PolyU Micro Fund 2022 Online Application Manual

1. Create a Login Account

(If you have applied any of the entrepreneurship funds, i.e. Micro Fund (MF), Maker Fund (PMF), China
Entrepreneurship Fund (CEF), Tech Launchpad Fund (TLF), Tech Incubation Fund (TIF), Proof-of-
Concept Funding (POC), from PolyU KTEO before as Principal Applicant (PA) / Person-in-charge (PIC),
please directly go to Step 2 to login with existing account. If you forget your password, please go to

Step 4.)

1.1  Click the Register New User button.

2. [Lode

(&Y Password

. Login through Domain Server

1.2 Click Register.

mOLE Sach annlication chould be made by the Principal Applicant (PA) / Person-in-charge (PIC) only, on behalf of the team.
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REGISTER LOGIN FUND APPLICATION

1_Fill in the I form ation 2. Fillin the personal
of the Prin I éPA) information of your 3. Fillin the project information
I Persun |rH:harge (PI

Team Member: [TI\YJI) if any.




1.3 Fill in your personal information, especially the required fields with *.

i Engish- @ ! @ (P) Publicuser IS

A Home &1 Applicant <
Ok PR (o) (o
Open  New Submit
Applicant

Personal Information

Applicant 10 PAApplicant ID

Principal Af ant (PA) / Team Member (TM, *  Principal Applicant (PA)

English Name - HAN Tai Ma

Chinese Name

Preferred Name

jentity Document

Jantity Number J A123456(7 \1234 -
Polyl) Membe:

Student 1D

Other Email Address
Academic Qualification
Jualificatio N
ystitut
Other Institute
Departmant
Programme of Study *ie BE ns) in Industrial and Systems Engineering, MSc in Accountancy
aduatior . 2020
Attachments
cv n (Document format: PDF / Max. file size: 1MB)
PolyU Student 1D / Graduation Cartificate / Transcrip! of each PolyU Student / Alumni I3 (Document tormat. PDF / Max.fle size: 1MB)
Login Credentials
Login It

Password Retype Password

1.4  Upload your CV and proof of PolyU student (Student ID / Graduation Certificate / Transcript /
Alumni) in PDF format.

Attachments
cv

n (Document format: PDF / Max. file size: 1MB)
PolyU Student ID / Graduation Certificate / Transcript of each PolyU Student / Alumni n (

Document format: PDF / Max_ file size: 1MB)

1.5 Login ID will be defaulted as your phone number. Please set your own password, then click
Submit. Remember the login information for later use.

Login Credentials
Login ID

Password Retype Password

# Home E% Applicant

0 kA

Previous Record New | Submit



1.6  After you click Submit, the system will display the below message and “SUBMITTED” icon on
the top right corner of the page.

You have registered account <~ " i> successfully. Please login
using this account for fund application, thanks.

Yy —

2.Login and fill in the project information

2.1  Enter your login code (your contact phone number) and password, then click Login.

2. [Pode

=4 Password

. Login through Domain Server

2.2 Click Fund Application.

NOTE: Each application should be made by the Principal Applicant (PA) / Person-in-charge (PIC) only, on behalf of the team.

A By 5 |qm

REGISTER LOGIN FUND APPLICATION

1. Fill in the personal information 2_Fillin the personal
of the Principal Applicant él;‘A) information of your

r 3. Fillin the project information.
Team Members (TM), if any.

I Person-in-charge (P




2.3

2.4

2.5

Fill in your project information, especially the required fields with *, and make sure to select
correct Funding Scheme: “PolyU Micro Fund Scheme (MF)”. And then, upload your pitch deck
in PDF format and provide YouTube link of a 3-minute pitching video.

A Home E * Fund Applica...

