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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/

APAS User Guide

= @ 0

8 Experis time reporti... QuickBooks Login (.. & Google Maps >

(&) 6] ‘tapas.apec.org
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Asia-Pacific
Economic Cooperation

English v

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 ¥

L\ APASPO4

0955

B Remember username [l Remember p;

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 Administration System "~

‘@a | £ A APAsPO4 v

= My Inbox

My Inbox My Outbox

Workflow Type Title
Project Proposal
Project Proposal

Project Proposal

Create Concept Note
My Concept Notes
Pending Approval
Approved In-Principle
Not Approved
Withdrawn

Processed By Me Completed

Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO
Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO
Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO

Concept Notes @ [ Latest News & vane» [ Project Proposal @

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 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.

Useful Links

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

Withdrawn

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

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 Administration System f ) & APASPO4 v
i)
My Inbox My Outbox Processed By Me Completed All Involved Processes
Workflow Type Title Receivedon  Received on
- 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 & wanex [l Project Proposal @

Create Concept Note For PO: 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 Endorsement

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
e Pl Withdrawn

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.

APEC | Project Administration System A i Home H @ o A ) APASPO4 v
i)
My Inbox My Outbox Processed By Me Completed All Involved Processes
Workflow Type Title Receivedon  Received on
- 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 20230520 17:56:23
- Project Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-05-15  17:22:58

My Inbox displays in a new tab.

O My Inbox n =

Al Advanced Search

For Action O

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

Create Concept Note

Under Quality
Project Proposal Assessment:
. 2023-05-20 Project 2023-05-20  2023-0529  PDto PO
[m] APASPO4 Normal PO QA APASPO4
= 022532 Proposal orma (EWG_102_2023A) SET Q 02:56:23 13:36:28 (@
04 - CN 04 PP QA APAS
DEMO
Draft:
- 2023-05-15 Project (EWG_101_2023A) SET  Creator 2023-05-15 2023-05-15
[m] APASPO4 Normal APASPO4
— o22258 Proposal 04 - CN 03 PP APAS (*O) 02:22:58 02:23:08
DEMO
2023-05-15 [ Draft: 2023-05-15  2023-05-15
— -05- reate -05- -05-
00561 APASPO4  ( iNote Nommal  SET 04-CNOL APASDE PODMaft oo 005617 APASPO4
MO
3 records in total 0% Goto 1
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In the top right corner of My Inbox, enter a keyword in the Advanced Search field.

o My Inbox

Al

For Action
Create Concept Note

Project 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

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

Draft:
(EWG_101_2023A) SET
04 - CN 03 PP APAS
DEMO

Draft:
SET 04 - CN 01 APAS DE
MO

Current ..

PO QA

Creator
(PO)

PO Draft

Received on

2023-05-20
02:56:23

2023-05-15
02:22:58

2023-05-15
00:56:12

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
@a)

Process No. Users (W/O.

APASPO4

APASPO4

APASPO4

10v  Goto 1

quality assessment

Advanced Search

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

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

o My Inbox

An

For Action

Project Proposal

Created On

. 2023-05-20
02:25:32

Created By

APASPO4

Workflow Priority
oro

roject Normal
Proposal

Process Title

Under Quality

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

CurrentS...

PO QA

Received on

2023-05-20
02:56:23

Operating on

2023-05-29
13:36:28

1 records in total

quality assessment

Current Status

PDto PO (QA)

Advanced Search

Process No. Users (W/O A...

APASPO4

10v  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

Workflow Priority
Project

Normal
Proposal

Under Quality
Assessment:

(EWG_102_2023A) SET
04 - CN 04 PP QA APAS

DEMO

Current...  Received on
2023-05-20
PO QA
02:56:23

Operating ...

2023-05-29
13:36:28

1 records in total

Current Sta... Process No. Users (W/O.
PDto PO

APASPO4
(@A)
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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 guahty froeromenB I, Upload attachment ~ Maximum 5M
ocuments
Project Number EWG_102_2023A Current Status g"derQ“a“ty Endorsed Concept Note | CN_EWG_103_2023
ssessment
Project Title SET 04 - CN 04 PP QA APAS DEMO
QA Round 1 Revision Due Date 20-05-2023
@ B I U §| Fomat - | Font - | size - lneH. - |A- B-|1= := Elx 2= m®e® = 2
General Comments Q& B (]
(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.

0 vy B =

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 ® = APASPO4 v
=]
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 20230515  17:22:58

- Create Concept Note Draft: SET 04 - CN 01 APAS DEMO

2023-05-15

15:56:12

O Notification Center

0 For Action
o For Information
o Phase 2 Forms

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

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.

Q 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 v

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

quality assessment _\?

Message type :

quality assessment

Module :

All v

RESET

12
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4. Click Search to display the results.

O Notification 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 11:59 pm Singapore time.” This reminds APAS users who reside outside of Singapore that
they need to be aware of this new deadline guideline.

Latest News & moRe>s

For POs: All submission deadlines on the APAS are 11:59pm

Singapore time

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

Far RAF Delenates: Scarina far PS2. 2023 will anen 25 Tulv

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 o

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.

APEC | Project Administration System A i Home g _&”’ o A ) APASPO4 v
= My Inbox ¢ nane
i)
My Inbox My Outbox Processed By Me Completed All Involved Processes
Workflow Type Title Receivedon  Received on
- 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 @ woms: Project Proposal @
Create Concept Note For PO: 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 Endorsement
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
Useful Links o VVithdrawn
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

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.

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

14
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Processed By Me—This tab, in the middle of the picture above, shows all the tasks you have acted
upon.

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 .

Create Concept Note
My Concept Notes
Pending Approval
Approved In-Principle
Not Approved
Withdrawn

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.

Concept Notes ]

Submit PO Details
Complete List

Generate Scoring Template
Pending Approval
Approved In-Principle

Not Approved

Withdrawn

15
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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 A (1 UATRAFL
= My Inbox
=
My Inbox (3) My Outbox Processed By Me Completed (21) All Involved Processes
Workflow Type Title Received on  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 & [l Scoring < [ Project Proposal e
Complete List Submitted Scores
Latest News @ vome

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 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.

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

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  Received on
* Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC) ® 2023-05-23  02:27:14
 Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC)* 2023-05-23  02:26:40
 Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Supply Chain Connectivity (SCC)* 2023-05-22  16:27:42
- Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Digital Innovation (Digital) * 2023-05-22  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 a
separate tab in your web browser.

Submitted Scores

16
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1.2.2.3 Dashboard for the Program Director (PD) and Project Executive (PE) Roles

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

APEC | Project Administration System 2 2o A ) APASPD4 v

My Inbox (12) My Outbox Processed By Me Completed (13) All Involved Processes
Workflow Type Title Received on  Received on

- Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-30  23:29:30
- Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-30  23:29:29
- Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-30  23:29:18
- Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-30  23:29:17
- Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Re: ncy Measures (EELCM) * 2023-06-30  23:29:16
- Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-06-30  23:29:14
+ Project Proposal i y for BMC i (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO * 2023-06-19  05:05:23
- 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 Re: ncy 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 Efficiency, Low Carbon and Energy Re: ncy Measures (EELCM) * 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 Detals Consolidate Scores Complete List

Complete List Exported Scores Under Review and Endorsement

Generate Scoring Template Under Quality Assessment

Latest News ¥ nome

Approved In-Principle For PO: Complete and submit your Goncept Note online by 14 July Not 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.

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 Outbox Processed By Me Completed (6) All Involved Processes
Workflow Type Title Received on  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

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

Submit PO Details
Complete List

Generate Scoring Template
Pending Approval
Approved In-Principle

Not Approved

Withdrawn
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e 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

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

Complete List

Under Review and Endorsement
Under Quality Assessment
Approved

Not Approved

Withdrawn

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 "~
-
i=]
My Inbox (77) My Outbox Processed By Me Completed (75) All Involved Processes
Workflow Type Title Receivedon  Received on
- Project Proposal [return] . 2023-06-28  20:04:49
Under Quality Assessment: (CTI_102_2023A) SET 06 - CN 03 PP APAS DEMO
* Project Proposal Satisfactory for BMC Recommendation: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-23 11:38:41
+ 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 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
+ Create Concept Note  Under Review (PMU): (SET 15) - (PE 3 TASK 2) CN 01-2° 2023-06-16 12:05:03
+ Create Concept Note  Under Review (PMU): (SET 17) - (PE 4 TASK 2) CN 01-2° 2023-06-16  12:04:07
Concept Notes & [ scoring & [ Project Proposal )
Complete List PMU Consolidate Scores Complete List
Pending Approval PMU Exported Scores Under Review and Endorsement
Approved In-Principal Under Quality Assessment
Not Approved Approved
Withdrawn For PO: Complete and submit your Concept Note online by 14 July Not Approved
For RAF delegates: Scoring for PS2, 2023 will open 25 July 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.

Useful Links e

Email To APAS Admin

APAS User Guide

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

Standard Guidelines to Drafting Proposals
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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 Involved Processes
Workflow Type Title Received on 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
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 4

Complete List
Pending Approval
Approved In-Principal
Not Approved

Withdrawn

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.

Project Proposal o

Complete List

Under Review and Endorsement
Under Quality Assessment
Approved

Not 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
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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.

Project Proposal Header

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.)

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
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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

7 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

]

Print

S

Favourite

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.

1
i
il
i
1}
]
H
@
|
te}
%
i~
a

General Comments B I U S Fromat - | Font - | size - | LineH.. - |A- B3|}

(Use this box to comment & [
response.

Please date your comment (e.g.

27/04/2022).

Please do not delete previous

comments.)
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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 a PO Account

The PD or PE creates accounts for each PO who has an endorsed Concept Note. Any PO, whether new or
existing, must have a unique APAS account to use APAS. The POs who have Concept Notes that are not
endorsed will not have an account created for them.

To create a PO account:

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

APEC | Project Administration System A i = 4 APASPD4 v
= My Inbox @ wores
[i=}

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
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 Proposals

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
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The Create New PO Account page displays in a new tab. You will extract and enter the relevant
information that appear in the Main PO field in the endorsed Concept Note (Word document).

Workflow : Create - Create New PO Account - Create

Workflow Chart Process Status

Process PO Accounts

Create New PO Account

Forum *

Existing .
SN Search User Aporng,  Name Email Economy (old)

1 No X X X

3. Inthe Forum field, enter the Proposing Forum name and press Enter. The name of the forum
displays in a list. Select the forum by clicking on it, and then it displays in the Forum field.
Forum Energy Working Group (EWG)
4. Inthe Search User column, enter the PO’s name, and press Enter. If the name exists in the system, it
displays in a list. Select the name by clicking on it, and then it displays in the row.
SN Search User :‘:::::3., Name Email Economy (old)
1 | Joe Test Yes Joe Test phtestacs09@gmail.com Australia;
If the name does not exist, fill out the fields in the Name, Email, and Economy columns.
SN | Search User :cxcﬁ::?) Name Email Economy

1

Joe Test

ves

Joe Test

phtestacs09@gmail.com

6.

You may create multiple PO accounts from endorsed Concept Notes. To do this, click the + button at
the top right of the table and repeat step 4.

Existing 5
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 are finished adding POs, click the Process PO Accounts button to send the request to the
ITU.

Workflow : Create - Create New PO Account - Create

Create New PO Account

Energy Working Group (EWG)

Workflow Chart Process Status.

Forum

Existing

SN Search User Acounty  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;
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After you send the request, an email notification is sent to the POs to notify them that their account
creation is in progress. A separate email notification is sent to the ITU to create the list of PO
accounts. When the accounts are created, the ITU notifies the POs by email. The POs can now log in
using their account information. This process may take up to 48 hours.

1.3.2 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 the 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.
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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.

APEC | Project Administration System ®
B
My Tnbox My Outbox Processed By Me Completed All Involved Processes
Workflow Type Title Received on  Received on
Create Concept Note  [return] . 20230616 12:21:36
Draft: (SET 21) - (PE 6 TASK 2) CN 01-2
Create Concept Note  [return] . 20230518 12:118:39

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

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

Create Concept Note  [return] . 2023-06-16  12:16:10
Draft: (SET 12) - (PD 2 TASK 1) CN 01-1

Create Concept Note  [return] . 203-06-16  12:13:14
Draft: (SET 10) - (PD 1 TASK 1) CN 01-1

Create Concept Note  [return] . 2023-06-16  12:10:56
Draft: (SET 24) - (PD 8 TASK 2) CN 01-2

Create Concept Note  [return] . 2023-06-16  12:09:43
Draft: (SET 21) - (PE 6 TASK 1) CN 01-1

Create Concept Note  [return] . 2023-06-16  12:09:30
Draft: (SET 27) - (PE 9 TASK 2) CN 01-2

Create Concept Note  [return] . 2023-06-16  12:08:17
Draft: (SET 20) - (PD 6 TASK 1) CN 01-1

Create Concept Note  [return] . 2023-06-16  12:07:42
Draft: (SET 27) - (PE 9 TASK 1) CN 01-1

Create Concept Note  [return] . 2023-06-16  12:04:28
Draft: (SET 15) - (PE 3 TASK 1) CN 01-1

Create Concept Note  [return] . 2023-06-16  12:02:55
Draft: (SET 23) - (PE 7 TASK 2) CN 01-2

Create Concept Note  [return] . 2023-06-16  12:02:44
Draft: (SET 25) - (PE 8 TASK 1) CN 01-1

Create Concept Note  [return] . 2023-06-16  12:00:34
Draft: (SET 16) - (PD 4 TASK 1) CN 01-1

Create Concept Note  [return] . 2023-06-16  11:58:22
Draft: (SET 26) - (PD 9 TASK 1) CN 01-1

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

Email to APAS Admin

APAS User Guide

Videos on Key Tasks
Guidebook on APEC Projects
Praject Overseer's Toalkit

Standard Guidelines to Drafting Proposals

Change Password I
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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 |

b

[oN

Enter the old password in the Old Password field.
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:

e The password must be at least six characters.

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

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

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

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

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 A i

U ) UATRAF1 v

2.

b= 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

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 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
Guidebook on APEC Projects
Project Overseer's Toolkit

Standard Guidelines to Drafting Proposals

Useful Links e

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

‘2) o ° 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

APASPD4 Director (Program)
M

SECRETARIAT-PD/

Password Setting I

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

e Password Settings

Login password Secondary Verification Password

Old Password :

New Password : #Must contain letters, numbers
and special characters.
Minimum length should be 8.

Confirm Password :

Verification code * BriFegad

Enter your current password in the Old Password field.

Old Password : LLLTT T

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 : cesssnens

[ 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.

Confirm Password : +........|

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

Verification code : 8337 B\ 37

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.

Request for APAS assistance: - Message (HTML) x| O

Message Insert Options Format Text Review Help Acrobat Q Tell me

e - - - y ¥ =1 ile - ‘ -
", Calibri (Body) 1117 i i (3 D AttachFile %'a E l, @ D

B I U :(=-i=. e3= U7 Attach Item - . - ! - .
Paste - o Names _ Attach File Assign Viva View
v w-A- 2 A - [Zsignature ~ via Link  Policy ~ v Insights Templates
Clipboard =~ Basic Text I Include Adobe Acro... Tags I My Templa...| &
To.. APAS Administrators
El Ce
Send

Subject Request for APAS assistance:

U SN SRR SN RUNCRIE SUNUNCN BENERC SUR N S SN AU SN BN
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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.

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 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 Creating a Concept Note from an Endorsed Version in APAS

After the Concept Note is created and endorsed offline, the PO logs into APAS and opens the online
Concept Note form. Then the PO uploads the endorsed Concept Note (Word document) and all the co-
sponsorship confirmation emails, and then copies and pastes the information from the endorsed
Concept Note (Word document) into the online template.
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When a Concept Note is ready to be created in APAS, the PO receives an email notification similar to the
example below:

APEC Information Management Portal (AIMP) User Account Information

aimp@apec.org
Y To EAIMP 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_xxx@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).

Then the PO follows these steps to create a Concept Note in APAS:

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

APEC | Project Administration System " H A | APASPO4 v
= My Inbox
=
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
Create Concept Note Email to APAS Admin Draft a New Project Proposal ***
My Concept Notes APAS User Guide My Project Proposals
pending Approval Videos on Key Tasks Under Review and Endorsement
Approved In-Principle Guidebook on APEC Projects Under Quality Assessment
Not Approved Project Overseer's Toolkit Approved
Withdrawn Standard Guidelines to Drafting Proposals Not Approved
Withdrawn

2. Inthe Concept Notes widget on the Dashboard, click Create Concept Note.

I Create Concept No‘[el

My Concept Notes

Pending Approval
Approved In-Principle
Not Approved

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

Workflow : Create - Create Concept Note - Create

Workflow Chart Process Status

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.

Upload Endorsed
Concept Note

Upload Co-Sponsorship

I, Upload attachment ~ Maximum 5M Confirmation Docs.

1 Upload attachment  Maximum 5M

Project Session Project Year

Project Title

¢

Fund Source Sub-Fund Not Applicable
Additional APEC Forum

(if any applicable)

Co-Sponsoring APEC

APEC Forum

Proposing APEC

Economy(ies) Economies
Expected Start Date 30-05-2023 Project Completion Date
CN Final Submission )

ate
3 1038 AM
ﬂ L Type here to search waan il )|

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

Upload Endorsed

Concept Note I, Upload attachment | Maximum 5M

The Open window displays on your computer.

€ open X
« ~ 4 Wl > ThisPC > Desktop v [$] £ Search Desktop
Organize ~ New folder in | e
S
o lavaCon2023 *  Name Date modified Type Size *
o LavaCon Food P! Alaska All in One Tour (2-19-23) 2/22/2023 452 PM File folder
@ OneDrive - Person AMCG-Portland appraisals 5/8/2023 8:39 AM File folder
Ametek 5/28/2023 6:39 PM File folder
=
v W ThisPC Anchorage Aurora Quest (2-20-23) 2/24/2023 9:56 AM File folder
B 3D Objects APAS User Guide 5/30/2023 2:44 PM File folder
> [ Desktop Armchair photo tours to finish in August-..  8/23/2021 6:46 PM File folder
[= Documents Armchair phato tours-fall 12/7/2022 11:41 AM File folder
¥ Downloads Armchair photo tours-spring 12/7/2022 11:42 AM File folder
D Music Armchair photo tours-summer 12/1/2022 10:49 AM File folder
=] Pictures Armchair photo tours-winter 12/31/2022 6:40 PM File folder
Audience Axis Course 8/23/2021 7:51 PM File folder v
m Videos
T i ¢ >
File name: v ‘ All files (*%) ~
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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 X
« v 4 > ThisPC > Desktop > APAS User Guide ~ O 2 Search APAS User Guide
Organize ~ New folder = m @
~
o lavaCon2023 *  Name Date Type ~
o LavaConFood P Contract 5/20/2023 8:58 AM File folder
@, OneDrive - Person Images 5 File folder
5/14 File folder
= Thi
This PC @ 01_CN_PO Upload Endorsed Concept Note.docx Jf 5/14/2023 10:29 PM Microsoft Word D.
8 3D Objects 02A_Co-Sponsorship Email.em| 6/19 11:39 PM E-mail Message
I Desktop R 028_Co-Sponsorship Email.em| y E-mail Message
[ Documents @ APAS Full User Guide r2.docx Microsoft Word D...
¥ Downloads @ APAS User Guide-Chapter 1 draft (5-29-23).docx  5/30, Microsoft Word D.
b Music Description of APAS Process Steps for User Gui 5/29 Microsoft Excel W..
& Pictures @ Notes from APAS demo (5-10-23).docx Microsoft Word D...
i M W
E Videos @ The User Guide Index_17May23.docx Microsoft Word D... ,
e e V< >
File name: ‘DW,CN,PO Upload Endorsed Concept Note.docx V| All files (*%) ~

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

Lo E 01_CN_PO Upload Endorsed Concept Note.
docx

Upload Endorsed
Concept Note

1, Upload attachment  Maximum 5M

d. Inthe Upload Co-Sponsorship Confirmation Docs field, repeat steps a-c to upload the two (or
more) sponsorship confirmation emails.

