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1 Introduction

1.1 Summary of EPMS

Electronic Management System (EPMS) is used as a computerized system integrated with the existing
QEF FoxPro system for electronic submission of applications and enhanced communication with
applicants. It is also a media for transferring all the information of the applicants to the QEF Cyber
Resources Centre (QCRC).

The following processes summarize the number of stages in the system:

(1) Applicant creates applicant account online before applying the proposed project;

(i) Applicant is authenticated before entering the web system;

(i) Applicant creates a project and enter all the information online related to the proposed
project;

(iv) System validates the entered project details and other related information that created by the
applicant;

(v) Applicant uploads all the required project proposal/attachments;

(vi) System sends acknowledgement once the application is submitted;

(vii) QEF user exports the project data to the QEF FoxPro system after the application deadline;
(viii) QEF Project Officers examine the project in the QEF System;

(ix) QEF user imports project approval status and related information to ES&C;

(x) Applicant updates the report record online;

(xi) Applicant uploads reports/deliverables;

(xii) Different Reminders are generated by system to alert applicant to provide Progress

Report/Final Report;

(xiii) QEF user invokes the program to transfer the project related information and deliverables to
the Cyber Resources Centre (QCRC);

(xiv) Backend function to provide facilities to change different types of system parameter.
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2 Chinese and English Version

This section provides an interface for user to select the preferred language and to logon into the EPMS
system, hereby, system is used thorough this manual.

Before logon into the system, user can select either English or Chinese language by clicking the
corresponding selection. Default version is English. While user clicking the system logo or the “Enter”
button to enter into the system, the default version is used.

encusH | chidhg | L

@Eﬁﬁﬁﬁﬁ:

I ,-\ Quality Education Fund

QEF
Electronic Management
System
f\ Enter |
BB g
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3 Registration and Login Module

This section facilitates both organizations and individual applicants to become members of the system.
After registration, all applicants can logon into the system using their own login ID and password.

Both school/organization and individual can select the “Account Registration (School/Organization)”

and “Account Registration (Individual)” respectively.

For those already registered, they can click the “Logon” button after inputting their valid login ID and

password.

Logon

Yersion 1.9 (Build 0020)

This application is best viewed with 800 » 600 resolution, using Window-based
Microsoft Internet Explorer 5.0 or abhove

. T

Login ID:

Password: [ 32

* Request password via e-mail
* Download ID /password request form

L For Mew Applicant

@ Account Registration {Schoolf0Organization)
@ Account Registration (Individual)

Please remember to logout properly when you have finished a session in QEF
EPM System
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3.1 School/Organization Registration

For school and organization, they must provide information of those mandatory fields in order to submit
their registration. The default value of Session is Whole Day.

After registering successfully, applicant must provide certified copy of ID Proof /Organization
Certificate within 7 days of the application and send to QEF Secretariat for verification by mail or in
person.

Account Registration{School /Organization)

1 - Particulars of Schoolf0Organization

Registered Name in English: | ‘ L | Registered Name in Ehinese:‘ ‘

Far s=choaol applicant, please
provide: I:I (& digits only) Session: Whole Day w e

# School Number:
(# Please refer to the EDB website: hitp: /¥ www. edb.gov. hkfindex aspr?nodeid=510&langno=1]

Applicant Sector: ]

Correspondence Address in English: Correspondence Address in Chinese:
FlatfBuilding: Region:

Street: 4 District:

District: ? Street:

Region: L | FlatfBuilding:

Tel {Dffice): | L Fax: |
Website (URL): |

2 - Particulars of Head of SchoolfOrganization

Mame in English:

[Surname] ! Mame in Chinese: [Surname]
]

[Given Mame) = [Given Marme]

L

-Select-

Title others {please | |

specify):

Tel {Dutside office hours): I:l Email Address: ‘ | L ]

3 - Account Details
alphanumeric):
(Please insert your own ID) [at least 2 characters) Retype Password: I:I L ]

¥ Mandatory field that nmist be filled.

(_submit ) (_Exit )
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3.2 Individual Registration

For individual, they must provide information of those mandatory fields in order to submit their
registration.

After registering successfully, the applicant must provide certified copy of ID Proof /Organization
Certificate within 7 days of the application and send to QEF Secretariat for verification by mail or in
person.

