Electronic Project Management System

Submit applications for
the Quality Education Fund
at your fingertips

Applications for the Quality
Education Fund
can be submitted throughout the
year
via EPMS

Quality Education Fund



The Electronic Project Management System (EPMS) is a
one-stop, user-friendly platform for applicants and

grantees to submit applications for Quality Education
Fund (QEF) and reports of approved projects via the
Internet.

Workflow for Submission of QEF Applications via EPMS

Pre-requisites (obtain logon information & read “Guide to
Applicants” in QEF’s website)

[ (1) Logon EPMS (http://qef.org.hk) ]

[ (2) Update user’s information (if required) ]

[ (3) Submit new application ]

[ (4) Attach project summary and proposal ]

(5) Enter collaborating/participating
organization’s information (if applicable)

(6) Confirm and submit application (print
record, if required)

[ (7) Receive acknowledgment from QEF ]

o Pre-requisites - Before submitting your application, you
should:
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> Create and register as a user or use the logon
information provided by the QEF Secretariat to check
your Grantee/Applicant ID and password.

> Read the “Guide to Applicants” in QEF’s website
(http://gef.org.hk), and have all documents, including

the project proposal, project summary and all other
attachments, ready for upload.

Logon Version 1.7 (Build 0007)

This application is best viewed with 800 x 600 resolution, using Window =~~~
Microsoft Intemet Explorer 5.0 or above

ccount Registration (School/Organization)

ccount Registration (Individual)
Please remember te logout properly when you have finished a session in QEF

EPM System

o Logon EPMS

1.1)

1.2)
1.3)
1.4)

Enter QEF’s website, http://gef.org.hk with Internet
Explorer 5.0 or above and press m to enter.

Enter Applicant ID and password.

Press to enter.

If you have forgotten your password, press “Request
password via e-mail” and EPMS will send the
password to your registered e-mail account. You

can also download the ID/password request form,
complete and return it to the QEF Secretariat.

Update Applicant’s information (if required)

2.1)

2.2)

Press “Update Grantee/Applicant Information”
on the top menu bar.

Update information as required, such as the name of
the head of organization/school, especially your
active e-mail address.
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http://qef.org.hk/
http://qef.org.hk/

Applicant Informatios

1 - Particulars of School/Organization

Registered Name in English: | Quality School ¥ Registered Naitn Chinese: EEEET
A

Q

2 - Particulars of Head of School/Organization

Name in English: Lewmg | (surname) ¢ Name in Chinese:
T (Given Ns-, ‘ (Given Name)

Title M v| ¥ others (pl -
Tel (Outside office hours): [ Email Address: [mt——— | ll

Submit new application
3.1) Select “Submit New Application” on the menu bar.
3.2) Select one project theme.

w—mwwm

(Surname)

Application Form

PartA  Proje ilars
Please read the ‘Guide to Applicants' and the ‘Explanatory Notes for completing the Quality

completed for each proiact theme and submitted through the Electronic Project
Management System cPMs,

P
——— e e

R e

e = e am——

e we Camemsr = e e
e

T e e Temm zme

Notes

@ ¥ Mandatory field that nmust be filled.

3.3) Press to continue.
3.4) All fields marked with ¥ are mandatory.

Application Form

PatA Project Particulars
¥ (Whether the project is information technology based? If yes, please tick IT; if no,

please tick non-IT.

[0 P
¥ (Please select an appropriate one.)

62 - Languags Preficincy Treining -

2 - Title of Project (Please Fill in English & Chinese (if applicable).)

Erglish Tt Projoct

4
4

9 - Particulars of Consultant

¥ M=ndztory fisld that must be filled.

!

R

mssmEEEEE? 4mmsmssmssasEEsEEE®
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3.5)
3.6)

3.7)

Type in all the required information.

You can save the information entered for future use
or pressto return to the pages saved.
After filling in all the required information, press

to continue.

Attach project summary and proposal

4.1) You can download the project summary template
and explanatory notes if necessary.

4.2) Press|(Upload)to upload the completed one-page
project summary. The document uploaded should
be in pdf format.