Note: You should upload all the emails containing the co-sponsorship agreement by the co-
sponsoring economies listed in your Concept Note.

When you’re finished, the uploaded emails display in this field as shown in the example below.

<> [@ 02A_Co-Sponsorship Email.eml

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

Confirmation Docs

1, Upload attachment L, Download All

Maximum 5M

4. Open the Concept Note Word document on your computer, and follow steps 7-17 to enter the
information from the Concept Note Word document into the template.

Important: Remember that you must enter the information exactly as it is from the Word
document. Do not add new or different information.
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5.

In the Project Overview section of the Concept Note template, follow these steps:

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

Enter the year in the Project Year field.

Project Year 2023
Enter the title of the Concept Note in the Project Title field.

SET 04 - CN 01 APAS DEMO

Project Title

Click the magnifying glass icon at the right of these fields and select the appropriate item from
the list that pops up:

¢ Fund Source

e APEC Forum

e Proposing APEC Economy(ies)

e  Sub-Fund

e Additional APEC Forum (if any applicable)

e Co-Sponsoring APEC Economies

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

Indonesia; Economies Australia; Brunei Darussalam; Canada; Chile;

APEC Forum Energy Working Group (EWG)

Proposing APEC
Economy(ies)

Click the calendar icon at the left of these fields and select the dates from the calendar that pops
up:

e Expected Start Date

e Project Completion Date

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

Data Privacy; Digital Economy;

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

Click the magnifying glass icon at the right of the Project Topic(s) field. From the list that pops
up, select the topic(s) mostly relevant to your project theme.

Project Topic(s) Data Privacy; Digital Economy;

Digital Technology and Innovation;
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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
o a— 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. ™

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 |

In the Project Alignment to APEC’s Putrajaya Vision 2040 and Aotearoa Plan of Action section of
the Concept Note template, refer to the Annex page of the Word Document and identify the
driver(s) and objective(s) you selected. Then in APAS, click the magnifying glass icon at the right of
these fields and select the appropriate item from the list that pops up:

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

In the Budget section, enter these costs in U.S. dollars in the corresponding fields. They must follow
the exact numbers in the endorsed Word document.

a. Labor

b. Travel

¢. Hosting

d. Publications and Distribution
e. Other

As you enter these numbers, the total costs calculate automatically in the Total Amount Being
Sought from APEC and Total Project Value fields at the bottom of the Budget section.

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+b+c+d+e) Self-Funding Amount -

(USD) 118,000.00 [ [(XWIN Total Project Value (USD) 118,000.00
?

If any self-funding is committed to your project, enter the amount in U.S. dollars in the Self-Funding
Amount field.

5,000.00
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8. Inthe Main Project Overseer Information section, the Name, Organization, Primary E-mail, Job
Title, and Primary Contact No fields are filled in automatically with your information from your APAS
account.

Note: if the main contact is not the Main Project Overseer, enter the email address of the main
contact. This email address will receive all email and task notifications from APAS. If there are several
members on the PO’s team or multiple POs for the same project, the login information for the Main
PO needs to be shared.

Main Project Overseer Information

Fora Member

Name APASPO4 Job Title
\

EXTERNAL Primary Contact No

‘Organization 93447017
(Economy Code/Area Code +
Telephone No)

Primary E-mail uday@ionesoftsolutions.com Alternate Contact No

(Economy Code/Area Code +

Alternate E-mail Telephone No)

If there is an alternate contact for the project, enter their email in the Alternate E-mail field and
their phone number in the Alternate Contact No field.

Note: The Alternate E-mail owner will not receive email notifications from APAS. All email and task
notifications from APAS are sent to the email address of the main contact.

9. (optional) If you need to add a secondary Project Overseer, click the + at the top right corner of the
Additional Project Overseer Information section. Add the person’s name, job title, organization,
contact number (phone), and email in the corresponding columns.

Additional Project Overseer Information (Click on the + sign on the right to add additional Project Overseers)

o e e Comac o
Juan Carlos Zamalloa Ministry of Production
1 Kyle Johnson +6593447018 jtb@apec.org
) b

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

. . 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 . L R
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. =

11. In the Relevance section, follow these steps:
a. Copy the issues from the Word document and paste them into the Issues field.
b. Copy the alignment to APEC information from the Word document and paste it into the
Alignment to APEC field.
c. Copy the alignment to Forum information from the Word document and paste it in the
Alignment to Forum field.
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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 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 to finance, global markets and global value chains in order to ensure that \

L. -

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 the priorities for eligibility and food from the Word document and paste it in the empty box in
the Eligibility and Food Priorities section.

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.

13. Copy the capacity building information from the Word document and paste it in the empty box in
the Capacity Building section.

3. Capacity Building @

This project contributes to strengthen and to develop capacities in both, public and private sector of APEC economies, in erder 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, follow 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: it is preferred that a task starts on the first day of the selected month and end by the last
day of the selected month.

b. Copy the task from the Word document and paste it in the Descriptions of Tasks field.
c. Copy any deliverables for the task from the Word document and paste it into the Deliverables

field.

d. Repeat steps 14a-c to add another task.
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4. Methodology @

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

| ® | sv | sarfrom @ | FinishBy @ Description of Tasks Deliverables

Tender documentation and contract signing

[ 1 [+121-05-2023 (+125-05-2023

Circulation of a survey to identify stakeholders among APEC

; ; economies
[ 2 [ 04-06-2023 [#115-06-2023

e. If you need to add another task, click the + button at the top right corner of the Methodology
section. Delete a task by checking the box at the left of the task and clicking the — button.

4. Methodology @

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

| ® | sn | Startfrom @ | Finishey @ Description of Tasks [ T———

f. Copy the beneficiaries information from the Word document and paste it 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.

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

1

g. Copy the evaluation from the Word document and paste it in the Evaluation field.

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 f the study: at least 100
P umber of pages of the study: at leas
Number of Fintech

Y1

h. Copy the linkages information from the Word document and paste it 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 '
seeks to create an enabling environment for Fintech to support economic growth, inclusion and sustainability in the recovery of Covid-19, and "Public Policy,
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. ™

4d. Linkages

15. In the Project Overseer Declaration section, read the text and click the Please check to declare box
to accept the declaration. A check mark displays in the box. Today’s date automatically displays in
the Date field.

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. (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.

Workflow :Process - Create Concept Note - &

Workflow Chart Process Status Uploaded Attachments
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17. When you’re finished filling out the Concept Note template, 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 displays. Click Yes to verify you want 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

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 Receivedon  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
+ Project Proposal Draft: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 20230515 17:22:58
 Create Concept Note  Reviewed for Scoring (PMU): SET 04 - CN 03 PP APAS DEMO 20230515 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 20230515 1si56:12_|

2.2.2 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.

APEC | Project Administration System N 1 &) o A | APASPD4 v
(i)
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
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 Proposals
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2. Inthe Inbox, look for the Concept Note message and click its title.

My Tnbox (2) My Outbox Processed By Me completed (6) All Involved Processes
Workflow Type Title Received on _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

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

Workflow :Process - Create Concept Note - POto PD &

Workflow Chart Process Status Uploaded Attachments. Send To PMU Send To Revise

Concept Note: Review Draft

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

[2 SPD_02A_Co-Sponsorship Email_Vi.eml

Upload Endorsed Concept | ) ECN_01_CN_PO Upload Endorsed Concept Note_V1.docx Upload Co-Sponsorship B SPD_02B_Co-Sponsorship Email_V1.eml
Confirmation Docs

&, Download All

Project Overview

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) Additional APEC Forum (if

any applicable)

Proposing APEC Co-Sponsoring APEC

L Indonesia; Economies Australia; Brunei Darussalam; Canada; Chile;
Economy(ies)

Expected Start Date 14-05-2023 G =e Gt iz 21-03-2023

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

3. Verify 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.

AutoSave < APAS version - APASPO4- 5-15.docx - Compatibility Mode + Saved P Search Cheryl Landes (€

File  Home Insert Draw Design Llayout References Mailings Review View Help Acrobat © Comments ¢ Editing | 4 Share -

A A - JFind v ’l
LD | EesheRona 0N A A Aav = AN ~aBbCcr || AaBbect [| AaBbccr | AaBbCcer | AaBbCct] r——
Pafte - I U~ x P rmal dy st Para. 0 spac..J§1 Table pa. B Create and Share Request Editor  Tools
3 5

& = === [ setect v Adobe PDF  Signatures
Clpboard 5 Font Paragraph diing Adobe Actobat Edtor  policyTech
. 1 2 s 7

Concept-Note

{2-SPD_02A_Co-Spons{
Endorsed-

oad-Endorsed oy OrshipEmail_V1.eml-
- -Endorsed-Conce: Confirmatio-»

ﬁ:rt‘ec:pt pt-Note_V1i.docxx Docx [2-SPD_02B_Co-Spons{
- orship-Email_V1.emix

bl b bl
Upload- B ECN_01_CN_PO- Upl- Sponsor-

Project-Overview

k. Project- s Project-
° x
Sessionx Yearx
= Project-
Titlex
il 1 i ASF:-Energy-Efficiency,-Low-
Fund-Sourcex APEC-Support-Fund-(ASF)x Sub-Fundx  Carbon-and-Energy-Resiliency-
Measures-(EELCM)x
[ Additional- =
APECY APEC-Forum
Forumx (if-any-
applicable)x

2023x=

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

Energy-Working-Group:(EWG)x
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PONSoring: pneiparussalam; - -
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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.

Upload Endorsed Concept

e a 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 Attachment - ECN_01_CN_PO Upload Endorsed Concept Note_V1.docx (V1)

moﬁ -

APEC Concept Note
Please submit to APEC Secretariat Program Director. Concept Notes exceeding 4 pages (including cover page) and
i issic i i ‘must be no less than 10pt font.

Project Title: | Building a Fintech ecosystem for the recovery of the MSME sector

Fund Source (Select one):

General Project Account (GPA)

Trade and Investment Liberalization and Facilitation Special Account (TILF)
APEC Support Fund (ASF) - General Fund

APEC Support Fund (ASF) — Sub-fund. You must nominate the Sub-fund Nere: ..............c.c.r

APEC Forum: | SMEWG
Proposing APEC Economy: | Peru

i ies: | Australia; China; Hong Kong, China; Mexico; the Philippines;
Co-sponsoring Economies: | Sirio bt CHinese Taipel; Viet Namn PP

Expected Start Date: | January 2023

sEroject Completion Date: | March 2024

Project
Summary: | MSMES constitute more than 97% of the businesses and provide
In 150 words - more than half of the jobs in APEC economies. However, they face
S, several obstacles that difficult their development, being one of the
* What is the issue that you | 1ot important the lack of formal financial access, which got worse
will address or examine in | since the COVID-19 pandemic, due to quarantines and the stop of
your project? ions. In this context, it i important to identify mechanisms for

5. 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 incorrect changes made in APAS:

a. Option 1 - Correct these changes on APAS on PO’s behalf. Make a note of these changes in an
email (using Outlook) for the PO. On APAS, click Send to PMU.

Workflow :Process - Create Concept Note - PO to PD P

Workflow Chart ~ Process Status  Uploaded Attachments Send To P

Send To Revise =S

Concept Note: Review Draft

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

A confirmation message displays. Click Yes to continue.

Confirmation X

You Submitting the Concept Note to
PMU. 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 “Draft.”
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My Inbox (1) My Outbox Processed By Me Completed (6) All Involved Processes
Workflow Type Title Received on  Received on
|- Create Concept Note  Under Review (PMU): SET 04 - CN 01 APAS DEMO 2023-06-02  02:09:17 |
- Project Proposal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO 20230520 17:55:11

b. Option 2 - Make a note of these changes in an email (using Outlook) for the PO. When you're

finished, click the Send to Revise button at the top of the Concept Note in APAS. Then send the
email with the changes to the PO.

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

Workflow Chart Process Status Uploaded Attachments el Send ToRevise | IS

Concept Note: Review Draft

PD: Please review the Concept Note and ensure that the information below is accurate. When done, click 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. The title changes to “Draft.”

My Inbox (1) My Outbox Processed By Me Completed (6) All Involved Processes
Workflow Type Title Received on  Received on
| Create Concept Note  Draft: SET 04 - CN 01 APAS DEMO 2023-06-01  21:45:12 |
- Project Proposal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO 2023-05-20 17:55:11

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

Workflow Chart ~ Process Status  Uploaded Attachments Send To P

Send To Revise =S

Concept Note: Review Draft

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

A confirmation message displays. Click Yes to continue.

Confirmation X

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

Yes Cancel
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2.2.3 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.

APEC | Project Adm n System Home
My Inbox
- My Inbox My Outbox Processed By Me Completed All Involved Processes
Workflow Type Title Received on  Received on
 Create Concept Note  [return] . 20230602 01:41:54
Draft: SET 04 - CN 01 APAS DEMO
- 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 20230515 17:22:58
Concept Notes. ¢ Useful Links ¢ Project Proposal ¢
Create Concept Note Email to APAS Admin Draft a New Project Proposal ***
My Concept Notes APAS User Guide My Project Proposals
Pending Approval Videos on Key Tasks Under Review and Endorsement
Approved In-Principle Guidebook on APEC Projects Under Quality Assessment
Not Approved Project Overseer's Toolkit Approved
Withdrawn Standard Guidelines to Drafting Proposals Not Approved
Withdrawn

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

My Inbox My Outbox Processed By Me Completed All Involved Processes
Workflow Type Title Received on  Received on
|Creale Concept Note  [return] . 2023-06-02  01:41:54 I
Draft: SET 04 - CN 01 APAS DEMO
- 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

The Concept Note opens in a new tab.

For action from APASPD4 at 2023-06-02 01:41:54

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

Workflow Chart Process Status Uploaded Attachments

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.

4 [2 SPD_02A_Co-Sponsorship Email_V1.eml
< B ECN_01_CN_PO Upload Endorsed Concept Note_V

1.docx 5
Upload Endorsed Concept Upload Co-Sponsorship < [ SPD_02B_Co-Sponsorship Email_V1.eml
Note Confirmation Docs

1, Upload attachment  Maximum 5M
L, Upload attachment L, Download All  Maximum SM

Project Overview

Project Session 1 Project Year 2023

SET 04 - CN 01 APAS DEMO

Project Title

)

e 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

Indonesia; Economies Australia; Brunei Darussalam; Canada; Chile;

APEC Forum Energy Working Group (EWG)

Proposing APEC
Economy(ies)

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

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 on
- Create Concept Note  Under Review (PD): SET 04 - CN 01 APAS DEMO 2023-06-02 01:41:54
- Project Proposal 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 Proposal 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

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.
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2.2.4 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.

APEC | Project Administration System "~

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

= My Inbox

My Inbox (19) My Outbox
Workflow Type Title
Create Concept Note
Initiate RAF Scoring 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:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:
RAF Scoring: ( APEC Support Fund (ASF)) ASF:

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

Initiate RAF Scoring

Concept Notes

Processed By Me Completed (15) All Involved Processes

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

Supply Chain Connectivity (SCC) *

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) *

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) *

Marine Debris Management and Innovation (MDMI) *

Women and the Economy (WtE) *

Women and the Economy (WtE) *

icro Small and Medium Enterprises (MSMEs) *

Micro Small and Medium Enterprises (MSMEs) *

Received on  Received on
2023-06-02  02:25:29
2023-05-23  02:27:11
2023-05-23  02:26:37
2023-05-22  16:27:39
2023-05-22  15:26:25
2023-05-20  17:04:50
2023-05-20  13:06:18
2023-05-19  13:38:09
2023-05-19  12:24:38
2023-05-18  11:10:22
2023-05-18  11:09:39
2023-05-15  16:55:14
2023-05-15  16:54:42
2023-05-15  14:39:42
2023-05-15  14:38:03
2023-05-15  06:39:53
2023-05-15  06:39:30
2023-05-15  03:23:47
2023-05-15  02:21:14

2.
message to open it.

In your inbox, look for the Concept Note that’s ready for approval to move to scoring and click the

My Inbox (19) My Outbox Processed By Me Completed (15) All Involved Processes
Workflow Type Title Received on  Received on
I- Create Concept Note  Under Review (PMU): SET 04 - CN 01 APAS DEMO * 202 02:25:29
- 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

The Concept Note displays in a separ

ate tab in your web browser.

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

Workflow Chart Process Status Uploaded Attachments

Concept Note

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

=3 3

Upload Endorsed Concept
Note

E) ECN_01_CN_PO Upload Endorsed Concept Note_V1.docx

[ SPD_02A_Co-Sponsorship Email_V1.eml 43.6

Upload Co-Sponsorship
Confirmation Docs

L, Download All

[ SPD_02B_Co-Sponsorship Email_V1.em!

Project Session 1

SET 04 - CN 01 APAS DEMO

Project Title

Fund Source APEC Support Fund (ASF)

APEC Forum Energy Working Group (EWG)

Proposing APEC

Economy(ies) Indonesia;
Expected Start Date 14-05-2023
CN Final Submission Date 28-04-2023

Project Overview

Project Year 2023

Sub-Fund

Measures (EELCM)
Additional APEC Forum (if
any applicable)
Co-Sponsoring APEC
Economies

Australia; Brunei Darussalam;

Project Completion Date 21-03-2023

Data Privacy; Digital Economy;

Project Topic(s)

ASF: Energy Efficiency, Low Carbon and Energy Resiliency

Canada;

Chile;
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e

ukw

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

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

o

a. Listthe

(optional) If changes are needed:

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.

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

Workflow Chart Process Status Uploaded Attachments

A confirmation message displays. Click Yes to continue.

P

Confirmation X

Send Concept Note to Revise. Confirm to

roceed?

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

Dashbo

ard. The title changes to “Under Review.”

My Inbox (18) My Outbox Processed By Me Completed (15) All Involved Processes
Workflow Type Title Received on___Received on
- Create Concept Note  Under Review (PD): SET 04 - CN 01 APAS DEMO 2023-06-02  02:25:29
- 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 Proposal Under Quality Assessment: (EWG_102_2023A) SET 04 - CN 04 PP QA APAS DEMO 2023-0520  17:54:03
- Project Proposal Under Quality Assessment: (OFWG_102_2023A) SET 03 - CN 04 PP QA APAS DEMO * 2023-0520  13:43:05
- Project Proposal Under Quality Assessment: (SMEWG_102_2023A) SET 01 - CN 04 PP QA APAS DEMO * 2023-0520  12:04:52
- Project Proposal Under Quality Assessment: (PPWE_102_2023A) SET 02 - CN 04 PP QA APAS DEMO * 2023-0520  11:54:38

c. Sendth

e 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 Received on  Received on
- Create Concept Note ~ [retum] 2023-06-02  02:55:40
Under Review (PD): SET 04 - CN 01 APAS DEMO
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.