O &|E

Open  New QJSubmit]

Project Information
Project Application ID ” Year of Funding Period

Funding Scheme 3

Application Date S Dol S Cot I Blal =
Project Name PolyU Micro Fund Scheme (MF) «
Project Nature

PolyU Micro Fund Scheme (MF) -

HKSTP-PolyU Tech Incubation Fund Scheme (TIF)
Brief Project Description 1
PolyU Tech Launchpad Fund Scheme (TLF)

s
Pitch Deck . I3 (vocument format: PDF / Max. file size: 10MB)

YouTube link of Pitching Video *

Decraraton DG NG

Make sure to select the preferred track of your project.

-

Project Nature

Track

Business Innovations

Brief Project Description 1 Design Innovations «

Social Innovations

Pitch Deck 1 n (C

Technology Innovations

YouTube link of Pitching Video

Declaration 8 Yes No |

Click the Application Details tab to fill in the information about PolyU Intellectual Property (IP)
or Incubator / Funding Programme attended / attending, if any.

If PolyU IP is used in the project (i.e. FYP, Capstone Project, Research Paper, etc.), please also
complete and sign the <Declaration of Use of PolyU Knowledge Innovations Technologies>
beforehand. The declaration form can be downloaded from here.

# Home B Fund Application

D H B PolyU KTEO Entrepreneurship Fund...

Previous Record  New  Submit

iy A e a1 S R A e e S e, S

+ |/\We have observed and agreed on the guidelines governing the application for the Funding Programme;

» The information provided during the application process is complete and accurate to the best of my/our knowledge;

+ To the best of my/our } ledge, the proposed technologies / innovations / products [ services / ideas are without any infringement of third parties’ intellectual property rights;

= |\We understand the informatien provided in this application and the pitch deck shall be kept by KTEO for record purpose. During the process, such information may be expoesed to related PolyU staff and / or extemal
member(s). However, no Nen-Disclosure Agreement of any kind will be signed by PolyU or the relevant parties in any occasion

ﬁ give mylour consent to PolyU staff to carry out necessary due diligence / reference check for the purpose of confirming this application

. & hereby acknowledge that Polyll can make use of my/our case for promotional purposes should myiour application be approved
wish to receive news update of funding programmes and other related activities from KTEQ in the future

Team Member ~ Company Information ~ Application Status

Use of PalyU IP
Type of PolyU IP
License Agreement Date

Declaration of “Use of Polyl Knowledge/lnnovations/Technologies™ (Document format: PDF / Max. file size: 1MB)

Incubator / Funding Programme

Under / Graduated from Incubator or Funding Programme

= Action Name of Incubator / Funding Programme (i.e. HKSTP Incu-App Programme, Cyberport CUPP, Good Seed) Period of Incubation / Funding Programme (MM/YY) (22

1 @GR E AV


https://www.polyu.edu.hk/kteo/entrepreneurship/holistic-entrepreneurship-supports/grants-and-funds/polyu-micro-fund-scheme/#collapse-4

2.6 Click the Team Member tab to fill in the information of your team members, if any. Then click
Create Team Member Record button to create a new record for each team member.

A Home B * Fund Applica...

D i B PolyU KTEO Entrepreneurship Fund... -

Previous Record  New  Submit

Proj

Name

Project Nature == -

Pitch Dack - E (Document format: POF / Max_ file size: 10MB)

‘YouTube link of Pitchil

Declaration ®) Yes No

| hereby declare and acknowledge on behalf of the Team, that

I/We have observed and agreed on the guidelines governing the application for the Funding Programme;

The information provided during the application process is complete and accurate to the best of my/our knowledge:

To the best of my/our knowledge, the proposed technologies / innovations / products / services / ideas are without any infringement of third parties’ intellectual property rights;

I/We understand the il ation provided in this application and the pitch deck shall be kept by KTEO for record purpose. During the process, such information may be exposed to related PolyU staff and / or external Assessment F
However, no Non-Dis re Agreement of any kind will be signed by PalyU or the relevant parties in any occasion;

I'We give myfour con: o PolyU staff to carry out necessary due diligence / reference check for the purpose of confirming this application.

