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1. Login to the e-Portal account

Step 1: Please go to https://eportal.hkcaavq.edu.hk/

Step 2: Click

EALmRAMERETRR H37  SiteMap  Contact Us

Hong Kong Council for Accreditation of

A
C @ Academic & Vocational Qualifications

HOME SYSTEM REQUIREMENTS USEFUL LINKS HELP

Welcome to the

e-Portal

Welcome to our e-Portal for accreditation and assessment services! 2016.05.16

e-Portal service will be launched soon.
The e-Portal has been developed to improve the efficiency of HKCAAVQ services by providing

operators and course providers with a secure user-friendly online platform to process, check
and review the status of their applications and submissions.

The e-Portal provides for the following services:

* Accreditation for academic programmes

+ Accreditation for vocational programmes

* Assessment of Continuing Education Fund (CEF) reimbursable courses

* Assessment of Continuing Professional Development (CPD) Programmes

NEW USERS ‘ LOGIN FOR EXISTING ACCOUNTS ’

Disclaimer = Privacy Policy
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https://eportal.hkcaavq.edu.hk/

Step 2: After reading the Disclaimer, clicHEES

Disclaimer

Whilst the Hong Kong Council 10r ACCredgaation of ACadenic and VoL ational Qualmic ats
HECAAVE makes no waimanties, representations and statements (whether express of ar
the mformation. In no circumstances shall the information (or any part thereof) be regards

£ (HKCAAVT) eN0eavours 1o @nsure the accuracy of the iNoMation on this website, the INGrMaton K fof reférence only and is Subject 10 change by HIKCAAV 31 any 1me wilhout pros notice
bed) of any kind in retation 1o the infarmation. INCluding any waranties, represenalions and stalements In respect of the accuracy, complelenass, timeliness and fitness for 3 parmcular purpase of
ional advice (whether legal o ciherwise: and whether general of specific) or a sut

This website ts el
caused) or such information

5 501 up by olfer oigantsations [ bodss | companies. HKCAAVE expressly states thal i nas nol approved o endorsed the informsation provided by any olfier webrsiles Hiked 1o M webste and HKCAAVD accepls no fesponsibiity of Eability (howsoever

HHCAAVD shall not in any CIFCUMSLances of I any way e Rabie 10 any person (incldng
1his website or thé websites which ane finked 1

any Dody 0F persons, COMorale of unindorporate
i website, e Nformation on this webse of on he websiles which are linked 1o his webss

f any 155 O damage (Inciuding but not
e Lise of o the Inabilly 1o use an

lirmited 10 consequy
SUCh Information

al, Indirect, incioental and special los5/0amage) ansing out of of In connection

Users are responsibie for making their own assassment of the Information available on or th
professional advice (Inchuding professional legal advice) before relying o cting on any of the

M thi
.

websie, Users areé advised 10 vértfy the miormation avasabile on or Through this website (Le. by making referénce 10 0nginal publc ations, legislations, &bt ) and obiai
ul

ingependent

Step 3: Enter the Username and Password, clik

25"

e-Portal

EERMARRRENER
Hong Kong Council for Accreditation of

Username: *

Password: *

\_ J

SWOrg'?

Create New Account
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2. Create New Application

Step 1: Click [ TEY

HATRUNEARAEH me CROPUSER * Logout
| Hong Meng Councl lor Accrediation of

Cﬁ!mammm

My Application
ument Lip
[ 1600085 cPo Re-assessment - Dran 14052016 -
1 1600078 cPD Changa of ACIty Information Diran 17052016
[ 1600077 cro Cnange of Aty infomatian - Dran 16052016 -
1 1600060 cFD Change of Actity Information Dran 11052016
[ 1600032 =) Change of Aty Informabon - Dran 00816 -
[ 1600031 cFD Cnange of Activity Information Draf 10/05/2016
O 1600020 con Re-assesss Diraf DRSO E

I 1600017 cPD Assessmenl Draft 06052016

View Closed Applications

Step 2: Click the pull down button, select “Assessment of CPD Activity”, then click [[Eal

Please Select Service and Type of Application

Service. " The Continuing o g for Insurance (PO} |

Type of Appication.