Account Registration (Individual)

1 - Details of Individual

Name in English: [Surnarme] 9 Mame in Chinese: [Surname)
[Given Marme] 4 [Given Mame)

Title -Select- v | ¥ others (please specify): ‘ |

Tel {Office): ] Fax: |

Tel {(Home fMobile): Email Address: | e

Correspondence Address in English: Correspondence Address in Chinese:

FlatfBuilding: Region:

Street: e District:

District: e Street:

Region: ] FlatfBuilding:

2 - Account Details

. . ] Password (at least 6 I:l
Applicant 1D: I:l . alphanumeric):

[Pleaze inzert your own ID]  [at least Z characters) Retype Password:

L

Motes

¥ Mandatory field that nmst be filled.

L_submic Y _Exit ]
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3.3 Forget Password

In case, applicants forget their password, they can click the “Request password via e-mail” on the Logon
page to retrieve their current password. Applicants should input their valid login ID, after that, email
will be sent to the email address that used in registration.

After users logon into the system, they must change password in order to protect his/her privacy.
Alert message will be pop-up after users logon and logout of the system.

Forget vour password

Faszword will be sent to your email address.

Login ID:

Version: 2.0 6



4 Applicant, Project Proposal and Browsing Module

This section allows applicants to submit new application, update or review existing applications of the
current call as well as update their account information.

4.1 Submit New Application

Applicants can click the “Submit New Application” tab to create new application. All mandatory fields
must be input, otherwise, error messages will be displayed and applicants cannot save their current
application details. To proceed, click the “Next Page” or click the “Exit” to back to the home page.

Application Form

Part A Project Particulars
Please read the 'Guide to Applicants’ and the 'Explanatory Notes for completing the Quality
Education Fund Application Form® (Explanatory Notes) at the Quality Education Fund (QEF)
web-site ( ) before completing this form. One application form should be
completed for each project theme and submitted through the Electronic Project
Management System (EPMS).

l1a - e (Please select one.)

Learning and Teaching
Catering for Learners' Diversity

Effective Learning and Teaching of Languages

Enhancing Learning & Teaching, and Assessment Literacy with a view to Enhancing Student Learning
Outcomes

Using e-learning (IT) for Effective Learning

Values Education

Creative Arts and Culture Education

Support for Students and School Ethos

Healthy Lifestyle and Positive Development of Students
Support for Students with Diverse Needs

Promoting Whole Child Development in Kindergarten Education

R 0 e 9w

0 B 9

Management and Organisation

(" Supporting Effective School Managernent and Leadership

¢ Teacher Development and Wellness for Promoting Schools as Learning Organisations
Others

(" Other Theme (Please specify) '

& Mandatory field that nmst be filled.

P n =
{ NextPage ) ( Exit )
e g
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After filling in all the information of Part A, user can either click the “Save” or the “Next Page” button
to save all the information. Clicking the “Previous Page” can return to the page that just visit.

8 - Particulars of Project Leader

Name in English: & {Surn=me) © Name in Chinese: (Surname)
BC [(Given Name) v [(Given Mame)
Title: - Select- - others (please specify):

Post in School /
Organization:

Tel. No. (Office 21236035 v Eox Nows

Hours) :

Tel. No. (Outside Office .

HE S .( c Email Address:  poigefl @edb.zovhk L |
ours) :

9 - Particulars of Consultant
Please enter consultant (individual. organization or department/division of University) will be participated:

10 - Information of previously funded QEF projects
Please list the three latest QEF approved projects undertaken by the applicant :

Project Mo. 1. 2. =8

Additienal requirement for 'Built-en Prejects':
Flease list the previously funded QEF project(s) on which this application is based:

Project No.
Mark
Project No. for
Delete -’
No Record.
Hawve attended briefing sessions organized by QEF over the past three years. O Yas No
Hawve attended consultation sessions organized by QEF over the past three years. @ yes [ No
Have attended proposal writing workshops organized by QEF over the past three years. @ ves [ | No
MNotes

@ Mandatory fisld that must be filled.

(_save ) ( ) ( ) (ext )
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For Part B, applicant can click the “Download” button to download the Project Summary Template or
Explanatory Notes. Click “Open” or “Save” to open that document or save it into your local drive.

Application Form

Part B Project Summary
1 - Writing the Project Summary

Please use the format at Annex in the Explanatory Motes to provide in one A4 size page at font size
no smaller than 11 a summary of the project. The file submitted should be saved in .pdf format.
Applications will not be accepted if the project summaries are found to have exceeded the page
limit.