1/We hereby acknowl that PolyU can make use of my/our case for promotional purposes should my/our application be approved.

/e wish to receive’ pdate of funding programmes and other related activities from KTEO in the future

Application Details Company Information Application Status

| e |
Create Team Member Record
L ——

== Action Principal Applicant (PA) [ Team Member (TM) + Applicant ID English Name Team Status
1 |l Principal Applicant (PA) (20210001) Leung Ho Yan Active
2 P B v Team Member (TM) Q Active

2.7  Fillin the personal information of your team member and click Submit.
(If you have more than 1 team member, repeat Step 2.5 — 2.6 for each member.)

# Home E Fund Application B Applicant <>=s

O kB - ’

Previous Record  New  Submit
Applicant

Personal Information

PA Applicant ID (20210009)
Member (TH)

Team Member (TM)
English Name e. CHAN Tai Man
Chinese Name
Preferred Name e. Peter

ument "= -

y e A12:

Date of Birth Date of Birth 2]
Polyl Member * (@) Yes No -
Student ID
Contact Phone Number * [i.e. A e. Phone Number
Contact Email Address *
Other Email Address
Academic Qualification
Institute: * - -
Other Institute
Department . Q

gramme of Study &. BEng (Hons) in Industrial and Sy:

ms Engineering, MSc

Year of Graduation N 20212
Attachments
cv

I3 (Document format PDF 1 Max. file size: 1MB)
PolyU Student ID | Graduation Gertificate | Transcript of sach PolyU Student / Alumni I (Cocument format: POF 1 Max. fil size: 1MB)



2.8 Click the Fund Application tab on the top left corner to go back to the “Project Information”
page.

@ Home E Fund Application E% Applicant

O E B

Previous Record New  Submit

Applicant

Personal Information
Applicant 1D PA Applicant ID (20210512) Q
Principal Applicant (PA) / Team Member (TM)

Team Member (TM})

English Name * |i.e. CHAN Tai Man

Chinese Name

Preferred Name i.e. Peter
Identity Document |- -
Identity Number * |ie. A123456(7) = A1234567

2.9 Click the Searchicon “. under Applicant ID to look for the team member record(s).

Application Details Team Member Company Information Application Status

Create Team Member Record

= | Action | Principal Applicant (PA) / Team Member (TM) =& Applicant ID ~ | English Name- «+ Team Status
1 ! Principal Applicant (PA) (20210001) “. Leung Ho Yan Active
2 &P E v Team Member (TM) Active
2.10 Choose the team member to add and click the Confirm button.
1340 & Applicant [340
D C ‘ H PolyU IFE |
Open Refresh New Save Applicant
Project Information ¢ Relresn | Default Query ~ @ EditQuery | ~
TLF-164 —— (ol 2020
f PolyU Td | Search Q
Application Date 201910 ) . : ;
fockeme © MO 1N 340026781 Toam Momber (M) MrLea 34002678
RGNS ST 340026782 Team Member (TM)  Ms Lee 34002678
(Please introduce your project in 300 words]
High Tech
Eoga)
Application Datails Team Member (%
Create Team Member Recard
= Action Principal Apgl
1 o Principat Applicant (8 . 5 5 i !
0 ; . 1 W00 v
2 % B 5 Team Member (TM) vewiad i 2 =
] v




2.11 Repeat Step 2.8 — 2.9 until you add all your team members.

2.12 (Optional) Click the Company Information tab to enter your company information, if any.