Change of CPD Activity
Change of OF Accredited Learning Programme as CPD activity ik
Assessment of CPD Activity pd — o
ng of OF Accrecned Leamng Programme as CPD acliy
Re-assessment of CPD Activity

Renewal of OF Accredied Leaming Programme as CPD activity

Step 3: After reading the Guidelines, please click

Guidelines for The Continuing Professional Development Programme for Insurance Intermediaries (for nent, re ment and change application)

1. This online applcation s applicable for CPD Activity Provider who wishes Lo offer both Structured Type 1 Qualfied CPD Activites and Type 1 Qualfied Edearning Activities for Licensed nsurance Intermedianes
2. For Structured Type 1 Qualified CPD Activities, phease read the Guidance Motes on Assessment of Structured Type 1 Qualified CPD Activities for Licensed Insurance Intermedianies avalable at wwwhbkcaayg.edu i before you fillin the online application form

3. For Type 1 Qualified E-leaming Activites for Licensed Insurance Intermedianies, please read the Guidance Motes on Assessment of Type 1 Qualified E-leaming Activities for Licensed Insurance Intermedianes available al ww hkcagvg edy bk before you fill in the onling
application form

4 Please fill in the required and upload the C h checklist when g the online for CPD Senaces. The checkiist of required documents can be found in the onine application farm
5 Please sette the assesament fee in accordance with the Fee Schedule. Fayment methods are as follows
a Bank depost: please direct deposit the required assessment fee to Industrial and Commercial Bank of China {Asia) Limited a/c No. 072-861-50202007 2 (Hong Kong Council for Accreditation of Academic and Vocational Qualifications). Flease upload the proof of
payment wih the onlne applcation form
b. By chegue: please send the cheque with the pantout (afler submitting the farmy from the online application and made payable 1o "Hong Hang Council for Accreditation of Academic and Vocational Qualfications™ by post

6. A recespt will be 1ssued to you once HKCAAVO confirms n

pt of the fee payment

7. Please note thit an application will not be p if no payment andler i jentd are received by HKCAAVQ.

B You may edd the onhne formmn My Apphcation” of thes tal d you wsh Once you press "submil™, you cannol edi the mformation and the status of thes apphcation wil show as "Rewew by HKCAAVO" in "My Apphcation”

9. Upon recening the required supp 9 and T, HKCAAVQ wall send you an acknowled gement ermail and sar processing your application.

10. The status of your apphcation could be checked in "My Apphcation” of this e-partal

11, For enquines, pleass contact HKCAAVQ Secretanat at
0 Siu Sai Wan Road
Chai Wan, Hong Kong
Tek 3658 0176
Email: cpd_iagihkeasve edu hik

By chicking MNew, you agree to the above guideline.
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3. Fill in the CPD Assessment Online Application Form

Tips:

1. You may click when filling in the form and continue later.
2. Please update the “User Profile” before inputting the information in an online
application form.

Step 1: Fill in the necessary information

+» For Structured Type 1 Qualified CPD Activity assessment applications, please state
the Years of Experience in Organising the Structured CPD Activities or Related
Activities

s For Type 1 Qualified E-learning Activity assessment applications, please specify the
years of experience in organizing E-learning Programmes/CPD Activities

CPD Assessment Online Application Form

Click here to view the notes fo activily organisers.

Type of Application: Assessment of CPD Activity Created: 26/02/2020 10:24:50
Status: Draft Last Update: 26/02/2020 10:24:50
Application ID: 2000010 Submitted:
Title of Activity:

English Chinese

Information about Activity Organiser

Name of Activity Organiser:

Years of Experience in Organising the Structured CPD
Activities or Related Activities (for E-learning CPD
assessment applications, please specifythe years of
experience in organising E-leaming Programmes/CPD
Activities):

©OHKCAAVQ (Oct 2020)



Step 2: Click IE2N to add Responsible Persons, and then the box of “Select Contact
Person” will be shown.

% The Contact Person must be entered in “User Profile” before selecting from an
online application form
+ The information of Contact Person can be updated in “User Profile”

Responsible Persons

Bumame First Name Organisation Fa Contact Phone No. Contact Address,

Mo records found

SRR LOomact rerson

Step 3: Check the box next to the person you selected, click the pull down button in the
“Type”, and click |3

Select Contact Person

@ pPlease update in User Profile if the Contact Person is not found or is outdated.
© please specify Head of Organisation / Department, Person-in-charge and Authorized Contact Person.