For action from PMUA4 at 2023-06-02 02:55:40

Workflow :Process - Create Concept Note - PMU Reject to PD &

Workflow Chart Process Status Uploaded Attachments Send To PMU Send To Revise: =

Concept Note: Review Draft

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

[2 SPD_02A_Co-Sponsorship Email_V1.em!

Upload Endorsed Concept  E) ECN_01_CN_PO Upload Endorsed Concept Note_V1.docx Upload Co-Sponsorship [@ SPD_02B_Co-Sponsorship Email_V1.eml
Confirmation Docs

L Download All

Project Overview

Project Session 1 Project Year 2023

SET 04 - CN 01 APAS DEMO

Project Title
u
Fund Source APEC Support Fund (ASF) Sl ASF: Energy Efficiency, Low Carbon and Energy Resiliency
Measures (EELCM)
APEC Forum Energy Working Group (EWG) Additional APEC Forum (if

any applicable)
Co-Sponsoring APEC

el AREE Indonesia; Economies Australia; Brunei Darussalam; Canada; Chile;

Economy(ies)

Evnactad Gtact Nat, 140500 Project Completion Date o

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.

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

Workflow Chart Process Status Uploaded Attachments Send To PMU Send To Revise =

Concept Note: Review Draft

PD: Please review the Concept Note and ensure that the information below is accurate. When done, 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.

7. If no changes are needed, click the Accept button in the top right corner of the Concept Note.

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
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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
Workflow Type w 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.

APEC | Project Administration System A i Home
i=]
My Inbox (18) My Outbox Processed By Me Completed (15) Al Involved 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) 20230523 02:26:37
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 2023-0522 16:27:39
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Digital Innovation (Digital) * 20230522 15:26:25
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) 20230520 17:04:50
 Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 2023-05-20  13:06:18
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WtE) * 20230519 13:38:09
 Initiate 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  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Digital Innovation (Digital) * 2023-05-18  11:09:39
Initiste RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 20230515 16:55:14
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 20230515 16:54:42
* Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 2023-05-15  14:39:42
* Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 20230515 14:38:03
* Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WtE) * 20230515 06:39:53
+ Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WtE) 20230515 06:39:30
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-05-15  03:23:47
Initiste RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMES) * 20230515 02:21:14

Complete List PMU Consolidate Scores Complete List

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

Concept Notes

Pending Approval
Approved In-Principal
Not Approved
Withdrawn
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The Concept Note Complete List (PMU) displays in a separate tab in your web browser.

@ Concept Note Complete List (PMU)

Concept Note Number:

Fund Source:

)

Concept Note

Project Title Number

R

Building a Fintech ecosystem for the
recovery of the MSME sector

Building a Fintech ecosystem for the
recovery of the Ocean and Fishery
sector

SET 01 - CN 02 RAF APAS DEMO CN_SMEWG_102_2023

SET 01 - CN 04 PP QA APAS DEMO  CN_SMEWG_104_2023

SET 02 - CN 02 RAF APAS DEMO CN_PPWE_102_2023

SET 02 - CN 03 PP APAS DEMO CN_PPWE_101_2023

SET 02 - CN 04 PP QA APAS DEMO  CN_PPWE_103_2023

PP
Number

SMEWG_1
02_2023A

PPWE_101
_2023A
PPWE_102
_2023A

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 Fund (ASF)

Project Title:

Sub-Fund:

Sub-Fund

ASF: Women and the Economy
(WEE)

ASF: Marine Debris Management
and Tnnovation (MDMI)

ASF: Micro Small and Medium
Enterprises (MSMES)

ASF: Micro Small and Medium
Enterprises (MSMES)

ASF: Women and the Economy
(WE)

ASF: Women and the Economy
(Wte)

ASF: Women and the Economy
(WEE)

Proposing APEC
Economy(ies)

Australia;

Indonesia;

Canada;

Canada;

Australia;

Indonesia;

China;

22 records in total

Co-Sponsoring APEC
Economies

Brunei Darussalam;
Canada; Chile; China;

Australia; Brunei
Darussalam; Canada;
Chile;

Australia; Brunei
Darussalam; Chile;
China;

Australia; Brunei
Darussalam; Chile;
China;

Brunei Darussalam;
Canada; Chile; China;

Australia; Brunei
Darussalam; Canada;
Chile;

Australia; Brunei
Darussalam; Canada;
Chile;

Australia; Brunei

Consolidate Concept Notes =

Current Status

Draft

RAF Scoring

Drafted

RAF Scoring

Drafted

Drafted

50 v

Goto 1

BMC
Approval
Status

Pending
Approval

pending
Approval

pending
Approval

Approved
In-
Principle

pending
Approval

Approved
In-
Principle

Approved
In-
Principle

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

4.

Note is selected.

@ Concept Note Complete List (PMU)

Consolidate Concept Notes

(EELCM)

Chile;

Concept Note Nummber. Project Title:
Fund Source: Sub-Fund:
Concept Note PP Proposing APEC Co-Sponsoring APEC BMC
Project Title & Fund Source Sub-Fund poSIng | ponsoring 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 Resiliency Measures Indonesia; Darussalam; Canada; (M) Aoroval
(EELCM) Chile; PP!
ASF: Energy Efficiency, Low Carbon Australia; Brunei pendin
[ SET 04 - CN 02 RAF APAS DEMO CN_EWG_101_2023 APEC Support Fund (ASF) and Energy Resiliency Measures Indonesia; Darussalam; Canada;  RAF Scoring Approvga\

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

@ Concept Note Complete List (PMU)
Concept Note Number:
Fund Source:

Concept Note PP

Project Title
Number

SET 04 - CN 01 APAS DEMO CN_EWG_104_2023

SET 04 - CN 02 RAF APAS DEMO CN_EWG_101_2023

Fund Source

Number

APEC Support Fund (ASF)

APEC Support Fund (ASF)

Project Title:

Sub-Fund

Sub-Fund

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

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

Proposing APEC
Economy(ies)

Indonesia;

Indonesia;

Co-Sponsoring APEC
Economies.

Australia; Brunei
Darussalam; Canada;
Chile;

Australia; Brunei
Darussalam; Canada;
Chile;

Current Status.

Reviewed for Scoring
(PMU)

RAF Scoring

BMC

Approval
Status

Pending
Approval

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

Workflow : Create - Notify PD - Create

Workflow Chart Process Status

Notify PD for Scoring Save

I Notification to Start the Scoring

Dear PDs,

scorers.

B|B I U §| Fomat - | Font - | size e

LineH.. - | A- B-| = 3

i
i
i
i
il
8

A

5]

i

el

%

~

I

Click to Initiate the Scoring Process
Thank You,

PMU4

1 CN_EWG_104_2023 SET 04 - CN 01 APAS DEMO APASPD4

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

@ G ¥

=

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.

Notify PD for Scoring Save

Notification to Start the Scoring

Dear PDs,

scorers.

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

A confirmation message displays. Click Confirm to continue.

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 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 2023-05-20 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
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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 Administration System A
(i)
My Inbox (2) My Outbox Processed By Me Completed (7) Al Involved Processes
Workflow Type Title Receivedon  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 *

Submit PO Details Consolidate Scores Complete List

Generate Scoring Template

Under Quality Assessment
Useful Links e
Jo— oproes

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 Proposals

Complete List Exported Scores Under Review and Endorsement

2023-05-15  17:00:40

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

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

3. The Score Concept Note — select and score page opens in a new tab.
The full list of Concept Notes for all the Fund Accounts displays.

@ Score Concept Note - select and score
Gancest e rmbar Frosest e

Fund Seuree

Project Tile

Broposing APEC

Rasdy for Seeing (90)
Randy for Searing (50
Ready for Seering (3]

Raady for Seoring (70)

4 recsecs in tota a
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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

Concept Note Number: Project Title

5. To select all the Concept Notes in the lists, check the box in the header column. Otherwise, check the
box at the left of the Project Title of specific Concept Notes to be scored.

@ Score Concept Note - select and score Generate Scoring Template  [E=S
Concept Note Number: Project Title:
Fund Source: Sub-Fund: Advanced Search
Project Title Concept Note Number  Fund Source Sub-Fund ::;";i’;?i::fc E:;::;:‘;""g APEC | Current status :Z’:::'

Australia; B
ASF: Energy Efficiency, Low Carbon and ustralia; Brunet
SET 04 - CN 01 APAS DEMO CN_EWG_104_2023 APEC Support Fund (ASF) Ereray Restiency Messures (ctLay Indonesi; Darussalam; Canada; ~ Ready for Scoring (PD) 1

chile;
1 records in total n 25v Goto 1
6. Click the Generate Scoring Template button.
@ Score Concept Note - select and score
Concept Note Number: Project Title:
Fund Source: Sub-Fund Advanced Search
Project Title Concept Note Number | Fund Source Sub-Fund CrEmE i AUES EFUEIDNED e o =2
Economy(ies) Economies Session

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; Ready for Scoring (PD) 1
Energy Resiliency Measures (EELCM) Chile

1 records in total - 25v  Goto 1

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

Workflow Chart Process Status.

APEC Concept Note Scoring Sheets

PD: Please review the list of Concept Notes below and ensure 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
Scoring Due Date field. When ready, Please click submit.

AS|

Energy Efficiency, Low

Fund Source APEC Support Fund (ASF) Carbon and Energy Resiliency  [IlgS (RascREu T 1,2023
Measures (EELCM)
Scoring Forum Energy Working Group (EWG)
Scoring Due Date [JGIFRICIPE]
Scoring Instructions: Scoring Criteria:
Step1:  Enter Yes/No for eligibility ('Is this Concept Note eligible for funding?). If you deem a Concept Note ineligible, Criteria 1:  Supports the Priorities of the APEC Fund to which it is applying

you must enter a reason

Step2:  Entera score for each of the 5 evaluation criteria. Each criterion has a maximum value (e.g. /20) for a total of Crifesial2IlOualtyippeais Sy

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. GimnEE SRSy EEmys s

Step3:  You may dlick 'Save' to save your scores if you need to exit the scoring sheet before finalising the task. Criteria 41 Supports Capacity Building
Step4:  When you have completed scoring, please press ‘Submit'. Your scores will then be submitted to the APEC Criteria 5:  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 | Criteria 3 | Criteria 4 | Criteria5 | Total
Number concept Ineligibility Concept

note eligible Note Score
for funding?
(Yes / No) /60
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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.

AP T Comorpt Nole Scoring Short

ks s i b g

i b et e s st m T

9. Then click the Submit button in the top right corner of the APEC Concept Scoring Sheets page.

Workflow : Create - Initiate RAF Scoring - Create
Workflow Chart Process Status =

APEC Concept Note Scoring Sheets

PD: Please review the list of Concept Notes below and ensure 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
Scoring Due Date field. When ready, Please click submit.

ASF: Energy Efficiency, Low

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

Scoring Forum Energy Working Group (EWG)

Scoring Due Date [E[IRIPE]

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
Mokl T, Tl Beceliedon  Beceied op
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
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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.

APEC | Project Administration System ® = U ) UATRAFL v
i=]
My Inbox (17) My Outbox Processed By Me Completed (2) All Involved Processes
Workflow Type Title Receivedon  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) * 20230522 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) * 2023-05-19  13:38:10
- Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-05-19  12:24:39
- Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Digital 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  11:09:40
+ 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 (EELCM) * 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
* Scoring 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
Complete List Submitted Scores
Useful Links o

2. Inyourinbox, click the message with the scoring sheet.

My Inbox (17) My Outbox Processed By Me Completed (2) All Involved Processes
Workflow Type Title Received 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
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The scoring sheet for the Concept Note displays in a separate tab in your web browser.

Workflow :Process - Scoring Template - Exit1 &

APEC Concept Note Scoring Sheet

RAF : Please assess the eligibility and then score each Concept Note in the table below. Please note that you select 'NO' under Eligibility, you must provide a reason why the Concept Note is ineligible.

To review the Concept Note, please click on the Project Titles.

When the scoring is completed, please dlick Submit Scores.

(Pl v APEC Support Fund (ASF) Sub-Fund ’(*SSCF é)supp'y BRI project Session  [ERPIER

Small and Medium Enterprises Working Group
(SMEWG)

Scorer's ID UATRAFL LT 2SRV Hong Kong, Chinaj Scoring Forum

Scoring Instructions: Scoring Criteria:
Step1:  Enter Yes/No for eligibility ('Is this Concept Note eligible for funding?"). If you deem a Concept Note ineligible, Criteria 1:  Supports the Priorities of the APEC Fund to which it is
you must enter a reason applying

9
Step2:  Enter a score for each of the 5 evaluation criteria. Each criterion has a maximum value (e.g. /20) for a total of Crilesial2pouaiiyilppeaisSin|

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 Nate. Colcra s epeil oo

Step3:  You may dlick 'Save' to save your scores if you need to exit the scoring sheet before finalising the task. Criteria 41 Supports Capacity Building
Step4:  When you have completed scoring, please press 'Submit'. Your scores will then be submitted to the APEC Criteria 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 eligibility and criteria

Is this
concent

Criteria 2 | Criteria 3 Total

Concent.

Concept Note Criteria 1 Criteria 4 | Criteria 5

Number

Project Title Reason for

Workflow Chart Process Status Uploaded Attachments Submit Score =

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.

D Bp ple Proje g Is this
be concept
note eligible
for funding?

(Yes / No)
0 on Proje e to
e Do pad/P
1 CN_CTI_103_2023 jj SET 06 - CN 04 PP QA APAS DEMO Yes
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The Concept Note displays in a separate tab in your web browser.

@ Concept Note Module m -

Concept Note

2 SPD_02A_Co-Sponsorship Email_V1.eml

Endorsed CN Document [ ECN_CN_PO Upload Endorsed Concept Note_V... 64 | Sponsor Confirmation Doc [2 SPD_02B_Co-Sponsorship Email_V1.em!

L Download All

Project Overview

Project Session 1 Project Year 2023

Project Title SET 06 - CN 04 PP QA APAS DEMO

Fund Source APEC Support Fund (ASF) Sub Fund ASE: Supply Chain Connectivity (SCC)
APEC Forum Committee on Trade and Investment (T} LTI (w7

Proposing APEC Economy(ies)  Brunci Darussalarm Co-Sponsoring APEC Economies Canada; Chile; China; Hong Kong, China
Expected Start Date 23-05-2023 Project Completion Date 22.03-2023

. . 5 _ Data Privacy; Digital Economy
CN Final Submission Date 29-04-2023 Project Topic(s)
Digital Technology and Innovation;
SCC 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
Project Summary. operations. In this context, it is important to identify mechanisms for the reactivation of MSMESs that promote financial access, prevention & mitigation of over
indebtedness, and the use of alterative 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.

1.Research report,

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 P 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.

Print

3 sheets of paper
Concept Note
Printer

NPICH

12 SPD_02A_Co-Spans

Upload
Copies Endorsed | B ECN_O1CN_POUpI gP“"ﬁ'“" . orship Email_v1.em
Concept oad Endorsed Conce onfirmation
Note pt Note_V1.docx B SPD_02B_Co-Spons
1 - orship Email_v1.em!
Layout
Project Project
Landscape Session ! Year 2023
Project .
S SET 04 - CN 01 APAS DEMO
Pages ASF: Energy Efficiency, Low
Al Fund Source  APEC Support Fund (ASF) Sub-Fund | Carbon and Energy Resiliency
! Measures (EELCM)
o ‘ Additional
d pages only APEC APEC Forum
= Energy Working Group (EWG) | (g
Even pa nly :wliublu)
Proposing el Australia;
APEC  Indonesia; Spansoring | Brynei Darussalam;
Economy(ies) Economies | Canada; Chile;
Project
et | 15-05-2023 Completion | 22-03-2023
ate o
Data Privacy;
CN Final
Project Digital Econom
Submission | 29-04-2023 Tanicl<) nE:H\ Tachnalame and
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b. 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

11-13

Ctrl+Shift+P)

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.

Save PDF File As X
1T BB > ThisPC > Desktop v O P Seareh Desktop
Organize *  New folder = @
o lavaCon2019 " Name Date modified Type size *
o LavaCon 2020 Alaska All 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 Pl APAS User Guide 6/18/2023 5:32 PM File folder
- Armchair photo tours to finish in August-..  8/23/2021 6:46 P\ File folder
OneD - Pe
nebrive - erson Armehair photo tours-fall 12/7/2022 11:41 AM File folder
= This BC Armchair photo tours-spring 12/7/2022 1142 AM File folder
B 3D Objects Armchair photo tours-summer 12/7/2022 1049 AM  Fille folder .
T Deskton M >
L Pas version - APASPO4-2023-05-15.pd] -

Save as type: | PDF files (~PDF) v

~ Hide Folders Cancel
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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.

Concept Note Project Title Is this Reason for

Number concept Ineligibility
note eligible
for funding?
(Yes / No)
Mote: 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.

Concept Note Project Title Is this Reason for
Number concept Ineligibility
note eligible
for funding?

(Yes / No)

Note: Click on Project Title to

View/Download/Print
The project does
not support

"] | 1 | CN_CTI_103_2023 | SET 06 - CN 04 PP QA APAS DEMO No ~ 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).

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 | Criteria 2 | Criteria 3 | Criteria 4 | Criteria 5 Total
Concept
Note Score

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

18.00 14.50 10.00 9.50 5.00 57.00
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(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.

I Click to view the Guidance for Scoring I

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

B SN Concept Note Project Title Is this Reason for Criteria 1 | Criteria 2 | Criteria 3 | Criteria 4 | Criteria 5 Total
Number concept Ineligibility ‘Concept
note eligible Note Score
for funding?
(Yes / No)
/20 /15 /10 /10 /35 /60
Note: Click on Project Title to
View/Download/Print
Yes ~ Not Applicable 18.00 14.50 10.00 9.50 5.00 57.00

Scores out of 5

Scores out of 10

Scores Guidance 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 3-4 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, 9-10 Concept note demonstrates high-level insight into the criterion,
with excellent analysis and justification. with excellent analysis and justification.

Scores out of 15

Scores

Guidance

Scores out of 20

Scores Guidance

1-3 Concept note addresses the criterion to a minimal degree but is 1-4 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.