Application Form
Li%ﬁ“iﬂiﬁ S BRIVIng Wh;. Felkstevdig
d should be saved pdf format and the file size is limited to 1.0 Mbyte.
||| 0 I dadafil illeda s d as the final version.
(Upiozd ) prosecesummsry Mt ameeeeeene
............ ; S
for
- ®
A
I Y
Upload - Project Summary
Upload Attachment
* Please selectfils to upload
File: i Browise.. l @
[ Cupiosa )
=@
Iz
4.3) Press (Brovvse) ,(Upload) and @to upload

and save the selected file in the system.
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4.4) You will receive a message “Save Successfully”
when the upload process is completed.

45) You can mark and press to delete an
uploaded file in case you have saved a wrong file.

4.6) Press o continue.

4.7) Repeat steps 4.2 to 4.6 for uploading of the project
proposal.

4.8) For applications with grant sought not exceeding
$150,000, you can download the proposal template
from the EPMS. Press to upload the
completed six-paged project proposal. The
documents uploaded should be in pdf format.

(Note: To facilitate the processing of applications for
grant sought not exceeding $150,000, the EPMS will be
upgraded. Until further notice on the QEF website,

applications for grant sought not exceeding $150,000
should be submitted via email (gef@edb.gov.hk)

o Enter collaborating/participating parties’ _information

(skip this step if not applicable)

5.1) You can either enter a school number or a partial
name of the school/organization, then press
to acquire the school/organization’s information
from the EPMS database.

5.2) Press the arrow to expand the drop down list, then
select the collaborator from the search results.

Application Form

PartD Details of Collaborating / Participating Organizations

Please provide a list of schools and organizations which has / have agreed to collaborate /
participate in the proposed project. The nominated schools and organizations should be
requested to confirm their collaboration / participation through the EPMS within 14 days from
the date of submission of the application. Should no confirmation be made (he schools and

g p

You can enter a school number or partial name of school/organization to search for collaborator registered
@ .ww L T P T PP TP .
FESEARIS I rrnrnenonrerererere PR :
l :::::F Collaborating / Participating ABC

Select Collaboratmglpamclpatmg ok ke D)

Name of

Name of Organization(s) Supervisor/Hea

d | School No.

No Record.
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PressDto append the collaborator selected to the

invitation list.

5.3) You can mark and press@to delete any
collaborator entered wrongly in the list.

5.4) Repeat steps 5.1 to 5.3 until your list is complete.
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Confirmation Procedures for Invited Collaborators

e e e ———— -

», An e-mail will be sent to the invited collaborators
" reminding them to confirm their collaboration via

EPMS. They can logon EPMS with their own account

and:

(i) Press “Confirm Collaboration” on the top menu
bar.

(if) Click on a project to view the project summary.

(iii) Press download to get the Project Summary for
reference before confirming their participation.
For details of the project, they can contact the
applicant.

(iv) Click confirm andthelr decision if they

want to participate in the project.

R

AN
- 2

Confirm Invitation of Collaboration

Invitation of C\)Ilaborallon Details
Your vited to participate in the folloving project:
Project No.: 2005/0027

Project Title: =

Grant Sought: 3000000
Name in English: o —
Name in Chinese: ===

Project Period:  03/2006 - 08/2007

onfirm that I/my organ collaborate/participate in the project
bmitted by the Applican

— e o o o o o o o o e o o e ] e e e o o o mm mm Em Em Em e o o o Em Em mm Em e
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Confirm and Submit Proposal

6.1)
6.2)

6.3)

Read the clauses under the part on declaration
carefully.

Click “Confirmed” to indicate your agreement to the
relevant clauses.

Pressto save and complete the submission
process.

Application Form

PartE Declaration

0
Confirmed =

Confirmed

)
4
- ~
E
E
o5 Confirme
...........

Receive acknowledgement from QEF

7.1)

7.2)

A summary of the submitted information will be
displayed once vou have pressed thebutton;
you can pressﬁto print it as a record.

An e-mail will be sent to your registered e-mail
account to acknowledge the receipt of your
application.

~

Useful Information

(1) QEF Hotline: 2921 8833
(2) FAQof EPMS:  https://qef-epms.edb.gov.hk/ESC/fagE.pdf
(3) EPMS trial website: http://trial.qef-epms.edb.gov.hk/ESC_TRIAL/

(4) QEF website: http://qef.org.hk

Qf&i&i&&

IS

‘ Quality Education Fund /
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http://trial.qef-epms.emb.gov.hk/ESC_Trial/
http://qef.org.hk/