Contact

Phone No Fax No. Email Contact Address

W Title Sumame First Name Position

Room 2000, Tai

Koo Building, 256
QDr Lee Kuen Wai Director 24567896 Sate—gﬁdhzk@hmaa Prince Edward
9 Road, Mong Kok,
Kowloon
‘ Vice uat_cpd2@hkcaa
[ Mr Wong Ka Lee Ee 24567896 - vg.edu.nk
Room 2000, Tai
Koo Building, 256
[ mr Yip Man Chuen Manager 23456789 uat_cpd2@hkcaa Prince Edward

vg.edu.hk Road, Mong Kok,

Kowloon

Cance‘ Q

Type: *

Authorised Contact Person
Head of Organisation / Department
Person-in-charge
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Step 4: Fill in the necessary information

Information about the Activity

1 Proposed Starting Date [
2 Target Participants:

[In-house (employees of CPD Provider) [ General Public [JEnployees of Conmmissioning Body

[1Cthers (Please specify):

3 Number of CPD Hours Applied for:

+ If the CPD activity has a modular design, please check the box “Yes”, then fill in the

information under “Add Module” and click

4 [Modular Design
@ves Ono If=Yes" please specify the module(s) below

Module Title Number of Hours

Ma records found

Add Module *

[ Module Title: * ]

[ Number of Hours: *

2 Liuration of e ACOvity:
Cdays Oweeks Omonths

6 Aims and Objectives:

s If you are applying for Type 1 Qualified E-learning Activity, please click "Others

(Please specify)" and input "E-learning".

-

7 Type of the Activity:

® if the CPD activity is "E-leaming”, please click "Other (Please specify) "and input "E-leaming™
’ OCourse O Seminar O Workshop @ Others (Please specify): «

E-learning

©OHKCAAVQ (Oct 2020)



«» If the CPD activity is under the category of “Ethics or Regulations”, please click
“Other disciplines which are directly related to the work of insurance
intermediaries (Please specify)” and input “Ethics or Regulations”.

+ For a CPD activity to be approved under the category of “Ethics or Regulations”,
all the contents of the whole activity should be related to “Ethics or Regulations”.

Contents of the Activity: \

@ 1_f the CPD activity is under the category of Ethics or Requlations” please dick "Other disciplines which are directly related to the work of insurance intermediaries {Please specify)”

© 2 Fora GPD actvity to be approved under the category of "Ethics or Regqulations”, all the contents of the whole activity should be related to "Ethics or Regulations”.
[JLocal insurance (or related) legislation [ Regulatory aspects of insurance practice in Hong Kong

Cinsurance [ Actuarial science [JRisk management

Other disciplines which are directly related to the work of insurance intermediaries (Please specify):

Ethics or Regulations )

¢ For Structured Activity adopting virtual classroom, please input the maximun
number of participants per activity for a face-to-face activity.

¢+ For Structured Activity adopting virtual classroom ONLY, please input the
maximun number of participants per activity for virtual classroon. .

¢ For E-learning Activity, please provide the maximum number of participants per
activity allowed in the E-learning Activity at the same time.

9 Number of Participants per Activity:

{a) Minimum: (b) Maxmum:

+» For adding address(es), click and the address(es) you have entered in “User
Profile” will be shown, then check the box next to Address, then click

¢ For Structured Activity adopting virtual classroom, please add “ *virtual classroom* ”
(with Asterisk) and input the maximun number of participants per activity in “User
Profile” first, then check the box next to the Address,then click

10 Addresses of Teaching Venues B For new venue(s) nol previously approved by HKCAAVG, please unioad supporting documenls such as floor plan(s), renlal agreement{s) and insurance coverage for thid party kabilly

Mo reconds found

Add Address "

If you cannot find your addresz(es) of teaching venue here, please add them in your uzer profile.

B Address Capacity (for CPD only)

@ *Virtual Classroom® For CPD activity adopting 100
1|:| Siu Sai Wan Road, chy Virtual classroom 100
Cancel C]
I
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/11 Spoken Language of Delivery:

O English Ocantonese OpPutonghua

12 Language of Printed Materials:

[JEnglish chinese

13 Frequency of the Activity per Year:

14 Are the participants of CPD activity required to complete any examination and/or continuous assessment?

O Yes (please complete the following) The passing mark:

O No

/

¢ For Structured Activity, please state the Minimum Appointment Criteria of
Instructor.