79 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.

o Workflow :Process - Scoring Template - Exit 1 <&
Workflow Chart

Process Status

Uploaded Attachments

save ESS

Confirmation

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

X

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 Type 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) * 202 17:35:17

+ Scoring Template RAF Scoring: (Hong Kong, China;) AEC 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 (5CC) * 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

U ) UATRAFL v

= My Inbox
(i)
My Inbox (16) My Outbox Processed By Me Completed (2) All Involved Processes

Workflow Type Title Receivedon  Received on

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 Conne: ity (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) * 2023-05-19 13:38:10
- Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-05-19  12:24:39
- Scoring Template RAF Scoring: (Hong Kong, China;) APEC Support Fund (ASF) - ASF: Digital 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  11:09:40

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 (EELCM) * 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
* Scoring 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
Complete List Submitted Scores

Email To APAS Admin

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

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

APEC | Project Administration System " Scoring HY U | UATRAFL v

e Submitted Scores Select 1 Concept Note to Amend Score
e
Concept Note Number: Project Title:
Fund Source: Sub-Fund:
Cor )t Not Amount Total Project :LZ’::OSI " Rex f Scoril Total Ci it
ncept Note otal Proje otal
P Project Title Fund Source | Sub-Fund Sought from ) =iy (ISl DL Session
Number Value (USD) | Economy Ineligibility | Economy  Score Status.
APEC (USD) -
(ies)
ASF: Supply Hong
. APEC Support  Chain Brunei Scoring
O 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; o Completed
SCC; ’
ASF: Energy
Efficiency, Low
Carbon and Hong
_ APEC Support Scoring
(m} 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)
ASF: Women
Hong
. APEC Support  and the Scoring
O 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 Pt Completed
(WEE) g
3 records in total w0V Goto 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 Proposing
- Concept Note . . Total Project APEC - - Re e Se i Total Ci it .
[ 2 Project Title Fund Source  Sub-Fund Sought from L Eligibility easons for | Scoring urren Session

Number Value (USD) | Economy Ineligibility  Economy  Score Status
APEC (USD) N
(ies)
ASF: Supply Hong
APEC Support  Chain Brunei Scoring
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) ina;
ASF: Energy
Efficiency, Low
Carbon and Hong
_ APEC Support Scoring
O 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 Note Number-: Project Title:
Fund Source: Sub-Fund:
Cor )t Note Amount Total Project ::JOEPCOS"‘Q Re f S il Total Ci it
- ncept Note otal Proje otal
= Project Title Fund Source | Sub-Fund Sought from U easons for | Scoring urren Session
Number Value (USD) | Economy Economy | Score status
APEC (USD) N
(ies)
ASF: Supply Hong
APEC Support  Chain Brunei . Scoring
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; Pl Completed
(sccy ;
ASF: Energy
Efficiency, Low
carbon and Hong
_ APEC Support . Scoring
O 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)
ASF: Women
Hong
. APEC Support  and the . Scoring
O 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 o Completed
ina;

(WEE)
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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

Workfiow Chart  Process Status

Amend Scores

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

Fund Source APEC Support Fund (ASF) Sub-Fund ?Ssg:c)supp'y Chain Connectivity [NEISTNSESNNERENN | ;)3
Scorer's ID UATRAF1 Sc (22SPT Hong Kong, China; Scoring Forum (S;WI\'WEEH\I;ET Medium Enterprises Working Group

Scoring Due Date JEl\EVEplipX]

Scoring Instructions: Scoring Criteria:

Step 13 Enter Yes/No for eligibility ('Ts this Concept Note eligible for funding?"). If you deem a Concept Note ineligible, you must Criteria 1: Supports the Priorities of the APEC Fund to which it is
enter a reason.

Step 2: 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 Criteria 2: Quality Appears Strong

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. Criteria 3: Supports My Economy's Priorities

Step 3: You may click 'Save' to save your scores if you need to exit the scoring sheet before finalising the task. Criteria 4: Supports Capacity Building
Step 4: When you have completed scoring, please press 'Submit'. Your scores will then be submitted to the APEC Secretariat. Criteria 5: Supports Cross Fora Collaboration and Benefits to Multiple
Economies

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

Concept Note Project Title 15 this Concept note| Criteria 1|Criteria 2| Criteria 3| Criteria 4|Criteria 5
Number i i Score
(Yes/No) /20 /15 /10 /10 /5 /60

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

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 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 Is this Reason for
Number concept Ineligibility
note eligible
for funding?

(Yes / No)

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

The project

does not
demonstrate
capacity

O 1 CN_CTI_103_2023 | SET 06 - CN 04 PP QA APAS DEMO No ~ building
benefits for
APEC
developing
economies.

"4
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B SN Concept Note

Number

Project Title Is this
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

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.

Workflow : Create - Amend Scores - Create

Workflow Chart Process Status

A confirmation message displays. Click Yes to continue.

Confirmation X

You are Submitting the Amended Scores.
Confirm to Proceed?

Yes Cancel

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

Scores page.

Amount el
- Cor t Note N - Total Project APEC SR Re fe Scoril Total C it .
RN Project Title Fund Source | Sub-Fund Sought from | .o o€ Eligibility easons for | Scoring | Tota urren Session
Number Value (USD) | Economy Ineligibility  Economy || Score Status
APEC (USD) N
(ies)
ASF: St
upply Hong
. APEC Support  Chain Brunei Scoring
O CN_CTI_103_2023 SET 06 - CN 04 PP QA APAS DEMO 119,000.00 119,000.00 Yes Not Applicable  Kong, 58.50
Fund (ASF) Connectivity Darussalam; o Completed
(sco) g

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

My Inbox (16) My Outbox Processed By Me completed (2) All Involved Processes

£ sl
| 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.

Lo

APEC | Project Administration System

= My Inbox @ rome»|

My Inbox (3)

Workflow Type Title
Scoring Template
Scoring Template

BMC Status Update

Submit PO Details
Complete List

Generate Scoring Template
Pending Approval
Approved In-Principle

Not Approved

Withdrawn

My Outbox

Processed By Me Completed (8)

BMC Status Update: Approved In-Principle Concept Notes *

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

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) *

Complete List

Under Review and Endorsement
Under Quality Assessment
Approved

Not Approved

Withdrawn

A ) APASPD4 v

Receivedon  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 ~

123 Scoring .

Lo

A APASPD4 v

e Consolidate Scores

Concept Note Number:

Fund Source:

Concept Note

Project Title
Number 4

CN_EWG_101_2023

CN_EWG_104_2023

SET 04 - CN 02 RAF APAS DEMO

SET 04 - CN 01 APAS DEMO

Project Title:
Sub-Fund:
Amount

Sought from
APEC (USD)

Total Project
Value (USD)

Fund Source | Sub-Fund Eligibility

ASF: Energy
Efficiency, Low
APEC Support | C2TPoN and
Energy 118,000.00
Fund (ASF)
Resiliency
Measures
(EELCM)

118,000.00 Yes

ASF: Energy

Efficiency, Low

Carbon and

Energy 118,000.00
Resiliency

APEC Support

118,000.00 Yes
Fund (ASF)

Measures
(EELCM)

Current Average

Aus
Status Score

RAF Scoring

RAF Scoring

BD

25v  Goto 1
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column in the table heading.

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

e Consolidate Scores

Concept Note Number:

Fund Source:

Concept Note
2 Project Title

Number

CN_EWG_101_2023  SET 04 - CN 02 RAF APAS DEMO

CN_EWG_104_2023  SET 04 - CN 01 APAS DEMO

Project Title:
Sub-Fund

Amount P [ @ a 0
Sub-Fund  Soughtfrom o2 P Eiigipility urren e AUS
Value (USD) Status Score
APEC (USD)

ASF: Energy

Efficiency, Low

Ccarbon and

Energy 118,000.00 118,000.00 Yes RAF Scoring
Resiliency

Measures

(EELCM)

ASF: Energy

Efficiency, Low

Carbon and

Energy 118,000.00 118,000.00 Yes RAF Scoring
Resiliency

Measures

(EELCM)

Export and Update Status. E=

BD CDA CHL

25v  Goto 1

4. Click the Export and Update Status button.

Note: Follow this step only when the deadline for scoring has reached.

e Consolidate Scores

Concept Note Number:

Fund Source:

Concept Note
Number

Project Title

CN_EWG_101_2023  SET 04 - CN 02 RAF APAS DEMO

Project Title:
Sub-Fund
Amount Total Project C it A
otal Proje urren werage
Sub-Fund Sought from L Eligibility & AUS
Value (USD) Status Score
APEC (USD)
ASF: Energy
Efficiency, Low
Carbon and
Energy 118,000.00 118,000.00 Yes RAF Scoring
Resiliency
Measures
(EELCM)

| Export and Update Status. | =

BD CDA CHL

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).

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

= My Inbox
i=]
My Inbox (16) My Outbox Processed By Me Completed (15) All Involved Processes

Workflow Type Title Receivedon  Received on
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 20230523 02:26:37
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connect (scc)* 2023-05-22 16:27:39
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 Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-0520  17:04:50
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 2023-05-20  13:06:18
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WtE) * 2023-05-19  13:38:09
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-05-19  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  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Digital Innovation (Digital) * 20230518 11:09:39
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
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 2023-05-15 14:38:03
Initiate 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 (WtE) * 2023-05-15  06:39:30

- 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) * 2023-05-15  02:21:14

Complete List PMU Consolidate Scores Complete List

Pending Approval PMU Exported Scores Under Review and Endorsement

Approved In-Principal Under Quality Assessment

Not Annroved Userulllinks| < Annroved

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.

Update Funding Status

Project Title:
Concept Note Per Ject TH

- Fund Source: Sub-Fund:

)

[ Project Title Concept Note Number  Fund Source Sub-Fund ARG o O AREC, Current Status
Economy(ies) Economies

P

Australia; Brunei
ASF: Energy Efficiency, Low Carbon and

SET 04 - CN 01 APAS DEMO CN_EWG_104_2023 APEC Support Fund (ASF) e Indonesia; (D::Irl:?sa\am; Canada; Scoring Consolidated
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
2 records in total . 25 Goto 1
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3. Check the box at the left of each Concept Note you are approving.

[ Project Title Concept Note Number  Fund Source Sub-Fund Proposing APEC Co"Sponsoring APEC Current Status
Economy(ies) Economies
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; Scoring Consolidated
Energy Resiliency Measures (EELCM) Chiles

Australia; B
ASF: Energy Efficiency, Low Carbon and ustralia; Brune
SET 04 - CN 02 RAF APAS DEMO CN_EWG_101_2023 APEC Support Fund (ASF) Energy Reslliency Measures (EELCM) Indonesia; Darussalam; Canada; 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.

N - Pi il APEC Co-Sj ing APEC
Project Title Concept Note Number  Fund Source Sub-Fund roposing | ponsoring Current Status
Economy(ies) Economies

Australia; Bi
ASF: Energy Efficiency, Low Carbon and ustralia; Brunel
SET 04 - CN 01 APAS DEMO CN_EWG_104_2023 APEC Support Fund (ASF) 5 Indonesia; Darussalam; Canada; Scoring Consolidated
Energy Resiliency Measures (EELCM) e

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

ASF: Energy Efficiency, Low Carbon and

SET 04 - CN 02 RAF APAS DEMO CN_EWG_101_2023 APEC Support Fund (ASF) Enerqy Resiliency Measures (FELCM)

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

| @ Concept Note Pending Approval List (PMU) | Update Funding Status | [l

The BMC Status Update page displays.

Workflow : Create - BMC Status Update - Create

Workflow Chart Process Status Save RS

BMC Status Update

PMU: Please update the Approval Status of the Concept Notes below by selecting the options in the Update Status To field. When done, dlick Submit.

SN Concept Note Number  Project Title PO Name

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

[ 1 | CN_EWG_104_2023 SET 04 - CN 01 APAS DEMO APASPO4

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

Update Approval Status v %

Approved In-Principle

] SN Concept Note Number Project Title

Not Approved In-Principle

]

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
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A confirmation message displays. Click Yes to continue.

Confirmation X

Proceed to Submit BMC Status?

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) =

Concept Note Number: Project Title:
Fund Source: Sub-Fund
o - P il APEC Co-S il APEC
Project Title Concept Note Number | Fund Source sub-Fund LD S Current Status
Economy(ies) Economies

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

ASF: Energy Efficiency, Low Carbon and

SET 04 - CN 02 RAF APAS DEMO CN_EWG_101_2023 APEC Support Fund (ASF) Energy Reslliency Measures (EELCM)

1 records in total - 25v  Goto 1

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

My Inbox (16) My Outbox Processed By Me Completed (15) All Involved Processes
Workflow Type Title Received 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. Loginto APAS as a PMU user, if you're not logged in already. Your Dashboard displays.

APEC | Project Administration System ~
(=]
My Inbox (16) My Outbox Processed By Me Completed (15) All Involved Processes

Workflow Type Title Receivedon  Received on
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 2023-05-23  02:26:37
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 2023-05-22 16:27:39
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 Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 2023-0520  17:04:50
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 2023-0520  13:06:18
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WtE) * 2023-05-19  13:38:09
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) * 2023-05-19  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  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Digital Innovation (Digital) * 2023-05-18  11:09:39
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
Initiate RAF Scoring RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) * 2023-05-15 14:38:03
Initiate 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 (WtE) * 2023-05-15  06:39:30

- 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) * 2023-05-15  02:21:14

Complete List PMU Consolidate Scores Complete List

Pending Approval PMU Exported Scores Under Review and Endorsement

Approved In-Principal Under Quality Assessment
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2. Inthe Concept Notes widget, click Complete List.

Concept Notes

Pending Approval
Approved In-Principal
Not Approved
Withdrawn

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

APEC | Project Administration System

@ Concept Note Complete List (PMU) Consolidate Concept Notes
Concept Note Number: Project Title:
Fund Source: Sub-Fund
Concept Note 3 Proposing APEC Co-Sponsoring APEC me
D " Project Title & Fund Source Sub-Fund — ponsoring Current Status Approval
Number Number Economy(ies) Economies
Status
4 - ASF: Micro Small and Medium Brunei Darussalam; Pending
[]  (SET10)- (PD 1 TASK 1) CN 01-1 APEC Support Fund (ASF) Australia; Under Review (PD)
Enterprises (MSMES) Canada; Chile; China; Approval
- ASF: Micro Small and Medium Brunei Darussalam; Pending
(SET 10) - (PD 1 TASK 2) CN 01-2 APEC Support Fund (ASF) Australia; Under Review (PMU)
Enterprises (MSMES) Canada; Chile; China; Approval
- ASF: Micro Small and Medium Brunei Darussalam; Pending
(SET10)- (PD1TASK3)CNO2  CN_SMEWG_105_2023 APEC Support Fund (ASF) Australia; RAF Scoring
Enterprises (MSMES) Canada; Chile; China; Approval
- ASF: Micro Small and Medium Brunei Darussalam; Pending
(SET10)- (PD1TASK4)CNO3  CN_SMEWG_106_2023 APEC Support Fund (ASF) Australia; RAF Scoring
Enterprises (MSMES) Canada; Chile; China; Approval
(1 (SET11)- (PE1TASK 1) CNOI-1 APEC Support Fund (ASF) ASF: Micro Small and Medium Australia; Brunel Darussalam: - er peview (pu) o9
PP Enterprises (MSMES) g Canada; Chile; China; Approval
- ASF: Micro Small and Medium Brunei Darussalam; Pending
[]  (SET11)- (PE1TASK2) CN 01-2 APEC Support Fund (ASF) Australia; Under Review (PD)
Enterprises (MSMES) Canada; Chile; China; Approval
[]  (SET 11) - (PE 1 TASK 3) CN 02 CN_SMEWG_107_2023 APEC Support Fund (ASF) ASF: Micro Small and Medium Australia; Brunei Darussalam; RAF Scoring Pending
Enterprises (MSMES) Canada; Chile; China; Approval
Brunei Darussalam;
. ASF: Micro Small and Medium Pending
(SET11)- (PE1TASK4)CNO3  CN_SMEWG_108_2023 APEC Support Fund (ASF) Australia; Canada; Chile; China;  RAF Scoring
Enterprises (MSMES) Approval
Hong Kong, China;
- ASF: Women and the Economy Brunei Darussalam; Pending
[]  (SET12)- (PD2TASK 1) CN 01-1 APEC Support Fund (ASF) Australia; Under Review (PD)
(W) Canada; Chile; China; Approval
145 records in total - 2 [a] > ] s0v  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.

@ Concept Note Complete List (PMU) Consolidate Concept Notes
Concept Note Number: Project Title:
Fund Source: Sub-Fund
Concept Note PP iing APEC [ ing APEC smc
Project Title A Fund Source Sub-Fund Ce - Current Status Approval
Number Number Economy(ies) Economies
Status
ASF: Micro Small and Medium Brunei Darussalam; Pending
(SET 10) - (PD 1 TASK 1) CN 01-1 APEC Support Fund (ASF) Australia; Under Review (PD)
Enterprises (MSMES) Canada; Chile; China; Approval

4. Inthe upper right corner of the page, click the bulleted list icon and select Change Withdraw Status
from the list that drops down.
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onsolidate Concept Notes

‘= Consolidate Concept Notes

@ Change Withdraw Status

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

APEC | Project Administration System

@ Concept Note Complete List (PMU)

Concept Note Number- Project Title:
Fund Source: Sub-Fund
2}
Project Title Concept Note Number PP Number Fund Source Sub-Fund Proposing APEC Economy(...  Co-Sponsoring APEC Econ...  Current Status BMC Approval Status
. e ASF: Micro Small and -
£710) - (PD 1TASK 1) C nei Darussalam: Canada
I GET10-(PDITASK D CN APEC Support Fund (ASF) Neium Enterprises Australia Srune Derussalam; Canad Under v Pending v
Total 1 records B 50v  Goto 1

5. Inthe 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

£110) - ASK1)C n salarm; Canada
$ET10)-(PD1TASK N CN APEC Support Fund (56 Brunei Darussalam; Canad Under

Australia: Chile: Ch ~ Pending v

RAF Scoring

Total 1 records Iv | Goto 1

Reviewed for Scoring (PMU)
Scoring Completed

Scoring Consolidated
Approved In-Principle

Not Approved In-Principle

Drafted
6. Inthe top right corner of the page, click the Save Changes button.
@ 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
(SET10) - (PD 1TASK 1) CN X . for M o Brunei Darussalam; Canada: | wrraraur, v .
52 APECSupportFund (5 Medr Australia Bunel Dare Withdrawn Fending
Total 1 records [ ] v Goto 1

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

72



APAS User Guide

Confirmation

Are you sure to save in batch?

Continue to modify after saving cancel

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

@ Concept Note Complete List (PMU)

Consolidate Concept Notes

Concept Note Number: Project Title:
Fund Source: ‘Sub-Fund:
Concept Note PP P ing APEC Co-) ing APEC sme
] Project Title &= Fund Source Sub-Fund mPns"‘g_ o pnn_sormg Current Status Approval
Number Number Economy(ies) Economies
Status
ASF: Micro Small and Medium Brunei Darussalam, Pending
[J  (SET10)- (PD 1 TASK 1) CN01-1 /APEC Support Fund (ASF) Australia; Withdrawn
Enterprises (MSMEs) Canada; Chile; Chi Approval
. ASF: Micro small and Medium ) Brunei Darussalam; Pending
[ (SET 10) - (PD 1 TASK 2) CN 01-2 APEC Support Fund (ASF) Australia; ) Under Review (PMU)
Enterprises (MSMES) Canada; Chile; China; Approval
ASF: Micro Small and Medium Brunei Darussalam; Pending
(SET 10) - (PD 1 TASK 3) CN 02 CN_SMEWG_105_2023 APEC Suppart Fund (ASF) Australia; ) RAF Scoring
Enterprises (MSMESs) 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

ukwnNRE

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.

This is an example of a notification of a Concept Note not approved in-principle.
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We regret to inform that your Concept Note submission has not been successful in receiving
funding in Project Session 23,

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.

APEC | Project Administration System A | APASPO4 v

My Inbox & ore
1=
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: (ENG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-05-15  17:22:58

Concept Notes @ [ Latest News @ wone: 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 Endorsement

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
Useful Links e \Vithdrawn
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. Inthe Project Proposal box on the Dashboard, select Draft a New Project Proposal.

