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AIMP - Frequently Asked Questions

1. System Access


	Q
	How do I apply for access to the AIMP?

	A
	You have to approach the contact point for your economy for his/her approval to grant you access. The contact point will then liaise with the AIMP administrator to create the ID for you. Once the process is completed, you will receive an email notifying you of your new ID and Password. 


	Q
	How do I change my password?

	A
	Click on the My Profile link and select the Change Password check box.


	Q
	Must I key in my password each time I want to log into AIMP?

	A
	You can select the “Remember my password” check box when you are prompted to key in your password. 


	Q
	How do I log out from AIMP?

	A
	You do not need to log out from AIMP. You just need to close the Internet browser window to exit from AIMP.


	Q
	Do I need multiple IDs to access different sections of AIMP?

	A
	No. You will be assigned with only one ID with access rights to different sections within AIMP.


	Q
	Who do I approach if I have forgotten my password?

	A
	You can contact the AIMP administrator to reset your password.


	Q
	How will I receive my AIMP ID and Password?

	A
	An email will be sent to you enclosing your ID and Password. It is a good practice to change your password once you have received it.


	Q
	Will my AIMP ID be disabled if I have not used it for a few months?

	A
	Per AIMP operational policy, accounts that are inactive for a period of 12 months will be disabled. However you can contact the AIMP administrator should you wish to have access again to the AIMP.


	Q
	Can more than one person share the same login?

	A
	For security reasons sharing of login information is discouraged. However, if the users sharing that login have the same permissions and there is no fear of them sharing a password, then yes more than one person can share the login.


2. APEC Collaboration System (ACS)

	Q
	How do I attach comments to a document?

	A
	Within the Draft Documents section, navigate to the comments column. Click on the number representing the number comments attached. You will be directed to a window where you are able to input your comments.


	Q
	Why is the web page not reflecting the latest update?

	A
	The Internet Explorer is drawing information that is cached in your local hard drive. You will need to refresh the Internet browser window to draw the updated information from the direct information source.


	Q
	What is Check In and Check Out?

	A
	When you check out a document, only you will be able to edit the document. Everyone else will have read-only access to the document. When you check in the document, others will then be able to make further updates to the document.


	Q
	Why am I not able to edit a document?

	A
	Please check that the document has not been checked out by another member. If no one has checked out the document, please check with the AIMP administrator the access rights assigned to you.


	Q
	Can I delete content in ACS?

	A
	No. Only the portal and site administrator have rights to delete content in ACS.


	Q
	What is the difference between Quick Alerts and My Alerts?

	A
	My Alerts allows you to select from a list, any item for which you would like notification of changes or updates. Quick Alerts does not allow you to select the items but provides a predetermined list of items.


	Q
	How can I identify who has checked out a document?

	A
	Within the section, there is a Checked Out To column that indicates the name of the member who has checked out the document.


	Q
	What is the maximum file size that can be uploaded into a site?

	A
	The file uploaded should not exceed 50 MB.


	Q
	What type of files can I upload / post to a site?

	A
	There is no restriction except that it is best practice to ensure that the intended audience is able to open your file without having to install additional software on their computers.


	Q
	What level of access rights can be assigned to a member of a collaboration site? 

	A
	A user can be assigned to one of the following access rights:

Reader

Has read-only access to the site.

Contributor

Can add content to existing document libraries and lists, e.g. Draft Documents and Bulletin Board,

Site Administrator

Has full rights to the site.




3. Online Meeting System (OMS)

	Q
	How do I access OMS?

	A
	There are two ways. You can either access it directly from the AIMP main landing page by clicking on the OMS tab or access the OMS of an APEC forum via that forum’s ACS site.


	Q
	Why am I prompted to login when I try to open a document?

	A
	This is a default Microsoft security feature that checks whether you have the appropriate access rights to a document before opening it up for viewing or editing.
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