE +« @R

Dear PD,
I'd like to make changes to the clause 1.

Regards,
PO
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9. Click Send to the Secretariat.

Send to the Secretariat m =

A confirmation message comes up. Click Send if you do not accept the LOA.

Otherwise, click Cancel and Change the Accept LOA to ‘yes’.

Confirmation >

You have not accepted the LOA.

If you confirm that you do not accept the
LOA, click "Send”.

If you want to accept the LOA, click "Canc
el” and change "Select to Accept the LO
AT to "Yes",

4.5 Reviewing the Letter of Acceptance

If the Letter of Acceptance was not accepted, the PD or PE receives an email notification that the Letter
of Acceptance needs to be revised.

@ Asla-Pacific

s ¥ Economic Cooperation

Letter of Acceptance (LOA)

Dear APASPD2 and UATPE2,

The Letter of Acceptance (LOA) for the Project Propesal CN2 PPWE has been
Declined by APASPO2. Please use the link below to log into APAS and access the LOA

(Letier of Acceptance ( PPWE_106_2023A) CN2 PPWE)

Thank You,

APAS System Admin

The PD or PE then follows these steps to review the LOA.

1. Loginto APAS as a PD or PE user, if you're not logged in already. Your Dashboard displays.
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2. Inthe My Inbox tab, navigate to the Letter of Acceptance task and click on it to open it.

My Inbox (7) My Outbox Processed By Me Completed (25) All Involved Processes
‘Workflow Type Title. Received on  Received on
Letter of acceptance | Letter of Acceptance ( SMEWG_104_2023A) SET 01 - CN 02 RAF APAS DEMO * | 2023-10:03 1915601
Project Propasal Approved : (SMEWG_104_2023A) SET 01 - CN 02 RAF APAS DEMO * 2023-10-03  19:50:12
* Letter of Acceptance. Letter of Acceptance ( SMEWG_117_2023A) PE1_TASK6 * 2023-10-03 19:28:40
BIC Status Update BMC Status Update: Approved In-Principle Concept Notes * 2023-10-02  12:38:04
Letter of Acceptance . Letter of Acceptance ( SMEWG_114_2023A) PD1_TASKZ * 2023-08-11  15147:11
Letter of Acceptance Letter of Acceptance [ SMEWG_113_2023A) PD1_TASKE 2023-05-11 15:45:4%
Project Praposa Under Qualty Assessment : (SMEWG_112_20234) PD1_TASKS 0230811 15115:57

3. Review that In the Has the LOA been accepted by the PO field, the No button is selected by the PO.
Read the PO’s comments.

Has the LOA been accepted by PO? @ No © Yes

B|B I U S| Format - | Fot - | Size - umeH. - [A- B

Dear PD,
I'd like to make changes to the clause =1,

Regards,
PO

4. Click the Return to PMU button in the top right corner of the screen.

Acknowledge and Save

A confirmation message comes up. Click Yes to continue.

Confirmation >

You are proceeding to Return LOA to PM
U. Confirm to Proceed?

In the Dashboard, in the Process by Me tab, the Letter of Acceptance task displays, indicating that the
task has been completed by the user.

My Inbox (5) My Outbox Processed By Me Completed (25) All Tnvolved Processes
workfian Type Titie Receivedon  Recsived an
l Letter of Acceptance . Letter of Acceptance  SMEWG_104_20234) SET DL - CN 02 RAF APAS DEMO I 0231003 19:36001
TSI e e i s 0234002 12535
Letter of Acceptance . Letter of Acceptance ( SHEWG_118_2023A) PEL_TASK? * 0230911 1547119
Project Propozal Under Quality Assessmen 1 (SMEWG_116_2023A) PE1_TASKS * 0230831 168

4.6 Revising the Letter of Acceptance

The PMU user follows these steps to revise the LOA:
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1. Loginto APAS as a PMU user. Your Dashboard displays.
2. Inthe My Inbox tab, navigate to the Letter of Acceptance that has been returned to PMU. Click on
the task to open it.

My Inbox(99+4) My Outbox Processed By Me Completed(99+) All Involved Processes
Workflow Type Title Receved on  Recewsd on
| et ot acsprance  trturn) return) - tterof cceptance ( swewe_104_20234) se 01 - en oz aar arasoemo | 23100 1msem
Troeet Propase! Frdorsed Tor GK T (EWE 10T J03 9K FROTE TAERT 2023-10-02  13:40:12
Project Fropasal Endorsed for QA : (OFWG_101_2024A) PMU14_TASK1 * 2023-10-02 1337328
Project Prapasal Endarsed for QA : (PPWE_101_2024A) PMU13_TASK1 * 20232002 13:36:37

3. The Letter of Acceptance screen open in another tab.

) - PE/PD to PMU

D Workflow :Process - Letter of Acceptan

Letter of Acceptance A

Has the LOA been accepted by PO? @ Mo © Yes ‘

B BT US romu Fort Sice Line M A- B | = = #e 2 a8|= BOEQVLE =
Dear PD,

1'd like to make changes to the clause #1.