« For E-learning Activity, please state the Minimum Appointment Criteria of E-

learning Administrator/ Instructor.

Staff Profile

1 For Structured Activity, please state the Minimum Appointment Criteria of Instructor.

Faor E-learning Activity, please state the Minimum Appointment Criteria of E-learmning Administrator/ Instructor.

\

~

ﬁ Person-in-charge:

(@) Mame:

(b)  Postion in the Organisation:

(€] Fulltime Position (if different from above):

(d}  Esxperience in Managing or Conducting the Training Course:
(e)  Academic Qualifications and Awarding Institutions:

(! Professional Qualifications and Awarding Institutions:

K © Please upload the instructor list

10
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« For Structured Activity, please provide the description of Quality Assurance
Mechanisms such as internal course approval procedures, attendance
monitoring procedure, class observation(s), review meeting(s) on monitoring the
CPD activity and follow up participants’ feedback.

« For Structured Activity adopting virtual classroom, please also provide the
description of Quality Assurance Mechanisms such as the implementation of
virtual classroom, attendance monitoring procedure, review meeting(s) on
monitoring the CPD activity and follow up participants’ feedback.

» For E-learning Activity, please provide the description of Quality Assurance
Mechanisms such as the procedures for the development, approval and review

of E-learning Activities, measures to review activity content and monitor e-
learning administrators’ performance and review meeting(s) on monitoring the
CPD activity and follow up participants’ feedback.

» If the content exceeds the word limit, you may provide this information as

attachment.

L)

L)

Quality Assurance

/ Any learning activities to meet the aims and objectives? \

Quality Assurance Measures. (e.g. attendance monitoring procedures, participant evaluation, class observation, review meeting, train the trainer, efc):

N /

% If there are any other miscellaneous fees, click and fill in the information
under “Add Miscellaneous Fee” , then click

Fees and Refund

OFee paid by participants s

Add Miscellaneous Fee *

Item: =
Amount: *
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4. Upload Supporting Document(s)

Step 1: Please downlaod the checklist by clicking  heckiist to check what kinds of
relevant documents are needed

« For Structured Activity, please refer to the Supporting Document Checklist of
Application for Assessment of Structured Type 1 Qualified CPD for Licensed
Insuracne Intermediaries for preapering the documents.

« The duly completed checklist should be uploaded (as Attachment 13) together
with the documents.

Supporting Document(s)

Please upioad SUPpOMing docuUMEnts According 1o 0 The tempiate o

T nsiructon st s &

Document Type File Name Upioaded Date / Time

No related documents uploaced

Uplead Documants

Application for venue, please check the box "not applicable”.
Azzezement of Structured Type 1 Gualified CPD Activi
for Licensed Ingsurance Intermediaries [*appiicablie to new vendels) not previonsiy

approved by HECAALG.

Profiles of all instructors or presenters including their | dyes
academic and professional qualifications, and
trainingfindustry experience.

Supporting Document Checklist 3
Pleaze prepare and upload the following documents to support your spplication. Failure to .
provide the following documents may delay the assessment process and affect the
azsessment outcome.

