


 
 

 

  

 

 

  

  

   

 

 

   

  

_____________________________________________________________________________ 

1. Background 

 ITCFAS in operation for about 13 years 

 Limitations on functionalities 

 A brand-new system, ITCFAS II, has been 

developed to replace the current system 

 ITCFAS II to be launched in two phases 

Phase I: ITSP, UICP, GSP, ESS and Internship 

Phase II: SERAP and new features 
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_____________________________________________________________________________ 

2. Rollout Arrangement 

 All data of registered organisation/user and 

submitted proposal/project will be migrated 

 ITCFAS service will be suspended at mid-night of 8 

Oct (Sat) 

 Data conversion on 8-13 Oct (Sat-Thu) 

 New system release for production on 14 Oct (Fri) 

Innovation and Technology Commission 

The Government of the Hong Kong Special Administrative Region 



 
 

  

   

 

  

 

 

   

 

 

   

  

_____________________________________________________________________________ 

3. Preparation Before Roll Out 

 Online submission of Change Request (except 

“Others”) suspended since 26 Sep 

 Fresh proposals prepared but not submitted to OM 

Not migrated to new system 

Submit to OM by 7 Oct or retain a softcopy for 

reference 

 Proposals and reports pending re-submission – 
recommend to submit by 7 Oct 

Innovation and Technology Commission 
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Agenda 

1. Operations for Organisation Manager (OM) 
• User Interface 
• Verify Registration 
• Proposal Vetting 
• Project Report Vetting 
• Change Request Vetting 

2. Operations for Project Coordinator (PC) 
• Registration 
• Forgot Password 
• Prepare Proposal 
• Project Preparation 
• Prepare Project Report 
• Prepare Change Request 

3. Questions and Answers 
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Operations for Organisation Managers 

1 • User Interface 

2 • Verify Registration 

3 • Proposal Vetting 

4 • Project Report Vetting 

5 • Change Request Vetting 
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User Interface – Login Page 

Existing users can use current 
Username and Password to 
login ITCFAS 2 
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User Interface - Dashboard 

Menu bar 

Click the icon to show 
proposal pending action 

Click the reminder to 
show reports 
pending action 
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User Interface – 
Proposal/Project/Change Request List 

Filter 

Search bar – search with project title/ reference number 

Click icon to download proposal/ report/ 
change request file; 

Click project title to view project summary. 
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User Interface – 
Proposal/Project/Change Request List 

2016 © Innovation and Technology Commission 

Status 

Action 
Options 
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1 • User Interface 

2 • Verify Registration 

3 • Proposal Vetting 

4 • Project Report Vetting 

5 • Change Request Vetting 

Operations for Organisation Managers 

6th October 2016 2016 © Innovation and Technology Commission 9 



   

 

 

    

   

Verify PC Registration 

Select “Admin”  “Verification”. 

6th October 2016 2016 © Innovation and Technology Commission 10 



   

 

 

 
 

   

 

Verify PC Registration (Cont’d) 

Click “Pending” on filter or search registration 
record with search bar. 

Click [Verify] to view registration 
details. 
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   2016 © Innovation and Technology Commission 

Verify PC registration information. 

Edit registration details when necessary 
and click [Save] to save the changes. 

Click [Approve] to approve the 
registration; 
Click [Reject] to reject the 
registration. 

Verify PC Registration (Cont’d) 
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1 • User Interface 

2 • Verify Registration 

3 • Proposal Vetting 

4 • Project Report Vetting 

5 • Change Request Vetting 

Operations for Organisation Managers 

6th October 2016 2016 © Innovation and Technology Commission 13 



   

 

  

   

Proposal Vetting 

Select “Proposal”  “Proposal List”. 
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Proposal Vetting (Cont’d) 

Click “Pending” on filter or search the 
proposal with search bar. 

6th October 2016 2016 © Innovation and Technology Commission 15 



   

 

   
 

   

Proposal Vetting (Cont’d) 

Click icon to download full package of the proposal. 
Click proposal title to view proposal summary. 
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Proposal Vetting (Cont’d) 

Proposal Summary 
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Proposal Vetting-Endorse (Cont’d) 

Select “Endorse” under “Action” 
to endorse the proposal to ITC. 

6th October 2016 2016 © Innovation and Technology Commission 18 



   

 

 

 
  

   

Proposal Vetting-Endorse (Cont’d) 

Fill in comments if necessary. 
Then click [Confirm] to endorse. 