(For detzils, please refer to paragraph 3 of the Explanatory Notes.)

—_—
Project Summary Template

Please read the "Explanatory Notes for completing the Quality Education Fund (QEF)
Application Form" before completing this form.

—_—
Explanatory Notes

2 - Upload Project Summary

The file submitted should be saved in .pdf format and the file size is limited to 1.0 Mbyte.
The latest uploaded file will be considered as the final version.

—
| ] Project Summary

Upload History of Project Summary
. Mark
Size
Date Uploaded for
("hﬁe] - Delete

No Record.
(_petete )

C ) C J (ext )

BRT#H (x]

9 | BLERTHESIEN  NETIER
o/ R BRI EERRE

BEEHE: templateProfumndo:
B3 BEY: Microsoft Word »7{%
e 10.76.8.32

R R AT 2 TR E RS

TN ][ Ea | [EERe)

FARGSEATEZEZ AT * —ER ()
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When applicant clicks the “Upload” button, the upload page will be pop-up. Click the “Browse” button
to select the desired file for upload, then click the “Upload” button, the file will be uploaded to the
system and click the “Save” button in order to confirm to save the file and back to Part B.

Application Form

Part B Project Summary

1 - Writing the Project Summary

Please use the format at Annex in the Explanatory Notes to provide in one A4 size page at font size
no smaller than 11 a summary of the project. The file submitted should be saved in .pdf format.
Applications will not be accepted if the project summaries are found to have exceeded the page
limit.

y Microsoft Internet Explorer ' X|
( Downle
WL Before uploading the file, you may wish to print and check the project summary to ensure that
! 5 -the number of pagesis 1; and
Please rea -% -the font size is not smaller than 11.
Applicatior
[ Downl¢

2 - Upload Project Summary

The file submitted should be saved in .pdf format and the file size is limited to 1.0 Mbyte,
The latest uploaded file will be considered as the final version.

P

| JPIO ) Project Summary

Upload History of Project Summary

Mark
Size
Date Uploaded for
(Mbyte) - Delete

Mo Record.

Upload - Project Summary

Upload attachment

F Plaasze zelact file to uplaad

File: I Browse... |
(_Upload )
Filename  size(M) [upload Date

(_save )
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After saving the document, the uploaded document can be seen on the upload history. More than one
documents can be uploaded, however, the latest uploaded file will be considered as the final version.
Applicants should upload the Project Summary before submitting their application.

Application Form

PartB Project Summary

1 - Writing the Project Summary

Please usze the format at Annex in the Explanatory Hotes o provide in one A4 size page at font size
no smaller than 11 a sunimary of the project. The file submitted should be saved in .pdf format.

Applications will not be accepted if the project summaries are found to have exceeded the page
limit.

—_—
Project Summary Template

Please read the "Explanatory Notes for completing the Quality Education Fund {QEF)
Application Form" bhefore completing this form.

—_—
Explanatory Notes

Z - Upload Project Summary

The file submitted should be saved in .pdf format and the file size is limited to 1.0 Mbyte,
The latest uploaded file will be considered as the final version.

- Mark
Size

Date Uploaded for
(Mbyte) - Delete

My project surmrnary, pdf 0.05 15/04/2005 10:45 Il

Upload History of Project Summary

i

) € )

T
L/
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The mechanism of Part C is same as Part B. Also, applicants must upload their Project Details in order
to submit their application successfully.

Application Form

Part C Project Details

Please provide details of the proposed project in no more than 15 A4 size pages with single line spacing
at font size no smaller than 11 and submit the file saved in .pdf format through the EPMS. Applications
will not be accepted if the project details are found to have exceeded the page limit.

The project details should cover the goals and objectives, conceptual framework, needs assessment,
applicant's capability, targets and expected number of beneficiaries, extent of teachers' and principals’
involvement in the project, implementation plan with time-line, budget with detailed breakdown,
evaluation parameters and method, expected deliverables and outcomes, dissemination / promotion
activities and sustainability of the outcomes of the project.

(For details, please refer to paragraphs 4 to 22 of the Explanatory Notes.)
Upload Project Details

The file submitted should be saved in .pdf format and the file zize i= limited to 4.0 Mbyte.
The latest uploaded file will be considered as the final version.