Project Proposal

I Draft a New Project Proposal *** I

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.

APEC | Project Admi n System
@ Draft a New Project Proposal Select ONE Proposal to Draft
Concept Note Number: Project Title:
Fund Source: Sub-Fund
] Project Title Concept Note Number | Fund Source Sub-Fund R TEE Co-Sponsoring APEC | ¢ ot status Created By
Economy(ies) Economies
ASF: Energy Efficiency, Low Carbon Australia; Brunei
[ SET04- 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 Australia; Brunei
[ SETO04- 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 - 25 Goto 1

4. Select your Project Proposal by checking the box at the left of the Project Title.

@ Draft a New Project Proposal Select ONE Proposal to Draft
Concept Note Number: Project Title:
Fund Source: Sub-Fund:
Project Title Concept Note Number Fund Source Sub-Fund [ezm=rplXas CoSponsoring APEC | ¢\ et 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 Australia; Brunei
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 I |

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.

Workflow : Create - Project Proposal - Create
Workflow Chart  Process Status =

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.)

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

Ezzel Enmmes R[B I U S| Nomal - | Verdana - | 14 +| tneH. - |A- B-|3= 3= k|22 =2 BIO®=Q[¢ LG &

(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

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-

(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

i
it
]
I
]
1]
8
H
5]
I
o]
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~
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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 Details

Project Title

Fund Source
APEC Forum

Proposing APEC
Economy(ies)

Expected Start Date

Project Completion
Date

Project Summary  Relevance  Objective  Alignment
SET 04 - CN 03 PP APAS DEMO
APEC Support Fund (ASF) Sub-Fund

Additional APEC Forum

Energy Working Group (EWG) (if any applicable)

Co-Sponsoring APEC

Indonesia; Economy(ies) if any Chile;

(1 14-05-2023

(21-03-2023

N

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

Australia; Brunei Darussalam; Canada;

Project Summary

[ Project Details

Project Summary

Project Topic(s)

Project Outputs.

Primary Driver

Summary of Proposed
Budget

Secondary Driver (Optional)

Relevance

Project Summary

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, 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

ettt bbb o E o MEMEn Afome thon oAt

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

3: Strong, Balanced, Secure, Sustainable and Inclusive Growth | Primary Objective

Secondary Objective

2: Innovation and Digitalization (Optional)

APEC Funding (USD)
105,300.00 0.00

Self-Funding (USD)

here. To see APA in full, click here.

2: Human resource development and skills for the future

3: Digital infrastructure and transformation

Total (USD)
105,300.00
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e Relevance

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
is necessary to apply complementary initiatives to enable the reactivation of
MSMESs. 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

1a. Benefits to Region

Fintech needs.

N

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.

ity and Fund

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 .

e Objective

Project Details  Project Summary  Relevance  Objective  Alignment

The objective is to identify models and policies (legal, tax, financial
regulation, others) to build a Fintech ecosystem 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 MSMES, 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 to 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.

| Section A erview and Relevance

Project Details Project Summary Relevance Objective Alignment

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.

¢ In 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

LAY Cuimtammntinatinm af mvmaminmans af aiimmansfil anaan 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

Qutputs 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 - - I
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:
o Inthe 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

19. 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

20. 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

Deliverables

SN  Start From  Finish By Description of Tasks

A new row is added to the table.

Section C: Effectiveness

i

[ 16-06-2023 (' 16-06-2023]

Close Work Plan Risks  Monitoring & Evaluation  Linkages
9. Work Plan
" | SN StartFrom  Finish By Description of Tasks Deliverables

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,

e 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

1 (31-10-2023| 30-12-2034

Contracting and procurement for the management of the workshop

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

@l Work Plan Risks

SN

Monitoring & Evaluation  Linkages

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

SN Describe the Risk

A new row is added to the table.

Section C: Effectiveness

S0 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

Werk Plan

(] Describe the Risk

Risks Monitoring & Evaluation  Linkages

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.

TEE Cngis sy =
=K A s Moy af Nz v dmsaih. 1wk oy M bmmd By iy

1 B iy ks =
1] ke me o [T T Nawrngrd danady, 1 bt aee P sl iy

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

"4

b ]

"4
4

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

%

bl M

"4

32. Enter this information in the corresponding fields in the new row:
e Outcomes: the outcome (from the Outcomes section) you are evaluating
e Indicators: describe what the indicator is
o 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)

4
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o 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
- for the formalization process. . N S “

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

o Indicators: describe what the indicator is

o 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.
¢ In Question 5, enter the first honorarium rate.

e In 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 In Question 8, enter the second honorarium rate, if a different rate will be paid to other
experts.

e In 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.

¢ 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.

89



APAS User Guide

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.

¢ In 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.

¢ 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 In 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 |n 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 |n 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) .
N

If travel is involved, indicate total per diem

Provide details of the per diem total
(number of people, where, number of days)

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, Spaific and Actsl Task Work Hours | "Work Howrly

Mt

arch Ropor] Propap » uar vy will

A new row is added to the table.

Fill out the following info for each task:
e Give the task a title
e Provide the total work hours to perform the task
e Provide the hourly rate of that task.
e |n 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

e

Experts' Per Diem

"8

Experts' Airfare

"8

Participants' Per Diem

"4

Participants' Airfare

I"s

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

Workflow Chart Process Status =

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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Workflow :Process - Project Proposal - Creator (PO) Preview <

Workflow Chart Process Status Uploaded Attachments Send To PD m Save =

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_2023A | Current Status Draft Endorsed Concept Note CN_EWG_102_2023
Project Title SET 04 - CN 03 PP APAS DEMO
General Comments @B I U S| Fomat -|Fnt - |Sze | LneH A I Ele === MmO =EQI¢ LB A
[~
(Use this box to comment &
response.
Please date your comment (e.g.
27/04/2022).
Please do not delete previous
comments.)
Ny
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
NMumber of event days

Location (city) of the event

Cost Items

Experts to receive APEC funding
Henorarium Type 1
Hoenorarium Type 2
Honorarium Type 3
Per diem
Airfare Type 1 - International Economy
Airfare Type 2 - International Business

Airfare Type 3 - Domestic or others

Participants to receive APEC funding
Per Diem
Airfare Type 1 - International Economy (Short Distance)
Airfare Type 2 - International Economy {Long Distance)

Airfare Type 3 - Domestic or others

Hosting
Specialized equipment or materials
Communications

Photocopying

Publication/distribution of report

1
1

Hai Phong City

Details

1
$900 X 1
50X0
£0X0
1X2.75
£1200 X 1
$0X0
£0X0

1
1X2.75
$0X0
50X0
$0X0

£12000
£20000
£5000
£2000

0

MNotes

researcher

5132 per day

5132 per day

Part A : Project Budget Plan

APEC Funding
(usD)

200.00
0.00
0.00

363.00

1,200.00
0.00

0.00

363.00
0.00
0.00

0.00

12,000.00
20,000.00
5,000.00

2,000.00

The table shows the calculations for Contractors, Total APEC Funding, Total Self-Funding, and Total

Project Value.

Contractor 1

Contractor 2

CN Approved-In Principle Amount
Total APEC Funding

Total Self Funding

Total Project Value

60,000.00
4,000.00
119,000.00
105,826.00
0.00

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

Contractor 2

CHN Approved-In Principle Amount
Total APEC Funding

Total Salf Funding

Total Project Valoe

119,000.00

245,826.00

Part B. APEC Funded Contractors, Part C. Self-Funding, and Part D. Waivers display filled

information you filled in earlier.
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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.

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. 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.

it Lo e Please check to declare
Declaration

45. 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 <7

Workflow Chart Process Status Uploaded Attachments Send To PD 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 tab below, under Section E. Efficiency.

3.Click Edit tomake changes, or Send to PD if the draft is ready to be sent to the Program Director

46. 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 Administration System 'S
@ Draft a New Project Proposal Select ONE Proposal to Draft [l
Concept Note Number: Project Title:
Fund Source: Sub-Fund:
— Project Title Concept Note Number Fund Source Sub-Fund reand ADEC Co-Sponsoring APEC | ¢ ot 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;
s
1 records in total n 25 Goto 1
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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 Type w Receive d 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

roject Title

Project Overseer

Link to APAS Under Review (PD): (FWG 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 System

APASPD4 v
= My Inbox @ wone
=
My Inbox (6) My Outbox Processed By Me Completed (13) All Involved Processes
Workflow Type. Title Received on  Received on
- 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
 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 Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * 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
Concept Notes. @ [ scoring e Project Proposal ¢
Submit PO Details Consolidate Scores

Complete List

Complete List Exported Scores Under Review and Endorsement

Generate Scoring Template Under Quality Assessment

Pending Approval (ER=3ETS Sl Approved
Approved In-Principle For POs: Complete and submit your Concept Note online by 14 July Not 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.
Useful Links e
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
Title
- Proj posal Under Review (PD): (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO * 202 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:

Fund Source:

Project Number Project Title

Enhancing Technology and Innovation Management
Practices in APEC Economies: a focus on public
policies and Programs to promote academia-
industry technology transfer

PPSTI_202_2023A

Project Title:

Sub-Fund:

Current Status

Under Review
(PD)

Under Review

EC_204_2023A Greening the Financial System

Best Practices of Quality Infrastructure (QI) in APEC

SCSC_202_2023A
Economies

(PD)

Under Review
(PD)

Proposing

APEC

Proposing
Forum

Economies

Peru;

Chile;

Malaysia;

Policy
Partnership on
Science
Technology and
Innovation
(PPSTI)

Economic
Committee (EC)

Sub-Committee
on Standards
and
Conformance
(scsc)

Fund Source

APEC Support
Fund (ASF)

APEC Support
Fund (ASF)

APEC Support
Fund (ASF)

Sub-Fund

ASF: Innovative
Development,
Economic
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.

Workflow :Process - Project Proposal - Creator Preview to PD (Endorse) <&@

‘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 N

process offline.

IS

dlick Send to PMU to commence the Quality Assessment process.

v

. Use the Internal Comments box for communication within the Secretariat (PMU/PD)

. 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,

Send To P! Send To PO =

Project Proposals I, Upload attachment

Project Number EWG_101_2023A | Current Status

Project Title SET 04 - CN 03 PP APAS DEMO

BB I US

[

Format

Internal comments

(Communicate within the
secretariat)

Maximum 5M

Under Review
(PD)

Font

Size

Additional Comments

Endorsed Concept Note

LineH... ~ | A~

1, Upload attachment

CN_EWG_102_2023

Maximum 5M

A
~
)
<
b

v
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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 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 Number
Mumber of event days

Location [city) of the event

Cost Items Detaiis Wotes APEC Punding (USD)
Experts to receive APEC funding

Participants 18 receive APEC funding

Contracter L
Contractor 3

Total APEC Funding
Total Seif Funding

Taotal Project Valus B0, 503.00

5. Tosend 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

102



APAS User Guide

Project Proposals
Project Number

Project Title

Internal comments

(Communicate within the
secretariat)

I Upload Attachment  Maximum 5M ‘Additional Comments JUpload Attachment ~ Maximum 5M I

OFWG_103_2023A Current Status Under Review (PD) Endorsed Concept Note CN_OFWG_104_2023

PD3_TASKL

B B I U 5| Homal - | Vedana - | 14

General Comments

Use this box to comment &
Fesponse.

blease date your comment (e.g.
R7/04/2022).

Please do not delete previous

@ B I U 5| Fomat - | Font - | size - | tneH.. - |A- B3| = = # k2 2 E = BIeOeEQ|« L@ [-~i4

] -4

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 Propaosal 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 You

APAS System Admin

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

APEC | Project Administration System A i Home APASPO4 v
(=]
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
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 Endorsement
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
Workfiow 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 APASPD4 at 2023-07-02 12:06:00

Workflow :Process - Project Proposal - PD Approval to Creator &

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.)

Project Proposals Additional Comments
Project Number EWG_101_2023A = Current Status g,"g)” Review Endorsed Concept Note CN_EWG_102_2023

Project Title SET 04 - CN 03 PP APAS DEMO

General Comments @/ B I U S| Fomat - | Font - | Sze - | LineH A- B = = lzx =2 =2 mO=Q ¢ LE X
(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

Workflow Chart Process Status Uploaded Attachments m =

requested in the Project Proposal.

In the General Comments field, read the PD’s or PE’s comments you received and make the changes

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}

(Use this box to comment & [
response.

Please date your comment (e.g.
27/04/2022).

Please do not delete previous
comments.)

Please update the Qutputs and Budget sections.

£l g === mO=Ql¢&nEm X

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 [ B I U S| Nomal - | Verdana ~ | 14 - | LineH...
(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. |

- A-

6. Click the Preview button in the top right corner of the page to preview the changes you made and

verify they are correct.

Workflow :Process - Project Proposal - PD Approval to Creator &

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.

o. & P w1 P il @ [POH Py
i B s e I B R T 15
I e @ Bl Pripires Soreon  lsh oy
G ks changes, o Sewd o D the del i ey 1 b S
Prajed] Progaresb Al s sl § rmasvared L
Prop Russbar PG _A00_ MO0 | Careeel Sl '“':'_' Saprign st irad Caven 4§ Mona
Progect Taks AFT B - Ohi A1) B APAS O S
e L R UGS =
[Py Sy ey rn—y Y =
]
Phrarea datp gt comerart (4 g Phsnr qadate Thee Dufipots mnd Budget sections
ITAT)
TR oSt it ot 1806/ 2023 From PO: Updated the Cutputs ard Budget sections.
il # 1

Project Proposal - Preview Drafts

If you need to make any changes, click the Edit button in the top right corner of the page.

Workflow :Process - Project Proposal - Creator (PO) Preview 7

Workflow Chart Process Status Uploaded Attachments

—— save

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 <

Workflow Chart Process Status Uploaded Attachments

Send To PD m save  [EES
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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 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.

My Inbox My Outbox Processed By Me Completed All Involved Processes
Workflow Type Title Receivedon  Received on
- Project Proposal Under Review (PD): (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-18  01:43:39

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 =

= Send To PMU
_ .
' save

7 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

6 pages

[P — e Destination B saveasroF -
[Re——

pages All -
e

Layout Portrait -

More settings

APEC Fundiog (US0) | Set-rundig (USD) Yo (ws0)

®
° Name 903
e

Summary of Proposad Sudget
wons 00 e

4. Save the Project Proposal onto your computer.

@_, Save As

+ <« User Guide » Drafts *» Docs ~ @] £ Search Docs

Organize ~ New folder §== ~ o

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 ¢ 5

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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- - CLCIE g sasheen agrsan ey 8 e sum s
1 P e R | e | T e S B el B e e B
= | ity Sy e —— i c——
: ] P ki b RbRain e -n::-
i Bl e oy B
- e | - ¥

ii. Select Microsoft Word as your export format. Click Export.

Export your PDF to any format

Microsoft Word I (W) word Degument I

P

S;brca-dsl'm (L Word §7 - 2000 Dicxgrrersd

Microsoft PowerPoint

Irmage

PP DESepdd SCOF 01 2. pal! HTML Web Page

More Formats

Expart

iii. Save the converted Word file as _draft APAS.docx. Click Save.

3 saveas x
4 1 « Discussions > Process Modemnization > |Launch > User Guide > Drafts > Docs v O | P searchDocs
| Organize = | New folder =- 9
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

~ W ThisPC

B 3D Objects
. =E Desigon EG 2

L) Project Proposal OF W

Settings.. [ View Result

& Hhd=ioden ool

g
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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

Home Share View

171 New item = v
Pt i
il ¥ | Easy access =

Pin to Quick Cof Past Delete Rena New Properties

access ! t t - folder & History

Clipboard Organize New open

) « | Launch > User Guide > Drafts > Docs

~

Attachments

s B2 Project Proposal OFWG_101_2023A_draft APAS

Acrobat Editing

Docs
Drafts
SMEWG 1
i 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

EI . ; X New item = =

Easy access ™ |
Pin to Quick 4 Paste Maove Y Delete Rename MNew Properties
[#] Paste shorteut p p i folder = & History

access
Clipboard Organize New Open
= v 4 « |launch > User Guide > Drafts > Docs v | O
Attachments * " Name
TWG | 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)

111



APAS User Guide

| Open _endorsed
Proposal.

e — -

AFEC Project Proposal

Emmr pme g T A5 e g

2. On the Review menu, Click on Compare. Then choose ‘Compare’ (Click on it)

LinJingYu @

01_2023A_draft APAS [Compatibility Mode] - Word

Mailings Developer  View  Help Acrobat Design Layout QTeII me what you want to do

1

Cintn [ [— [l C§simpleMarup - [ & [ B ¥]Previous
AT A [ = 2 lv] X £ D
S #  [Z] show Markup - B Next = L -
inguage New Show gk Accept Reject Compare] Restrict Hide
] -
= Comment Comments Changes - & Reviewing Pane - - - Editing Ink
Language Comments Tracki . Ch: -
guag acking anges z<;| Compare...
Project Proposal _ccomen oo vcng
J P | cocument Gegal placiine) |
*_| Combine...
== ne 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

Original document ised document
Project Proposal OFWG_101_2023A_dr v Project Proposal OFWG_101_2023A_en ¥
Label changes with Label changes with  Author
b *
More > > 0K Cancel
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of the Project Proposal in track changes.

Project Proposal

Prapect Progacal Mambes OFaG,_10E_FOTIA

Curfent Habus
Praject Title 2
Fumd Sowrce
Sl Fundl
APEC Forums

Aiddibsnal APEC Forem [T asy
applivable)

Propauing APFC §ooneey|ies )
L e Lo
§oonasmy{ms] @ any

Bapes Eed Project Sesssn

Fagei tdd %ilaan Dhate

Linder Review (FO

BET O3 - ON O PP APAS DIMO

AP Swpport Fund | ASF

ALE - M gring Deteis Maragemant and |Anowstica (R0 )

Oemaes g Pl Wisbong Gorup (O0G

Indonesis

Aundtaba, Riune Oateassles Canada. QCHa I

F3-0%-FOF)

LE g
_ln 7% of the buninewss: snd provids mors than hal of the jo

Prujenl Lormspletiom Dals
e in AFEC economies. Hiwever, thay Tace several nbstscies That dFFoe® ther dessiopm
B, B o 6 Tha Femill irmeartan (o et of Permel Anasial Boeid. shaok gl miris
mince the COVED
b9 s, dus bo quarantines s Bhe wop of operaticas. |n Bhis (onbext, & i gt

Projesl Sumsmary vt o eraily machanisms ber tha reactivation of MSMES that pramois Rnancal scoess
preveanon & miigqaiion of owsr audebisdnets, snd ihe e of sEsrnatioe eyt bo oamp
lialy Febinid borbaydy, Thk s jiri] B4 1o Cofreah & wagenila Bty paldic adadl B "
3 1o prepar s recoereranditoni snd derdfty bal practicss aboul how §edech pervices o
a6 CoMISule 16 D Felivmy of The HSHLL siter [Re pasdese

Frajpedt Tapio{s) Data Friwacy; Dapal Bconoiny,  Digisl Tecbmoligy nd [nnavation
| Besmarrch report

Phmjet Dty 3 Worlann

Brvdad e ABET Winkren 1AM amd Anbasrns Ben of dotian

5. Go to File > Save As, and Save the Compared Document as _endorsed tracked.

4. The Compared Document displays. This document shows the differences between the two versions

7 | Docs = m} X
Home Share View o
1 it 171 New item ~ = select all
+ u x w i v -+
= T | Easy access ™ Select none
Pin to Quick py Pas Delete Rename MNew Properties
CEEITE [ & foldir £ & History Invert selection
Clipboard Organize MNew Open Select
« v 4 « |launch * UserGuide *> Drafts * Docs v | O Search Docs
Attachments # ™~ Name Size
*

TWG @ | Project Proposal OFWG_101_2023A_draft APAS B
Acrobat Editing @ Project Proposal OFWG_101_2023A_endorsed Proposal
Docs I @ Project Proposal OFWG_101_2023A_endorsed tracked I 04 2 D 2 KB
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

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. PDor 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.