6th October 2016 2016 © Innovation and Technology Commission 19 



   

 

 
 

   

Proposal Vetting-Return (Cont’d) 

Select “Return” under “Action” to 
return the proposal to PC. 
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Proposal Vetting-Return (Cont’d) 

Fill in comments if necessary. Then click [Confirm] 
to return. 
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1 • User Interface 

2 • Verify Registration 

3 • Proposal Vetting 

4 • Project Report Vetting 

5 • Change Request Vetting 

Operations for Organisation Managers 
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Project Report Vetting 

Select “Project”  “Project Report”. 
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Project Report Vetting (Cont’d) 

Click “Pending” on filter or search the 
report with search bar. 
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Project Report Vetting (Cont’d) 

2016 © Innovation and Technology Commission 

Click icon to download full package of the report. 
Click the title to view project summary. 

256th October 2016 



   

  

 
   

   

Project Report Vetting- Endorse (Cont’d) 

Select “Endorse” under “Action” to 
endorse the project report to ITC. 
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Project Report Vetting- Endorse (Cont’d) 

Click [Confirm and Send Email] or [Disable Email 
but Confirm] to endorse. 
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Project Report Vetting- Return (Cont’d) 

Select “Return” under “Action” to 
return the project report to PC. 
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Project Report Vetting- Return (Cont’d) 

Click [Confirm and Send Email] or 
[Disable Email but Confirm] to return. 
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1 • User Interface 

2 • Verify Registration 

3 • Proposal Vetting 

4 • Project Report Vetting 

5 • Change Request Vetting 

Operations for Organisation Managers 
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Change Request Vetting 

Select “Project”  “Change Request”. 
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Change Request Vetting (Cont’d) 

Click “Pending” on filter or search the 
change request with search bar. 
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Change Request Vetting (Cont’d) 

Click icon to download full package of the 
change request. 
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Change Request Vetting- Endorse (Cont’d) 

Select “Endorse” under “Action” to 
endorse the change request to ITC. 
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Change Request Vetting- Endorse (Cont’d) 

Click [Confirm and Send Email] or 
[Disable Email but Confirm] to endorse. 
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Change Request Vetting- Return 
(Cont’d) 

Select “Return” under “Action” to 
return the change request to PC. 
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Change Request Vetting- Return (Cont’d) 

Click [Confirm and Send Email] or 
[Disable Email but Confirm] to return. 
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Operations for Project Coordinator 

1 
• Registration 

2 
• Forgot Password 

3 

4 

5 

6 
• Prepare Change Request 

• Prepare Proposal 

• Project Preparation 
(Authorisation form and Cashflow) 

• Prepare Project Report 
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PC Registration 

Click “Register”. 
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PC Registration 

Input organisation name and 
a list of registered 
organisation will be shown for 
selection. 
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PC Registration (Cont’d) 

Select a registered organisation 
and input the verification code. 
Then click [Next] to proceed. 
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PC Registration (Cont’d) 

Input all necessary 
information then 
click [Submit]. 
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Operations for Project Coordinator 

1 
• Registration 

2 
• Forgot Password 

3 

4 

5 

6 
• Prepare Change Request 

• Prepare Proposal 

• Project Preparation 
(Authorisation form and cashflow) 

• Prepare Project Report 
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Forgot Password 

Click “Forgot Password”. 
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Forgot Password (Cont’d) 

Input the registered email, Login ID and verification 
code. 
Then click [Submit]. 
A verification code will be sent to the registered 
email address. 
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Forgot Password (Cont’d) 

After receive the email from previous step. Click the URL 
provided in the email, the following screen will be displayed. 

Input a New Password and 
Verification Code from the 
email. Then click [Confirm]. 
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Operations for Project Coordinator 

1 
• Registration 

2 
• Forgot Password 

3 

4 

5 

6 
• Prepare Change Request 

• Prepare Proposal 

• Project Preparation 
(Authorisation form and cashflow) 

• Prepare Project Report 
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Prepare Proposal 

Select “Proposal”  “Funding Scheme”. 
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Prepare Proposal (Cont’d) 

Choose an opening funding programme then click 
[Apply]. 
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Prepare Proposal (Cont’d) 

Select proposal language then click [Next]. 

Note: 
Language will apply to the whole project cycle (i.e. from 
application to report) and cannot be changed. 
Language of the proposal is independent to the user 
account. 
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Prepare Proposal (Cont’d) 

Applicant may navigate 
throughout the proposal via 
the Navigation sidebar. 
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Prepare Proposal (Cont’d) 

Click [Save] to save filled 
information of the proposal. 