—
I ] Project Details

Upload History of Project Details
. Mark
Size
Date Uploaded for
(th‘te] - Delete

(_Detete )

No Record.

o
L/
o
-
Y
-
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For applications with grant sought not exceeding $150,000, applicants can click the “Download” button
to download the Project Proposal Template or Explanatory Notes. Click “Open” or “Save” to open that
document or save it into your local drive. Applicants must upload their project proposal in order to
submit that application successfully.

Application Form

Part C Project proposal

Please prowide a project proposal in no more than 6 A4 size pages with single line spacing at font
size no smaller than 11 and submit the file saved in .pdf formiat through the EPMS5. Applications will
not be accepted if the project details are found to have exceeded the page limit.

{ Project Proposal Template

Please read the "Explanatory Notes for completing the Quality Education Fund {(QEF)
Application Form"™ before completing this form.

( Explanatory Motes

Upload Project proposal

The file submitted should be saved in .pdf format and the file size is limited to 4.0 Mbyte,
The latest uploaded file will be considered as the final version.

i

I Project proposal

Upluad History of Project proposal
Mark
Size
Filename (Mbyte) Date Uploaded for
H Delete

Mo Record.
(_Delete )
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Applicant can click the “Retrieve School Information” button after inputting the School Number and
Session. If record has been found, details of the corresponding school/organization will be shown. Then
click the “Add” button to add that school/organization as your collaborator.

Also, applicant can mark the checkbox and click the “Delete” button to remove that organization from
your collaborating list.

Application Form

Part D Details of Collaborating / Participating Organizations

Please provide a list of schools and organizations which has f have agreed to collaborate f
participate in the proposed project. The nominated schools and organizations should be

requested to confirm their collaboration f participation through the EPMS within 14 days from
the date of submission of the application. Should no confirmation be made, the schools and
organizations concerned will not be counted as valid collaborators f participants.

“ou can enter a schoal nurmber or partial narme of schoolfarganization to search far collabarator registered
under EPMS:

School Murmber: I:l

Marme of Collabarating / Participating Parties: |

Selact Collaborating/Participating

- - v
SchoolfOrganization: Select
(_Add

The following erganization(z) hasfhave confirmed to collaborate/participate in the proposed projed,

Mame of Confirmed i
Mame of Organization{s) e e School No. Status Date for
supe ' ' Delete

Mo Record,
(_Detete )

If the name of the collaborator iz not available in the above, vou can pressz "Supplementary List" to enter
callabaratars' information rmanually, Az information entered in the supplementary list may require additional
checking and verification, extra time will be regquired to process your application,

( )

e

Ty
-
T
-
T
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Applicant can click the “Save” button to save all the details that have input. When applicant wants to
submit the application, all the “Confirmed” checkboxes must be checked and then click the “Submit”
button.

If there are error messages shown, applicant must correct all the errors in order to submit it successfully.

Application Form

PartE Declaration

[a) I confirmn that the applicant organization is not undertaking / participating in any QEF
projects of the same project type as at the commencement date of the project under DCunfirmed
application.

[(b) I confirm that the proposed project does not duplicate thosze [ have been conducting /
will conduct uzing other government funding,

[c] If the project is funded or subsidized by the QEF, I pledge to participate actively in all
the pramotion, dissemination and publicity activities in rezpec of the project.

[ confirmed

[]confirmed

(d) I understand that all products / deliverables, induding the recards, databaze and
materialz developed in the proposed project zhall remain the exclusive property of the Dtunfirmed

QEF,
[2) I confirmn that in immplerenting the proposed project, I will ot infringe any copyright ar .
other intellectual praperty rights of any party, DCanlrmed
[f1 1 certify that all the infarmation given in thiz application is true and accurate, I
understand that if I wilfully give any falze information or withhold any material DC £i d
infarmation, the application will becorne vaid, Any grant approved will be withheld and OIS
any payrment rmade must be refunded to the QEF,
Additional Requirement for School Applicant:
[q) I understand that upon approval of the project, I shall be required to praduce
documentary proof of endorsement by the School Management Committee I:l Confirmed

Incorparated Managernent Commiittee that the project aligns with the needs and
developrnent of the school and the project iz supparted by teachers,

MNote:

All applications for the QEF should be submitted wia the EPMS. If the applicants are schools or
organizations, these applications, once submitted, are regarded as already endorsed by the
head or supervisor of the school f the head of the organization on behalf of the school
forganization.
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After submitting successfully, the Submission Acknowledgment will be shown and email
acknowledgement will be sent to the head of your organization. Applicant can also click the “Print”
button to print out that acknowledgement. After finishing this step, you have created your own
application and submit it successfully.

