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 Viewing APO Programs 

 

Applicants can see a list of programs in the Salesforce portal by browsing the following address 

and clicking on the “Programs” menu link.  

 

Salesforce portal address: https://apo.my.site.com 

 

 
 

To see details of a program and submit a nomination for an open program, please click on the 

program code.  

 

 
 

Once a program code is clicked, the relevant program information will be displayed with all the 

information including relevant project notification and implementation file attachments. 

 

 

https://apo.my.site.com/
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 Participants’ Application Process 

2.1 Applying for Participation in a Project as a New Candidate 

Candidates can apply for programs open for nominations.  

 

i. From the program details page, a candidate can only apply for programs open for nominations 

before the closing dates.  

 

 
 

 

 
 

ii. If project closing dates have passed and the color code changed to red, then nominations 

can no longer be submitted.  
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iii. A candidate can initiate application from the tab “Apply as a Participant” for programs open 

for nominations. 

 

iv. Applicants must enter their country of residence and then click the “Next” button to proceed. 

 

 

 
 

v. In the next screen, applicants must enter their email address and click the “Next” button to 

proceed.  

 

 
 

vi. After entering the email address and clicking the “Next” button, applicants will receive a 

verification code sent to the email address provided. The verification code must be entered 

on the next screen to continue the application process. This confirms that the email address 

provided belongs to the applicant.  
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vii. Applicants must fill in all the data fields and click the “Next” button to proceed. Fields with red 

asterisks (*) are mandatory and cannot be left blank.  

 

viii. Applicants must complete the Personal Data fields and click the “Next” button to proceed.  

 

 
 

ix. On the next screen, enter the Present Employment information and click the “Next” button to 

proceed.  

x.  

 
Note: For the Company/Organization Website, please enter the full website address, e.g., 

https://www.apo-tokyo.org. 
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xi. Continue the application process until reaching the Confirmation screen. Applicants can 

review and confirm the information entered in the application and click the “Next” button for 

confirmation.  

 

 
 

 

xii. The final step of the application is the “Declaration by Participants” and acceptance of the 

APO “Terms and Conditions” and “Privacy Policy.” Candidates must agree to and accept the 

terms to submit the application by clicking the "Next" button. 

 

 
 

xiii. A “success” screen will be displayed, and candidates will receive confirmation email with an 

APO Key in the email address provided. Candidates should keep the email record to use the 

APO Key later if they need to update their personal information and apply for other APO 

projects in future. 
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2.2 When Repeating Candidates Apply for APO Projects  

If repeating candidates who applied for or attended APO projects in recent years submit 

applications for the second time or more and their email addresses match those in the existing 

Salesforce system database record, they can use the email address and APO Key for retrieving 

their biodata and submitting applications. 

 

The APO Key is a unique key issued by the Salesforce system to each applicant at the time of 

first registration. The APO Key is sent to applicants’ registered email addresses. 

 

Please contact sfsupport@apo-tokyo.org if you are a repeating candidate and/or could not find 

the APO Key sent to your registered email address.  

 

 

2.3 When Registered Resource Persons Apply as Candidates for Project Participation 

If a registered resource person applies to attend an APO project as a participant, a different 

email address for registration in the Salesforce system and application submission must be 

used. Double registration of single users with the same e-mail addresses for both resource 

persons and participants is not allowed when sending unique APO Keys and updating user 

profiles later.  

2.4 Candidates Cannot Apply for Projects after Nomination Closing Dates 

 

Project applications are not accepted after the closing date for nominations. For example, if 

Japan’s NPO has stopped accepted applications for a project, individuals who access the 

Salesforce portal from Japan will not be able to apply for that project. 

 

mailto:sfsupport@apo-tokyo.org
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2.5 Candidates Can Correct Personal Information after Application Submission 

Candidates can correct mistakes in their applications or update their biodata on the Salesforce 

portal by accessing the program applied for and clicking the “Update My Personal Information” 

tab. 

 

 

 Candidates’ Shortlisting and Nomination Process  

i. Candidate applications 

 When a new participant application is created on the Salesforce portal, the relevant NPO 

receives a notification. 

 

ii. Candidate Selection by NPOs  

Candidate shortlisting and selection is done by NPOs on the Salesforce portal. Once NPOs 

approve candidates, their nominations will be sent to the APO. 

 

 Candidates’ Selection by the APO and LAc Receipt by NPOs and Selected Participants 

i. The final selection of candidates for participation in an APO project is approved by the APO 

Secretariat’s Selection Committee. Letters of Acceptance (LAc) are issued to selected 

participants upon completion of the selection process at the APO Secretariat.  

ii. When LAc are issued, the following processes are initiated: 

a. Salesforce portal user accounts for the selected participants are created. 

b. LAc notification email messages are sent to participants from the Salesforce portal. 

 

 Login to the Salesforce Portal 

After a participant is selected for an APO project and the LAc is issued, a user account is created 

on the Salesforce portal. Participants can login to the following Salesforce portal using the email 

address and password:  

 

Portal URL: https://apo.my.site.com 

 

https://apo.my.site.com/s/
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 Making Corrections and Updating Personal Information after Application Submission 

Candidates can correct mistakes in their applications or update their biodata on the Salesforce 

portal by accessing the program they applied to and clicking the “Update My Personal 

Information” tab. 

 

 
 