Click [Download PDF] to download the proposal in PDF 
format or [Obtain Full Proposal] to download full package 
of the proposal. 
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Prepare Proposal (Cont’d) 

Click [Check&Submit] to 
validate and submit the 
completed proposal. 

Click [Check] to 
validate the proposal . 

Click [Delete] to 
remove the 
proposal. 
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Prepare Proposal (Cont’d) 

Select “Proposal”  “Proposal List”. 
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Prepare Proposal (Cont’d) 

Saved or submitted proposal can be 
found here. 
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Operations for Project Coordinator 

1 
• Registration 

2 
• Forgot Password 

3 

4 

5 

6 
• Prepare Change Request 

• Prepare Proposal 

• Project Preparation 
(Authorisation form and cashflow) 

• Prepare Project Report 
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Project Preparation 

Select “Proposal”  “Project Preparation”. 
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Project Preparation (Cont’d) 

Select “Grant Type” on filter or search the 
proposal with search bar. 
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Project Preparation - Download 
Authorisation form (Cont’d) 

Click “Authorisation Form” to download 
softcopy of the authorisation form. 

Click “Prepare Cashflow” to edit the cashflow. 
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Project Preparation- Prepare Cashflow (Cont’d) 

Fill in the cashflow schedule. 

Click [Save] to save the filled cashflow schedule. 
Click [Submit] to submit the cashflow schedule. 
Click [Export] to export the cashflow schedule to Excel file. 
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Operations for Project Coordinator 

1 
• Registration 

2 
• Forgot Password 

3 

4 

5 

6 
• Prepare Change Request 

• Prepare Proposal 

• Project Preparation 
(Authorisation form and cashflow) 

• Prepare Project Report 
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Prepare Project Report 

Select “Project”  “Project Report”. 
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Prepare Project Report (Cont’d) 

Select “Pending” on filter or search the 
project with search bar. 
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Prepare Project Report (Cont’d) 

Click [Prepare] to prepare the project report. 
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Prepare Project Report (Cont’d) 

PC may navigate the 
corresponding report section 
via the Navigation side bar. 
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Prepare Project Report (Cont’d) 

Click [Save] to save the 
filled information in project 
report. 

Click [Download RTF] to download the project 
report in RTF format. 

Click [Obtain Full Report] to download full 
package of the project report. 
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Prepare Project Report (Cont’d) 

Click [Check&Submit] to submit the completed 
project report. 
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Prepare Project Report (Cont’d) 

Select “Project”  “Project Report”. 
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Prepare Project Report (Cont’d) 

Saved or submitted project report can 
be found here. 
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Operations for Project Coordinator 

1 
• Registration 

2 
• Forgot Password 

3 

4 

5 

6 
• Prepare Change Request 

• Prepare Proposal 

• Project Preparation 
(Authorisation form and cashflow) 

• Prepare Project Report 
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Prepare Change Request 

Select “Project”  “Change Request”. 
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Prepare Change Request (Cont’d) 

Click [Add New] to prepare a new change request. 
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Prepare Change Request (Cont’d) 

Click [Select] of the corresponding 
project to prepare a new change 
request for the project. 
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Prepare Change Request (Cont’d) 

Select Change Request nature 
and click [Confirm]. 
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Prepare Change Request (Cont’d) 

Click [Save] to save filled 
information in the change 
request. 

Click [Upload File] to upload 
attachment if necessary. 

Fill in the 
necessary 
information of 
the change 
request. 
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Prepare Change Request (Cont’d) 

Click [Download RTF] to download change request in 
RTF format. 

Click [Obtain Full CR] to download full package of the 
change request. 

Click [Submit] to submit the completed change request. 
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Prepare Change Request (Cont’d) 

Select “Project”  “Change Request”. 
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Prepare Change Request (Cont’d) 

Saved or submitted change request can 
be found here. 
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– Firefox 

– Chrome 

ITCFAS2 

• System URL 
– https://itcfas.itf.gov.hk/ 

• Supported Browsers 
– Internet Explorer 11 

– Internet Explorer Edge 

– Safari 
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System Support 

Administrative: 

enquiry@itf.gov.hk 

Technical: 

technical@itf.gov.hk 
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Questions & Answer 
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Thank you 

6th October 

6th October 2016 2016 © Innovation and Technology Commission 82 


	OM Briefing (Part 1)
	Revamping of ITCFAS-OM-0.2