Application Form

Part & Miwjecd Particulam

Flease choase [T IF the application Is related b Intormation Technology.
3 ~ * ran=TT

¥ [Please selet an approprials one.)

- Select - -

F = Litlm of Prepact (Flease Bl m Eoglish & Chaness (if applacabhle]l)

tralich |

Chinses | |

] (Pimnrs raund up b2 o nemeert Fundrad zaiise]

Frum 1l day of erarauygn] To lush day off Erarspugs ]

CarnenceTienT dabe Fnd defe

r Pre-primary r Primary r Srcandary rC Specinl

ndargartan

(4] Mame of Grganization Individual
Erglich: Ao Eindeqgutsn
Cmimeea A—caE

For gchool applicant,
please provide:
Schnanl Famher : EEELLE] HEanann: e T T

(b] Hamn of Heaad of §chanlf Urgam zatinn

Trim: "
Harna In Erglich: Tea [Sornermw] ELT I T T W cunmmel
“uk Kuan (Sver Haee] HB lalisn Hamst

) Corfespondence Address

erglich: 2'F. Fam Hen Hours
hal Fung Crtats
Wwang Tal &in
“odann
Cranesg AN
=Nt
AT
ks )
) Tel. Mo. [Oiffee Moers) @ FEor4aan m’?‘: Ba=
Fax Ho.: TRICAAA0 Ennall &ddress: e e s, om
rdamac in Englishe: (Sumarmai T rame in Chinese: [Rurmanme]
(ke Home) B [var M)
Tithe: Talec - 5] | lbwrs (phese spacidi |

Poslan Scheol J I
Tbrnanizatinn:

Tel, Ha, {0
H:-ul'::l.'.{ a_- I— 4 Fax Mo
Tel. Hﬁﬁ“ Enualll Addrecs: Ll

@ - Particulars of Consulttant
Moo enter congultant (ind v dual, organization ar depabcectscivizion of Unrersity 1 be padtic pabed

10 Bnlormation of provieusly Tumded QEF prejects

Plaars hat ths t-res stert QE* spprosvad projmcs a-carsasn o s spplicant @
Frojwzt Ho L. I 3

A et R B s Ereeit
Fleare bet tha pravsusdy funded QEF poogecie] = which this spplizaban In Eaces:

Priject Ho |

Mark

fur

Loy ————
4z macmnd. b }
Have wtandad brisfing ssareny spanzed 50 O avar the pask thrs vaarr. O vy U pa
Hove attended consubation seosans peganzsd oy OFF aver the past thoes soaes. - Yir - Fu
s wttandad praposal uiting wockehops srgacizad By QOF coar tie parck toes ganrs Corme © Ra

O Magwishoory Tk bk ek s Bl

- N v !
| | IR |
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If applicants have reached the maximum collaboration/application(s) in the current call, they cannot
create any applications again. Error message will be shown like this:

Version: 2.0 17



4.2 Update/Review Application

Applicants can update or review their applications by clicking the “Update/Review Application” tab. All
the application belongs to your organization will be shown. Clicking the Project Title can open the
specified application and start the modification.

For those applications has Status other than “Not Submitted”, applicant cannot save or even submit that
application again unless Resubmission Right has been granted by the Project Administrator.

After selecting the project, please refer to the section 4.1 for all the steps for completion.

$-2- QA AETI B3

@ ®HunNN 2 N e
mﬁ s | | 2 | h E

i
Collabnrahon

. te Gral bmit Reports
Apphcahon ﬂppl’cant Informabon Deliverables

Update /Review Application

* Please select one project to proceed:

Project No. |Project Title m

200472091 Testing Application Mot Submitted
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4.3 Update Grantee/Applicant Information

Applicants can update their organization information by clicking the tab “Update Grantee/Application
Information” on the menu bar. To ensure save the information successfully, all the mandatory fields
must be input.