Pleaze indicate the availability of the documents. The duly completed checklist should be & Sample End-of-Activity Paricipant Evaluation Form. Uvyes
uploaded (as Attachment 13) together withthe documents.
b i ER Sampie siterdance cerificate izsled o the TR dyes
a"’hme Documents to be ubloaded Availability participarts
1. Background information about the CPD Activity O yes* 10, Description of Gualty Assurance Mechanizms such | dyes
Provider with organizational chart. &z internal course approval procedures, sttendance
O not applicable monitoring procedure, class observation(s), review O already stated
(*appiicable to firsttime application? If there are any meeting(s) on monitoring the CPD activity and in the Cnline
Hpdate s) follows-up participants' feedback. Application
Farm
S infarmation of simiiar activiies affered inthe past gyest For Structured Activity adopting virual
classroom, please also provide the detailed
Far application involving virtusl classroom, please O nat applicabls arrangemerts of virtual classroom as a delivery
alzo provide track records showing st least one mode, &.9. specific sttendance moritoring system,
gualified CPD activity had completed HKCAAYE's policies [ guideling /methods for maintaining  integrity
Resssessment. and security of participants' data
(*applicable to firsttime applications IF there are any 11. Description of Technical Support Services Uyes*
updlates)
tappiicabie to Structured Activity adopting wirtnal O not applicable
classroom)
3. Copy of El_usiness Registration (BR) [/ Cerificate of O yest i3 ShRiE G AreeTanent peper TERam o Testi Witk W
Incorporstion (C1) ) assessment criteria.
(*appiicabie to frstth Sicationd I th Cinet applatie Hinot sppicable
applicable to first time application ere are any * 4t ficaibh
wpdates incloding the explny date showed inthe BR C o1 applicable)
ar C.
b 13, Completed Document Checklist Qyes
4. Les=zon Plan with Hourly Breakdown; For CPD Oyes
activity adopting modular design, an outline of all m EMD —

modules including module title, CPD houwrs, contents
and nuimber of modules should be clearly specified.

a. A full set of course materials, seminar handouts, or Oyes
seminar papers.

B. Floor planis]), rertal agreement(s) and insurance O yest
coverage forthivd party liskilty snd £ or ather
possible evidence of activity venue O not applicable

For Structured Activity adopting virtual classroom
only and without a designated teaching

12
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« For E-learning Activity, please refer to the Supporting Document Checklist of
Application for Assessment of Type 1 Qualified E-learning Activity for Licensed
Insuracne Intermediaries for preapering the documents.

« The duly completed checklist should be uploaded (as Attachment 14) together
with the documents.

Application for
Assessment of Structured Type 1 Qualified CPD Activity Venue, please check the box ot appiicabie’.
for Licensed Insurance Intermediaries

(*applicable to new venue(s) not previously

Supporting Document Checklist ) ! approved by HKGAAVQ).
Please prepare and upload the following documents 1o support your application. Failure to ] _
provide the following documents may delay the assessment process and affect the 7. Profiles of all instructors or presenters including their | 3 yes
assessment outcome academic and professional qualifications, and

training/industry experience.
Please indicate the availability of the documents. The duly completed checklist should be

uploaded (as Aftachment 13) together with the documents 8 Sample End-of-Activity Participant Evaiuation Form. | 3 yes
Atachment Documents to be uploaded Availability 3. Sampie attendance certiiicale issued 1o the CPD | O yes
No. i
participants
1 Background information about the GPD Activity 3 yes*
Provider with organisational chart ; 10 Description of Quality Assurance Mechanisms such | O yes
2 not applicable as internal course approval procedures, attendance
(*applicable to first time application / If there are any monitoring procedure, class observation(s), review 1 already stated
updates) meeting(s) on monitoring the CPD activity and in the Online
follow-up participanis’ feedback Application
2. Information of similar activities offered in the past 3 yes* Form
For Structured Activity adopting virtual
For application involving virtual classroom, please 2 not applicable classroom, please also provide the detailed
also provide track records showing at least one arrangements of virtual classroom as a delivery
qualified CPD activity had completed HKCAAVQ's mode, &.g. specific attendance monitoring system,
Reassessment. policies / guideline / methods for maintaining integrity

and security of participants' data
(*applicable to first time appiication / If there are any

updates) 11 Description of Technical Support Services Q0 yes*
(“applicabie to Structured Activity adopting virtual 3 not applicable
3. Copy of Business Regisiration (BR) / Certficale of |3 yes® Gt
Incorporation (CI) 12 Sample of assessment paper (Exam or Test) with Qyes*
2 not applicable assessment criteria.
(*appiicable to first time application / If there are any 3 not applicable
updates including the expiry date showed in the BR (*Where applicable)
or Cly
T [esson Plan with Hourly Breakdown; For CPD Tves 13 Gomplcied Bocment Checklist Hiyes
activity adopting modular design, an outline of all
modules including module title, CPD hours, contents W END-

and number of modules should be clearly specified.

5. A full set of course materials, seminar handouts, or Qvyes
seminar papers.

6. Floor plan(s), rental agreemeni(s) and insurance Q0 yes*
coverage for third party liability and / or other
possible evidence of aclivity venue = not applicable

For Structured Activity adepting virtual classroom
only and without a designated teaching

13
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Step 2: Clck then cick

* You may put a number of files together into a zipped file to upload the document in
one go.