A Home E * Fund Applica... EY Applicant
[:| ‘ B PolyU IFE Entrepreneurship Funding~
Open New Save
* |/We wish to receive news update of funding®rogrammes and other related activities from IfE in the future
Application Details Team Member Company Information JApplication Status

Company Name

Company Website

Location of Incorporation Date of Incorporation i
Company Number on G| Business Registration Number on BR
e Action Principal Applicant (PA) / Team Member (TM) / Non Team Member (Non-TM) Applicant ID English Name Shareholding (%)
1 P EE AV Principal Applicant (PA) v Q 0.00
Page 1 of 1 300 v
Certificate of Incorporation (Cl) ﬁ (Document format: PDF / Max. file size: 1MB)
Business Registration Certificate (BR) ﬁ (Document format: PDF / Max. file size: 1MB)
Shareholding Proof (i.e. NAR1, NNC1) ﬁ (Document format: PDF / Max. file size: 1MB)

2.13 Click Submit and make sure your application has been submitted successfully before exit. The
system will display “SUBMITTED” icon on the top right corner of the page.

2.14 A confirmation email with Project Application Number will be sent to PA’s contact email
address only. Project Application Number will be the reference for your submitted application
in any of future announcement and correspondences with the PA.

PA can further revise or make changes of the submitted application online before the application
deadline. Please ensure to click Submit before exit. No further email confirmation will be sent
again for revision and amendment of your application.

Fund Application Il has been submitted successfully in PolyU Entrepreneurship Funding
Administration System

innchub@polyu.edu.hk s S

#= 2021/12/1511:50
w =
pear [

Your project application number- has been submitted successfully in PolyU Entrepreneurship Funding
Administration System. Thank you.

Best Regards,
Knowledge Transfer and Entrepreneurship Office, PolyU



3. Edit your team member / project information

3.1 If you want to edit your team members’ information, please login the system and click
“‘Applicant” in the Master Data as below:

[E| Master Data
Application Workflow

W."I. Applicant

Fund Application NOTE: Each ap|
-

3.2 Click “Previous Record” on top left side to choose your team member, and then double click
the team member.

e plican
. Refresh Delete jate || Defsul Query - = [+ P D
@@ [ Previous Recors | 1

Apgiicant
0 Applicant ID PAITM English Name Chinese Name. PAApplicantID  Contact Phang
O 20210001 principal ppicont () [N I 34002767 Parsonal Information
] 20210002 Team Member V) | | ] 20210001 34009959 Applican PAApplicant ID

(20210001

O 20210527 Team Member (TM) _ 20210001 1247859 . 2

Team Member (TM)

Chiness Name

Preferred Nama

Date of Birth

v Yes N

n Student ID
View 1-30f3 W« Page i ol moA toov

3.3 After editing, please ensure to click Submit before exit.

3.4 If you want to edit your project information, please login the system and click “Fund Application”
as below:

Master Data n
Application Workflow

S

" =T Application

E’ Fund Application




Click “Previous Record” on top left side to choose your project, and then double click the
project.

@ 2 Fund Application
— 1
G Refndh R - O ' Polyll KTEQ Entreprensars
@@ |Frevous Record | New

3.5

2
2] Project Information
Project Application 10} Project Name Application Date aar
- A W2ANT26
- - WANTRT Applcation Date
I = n210en2

3.6 After editing, please ensure to click Submit before exit.



4. Forget your password

4.1  If you forget your login password, please click @

2, [ode

ﬁ Password

. Login through Domain Server

4.2  Fillin User Code and Contact Email Address to reset your password, then click Send. The
User Code is your contact phone number.

Apply Reset Password

If you can't access, fill in this form and an email will be sent to you with the details to access your account again.

User Code 3 [

User code = your contact phone number when register user

Contact Email Address

. Login through Domain Server

4.3 You will receive an email of “Login ID / Password for PolyU Entrepreneurship Funding
Administration System” with login information. Please change the password after login the
system.

Login ID / Password for PolyU Entrepreneurship Funding Administration

System

Dear _

Your account information for PolyU Entrepreneurship Funding Administration
System is as the following.

Login ID: ; y

Password:

You are recommended to change the password after login system. Thank you.

Best Regards,

-End-