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 comner. The Proposal will be printed (saved) to PDF. Convert it to Word-format offiine. Then proceed with the Endorsement process offline.

4. Once endorsed, verify that the online Proposal provides the exact information s 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 TUpload 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 ®
<« v o « User Guide » Drafts » Docs v O 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.

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

LUpload Attachment

Maximum 5M Additional Comments

LUpload Attachment  Maximum 5M

. Choose the _endorsed tracked Proposal from the box. Click Open.

The uploaded Proposal displays in the Project Proposal field as an attachment.

@, Open
R |

Organize ~
TWG
Acrobat Editing
Docs
Drafts
SMEWG 1

[ APEC Secretariat

Apps

Meetings

Personal

« User Guide

New folder

~ @ OneDrive - APEC Secretariat

Microsoft Teams Chat Files

»> Drafts » Docs ] yol

Search Docs

Name

ﬂé Project Proposal OFWG_101_2023A_draft APAS
5 Project Proposal OFWG_101_2023A_endorsed Proposal
Project Proposal OFWG_101_2023A_endorsed tracked

File name:

w | Custom Files

Cancel

X

o @
Date m|
04/08/4

04/09/4
04/09/4

iv.

Project Proposal

Prajedt Progaal Mumbes
Current Status

Prejeat Titks 2

Fumd Sewrce

S bund

APELC Forum
Aedditiomal AFEC Forwm [IF sy
appiable]

i

Under Review (FO

ST 00 = Cn

@) PP APAS DIMO

APEC Sappdat Fund [A5F

A5 Harine Dwteis Hansgement and |nnosgtion (MO

Ocadrs i Fihariel Wi

9 Cowap (OFWG

Propesing APEC Foonamy(les)  Intoneus
L S v vy AR E
wrsbialii, - i =
8 {hes) Sambialis; hunsl Densssles, Canada; Jcris
Faperted Project Seusioen —
Eaprted S et lage i
Projeat Completion Date ¥
7%, of the buminassey snd provide mare than kol of tha jo
B3 in AFEC sconomies. Howavel, thay Tace eversl nhatsciss That dfcu® ther dersiapm
FrufeieTan] Do Ltk f Parrral Braiidl bioedt. mhach ol misia
antines ad e wop of operatices. [n Ehis gon
Project Sumsmary s Boe the reactivaten of MSsaky T
on K mitigation. of esr debERIness, 3nd the wie of SEsmat
5 B iy .
abind how § efech vervice ©
Froject Tapic{s) Diptal Econoty.  Digital Techaokgy snd ndawation
1 Hmsmarch repart
Prajeot Outguts

2 Workahen

Briord Sllmnmant fn BB s Dtralous Waien 7840 and Brbasrne Ban nf dcbinn

Open the endorsed tracked Proposal and locate all the track changes in the document.
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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:

BIB I US| mme -| v | e - (A B 3 Esam= MOEQFLB. BN
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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"
1]
(1]
L]
8
i |
[5]
{11}
fe}
“
~
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B|B I U §| nomal - | verdana " LneH... - | A

Dear Project Overseer,
General Comments
Your Project Proposal is now endorsed. You must now log onte 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, click Send to PD.

(Use this box to comment & response. 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.
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.

Best regards,|
Program Director

5. At the top of the screen, download the endorsed tracked Project Proposal from the Project
Proposals field.

oI a Project Proposal OFWG_101_2023A_endorsed track
ed.docx
Project Proposals APASPD1 2023-09-04

JUpload Attachment  Maximum 5M

6. Open the downloaded Proposal and locate all the track changes in the document.

Project Proposal

Fropect Progocal Humbes WG _POdA

Current Balus Uinder Bl (PO

Frojet Titls 2 SET 03 - ON &0 PP APLS DM

Fumd Sewrce APEC Sappeart Fund [A5F

Sewly Furnad A5E: gwing Dwbaip Manggemsnt gnd [nnoegtion (ML)
APEC Forum Ccmirs @il Frahaies Wiskong Group [0FRG

Additiasal AFLC Fomem [IF asy
appliable |

Proposing APFC Foonomny{les)  Inloneus

- Sy AL
:" ‘“}. = Aundiaha, Aiune Catunssles Cansda =l

B aprs ind Progect Seywioen
Fbrimiaak

33-0%- 3071

Boagera ted Riaat fhare

Frojeul Comspleion Dale
an 37% of the usinewsses snd provide maors than half of the jo
b in ABEC scoromien, However, By Tace seversl nbstsches. that dPRool iher deyelopm
' epie arv BF The Feadl irjeselan] M Liih o Perimal Rrasiubl Blosid, mhaih gal miria
mince tha COVID
9 paaddeme. dus b0 uarantines and the wtog of operaticss |n e (on t. & i iport
Frojsl Surssmary @l b kleeity mecharisme fee the reallvaten of M52k That pramo e BCORES
praveaton b matigation of v nalietd sdnees, and th el of SE8 MM LT i
aly i iyt Theh projeil a55a 19 (Ohwehe aaerls Mom poldil psd prte sl
b 1o e Corerand st on dersdy bavl prachioes abind how §edech wervices 1
a0 coMiiBule 18 Dhe rettvery of The MSMEs slter he p —
Propeat Topkis) Dlata Proeary, _Caglsl fconosyy.  Digisl Techaoiegy snd Ionawation
1 Assparch repart
P jeut dewlgmty 1 Workahop

Dbt Sl i BT Drtraious Wigien AT smd Erfmsrne Dlan nf St

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 (2.q.
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 Project Proposal OFWG_101_2023A_endorsed track
ed.docx
Project Proposals

JTUpload 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 aconomies 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 services they provide (with the objective of i

3 Po— 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

¢ (tachnological capabilities, low financial literacy, low knowledge of the fintech sector, amon

g others).

6. Text in 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).
o = e
e Wit |
‘:- 1 [0y = N PO Bhjpies o -

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 UGS toms - | vessu - | 12 - | unam. - [A- B3 32 £ ks AN = BO=0+FyLE- oM
it compments 0E it PGS WO B 6 SmO9A TS SO OB IBAF DS ST,
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 QA 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 o log info APAS and access the Quality Assessment:

(Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMQO)

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 "
i=]
My Inbox (80) My Outbox Processed By Me Completed (75) All Involved Processes
Workflow Type Title Recelvedon  Received 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 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  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°* 20230616 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
 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° 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
- Initiate RAF Scoring RAF Scoring: ( 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) * 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
Workflow Tvpe. Title, Recelved on Received 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 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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4. The Project Proposal opens in a new tab.

5.

Workflow :Process - Project Proposal - PD to PMU (QA) &

Workflow Chart Process Status Uploaded Attachments

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 Proposal, 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 PD, insert your comments in the Internal Comments box. Click Submit .

5. If the PP is satisfactory, after you upload the final QA document, click Satisfactory .
6. You may edit the Project Proposal before submitting the page.

Project Proposals L, Upload attachment  Maximum 5M

Project Number EWG_101_2023A Current Status | Endorsed for QA

Project Title SET 04 - CN 03 PP APAS DEMO

QA Round 0

Select a QA Step Start a QA Round +

BB U S| Fomat - | Font - | Size

I
[

Internal Commments
(Communicate within the
Secretariat)

Quality Assessment
Documents

Endorsed Concept Note

Revision Due Date

LneH. - | A- B)- =

CN_EWG_102_2023

L, Upload attachment  Maximum 5M

16-06-2023

e MO=Ql¢LE ¥

In the 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.

Project Proposals

E) EWG_17062023_PP_12_A Proposal with Track Changes_Vi.do
c

E) EWG_17062023_PP_12_a Proposal with Track Changes_v2.do
c

L Download All

Quality Assessment Documents

B EWG_17062023_QA_1_EWG_101_2023A_09_QA1 of a Projec
t Proposal_V1.doc

B EWG_17062023_QA_2_EWG_101_2023A_11_QAZ of a Projec
t Proposal_V1.doc

B) EWG_18062023_QA_2_EWG_101_2023A_13_QA3 of a Projec
t Proposal_Satisfactory_W1.doc

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 ir  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 az 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— Mie setings -
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 Qptions | | 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.

b Network i =

e Save As
4 Bl > ThisPC > Desktop v O O Search Desktop
Organize ~ New folder = v @
= 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
£ Windows (C) Armchair photo tours-summer 12/7/2022 10:49 AM File folder

File name:

Save as type: | Adobe Acrobat Document (*.pdf)

~ Hide Folders

Save 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.

Workflow :Process - Project Proposal - PD to PMU (QA) <&

Workflow Chart Process Status Uploaded Attachments

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
Workflow Type Title Receivedon  Received on
- Project Proposal [return] 2023-06-18  08:02:40 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
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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 PP1 in 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 DR 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 Administration System ~
i)
My Inbox (80) My Outbox Processed By Me Completed (75) All Involved Processes
Workflow Type Title Receivedon  Received on
Project Proposal [retum] 2023-06-18  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 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 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
- 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* 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

Initiate RAF Scoring  RAF Scoring: ( 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) * 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

2. Inyour inbox, 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) All Involved Processes
Workflow Type Title Received on  Received on
- Project Proposal [return] 2023-06-18  08:02:40 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
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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

Workflow :Process - Project Proposal - PMU QA to Assessor < m

Workflow Chart Process Status Uploaded Attachments

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 D
Project Number EWG_101_2023A Current Status :;‘:ﬁ:ﬁy‘;ﬂ‘y 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

Section A: Overview and Relevance

m Project Details  Project Summary  Relevance  Objective  Alignment

3. Click the Edit button in the top right corner of the page.

For action from PMU4 at 2023-06-18 08:02:40

0 Workflow :Process - Project Proposal - PMU QA to Assessor <
Workflow Chart Process Status Uploaded Attachments

A confirmation message displays. Click Yes to continue.

Confirmation X

Proceed to Edit and Upload QA Report?

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.

Workflow :Process - Project Proposal - Assessor to PMUQA &

Workflow Chart ~ Process Status  Uploaded Attachments

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 Proposal, 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 deadiine in the Revision Due Date field.
Click Submit.

4.To send comments to the PD, insert your comments in the Internal Comments box. Click Submit .

5. 1 the PP is satisfactory, after you upload the final QA document, click Satisfactory .

6. You may edit the Project Proposal before submitting the page.

Project Proposals L Upload attachment  Maximum S o L Upload attachment  Maximum St
Project Number. EWG_101_2023A Current Status | {nder Quality Endorsed Concept 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 2 QA Round
BB I U S| Fomat -|Fm - see - neH. - | A- B - MO=ZQ¢¥LE 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 1, Upload attachment | Maximum 5M
locuments
Project Number EWG_101_2023A Current Status :g‘sdeesrsgf:"fy Endorsed Concept Note CN_EWG_102_2023
Project Title SET 04 - CN 03 PP APAS DEMO
QA Round 1 Revision Due Date 16-06-2023
@ Open X
« © 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

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

129



APAS User Guide

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 adue 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 2

sun Mon Tue Wed Thu Fri Sat

M
1l
L]
1
[l
I
[1]]
lily
1]
)
w
1
Lr
L

15 B 7 18 19 20 2
22 23 24 25 26 27 2B
29 30

Today

10. 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 Save b=}

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)

pdf  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 more 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
about 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_2022 pdf - Adooe Acchat Fro (64-bit)

le Eht View E-Sign Window Help

Home  Tools FDF Unformattad

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

Workflow :Process - Project Proposal - PMU QA to Assessor <
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 :Process - Project Proposal - Assessor to PMUQA &

Project Proposal - Select QA Step

PMU

<t an option.
select Start a QA Round and click Submit .
A 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.

1. Go to the Select a QA Step field and

nts to the PD, insert your comments in the Internal Comments box. Click Submit
5. 1f the PP is satisfactory, after you upload the final QA document, click Satisfactory
6. You may edit the Project Proposal before submitting the page.

Quality Assessment

Project Proposals L Upload attachment  Maximum SM Gl L Upload attachment  Maximum SM
5 Und
Project Number EWG_101_2023A Current Status | 7%er Quolt Endorsed Concept 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
@|B I U S| Fomat -|Ft - sze - uneH. -|A- @[ 2 k|x =228 BO=Ql¢y L@ X
@

Internal Commments
(Communicate within

Secretariat)

10. In the Quality Assessment Documents field, click Upload attachment and upload the QA document.

£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.

Quality Assessment

Project Proposals L Upload attachment  Maximum 5M Documents

BB I U S| Nomal - | Verdana - | 14 - | LneH.. - |A- B-|= = Elxlz = 2o m® =0 &5 & X
« &
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:

15t step: Copy and paste the standard text of comments below onto the General Comments box.

%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
2 3 4 5 & 7

s B 10 1 o2 13 4

1 18 17 18 19 20

nn
L L]
un
[l
m
Jiln
lil
1
-

[

(%]

22 23 24 25 26 27

Fa
=]

Today

14. 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 II Save b=}

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 Received on  Received on
| - Project Proposal 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 * 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
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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. If the 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 meinn] U Qhaaliy rassisowenbll i i L iy Cirsyeasil o [ Wil s D irvieian VT30 e o Pof (il Cimariidn Lim B iy el bt i e

e L Lo IR
=, mer e Erafrrmall  smerryads, sy s el s st bn PR aesd 1l b Sl b PR

Frope Pepgs s 8 P Z

L ] .
Proie, Ml 16 G S L7 e [ S S,
Fragen Taks SEW 0o - CH A AR DE
o D Rt o e
BT Ve e - . A B I E & 4@ = = & a+ L&

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:

1% 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
2024 9 B

Sun Mon Tue Wed Thu Fri Sat

w
s
wn
@

s B 0 1 12 13 a4

Wi
g
1]}
il
i
B

-

1 6 7 18 19 20 2
22 23 24 25 26 27 28
29 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

Satisfactory [ save [

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 i

Fors

A ) APASPDA v

= My Inbox & o |

My Inbox (6) My Outbox Processed By Me Completed (13) Al Involved Processes
Workflow Type Title
Project Proposal [return]

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) *
Scoring Template RAF Scoring: (Brunei Darussalam;) APEC Support Fund (ASF) - ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) *

* Notify PD Notification to start the scoring *

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

Submit PO Details Consolidate Scores Complete List
Complete List Exported Scores Under Review and Endorsement

Generate Scoring Template Under Quality Assessment

Latest News

Pending Approval

Approved
Approved In-Principle For POs: Complete and submit your Concept Note online by 14 July Not Approved
Not Approved For RAF delegates: Scoring for PS2, 2023 wil 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.

Useful Links

Email To APAS Admin

APAS User Guide

Received on

2023-06-18

2023-06-16
2023-06-16
2023-06-13
2023-06-13

2023-06-13

Received on
12:37:31

23:29:05
23:29:05
12:09:46
11:38:20

11:38:01

2. Inyour inbox, look for the Project Proposal that is ready for the Quality Assessment review and click

the task to open it.
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- Scoring Template:

My Inbox (6) My Outbox Processed By Me Completed (13) All Involved Processes
Workflow Type Title Received on  Received on
I Project Proposal [return] . 2023-06-18  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
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.

Foraction from PMUA4 at 2023-06-18 12:37:31

Workflow :Process - Project Proposal - PMU to PD QA

Workflow Chart Process Status

Uploaded Attachments

Project proposal — Review QA Comments

Submit to PMU Send to PO =

PD:

1. Download the Quality Assessment Document to review comments on the Proposal from the assessors/PMU.

from PMU.

2. 1f 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

Refer to the Internal Comments box for any general message o overall comments

[ EWG_17062023_PP_12_A Proposal with Track Changes 59

Project Proposals _Vi.doc

Project Number EWG_101_2023A
Project Title

QA Round 2

@/B I U S| Fomat - | Font -~ | size

&l

Current Status

Document

Under Quality
Assessment

SET 04 - CN 03 PP APAS DEMO

Quality Assessment

Endorsed Concept Note

Revision Due Date

LineH

- A B [= =

[ EWG_17062023_QA_1_EWG_101_2023A_09_QA1 of a
Project Proposal_V1.doc

B EWG_17062023_QA_2_EWG_101_2023A_11_QA2 of a &

Project Proposal_V1.doc

L, Download All

CN_EWG_102_2023

17-06-2023

- BO®=Q¢ LG

2

3. Download and review PMU’s comments on the Proposal. Go to the Quality Assessment Document

5.

fodule x +
C O & apasapecorg/spa/cubefindexhtml#/.. 1 % B #* L
APEC (] Frequent [ Information [ Leaming [} School M Gmail () Dictionary by

e Project Proposal Module

Quality Assessment Document

Project Proposal

Assessor
s:

1. This is a view page only. Review the Project Proposal below by clickin
g'on the subsection tabs below.

2. Provide your assessment comments offline (by email) in the Word-for
mat QA document provided by PMU.

3. When review is done, close the tab

Endorse ity
d Projec Assessment
t Proposal me

CTI_2 Under
A Curre Endorsed C
;rggn Nu 01 20 ntSta Review oncept Not CN_CTI 208 2023
23 (P

Project Tit apec seminar on Cross-Border Telework

Section A: Overview and Relevance

Objective  Alignment

) CT1.2-1.20237_Draft Proposal with comments pdf - Adabe Acrabat Pro (64-bit)

Fle_Edit_View £Sin_Window Help
Home Tools CTI_2-1_2023T_Draf... x

% 8 Q @ 1u h
Comment B 2 T T T T

ct Proposal

355% v

THY @ &

6 comments.

Comment or

Open the saved QA document and review PMU’s comments.

Suggest o replace Cross-Border

Jingyu Lin s30M

1 think this is fine.

© e

in the Region

Jingyu Lin <509

This is redundant

T s Tt
inthe Rgion

© tysom

APEC 541 71

rkforce Mability_V1.pdf

SMEWG_11092023_QA_1_SMEWG_112_2023A_QA1 Summary 184ug23
HWG 03 23A Ensuring Essential Wol

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.

field, select the latest QA document. Click on the down arrow icon on the right side of the document
to download.
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w :Process - Project Proposal - PO to PD (QA) 7

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 from 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

SMEWG_11092023_QA_1_SMEWG_112_2023A_QA1 Summary 18Aug23

SMEWG_07092023_PP_PP_Pi t Pr I_V1.de
Project Proposals 2 - -PP_PP_Project Proposal Vi.docx Quality Assessment Document HWG 032 23A Ensuring Essential Workforce Mobility_V1.pdf
Project Number SMEWG_112_2023A Current Status g{‘de’ Quality Assessme | 4o rced Concept Note CN_SMEWG_115_2023
Project Title PD1_TASKS
QA Round 1 Revision Due Date 07-09-2023
BB I U S/ toma - | vewans - | 14 Line . A = = ® o MOEQ¢ELE G H
Dear PMU,

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 & | nomal ~ | Verdana ~ | 14 - | tneH. - |A- ==z =cs|e= MO=Q|« L & 2
-« &
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.
' N
, . .
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.
B I U S| Nomal - | Verdana - | 14 - | tnen. - [A- B@-|= = = BI®=Ql¢ L @ 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 e P e o mam N

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

Workflow :Process - Project Proposal - PMU to PD QA &

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

138



APAS User Guide

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) 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  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 01-1 2023-06-13 11:44:54
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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.