Regards,

]

Acceptance Submission Date

PO's Name APASPOL

PO’s Job Title Fora Member

PO’s Organization EXTERNAL

PO's Email uday@ionesoftsolutions.com

Total Project Value 71,206.00

Project Completion Date 22-03-2023

15t Monitoring Report Due Date 2nd Monitoring Report Due Date
Lipead Atachment | o S Liplood Adtachmers | ndmrm SH

4. Read the comment given by the PO or the PD or PE.

BB I U S| romat -|Font - |see - |unen. - |A- B2 i #lE 2 =@ Me®=Ql¢«L @ @R
Dear PD,
Comments I'd like to make changes to the clause #1
Regards,
B

5. Make the necessary revisions on the screen. Revise the Acceptance Submission Date.

Acceptance Submission Date I

PO’s Name

202310

Sun Mon Tue Wed Thu Fri

8 -

8 8 10 11 12 13

PO’s Job Title

w

&

PO’s Organization

PO’s Email
i5 16 17 18 19 20

B 22 23 24 25 26 27
Total Project Value

Project Completion Date

1st Monitoring Report Due Date

6. Provide the necessary comments in the Comments field.
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B|B I U 5| nomal - | Vedana - | 12 - | Lnen. - |A- B-|3= = EXARIE 3 I AN MmM® = Q&L E « B X
Dear PO,
The necessary changes have been made. Please review again

Regards,
The Secretariat]

7. Print the current LOA if necessary. Click Send to PO to return the Letter of Acceptance to the PO.

= e e -

The PO will receive the LOA and accept the document, following the steps indicated in 4.4 Accepting or
Rejecting the Letter of Acceptance of the User Guide.
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4.7 Acknowledging Receipt of the Letter of Acceptance

After the PO accepts the Letter of Acceptance, the PD or PE receives the following email notification:

@apedy) Asia-Pacific

N& # Economic Cooperation

Letter of Acceptance (LOA)

Dear APASPD1 and UATPEL,

The Letter of Acceptance (LOA) for the Project Proposal CN 1 SMEWG has been
Accepted by APASPO1. Please use the link below to log into APAS and access the LOA:

(Letter of Acceptance { SMEWG_104_2023A) CN 1 SMEWG)

Thank You,

APAS System Admin

The PD or PE then follows these steps to acknowledge they received the Letter of Acceptance:

1. Loginto APAS as a PD or PE user, if you’re not logged in already. Your Dashboard displays.
2. Navigate to the My Inbox tab, look for the Letter of Acceptance task, and click the task to open it.

My Inbox (7) My Dutbox Processed By Me Completed (25) All Tnvolved Processes

Workfiom Type Tite Receved an
L ce. | Letter of Acceptance ( SMEWG_104_2023A) SET 01 - CN 02 RAF APAS DEMO * | 2023-10-03

- prej Approved : (SMEWG_104_2023A) SET 01 - CN 02 RAF APAS DEMO * 2023-10-03
Lert Letter of Acceptance ( SMEWG_117_2023A) PEIL_TASKS *

20231003 19:28:40
* BMC Status Updats BMC Status Update: Approved In-Principle Concept Notes * 20231002 12:38:04

3. The Letter of Acceptance screen displays in another tab.

’ Workflow :Process - Letter OA) - POt PE/PD

Letter of Acceptance (LOA)

Has the LOA been accepted by PO? No @ ves

BB I U 5| Fomat - | Font - | s Line H A B = EF R R A E = me =l L@ o
Dear PO,

The necessary changes have been made. Please review again

Regards,

The Secretariat

Acoeptance Submission Date 06-10-2023

PO’s Name APASPOL

PO’s Job Title Fora Member

PO’s Organization EXTERNAL

PO’s Email

uday@ionesoftsolutions.com

Total Project Value 71,206.00

Project Completion Date 22-03-2023

e
APEC Attendance List Sample Event Evaluation Form

4. Review that in the Has the LOA been accepted by the PO section, the Yes button is selected.
5. Click the Acknowledge and Save button to complete the process.
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My Inbox

Acknowledge and Save

A confirmation message comes up. Click Yes to continue.

Return to PMU

o Confirmation

My Inbox (6) My Outbox Processed By Me

workflow Type Title

You are proceeding to Acknowledge and
Save LOA to. Confirm to Proceed?

Pt

The LOA screen closes. In the Dashboard, under the Completed Tab, the Letter of Acceptance task shows
completed.

Completed (25)

Creste Concept Hote  Reviewed for Scoring (PMU): PMU12_TASKL ©

Project Propassl Approved : (SMEWG_113_20234) PD1_TASKS
+ Project Proposal Approved : (SMEWG_114_20234) PD1_TASKT
- Project Propasal Approved : (SMEWG_117_20234) PE1_TASKE

All Involved Processes

Received on
2023-10-03
2023-10-02
2023-08-11
2023-09-11
2023-08-11

Received on
201207
12330
1526120
152802

15:25:53

6. An email notification will be sent to the PO, PMU, and PD or PE informing them that the Letter of

Acceptance has been acknowledged.
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