Update /R sonfirm

Application Application Deliverables Collaboration

Applicant Profile (Individual)

Mame in English: orange (Surnarne] 4 Mame in Chinese: &= (Surnarne]
orange (Given Hame) o it (Given Narme)

Title -Selact- v | ¥ others {please specify): |123 |

Tel (Office): 123112312 L | Fax: 12421412 |

Tel (Home fMobile): 99939999 Email Address: namei@isp.com | e

Correspondence Address in English: Correspondence Address in Chinese:

Flat/Building: 11,/F Region: HrE

Street: ABC Street L District: M H

District: Shatin L Street: relil

Region: MNT L FlatfBuilding: 1148

2 - Account Details
. ) Password (at least 6 9
Applicant ID: arangs alphanumeric): )
Retype Password: L

0 Mandatory field that nmst be filled.

( submit ) { Exit )
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5 Reports and Project Deliverables Module

This section provides an interface for the applicants to submit their Progress Report, End-of-Project
Report and Deliverables after their applications have been approved.

Applicant can click the “Submit Reports/Deliverables” tab to do reports/deliverables submission.
This function enable only applications have been approved.

First of all, applicant should select one Project No. and then select the Type of Submission. Finally,

click the “Proceed” button to the next page for submission. Click the “Exit” button can return to the
home page.

Home | Subnit Newr Update /Review Update Grantee / 4 1 Contact Project| Download

Application Application Applicant Information Collaboration Guidelines

Submission of Reports/Deliverables

* Please select one of the approved project:

Project No. |Project Title

[ 200472091 Testing Application

k Please select either type of subrission to proceed:

Type of Submission

o Progress Report
(" End-of-Project Report
" Deliverablas %

( Proceed ) ( E:-:it)

Version: 2.0 20



5.1 Submit Progress Report

After selecting an application, applicant can click the “Upload” button to upload the Progress Report
which should be in DOC or PDF format. The system did not allow other type of documents to be
uploaded.

When applicant wants to delete the uploaded Progress Report, the Mark for Delete checkbox of that

report should be checked and then click the “Delete” button. If the Progress Report has been submitted
already, deletion of that report is not allowed.

Progress Report of Project

Project Particulars

Project No.: 200472091

Chinese Project Title:

English Project Title: Tacting Application

Mame of OrganizationfSchool: EME Org

Project Period: From 09/2004 to 06/2005 (MM YY)

1 - Upload Progress Report

Flease read the Suidelines ta Cormpletion of Progress Report of Quality Education Fund Projects befare
completing this part of the repart,

Please use a separate word file (Doc or PDF format) to report the progrezz with regard to the following
aspecks:

1, Project activity during the reporting period

2, Project variation®, if any, during the reporting period %

3. Self-evaluation of project effectivenesz with indicatarzs and measurés of effediveness dearly stipulated
4, Dissemination of deliverables and good practices, if any, and responses to such dissemination

The report size iz limited to 8.0 Mbyte,

r

Upluad History
Mark
Uploaded Received Reporting
Size (M) Date Date Period for
Delete
r

09/09/z004 097092004 01/10/2004-
&

ProgressReport.doc 12:10 31/12/2004
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Before uploading an attachment, “Reporting Period” should be selected; otherwise, applicant even
selects a document and clicks the “Upload” button, nothing will be uploaded. If uploaded successfully,
the details of the file will be shown and click the “Save” button can save and return to the “Progress
Report of Project” page and that record will be added to the “Upload Progress Report” upload history.

Upload - Progress Report

Progress Report Details

Reporting Period: 04/2007 - 04/2007 »~ | ¥

Upload Attachment

F Please zelect file to upload

File: |
(_Upload )
Fiename [Size(Nbyte) Upload Date

(_save )

After uploading the Progress Report, applicant can use the same way to upload or delete the deliverables.
Applicant also cannot delete the deliverables after the “Submit” button has been clicked.

Z - Upload Deliverables

Far wariations not covered by the terms of the Agreernent, a separate written application should be submitted to
the Quality Education Fund for prier approval,

Total attachment size for deliverables is limited to 2.0 Mbyte,

(_upload )
: _ . Mark
. » Sub- Uploaded |Received Mail
Title Size (M) category (Date Date In for
k Delete
r

Progress

Report [ 09,/09/2004
Activity 17:15
Report

Computer Lezson wideo.rm 0.01 0370972004 Mo

(_petete )

MNotes

¥ Mandatory section.