Do | @) wrsor

-(PE7TASK2) CNO1-2 * 20230616 12:02:55
-(PESTASK1) CNOL-1 * 2023-06-16  12:02:44
-(PD4TASK 1) CNO1-1 o 20230616 12:00:34

n] Draft: (SET 26) - (PD 9 TASK 1) CN01-1 * 20230616 11:58:22
] Draft: (SET 17) - (PE 4 TASK 1) CN01-1 o 2023-06-16  11:57:07

eturn] Draft: (SET 23) - (PE 7 TASK 1) CN 01-1 * 20230616 11:51:40

Draft : (SMEWG_101_20232) SET O1 - CN 03 PP APAS DEMO. 20230528 11:57:54

Currently no task to disolay.

Useful Links .

Email To APAS Admin

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 Title Received on Received on
I - Project Proposal 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.

Project Number: Project Title
Fund Source: Sub-Fund
Advanced Search
Project Number Project Title Current Status Fund Source Sub-Fund Proposing Project Value
ASF: Micro Small and
SMEWG_102_20234 SET 01 - CN 04 PP QA APAS DEMO Under Quality Assessment Growp  APEC Support Fund (ASF) L e s 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) &
Workflow Chart Process Status Uploaded Attachments =

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.)

4 B) EWG_17062023_QA_2_EWG_101_2023A_11_QA2 0
B EWG_17062023_PP_12_A Proposal with Track Changes §  a Project Proposal_V1.doc
Project Proposals _Vi.doc OualityjAssessment
Documents

L, Upload attachment  Maximum 5M

Under Quality

Project Number EWG_101_2023A Current Status |, 1C°7 402 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

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 i= Elg 2 === 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
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 Attachment : EWG_17062023_QA_2_EWG_101_2023A_11_QA2 of a Project Proposal_V1.doc (V1)

Forum / Project No.:[SMEWG / SME 05 2022

[Study and Workshop to Understand the Role of Digital Connectivity in the

Project Title:|, - lisation Process 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
lagainst the five APEC project quality criteria and has identified some areas for your
lattention/clarification. Please address our comments below by revising the text in the
[Project Proposal document, using tracked changes. Please submit a revised version
lby 15 November, if possible.

IPlease note that the projects approved in Project Session 2 of 2022 has, by default,
luntil 30 June 2024 to complete their project. The current Workplan exceeds this

imeline. Please amend the Workplan
Summary of

Assessment:\ue would like further clarification on the number of documents to be produced in the

lcourse of the project and whether they will be published. WE also request more
information on other 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 setting aside a sum
for honorarium to be accorded to the experts. Further funding guidelines are provided
0 aid in your revision of the budget items.

[We look forward to receiving 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 ’

Page Navigation ’ @ e k @ @ @

[
Page Display ' D Single Page View
1
Zoom ' v H Enable Scrolling
b Tools D I DD Two Page View I
| I
g HH Two Page Scrolling
Show/Hide 4
3 v Show Gaps Between Pages
Display Theme ’ . i
Show Cover Page in Two Page View
Display Size ’
|E| Read Mode Ctrl+H
] Eull Screen Mode Ctrl+L
Ela Tracker...
FWG_005_2022
Read Qut Loud 4

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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Bl A workshep il be el . one-day sid eventof e Heslh Workin Goup (HIG) durng e
L i o 2024 sceurig 2 e & S AFarou sty o a7 Wrkahe i 5 il Wi 1
e s apee g PO 7ok e e Farer o U
o o svengien ssvania v i P
o eepar i o e s ot i emerny

Tentative discussion topics include the following:

How essential vs non-essential workers could be classified during the pandsmic.
Building the surveillance system for early waming of diseass outbrasks 1o pravant the potential
spread of the disease and facilitate global mobilty

Comparison between public health benafits and socio-sconormic cost of border measuras in the
Asia-Pacific region

Bt Sumemacy Reporth Sumppey Reportwil be cevelaped fir the workshop.wich wil be hed a5.2
1§45 side event. to summar = witst was discussed o reinforce glabal mobility and empower connectivty

'g the global health eme.g2ncy, and to propese recommendations and framework for global mobility in the:
Lfure pandemc. The summary repest wil be ommated from June to Juy 2024

. 12tBlmes. Using = numbered lst, describe the specifc impacts, changes or benefit that the Pt s
=wpected to deliver, which directly Support the tive (above). These i in palicy,
processas, or bahavior in the parfcipating institutions, or i APEC more broadly. Be sure that aach
Qutcome can be measured and s a direct result of the projeet. [ fo % page]

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-
Pacific region. The workshop is expectsd to lead to the following outcomes.

1) Increase knowledge on the global mobility of essential personnel at different phases of the pandemic

2) Expand awareness on the global mobilly of assential workioros, to develop a mutually agreed framewark in
the face of future pandemics in the Asia-Pacific region.

3) Share experience on the best practices of polisies for giabal mobility during the spread of the recent
pandemic.

The understanding and awaraness of global mobility will be measurad based on the pre- and post- svaluation
Surveys Throughout the workshop, information reqarding the number of paticinants, paRticipants” economies
‘paricipants” gender, and more will be documentad via surveys. The exiant to which pariicipants gained
‘xpariences from the workshap wil be messured through these surveys.

Page 5

Ruthor PMU____Subject Workshop Date: 15/08/2023 6:0831 PM
wmmn e ate the omatof e Warkchop n-prson il Noe hat -person AP funded eyt et e bl wErNH @l

fts based on ful days. I the Warkshop i 1o be hek
Toadilday

s
Singyu Lin fiy@apecorg)None  15/08/2023 632:109M
Rzﬂkwam‘wa@[}a;ibgﬂal Rone | 1510812023 680 ot

s Subject Workshop Date: 18/08/2023 6:05:31 P

Werizhop: A ya BUIdthe Welishop 3560ds We tangly s2vse adarsseing he llwia:
‘weigh and the

g (e 9. breskouts, panel
discussions etc).
od ions (eg. QBuk session,
incluge = session 1o d icipaton i i the feld. Sharing of best opic s also.
recommended:
inciude a firal and faciitates
n rescaces or 1sarning in thelr rles.
Number 3 Author PMU____ Subject Broject Summary Report___ Date: 18/08/2023 67310 /M

PrfectSiar eport s o he UL o 5 f e e Suriar R more el on e e and ot 1

Iragucion 2 Overvew. Exeastive Sumimary. rapters on ey opies nd points arising ro:
2 an ADEC publesion:

Nove FPEC pulcations et be miium 12 pages and not incue photos gencis. st ofparicpants,partcipant survey results nd copiesof
speal

Number: 4 Author PMU____ Subject: Project Summary Report ___ Date: 18/08/2023 &:11:41 PM
TR, T g Tt e e EEIMT SRIE O TR e e M e ot e et ©
Inrogcion and vervew Exeate Suinary,captrson ke toics anc Z

kshop. best practices and case studies, be publihed a5 an APEC
Dublestee Nott AOEC publcaons mus be inemum 12 pagesand ot ncuce pnmg —gendas s o particpants, paricipant oy ress
‘and copies of spe; presentations

Number: 5 Author: PMU___ Subject Framework for Gisbal Mabilty Date: 18/08/2023 §:1205 PM

“Framework Tor Global Mobility s Plazss slaborate on The description of ramework for global mobilty n fhe Workshopsecdion.

W acvise developing the raft frsmewori in advance of the Workshop and include 3 session to discuss and improve the framework

Please make sure o the Reper

Please ensure plan, the tasks L ¢ is inclucied with timelines.
Number. § Author PMU___ Subject Outcomes Date: 18/08/2023 61225 PM

Ensure the outcomes listed here are the same as those 15t2d in The Indicator matr U Fraliaton

sction rather o sithar“mproved
This project wil eventusly enh fience and smpower /gh poliey changas, strengthaning opportunicesfor colaboration smongst APEC economies”(measurable through s question E

globsl mobilty within the Asia-Pacific region. This workshop wil utimtely encourage and fscitte colisborstion e APEC " covesof  measurable hrough deiivesy of the Proecs
Snd cooperstion of APEC membar acancmies to better prepar for the next pandemic Summary Regort.

Moreover, the project could potentially incorporste a walue-oriented network that is agreed upon by the parties
invoived. The network buit 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
exparts from e relaied Feld 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.

S g L Iy | RIELE O3

Project Overseers are encouraged to limit outputs to 3 or WB@
1. Research and background paper on EAT interventions that
building, promote good mental health development an
the healthcare system adopting EAT activities.
2. Workshops to discuss and develop pro
operating procedure for EAT i
3. Project summary re
to promote

List all project outputs:

For example:
1. Research and Background Paper

2. Workshop
3. Project Summary Report

iate capacity

innovative framework utilizing EAT interventions
ntal health.

Number: 1 | Author: PMU (pmu@apec.org) Subject: Summary Page Date: 15/08/2023 11:21:26 AM

¥ meant to list the project Outpu@eass revise to only include Output names €.9. Background Research Report, Workshop,
Proiact Summare Renanrt

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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— | ™ 712120237 _Draft Proposal with comments.pdf - Adobe Acrobat Pro (64-bit) - o
@ Project Proposal Module x +
file Edit View E-Sign Window Help
C 0 @ apasapecorg/spa/cube/indexhtmi#/.. 12 ¥ @ # & [ Home Tools CT1.2-1.2023T_Draf... IONN W
APEC Frequent Information Leaming School M Gmail () Dictionary by .
X B QD@ 14 K wmo e a =

@ije(tProposa\ Module comment B & T T T T, T g Q@ & - (aws
~ A vee
® s Q2 Y

Proj ect Pro posa I N Comment or use @ to invite others
Assessor @
T This s vi ly. Re the Project P I below by clicki res 5 [
. This is a view page only. Review the Project Proposal below by clickin
g on the subsection tabs below. & =)
2. Provide your assessment comments offline (by email) in the Word-for - e liy 30pm
mat QA document provided by PMU. -
3. When review is done, close the tab. T Strikethrough Text
Suggest to replace Cross-Border
Jingyu Lin 530 o
Endorse Quality
d Projec Assessment « » 1 think this is fine.
t Proposal Documents
cT_2 Und APEC 5130 71
. % curre """ Endorsed o
Project Nu 01 20 ntSta Review oncept Not CN_CTI 208 2023 in the Region
mber i g
23T (PD)

Jingyu Lin 5:30 P

Project Tit spec seminar on Cross-Border Telework
le This is redundant

Section A: Overview and Relevance © ApeC i om
m T, Insert Text
Project Details  Project Summary  Relevance in the Region

Objective  Alignment

© iy szoem

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 ¢

Workflow Chart Process Status Uploaded Attachments Send to PD =

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 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

) EWG_17062023_PP_12_A Proposal with Track Chan B EWG_17062023_QA_2_EWG_101_2023A_11_QA2 o
Project Proposals ges_Vi.doc Quality Assessment Documents fa Project Proposal_V1.doc
Project Number EWG_101_2023A | Current Status ﬁ"de’ Quality Endorsed Concept Note CN_EWG_102_2023
ssessment

Project Title SET 04 - CN 03 PP APAS DEMO
QA Round 2 Revision Due Date 17-06-2023
General Comments BB I U S| Foma -|[Fnt -|sze ~|LlneH. -|[A- @] = ElE2s =s|e MmO =Ql« L& 2

[~
(Use this box to 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 comer) 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.

v

and . . L e

9. When you're finished, click the Send to PD button.

Workflow :Process - Project Proposal - POQA to Preview &
Workflow Chart Process Status Uploaded Attachments Send to PD m Save =

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 Inbox My Outbox Processed By Me Completed All Involved Processes
Workflow Type Title Receivedon  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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APEC | Project Administration System

o] A

APASPD4 v

My Inbox (6)
Workflow Type Title
Project Proposal
Scoring Template
- Scoring Template
- Notify PD
Scoring Template

Scoring Template

Submit PO Details
Complete List

Generate Scoring Template

Notification to start the scoring *

Processed By Me Completed (13)

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 Effi

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 Scores

Exported Scores

Latest News @ vome>:

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

My Inbox e

My Outbox All Involved Processes

Receivedon  Received on
2023-06-18  14:18:53
2023-06-16  23:29:05
2023-06-16  23:29:05
2023-06-13  12:09:46
2023-06-13  11:38:20
2023-06-13  11:38:01

Complete List
Under Review and Endorsement

Under Quality Assessment

Pending Approval Approved
Approved In-Principle For POs: Complete and submit your Concept Note online by 14 July Not 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

2. Inyour 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 Type Title Received on ___Received ol
I Project Proposal Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO * 202: 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) <7

Woriow Chart  rocess Status Uploaded Atachments

Project proposal - Review QA Comments

PD:

1. Download the Quality to review
from PMU.

2. If agreeable with all comments, click on Send to PO to request for revisions.

on the Proposal from the assessors/PMU. Refer to the Internal Comments box for any general message or overall comments

3. If not agreeable, use the Internal Comments box to send comments to PMU and click Send to PMU

B EWG_17062023_QA_1_EWG_101_2023A_09_QA1 of a
Project Proposal_V1.doc

[E) EWG_17062023_PP_12_A Proposal with Track Changes
_Vi.doc

Quality Assessment

E) EWG_17062023_QA_2_EWG_101_2023A_11_QA2 of a
Document

Project Proposals
Project Proposal_V1.doc

L Download All

Project Number EWG_101_2023A Current Status | Under Quality Endorsed Concept Note CN_EWG_102_2023

Assessment
Project Title SET 04 - CN 03 PP APAS DEMO
QA Round 2 Revision Due Date 17-06-2023
BB I U S| Fomat - | Font - | sie - | uneH.. - = = m®=0Q|&TI 2
[~
3. Review the comments in the General Comments field.
B I U S| Fomat - | Font - | size - | LneH.. - = = m®O®=qld L 2

General Comments [}
(Use this box to comment &
response. -
Please date your comment (e.g. ~ Dear PD/PE,
27/04/2022).
:Lerf\s:einmrj)m etz 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 am

"
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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.

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

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?

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 2023-06-18 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 1) CNO1-1 2023-06-13 11:44:54

8. Ifall comments have been addressed by the PO, click the Send to PMU button in the top right corner
of the page.

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

Workflow Chart Process Status Uploaded Attachments Submit to PMU Save =
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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 Receivedon  Received on
I- Project Proposal Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 20230619 01:02:31 |
+ 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 01-1 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 | Project Administration System "
= = rone
B
My Inbox (50) My Outbox Processed By Me Completed (75) All Involved Processes
Worfiow Type Title Receivedon  Received on
project Proposal [return] . 20230619 01:05:31
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° 20230616 12:24:50
 Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) Demo Sub-Fund 5 ° 20230616 12:23:59
 Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Connectivity (Connectivity) * 20230616 12:23:49
Initiate RAF Scoring ~ RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WtE) * 20230616 12:23:17
Create Concept Note  Under Review (PMU): (SET 11) - (PE 1 TASK 1) CN 01-1° 20230616 12:22:42
Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) * 20230616 12:22:13
Initiste RAF Scoring ~ RAF Scoring: ( APEC Support Fund (ASF)) Demo Sub-Fund 4° 20230616 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* 20230616 12:20:49
Create Concept Note  Under Review (PMU): (SET 20) - (PD 6 TASK 2) CN 01-2* 20230616 12:16:35
- Initiate RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF General Fund (General) * 0230616 12:15:22
 Create Concept Note  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 12:09:15
- Initiste RAF Scoring  RAF Scoring: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) * Eaa RS
Initiate RAF Scoring  RAF Scoring: ( 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

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
Workflow Type Title Receivedon  Received on
I- Project Proposal [return] . 2023-06-19  01:05:31
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 from APASPDA at 2023-06-19 01:05:31

Workflow :Process - Project Proposal - PD QA To PMU &

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 Proposal, 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 PD, insert your comments in the Internal Comments box. Click Submit .

5. If the PP is satisfactory, after you upload the final QA document, click Satisfactory

6. You may edit the Project Proposal before submitting the page.

4 B EWG_17062023_QA_1_EWG_101_2023A_09_QA1 o
f 2 Project Proposal_V1.doc
<4 B EWG_17062023_PP_12_A Proposal with Track Chan
ges_Vi.doc .
Quality Assessment 4 B EWG_17062023_QA_2_EWG_101_2023A_11_QA2 o

Project Proposals Documents.

f 2 Project Proposal_V1.doc
L Upload attachment  Maximum 5M

. Upload attachment L, Download Al Maximum 5M
. Under Quality

Project Number EWG_101_2023A Current Status ¢ O3 ! 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

1, Upload attachment A, Download All  Maximum 5M

The uploaded document displays in the Quality Assessment Documents field of the Project Proposal.

I, Upload attachment  Maximum 5M

< 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.

< B EWG_17062023_0QA_1_EWG_101_2023A_09_QA1 o
f a Project Proposal_V1.doc

< B EWG_17062023_PP_12_A Proposal with Track Chan

ges_Vi.doc < B EWG_17062023_QA_2_EWG_101_2023A_11_QA2 0
Project Proposals g::ll:tmyeﬁ::essment f a Project Proposal_V1.doc
1, Upload attachment | Maximum 5M < B 13_QA3 of a Project Proposal_Satisfactory.doc

1, Upload attachment 4, Download Al 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 I U S Noma - | Verdana - | 14 ~ | LneH. - A~ B~z = |l & = E =@ m®o® =L B 32
« [
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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6. Inthe 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 01:05:31

Workflow :Process - Project Proposal - PD QA To PMU &

Workflow Chart Process Status Uploaded Attachments

B =

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.

Workflow :Process - Project Proposal - PMUQA to Satisfactory <7
Workflow Chart Process Status Uploaded Attachments Send to BMC m =

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_QA1 of a 52.5K
Project Proposal_V1.doc
B EWG_17062023_QA_2_EWG_101_2023A_11_QA2 of a 82.0K
06-17 21:28 y Project Proposal_V1.doc
Quality Assessment - o
" | Documents s 20250617 211
B EWG_18062023_QA_2_EWG_101_2023A_13_QA3 ofa &
Project Proposal_Satisfactory_V1.doc
L, Download All N e

E) EWG_17062023_PP_12_A Proposal with Track Changes 5%
_Vi.doc

Project Proposals B} 12_A Proposal with Track Changes.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 20: 9
- Project Proposal Endorsed for QA: (PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO 2023-06-16
- 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

apec?) Asia-Pacific

\&_ # 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.

