ComMark website help for proposal
authors: uploading a proposal and
proposal amendment

To upload a proposal to the ComMark website, you need to first register. Registration can be done by
clicking the link in the login block on the home page:
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Figure 1: Click the "Create new account" link to register

On the registration form, please enter a username and a valid email address. You will also be asked to
enter the letters that are displayed in the captcha image. If you can't read the letters that appear in the
captcha image, submit the form and a new image will be generated. Remember, the captcha is case
sensitive.
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Figure 2: Entering registration details and captcha

Once you have successfully submitted the registration form, you will see the following notice:
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Your password and further instructions have been sent to vour e-mial address, I

Figure 3: Instructions notice

This confirms that ComMark has received your registration, and that an email with further instructions
has been sent to your email address.

This email will explain to you how to log in to the website, and will give you a password which you can
use to log in, plus a one click link that will allow you to log in directly. Once you have logged in, you will
be presented with a form that allows you to choose your new password. Please enter the new password

(must be at least 8 characters), and click the “Submit” button
that you don’t have to fill in anything el se
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Once you have updated your passwordandsu b mi t t ed t he form, you

page (and on all subsequent log ins). This page will display a link to add a proposal, as well as links to
useful help documents that are available on the website:

» User account » ¥ username
Your Dashboard

P Create content
@ My account
2 Log out

A5 a registered ycer wou are pow ahls to cbmit proposals to the ComMark
websitel To submit a proposal, click here.

For help, please browse through the online help documentation:

Funding help documents

Help documentation HOHEEESIBORE

+ ComMark Project Proposal Template
* How to apply for funding

Using the ComMark website help

Figure 4: Your dashboard

Once logged in, you will always see a block which has your username as a heading. This block contains
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links which will allow you to create a proposal (create content), change your account settings, like your

password, and to logout. Justb el ow your user bl ock, is a |
d a s h b.clakrowthis link to return to the dashboard page.
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Figure 5: Your user menu and link to dashboard
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As a registered user of the site, you will initially be allowed to upload proposals, and post in the forums.

If you are assigned to a project, you then be allowed to create other content relevant to your project.
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Uploading a proposal
To upload a proposal, go to your dashboard and click on the submit proposal link, or click on the create
content link in your user menu.

Fill in the proposal form as indicated in figure 6. Please note the following:

e You must enter a title, and attach the actual proposal file (preferably in Word format).
e If the proposal is linked to an existing ComMark programme or request for proposal (RFP),
please select the appropriate programme and or RFP from the available select lists. If it is not
linked to a programme or a RFP, please ignore these fields.
e To upload the actual proposal, locate the proposal on your computerby ¢l i cking the “
button on t he “ AThdreds@dmeeghto dicR uplead, bs'the ffleiwidl bhe d
uploaded when the form is submitted. Please make sure that the file is as small as possible,
otherwise it will take a long time to upload, and may not be uploaded if it's too big. Depending
on your internet connection, we recommend a file size under 1MB, if at all possible.
e While the field “Log message” i sitisebaepfur equi red,
indicator of the action you are taking. In particular, the log message becomes important if you
are required to submit a proposal amendment, and this field can be used to summarise the
amendments you made.
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Submit Proposal

Enter a
descriptive

title
Title: *

|F'r|:|r:u:|5.al for whatewer »~

If the proposal is relevant to a
specific ComMark programme,
please select the programme

Programme:

<none:=

Advanced Manufacturing
Agri-business

Confronting Climate Change
Improving the participation of SADC countries in ISSBs
Labour-Intensive Manufacturing

£

If this docurment should appear on a programme page, please select the programme here, IF wou alsa link the

docurnent to a project, then it will than appear on both the project and the programme page.

Description:~__

This proposal is b ubmitted in response 1o a request by CamMark for
proposals relating o the fronting Climate Change programme. \We propose 1o
reduce the effect that ... by .7

Provide a short summary of
the proposal - indicating why
it's being submitted, and

what is being proposed

Drescription ar surnmary of the proposal,

/I;the proposal is being submitted
in response to a ComMark RFP,
please select the relevant RFP

= Input format

Select RFP(s):

Agriculture, Food Miles and Clirmate Change:

If this proposal is being subrnitted in response bo a request For proposal(RFP], please select it From this list,

— + Attach proposal
Changes made to the attachments are not permanent uatil you save this post,

Attach new file: s
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Log message: —___
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Click on "Submit”
to submit the
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[ Preview || Subrmit




Figure 6: Submit proposal form

After submitting a proposal
Once your proposal has been submitted, the ComMark

website administrator will be notified and your proposal will _
Please note that your proposal wi

remain unpublished (i.e. not

accessible by the public) until it he
Once your proposal has been reviewed it will either be been accepted.

be reviewed. The review process may take some time, so
please be patient.

accepted, rejected, or an amendment to the proposal will be
requested.

If an administrator requests an amendment to your proposal, they will update your proposal, indicating
the areas which require amendment, and will submit this to

the website. The proposal with these amendments will be At the moment, the most recent
attached to the proposal you submitted to the website. proposalfile is displayed at the
Browse to the proposal (by using the link in the email), and bottom of the list of files.
download it. The proposal with suggested amendments will be

di fferentiated from your original proposal s+ by bei
amendme n t At the moment, the most recent file is displayed at the bottom of the list of files.
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The newest file will

Copy of Shweshwe Poppis Proposa-demo.doc always appear at the
bottom of the list

|5hweshwe Poppis Proposa-demo-amendment.doc

Figure 7: The most recently uploaded file will appear at the bottom of the list of files

The easiest way to download it is by right-clicking on it and choosing “Save target as” if using Internet
Explorer, or “Save link as” in Firefox.

Once you've downloaded it, open it up to view the suggested amendments. Once you have made all
suggested changes, save the file with a new name, for example: “Shweshwe Poppis Proposal —
amendedl.doc”, and upload it to the site again. To upload it, browse to your proposal on the website
and click on the “Edit” tab at the top of the page, below the title.



Shweshwe Poppi

To edit the
proposal, click an
the "Edit" tab

View Edit

Programme: Lzbour-Intensive Manufacturing
Linked to RFP: Agriculture, Food Miles and Climate Change:
Proposal state: awaiting review

Market failure occurs in a variety of forms for small second economy co-operative enterprises
in South Africa. Academics and policy makers often believe that the most pressing
constraints arise on the demand side where the output of a co-operative cannot be linked
into first economy value chains and sufficient sales and revenue generated. Increasingly,
howewver, NGO and government initiatives which support co-operative enterprises are finding
that supply side constraints are the limiting factor — most especially access to finance, access
to appropriate land/premises and access to quality support services.

Figure 8: Click on the "Edit" tab to edit the proposal and upload an amended proposal

Once the edit form has loaded, browse down to the “Attach proposal” field, browse to your amended
proposal. There is no need to click the "Upload" button unless you want to upload more than one proposal
amendment file. Normally, if you are just adding one file, clicking the “Submit” button at the bottom of
the form will upload the new file.
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ComMark notifying them of your

amendment.
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Figure 9: Uploading and saving your proposal amendment

Once submitted, an email will be sent to ComMark notifying them that you have submitted a proposal

amendment. Once again, your proposal will be reviewed, and either accepted, rejected or amendments

requested. If more amendments are requested, you will have to go through the same process as has just

been documented.
If your proposal is rejected, you will be notified via email, and given the reason(s) why.

If your proposal is accepted, you will be notified via email. ComMark will then begin the process of

setting up your project. Once this is complete, your project will be created on the website and you will

be notified via email, after which point you'll be able to add content to your project in the same way as

you created your proposal.
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