( J(_Exit )

Before uploading a deliverable, all the mandatory fields should be filled; otherwise, applicant even
selects a document or other attachments and clicks the “Upload” button, nothing will be uploaded. If
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uploaded successfully, the details of the file will be shown and click the “Save” button can save and
return to the “Progress Report of Project” page and that record will be added to the “Upload
Deliverables” upload history.

Upload - Deliverables

Deliverables Details

F If the deliverables will be submitted by mail, pleasze selec the Mail In check box,

Deliverable Title: I o
Mail In: N

Sub-category: I-Select- j o

Received Date:  [05/05/2004 T

Upload Attachment

F Please select file to upload

File: I Browse... |
(_upload )
kilename Size{M) Upload Date

(_save )
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5.2 Submit End-of-Project Report

After selecting an application, applicant can click the “Upload” button to upload the End-of-Project
Report which should be in DOC or PDF format. The system did not allow other type of documents to be
uploaded.

When applicant wants to delete the uploaded End-of-Project Report, the Mark for Delete checkbox of
that report should be checked and then click the “Delete” button. If the End-of-Project Report has been
submitted already, deletion of that report is not allowed.

The upload mechanism is same as the one of Upload of the Progress Report.

Final Project

Project Particulars

Project Mo.: 200670038
Chinese Project Title:
English Project Title: Apply qef-tFEHREF

Name of Drganization/School: Divizion of Science, Mathernatics and Cormputing

Project Period: 0772007 - 06/2008 (MM T

Please read the Guidelines to Completion of Final Repart of Quality Education Fund Projects before completing
this part of the repart,

Please use a separate word file {(Doc or PDF format) to report the progress with regard to the following
aspects:

1. attainrment of objectives

2, Project impact on learning effectiveness, profezsional development and school development

3. Cost-effectiveness - a zelf-evaluation against clear indicators and measures

4, Deliverables and modes of dizssemination: responses ta diszermination
5. Activity list
&, Difficulties encountered and solutions adopted

The report zize iz limited to 8.0 Mbyte,

* For variations not covered by the terms of the Agreement, a separate written application zhould be submitted
to the Quality Education Fund for prior appraval,

Upload History
" . - Mark
Size Received Reporting
{hihvtE) upluadEd Date Date Periud D:::'Erte

Mo Recard.
(_Delete )
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After uploading the Final Report, applicant can use the same way to upload or delete the deliverables.
Applicant also cannot delete the deliverables after the “Submit” button has been clicked.

The upload mechanism is same as the Upload Deliverables of Progress Report.

2 - Upload Deliverables

Total attachment zize for deliverablas iz limited to 8.0 Mbyte, chinesze

Q
.- - Mark
) ) Size . Uploaded Date of Mail
Title Filename (Mbyte) Sub-category Date submission [:“:‘;:nertE

Mo Record,
(_Detete )

Notes

¥ Mandatory section.

( J(_Exit
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5.3 Submit Deliverables

After selecting an application, applicant can click the “Upload” button to upload the deliverables.
When applicant wants to delete the uploaded Deliverables, the Mark for Delete checkbox of that
deliverable should be checked and then click the “Delete” button. If the Deliverable has been submitted

already, deletion of that deliverable is not allowed.

The upload mechanism is same as the one of Upload Deliverable of the Progress Report.

Deliverables

Project Particulars

Project No.: ZO006/0098
Chinese Project Title:
English Project Title: Apply qef-t7EEREF

Name of Organization/School: Civision of Science, Mathermatics and Com wating

Project Period: 072007 - D&/2008 (MM

1 - Upload Deliverables

Total attachment size for deliverables iz limited to 2.0 Mbyte,

k—)
F . Mark
_ _ Size . Uploaded Date of Mail
Title Filename {Mbyte) Sub-category Date Submission In D:Ferte

Mo Record.
(_petete )
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6 Confirm Collaboration Module

This section provides an interface for the applicant to confirm the Invitation of Collaboration. When
other organization or individual has invited you, you can find a record on the tab “Confirm
Collaboration” page.

Applicant can know that organization or individual detailed information by selecting the “Project Title”
or click the “Exit” button to return to the home page.