Satisfactory for BMC Recommendation: (EWG 101 2023A) SET 04 - CN 03 PP APAS DEMO

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 a o)

My Inbox(99+) My Outbox Processed By Me Completed(99+) All Involved Processes

Workflow Type. Title Received on  Received on

N : (EWG_111_20234) PD4_TASKS 2023-10-03  18:21:00

- Project Proposal
24A) PMUT5_TASK1L 20231002 13:40:12

- Project Proposal
WG_101_2024A) PMU14_TASK1 * 20231002 13:37:28

+ Project Proposal Endorsed for
+ Project Proposal Endorsed for QA : (PPWE_101_2024A) PMU13_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 - PMUQA to Satisfactory (7

Workflow Chart Process Status Uploaded Attachments

Project Proposal - Satisfactory

PD: For your information

pO:

Your Proposal has been assessed as satisfactory .

1. Downlead 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, 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.

EWG_11092023_QA_1_EWG_111_2023A_QA1 Summary 184ug23 HWG

EWG_09092023_PP_PP_Project P I_V1.d
Project Proposals B e —PP_PP_Project Proposal_Vi.docx Quality Assessment Documents 03 23 Ensuring Essential Workforce Mobility_\'1.pdf
Project Number EWG_111_2023A Current Status satisfactory for BMCReC | g o red concept Note CN_EWG_114_2023
oommendation
Project Title PD4_TASKS
QA Round 1 Revision Due Date 09-09-2023
General Comments We have made revisions in the Outputs and Beneficiaries section

(Use this box to comment & response.
Please date your comment (e.g.
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 BEWG_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.

My Inbox(99+) My Outbox Processe d By Me Completed(99+) All Involved Processes

Workflow Type.

- Project Proposal atisfactory for ec: Nt (EWG_111_20234) PD4_TASKS 20231003 18:21:00

- Project Proposal : 24R) PHU15_TASKL 20231002 13:40:12
- Project Proposal Endorsed for QA : (OFWG_101_2024A) PMU14_TASK1 * 20231002 13:37:28

- Project Propesal Endorsed for QA : (PPWE_101_2024A) PMU13_TASK1 * 20231002 13:36:37

2. Onthe 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.

Workflow :Process - Project Proposal - PMUQA to Satisfactory <

Workflow Chart Process Status Uploaded Attachments. I Send to BMC Im Save =
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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 Not 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.

E) EWG_17062023_QA_1_EWG_101_2023A_09_QA1 of a

Project Proposal_V1.doc
E) EWG_17062023_PP_12_A Proposal with Track Changes

_Vi.doc
Eb EWG_17062023_QA_2_EWG_101_2023A_11_QA2 of a
y Project Proposal_V1.doc
Project Proposals B} EWG_17062023_PP_12_A Proposal with Track Changes Quality Assessment
g P Vv2.doc Documents

E) EWG_18062023_QA_2_EWG_101_2023A_13_QA3 of a
Project Proposal_Satisfactory_V1.doc
L 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 Proposal Satisfactory for BMC Recommendation: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO 2023-06-19 os:m
+ 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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3.

APEC | Project Administratior

n System

=]
My Inbox (80) My Outbox Processed By Me completed (75)
Workflow Type Title
Project Proposal [return] .

- project proposal
* Initate RAF Scoring
+ Create Concept Note
* Initate RAF Scoring
* Initate RAF Scoring
Iniiate RAF Scoring
Create Concept Note
Tnitiate RAF Scoring
Initate RAF Scoring
Create Concept Note
Create Concept Note
- Create Concept Note
- Initate RAF Scoring
- Create Concept Note
- Create Concept Note
- Initiate RAF Scoring
Initate RAF Scoring

 Initiate RAF Scoring

Under Quality Assessment: (EWG_101_2023A) SET 04 - CN 03 PP APAS DEMO
Endorsed for QA: (PPWE_101_2023A) SET 02 - CN 03 PP APAS DEMO

RAF Scoring: ( APEC Support Fund (ASF)) ASF: Micro Small and Medium Enterprises (MSMEs) *

Under Review (PMU): (SET 25) - (PE 8 TASK 2) CN 01-2*

RAF Scoring: ( APEC Support Fund (ASF)) Demo Sub-Fund 5 *

RAF Scoring: ( APEC Support Fund (ASF)) ASF: Connectivity (Connectivity) *

RAF Scoring: ( APEC Support Fund (ASF)) ASF: Women and the Economy (WtE) *

Under Review (PMU): (SET 11) - (PE 1 TASK 1) CN 01-1°

RAF Scoring: ( APEC Support Fund (ASF)) ASF: Supply Chain Connectivity (SCC) *

RAF Scoring: ( APEC Support Fund (ASF)) Demo Sub-Fund 4 *

Under Review (PMU): (SET 12) - (PD 2 TASK 2) CN 01-2*

Under Review (PMU): (SET 10) - (PD 1 TASK 2) CN 01-2*

Under Review (PMU): (SET 20) - (PD 6 TASK 2) CN 01-2*

RAF Scoring: ( APEC Support Fund (ASF)) ASF General Fund (General) *

Under Review (PMU): (SET 22) - (PD 7 TASK 2) CN 01-2*

Under Review (PMU): (SET 33) - (PD 14 TASK 2) CN 01-2°

RAF Scoring: ( APEC Support Fund (ASF)) ASF: Energy Efficiency, Low Carbon and Energy Resiliency Measures (EELCM) *
RAF Scoring: ( APEC Support Fund (ASF)) Demo Sub-Fund 2*

RAF Scoring: ( APEC Support Fund (ASF)) ASF: Marine Debris Management and Innovation (MDMI) *

Al Involved Processes

Receivedon  Received on
2023-0619  01:05:31
20230616 12:25:08
20230616 12:25:03
20230616 12:24:50
20230616 12:23:59
20230616 12:23:49
20230616 12:23:17
20230616 12:22:42
20230616 12:22:13
20230616 12:21:46
20230616 12:21:13
20230616 12:20:49
20230616 12:16:35
20230616 12:15:22
20230616 12:13:31
20230616 12:09:15
20230616 12:08:56
20230616 12:07:10
20230616 12:06:42

In your 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) Al Involved Processes
Workflow Type Title Received on  Received on
I- Project Proposal 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

The Project Proposal — BMC Approval page displays in a separate tab.

Workflow :Process -

Proj

PMU:

Workflow Chart

Project Proposal - Satisfactory to BMC <2

Process Status Uploaded Attachments

ect Proposal - BMC Approval

2. Proceed to update the project's Approval Status by clicking Approve or Not Approve.

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

QA Round

Project Proposals

Project Number

Project Title

) EWG_17062023_PP_12_A Proposal with Track Changes %-0K
_Vi.doc

Quality Assessment

[E) EWG_17062023_PP_12_A Proposal with Track Changes
Documents

_V2.doc

L, Download All

Satisfactory for
Current Status BMC
Recommendation

EWG_101_2023A

SET 04 - CN 03 PP APAS DEMO

2

Endorsed Concept Note

B EWG_17062023_QA_1_EWG_101_2023A_09_QA1 ofa &

Project Proposal_V1.doc

Project Proposal_V1.doc

B EWG_18062023_QA_2_EWG_10
Project Proposal_Satisfactory_V1.doc

L Download All

CN_EWG_102_2023

17-06-2023

1_2023A_13_QA3 ofa 8

B EWG_17062023_QA_2_EWG_101_2023A_11_QA2 ofa 82.0K

(optional) If the Project Proposal was not approved, click the Not Approve button at the top right
corner of the page.

‘Workflow :Process -

Workflow Chart

Project Proposal - Satisfactory to BMC &

Process Status Uploaded Attachments

A confirmati

on 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 Receivedon  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.

Workflow :Process - Project Proposal - Satisfactory to BMC &

Workflow 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

5. PDs, PEs and POs can log into APAS to see the Approved Projects by BMC.

My Inbox (1) My Outbox Processe: d By Me Completed (31) All Involved Processes

Workflow Type. Title Received an  Received on

I- Project proposal Approved : (EWG_111_2023A) PD4_TASKS * I 20231003 18:44:20

6. Click on the Approved Project and the final approved Project Proposal screen opens in another tab.
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o Workflow :Process - Project Proposal - BMC review to End (Approve) <

Workflow Chart Process Status Uploaded Attachments

Project Proposal

EWG_11082023 QA_1 EWG_111_2023A_QA1 Summary 18Aug23 HWG 2

§ [ EWG_09092023_PP_PP_Project Proposal_V1.docx "
Project Proposals R . o Quality Assessment Documents 03 23A Ensuring Essential Workforce Mobility_V1.pdf
Project Number EWG_111_2023A Current Status Approved Endorsed Concept Note CN_EWG_114_2023
Project Title PD4_TASKS
QA Round 1 Revision Due Date 09-09-2023

Section A: Overview and Relevance

[ R

Section B: Impact
(.. [

Section D: Sustainability

7. PDs, PEs and POs can download and save the final QA Document from the Quality Assessment
Documents field.

EWG_11092023_QA_1_EWG_111_20234A_QA1 Summary 184ug23 HWG 2.0
Quality Assessment Documents 03 23A Ensuring Essential Workforce Mobility_V1.pdf

8. 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.

, Workflow :Process - Project Proposal - BMC review to End (Approve) &

Workflow Chart Process Status Uploaded Attachments

Project Proposal

€ Favourite

EWG_11092023_QA_1_EWG_111_2023A QA1 Summary 18Aug23 HWG 2
Quality Assessment Documents 03 234 Ensuring Essential Workforce Mobility_V1.pdf

§ [ EWG_09092023_PP_PP_Project Proposal_V1.docx
Project Proposals o o

Project Number EWG_111_2023A Current Status Approved Endorsed Concept Note CN_EWG_114_2023
Project Title PD4_TASKS
QA Round 1 Revision Due Date 09-09-2023

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.

My Inbox (79) My Outbox Processed By Me Completed (75) All Involved Processes
Workflow Type Title Received on  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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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 <

Letter of Acceptance (LOA)

®|B I U S| Foma - | Font - | size - | lineH.. - | A- B-| = 3= ElEE =S E|e [=::] 2
® = QYL & &
Comments
Acceptance Submission Date 117-06-2023
PO’s Name APASPO2
PO’s Job Title Fora Member
PO’s Organization EXTERNAL
PO’s Email uday@ionesoftsolutions.com
Total Project Value 112,035.00
121-03-2023
117-06-2023 2nd Monitoring Report Due Date [7117-06-2023

Workflow Chart Process Status Uploaded Attachments m m =

3. Review the pre-populated fields. Comment in the free-text Comment field.

Letter of Acceptance (LOA)

BB I U S| Fomat Font Size - | LineH A B = = g 25 s|= m®=Q|l¢ L@ b

[ smisin oo~ [

PO’s Name uday

PO’s Job Title Default

PO’s Organization Director of Financial Instruments

PO’s Email uday@ionesoftsolutions.com

Total Project Value 89,603.00

Project Completion Date {1 22-03-2023

T ® oo o o e[

APEC Attendance List 1t Upload Attachment  Maximum 5M Sample Event Evaluation Form 1upload Attachment | Maximum 5M

4. Attach the necessary document to the Sample Event Evaluation field.

Sample Event Evaluation Form I Upload 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. -

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- B-

L] MO=EQ L @ I

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.

[ 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 yc;u finish the review, click Send to PO.

Workflow :Process - Letter of Acceptance (LOA) - LOA Initiated <

orm Workflow Chart Process Status Uploaded Attachments
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A confirmation message displays. Click Yes to continue.

Confirmation >

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:

(:‘: Asia-Pacific

& # Economic Cooperation

Letter of Acceptance (LOA)

Dear APASPO1,

Thank You

APAS System Admin

The Letter of Acceptance for your approved Project Propesal SMEWG 03_Study and
waorkshop to understand the role of digital conneclivity 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)

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 Inbox

My

Workflow Type

Inbox My Outbox Processed By Me Completed All Involved Processes

Title

- Letter of Acceptance.. | Letter of Acceptance ( EWG_101_2023A) SET 04- CN 03 PP APAS DEMO * ||

+ Project Proposal
- Project Praposal
+ Project Proposal

- Project Praposal

[return] Under Review (PO) : (EWG_103_20234) SET 04 - CN 01 APAS DEMO
Draft : (EWG_101_20234) SET 04 - CN 03 PP APAS DEMO
Draft : (EWG_101_20234) SET 04 - CN 03 PP APAS DEMO

Under Quality Assessment : (EWG_102_20234) SET 04 - CN 04 PP QA APAS DEMO

Received on
2023-09-20
2023-09-20
2023-09-08
2023-09-08

2023-05-20

Received on
20:21:20
20:20:46
14136145
09:51:52

17:56:23

2. Click the task to open. The Letter of Acceptance (LOA) screen opens in another tab.

Workflow

:Process - Letter of Acceptance (LOA) - Archive 7

Workflow Chart  Process Status Uploaded Attachments

Letter of Acceptance

Has the LOA been accepted by PO? ®No O Yes

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

1t Monitoring Report Due Date 29-00-2023

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 03 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).

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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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

4, 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 02 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).

5. Download the Sample Event Evaluation document and the APEC Attendance List excel template.
6. Print to review the LOA and verify the content.

° Workflow :Process - Letter of Acceptance (LOA) - Archive 7

Workflow Ct

Process Status Uploaded Attachments

S pint

A) Process version

@ Favourite

Letter of Accepta
|

‘

7. Back on APAS, click Yes to accept the Letter of Acceptance.

Letter of Acceptance (LOA)

Has the LOA been accepted by PO? . NoI D Yes I ‘

8. 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

BB I U & | nema - | verdana 14 - | UneH A-B|= = £ 3 - m®

I
2
™~
@
b
B

xa
=

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.

¥\ Asia-Pacific

\& . # Economic Cooperation

Letter of Acceptance (LOA)

Dear APASPD2 and UATPE2,

The Letter of Acceptance (LOA) for the Project Proposal CN2 PPWE has been
Declined by APASPOZ2. Please use the link below to log into APAS and access the LOA:

(Letter 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 Processe d By Me Completed (25) All Involved Processes

Workflow Type

Title

* Letter of Acceptance.. | _Letter of Acceptance ( SMEWG_104_2023A) SET 01 - CN 02 RAF APAS DEMO * |

- Project Proposal
 Letter of Acceptance.
- BMC Status Update

 Letter of Acceptance.
 Letter of Acceptance.

+ Project Proposal

Approved : (SMEWG_104_2023A) SET 01 - CN 02 RAF APAS DEMO *
Letter of Acceptance ( SMEWG_117_2023A) PE1_TASK6 *
BMC Status Update: Approved In-Principle Concept Notes *
Letter of Acceptance ( SMEWG_114_2023A) PD1_TASK7 *
Letter of Acceptance ( SMEWG_113_2023A) PD1_TASK6 *

Under Quality Assessment : (SMEWG_112_20234) PD1_TASKS

Received on
20231003
2023-10-03
2023-10-03
2023-10-02
2023-08-11
2023-08-11

2023-08-11

Received on
19:56:01
19:50:12
19:28:40
12:38:04
15:47:11
15:45:49

15:15:57

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 I U S| Fomat - | Font - | size - | tneH.. - |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
L. 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 Tnbox (6) My Outbox Processed By Me Completed (25) All Tnvolved Processes
Workflow Type Title

I Letter of Acceptance..  Letter of Acceptance ( SNEWG_104_20234) SET 01 - CN 02 RAF APAS DENO I

T ST O T TS T IO P TS

- Letter of Acceptance.

+ Project Proposal

Letter of Acceptance ( SMEWG_118_2023A) PE1_TASK? *

Under Quality Assessment : (SMEWG_116_2023A) PE1_TASKS *

4.6 Revising the Letter of Acceptance

The PMU user follows these steps to revise the LOA:

Received on
2023-10-03
2023-10-02
2023-09-11

2023-09-11

Received on
19:56:01
12i51:58
15:47:19

15:16:15
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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+) My Outbox Processe d By Me Completed(99+) All Involved Processes
Workflow Type Title Received on  Received on
+ Letter of Acceptance . [return] [return] Letter of Acceptance ( SMEWG_104_2023A) SET 01 - CN 02 RAF APAS DEMO * I 20231003 19:59:31

=) Endorsed for QA : (EWG_101_2024A) PRUTS_TASRT 20231002 13:40:12

Endorsed for QA : (OFWG_101_2024A) PMU14_TASK1 * 20231002 13:37:28

Endorsed for QA : (PPWE_101_2024A) PMU13_TASK1 * 20231002 13:36:37

3. The Letter of Acceptance screen open in another tab.

D Workflow :Process - Letter of Acceptance (LOA) - PE/PD to PMU &

Workfiow Chart  Process Status  Uploaded Attachments EEa E3

Letter of Acceptance A)

Has the LOA been accepted by PO? . @ Yes ‘

BB I U S| romat -|[Font - |see - [unen. -|A- @] = #|E 2 38 ® BI®=Ql¢ L@ [~
Dear PD,
Comments T'd like to make changes to the clause #1
Regards,
ro

Acceptance Submission Date Gl

PO’s Name: APASPO1

PO’s Job Title Fora Member

PO’s Organization EXTERNAL

uday@ionesoftsolutions.com

Total Project Value 71,206.00

7 22-03-2023

15t Monitoring Report Due Date =] 2nd Monitoring Report Due Date =)

APEC Attendance List Upload Attachment  Maximum 5M Sample Event Evaluation Form _LUpload Attachment  Maximum SM

4. Read the comment given by the PO or the PD or PE.

BB I U S| romat -|Font -|see - |wunew. -[A- B[ @ E E 2 5 = s L@ 4
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.

Vi
i
.
1
I
8
]
5]
I
te]
“
~

2023 10
PO’s Name
Sun Mon Tue Wed Thu Fri

8 -

8 8 10 11 12 13

PO’s Job Title

w

6
PO’s Organization

PO’s Email
i5 16 17 18 19 20

B 22 23 24 25 26 27
Total Project Value
29 30 A

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:

@apecy) Asia-Pacific

SUY 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 Outbox Processes d By Me Completed (25) All Involved Processes
Woridiow Type Titee Received on  Received on
- Letter of Acceptance . | Letter of Acceptance ( SMEWG_104_2023A) SET 01 - CN 02 RAF APAS DEMO * | 20231003 20:12:07
- P Proposal 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
* BMC Status Update BMC Status Update: Approved In-Principle Concept Notes * 2023-10-02 12:38:04

3. The Letter of Acceptance screen displays in another tab.

, Workflow :Process - Letter of Acceptance (LOA) - PO to PE/PD &7

Workflow Chart Process Status Uploaded Attachments R =

Letter of Acceptance (LOA)

Has the LOA been accepted by PO? @ No @ Yes ‘

BB I U & Foma Font size Line H A == #2252 5| BO®=Q ¢ L@ 2
Dear PO,
The necessary changes have been made. Please review again.

Regards,
The Secretariat

Acceptance 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

15t Monitoring Report Due Date 2nd Monitoring Report Due Date
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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Acknowledge and Save Return to PMU =

A confirmation message comes up. Click Yes to continue.

Confirmation >

You are proceeding to Acknowledge and
Save LOA to. Confirm to Proceed?

The LOA screen closes. In the Dashboard, under the Completed Tab, the Letter of Acceptance task shows
completed.

My Inbox

My Inbox (6) My Outbox Processed By Me Completed (25) All Involved Processes
- Create Concept Note Reviewed for Scoring (PMU): PMU12_TASK1 2023-10-02 12:33:39
* Project Proposal Approved : (SMEWG_113_2023A) PD1_TASKE 2023-09-11 15:26:14

20230811 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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