Home | Submit New | Update /Review Update Grantee/ Submit Reports / Contact Project| Download

Application Application Applicant Information Deliverables Officer Guidelines

Confirm Invitation of Collaboration

* Plzaze select one project to procesd

Project No. |Project Title MName in English Grant Sought{HK$) Project Period

20042081 UML Project Mr EMB Individual I f 0 12/2004- 12/2005 cCorfirmed

Version: 2.0 27



Applicant can click the “Download” button to download the Project Summary of that organization or
individual. When applicant wants to confirm that invitation, the Declaration checkbox must be checked
and then click the “Submit” button. When returning to the “Confirm Invitation of Collaboration” page,
that invitation status has been changed to “Confirmed”.

It is not allowed to submit the invitation after the project deadline of that invitation application.

Confirm Invitation of Collaboration

Invitation of Collahoration Details

Pleaze be inforrned that vour organization iz invitated to collaborate/participate in the following

project:

Project Mo.: 20042021

Project Title: ML Project

Grant Sought: o}

Name in English: mr EME Individual

Mame in Chinese: Jir s %
Project Period: Fraorm 12/2004 to 12/2005

r, . -

Project Summary: Project Summary | )

w1 confirm that I/my organization will collaborate fparticipate in the project
submitted by the Applicant.
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7 Contact Project Officer Module

This section provides an interface for the applicant to send enquiry about the project to the Project
Administrator.

Applicant should select a project before sending the email. Application has been approved can be

selected only. Also, the Subject and Content should not be empty in order to send out successfully.
Applicant can also upload any attachments. Clicking the “Exit” will return to the home page.

date /R i Update Grantee/ Sub H “onfirm

pplication Applicant Information Deliverables Collaboration Guidelines

Project Enguiry

1 Select Project for Enquiry

Select Project: | - Select - v

English Project Title:

Chinese Project Title:

2 Enquiry Details

Subject: L
Content:

Attachment: Upload [Maximurn Size: 7.0 MB]

Uploaded File:

¥ Mandatory field. Must be filled.

( submit } ( Exit )
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8 Download Guidelines Module

This section provides all the guidelines for download. Applicant can click on the desired guideline to
save it or just right click on the required item to save it to your local drive.

pdate Grantee / 5 R onfirm

Applicant Informiation Deliverables Collaboration

Download Guidelines /Templates

* For Application
Guide to Applicants
Explanatory Notes for Completing Application Form

Project Summary Template

For Project Management

Guideline for Completing the Progress Report
Progress Report Template

Guideline for Completing the Final Report

Final Report Template

For Financial Management

Guideline for Completing the Interim Financial Report
Interim Financial Report Template

Guideline for Completing the Final Financial Statement
Final Financial Statement Template

Guideline for Assets Register

Assets Register Template

Please move to the required item and nght-click to save it to your local computer
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9 General Enquiry Module
This section provides an interface for the general user to send enquiry to the system. User can click

% jcon on the top menu bar.

General users should fill in all the mandatory fields before send out the mail. They can also upload any
attachments. Clicking the “Exit” will return to the logon page.

QT EIVIESY -J.L-u_%
General Enquiry
1 Your Information

Your Email Address: |

Your Telephone MNo.: | v

2 Enquiry Details

Subject:
Content:

™

T

—
Attachment: j [(Maxirmurn Size: 7.0 MB)

Uploaded File :

U Mandatory field. Must be filled.

(_suomit J( Exit }

Version: 2.0 31



Miscellaneous

This section states all the miscellaneous functions including online help and logout.

For FAQ, applicant can click « ” icon to download the FAQ.

For online help, applicant can click “ @ - icon to download the online help.

We really recommend applicant can logout by clicking “Et ” but not only just close the Internet

Explorer.

3, e @ L 30 O30 B B
v,ll;".!_’_ ’\“‘ ® @ _ﬁ‘t -"jn.hl.ld;.‘.m n Fundine
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10 Quick Start

1)
(2)
3)
(4)
(5)
(6)
(7)
(8)
(9)

Overview, please refer to Section 1.1

How to register as an user, please refer to Section 3.1 and 3.2
How to retrieve a forgotten password, please refer to Section 3.3

How to submit an application, please refer to Section 4.1

How to invite an collaborator/participant, please refer to Section 4.1

How to accept as an invitation of collaboration, please refer to Section 6

How to revise an application, please refer to Section 4.2

How to submit reports and deliverables, please refer to Section 5

How to revised applicant's information, please refer to Section 4.3

(10) How to make enquiries regarding this system, please refer to Section 9
(11) How to contact project officer regarding individual project, please refer to Section 7
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