Supporting Document(s)

Fleass upioad SUPPOMing docUMenis JCCONIng 1o the Chetkiist. The template of IStnecion st i avallable hare

Decument Type File Name Uploaded Date / Time

No related documents upkoated

Upload Documents

Document Type: * Supporting Document

Select Files

File Name: *

Step 3: When the file(s) are ready for upload, click

Upload Documents

Document Type: * Supporting Document

File Name: * Select Files

Lesson Plan.pdf (79KB)

Cance\@

14
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5. Payment

+« If you wish to pay by cheque, please send the cheque with the printout of
application available after pressing “Submit Application”

¢ If you select to settle the payment by bank deposit, please upload the proof of
payment with the following steps

Step 1: Please select the Payment Method by clicking the pull down button

Payment

Assessment Fee $8,000.00 Paymem Method

| Bank-Depasit
setthe the payment by bank deposit, please upkoad the proof of payment. I you wish 1o pay by cheque, phease send the cheque with the prntout avallable after | Cheque
Tele-Transfer |

Proof of Payment

Choose Fae 1o Upkoad

Step 2: Select Bank-Deposit in Payment Method, then click gEEE

Payment

Assessment Fee $8.000.00 Payment Method:
I you Select bo setthe the payment by bank deposit, please upload the proof of payment. If you wish to pay by chegue, plaace cend tha cheque with the printout available after [ Cheqoe
Tele-Transfer |

Proof of Payment

Choose File 10 Upload. @

Step 3: Click

Payment
Assessment Fee. $5,000.00 Payme =]
Ifyou sellbe the payment by bank deposil, phease upload the proof of payment. If you wish o pay by cheque, please send the cheque with the printout availabie after pressing 'Submil Appication’ to HKCAAVG

Proof of Payment

Chonse File 10 Uipioad T
e

Proof of payment. docx {1268

Payment

€

P $5,000.00 Bayment Method Bank-Deposil
I you Sekect to setthe Ihe payment by Bank deposit, phease upload the prodd of payment. IE you wish 1o pay Dy cheque, please send the Cheque with e prntout avalladie afer pressing "Subma Applic aion” 10 HKCAAVD,
Proof of Payment Proot of payment gotx €

Chaose File o Lipkaad

Step 4: If you would like to apply for an Express Service, please click “Apply for an
Express Service”, then click [ ok :

15
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+ Additional fee should be paid on top of the original assessment fee at the time when
the express service application is accepted by HKCAAVQ.

Payment

Assessment Fee: $8,000.00 Payment Method:

[¥] Apply for an Express Service

If you select to settle the paymerX by bank deposit, please upload the proof of payment. If you wish to pay by cheque, please send the cheque with the printout available after pressing 'Submit Application' to HKCAAVQ

Proof of Payment

Choose File to Upload:

Select File

#

Message from webpage I,&J

Additional fee should be paid on top of the original assessment fee at
! . the time when the express service application is accepted by HKCAAVQ.

(o JD

**(For Structured Activity) **

Assessment WITHOUT adoption of virtual classroom

Please proceed the payment according to the amount shown in the system.

Assessment WITH adoption of virtual classroom

Due to system limitation, the fee shown in system DOES NOT INCLUDE the assessment
fee of adoption of virtual classroom. For the assessment fee amount of adoption of virtual
classroom, please refer to the Guidance Notes on Assessment of Structured Type 1
Qualified CPD Activities for Licensed Insurance

Intermediaries https://www.hkcaavqg.edu.hk/en/services/assessment/cpd-ia-programmes.

The amount of assessment fee of adoption virtual classroom will be confirmed via email.
Please submit the fee after receiving the confirmation email.

16
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https://www.hkcaavq.edu.hk/en/services/assessment/cpd-ia-programmes

6. Submit Application

Step 1: Click Download Application Form , select your preferred Language and click :
The completed form will be shown for your own record.

Declaration

1wl aice by HKCAAVT ASSESSmEnt Crlera, and decisne tal ail e informaton provided i he applicalion fonm 5 accurane 10 he best of my knowsede. | understand and accepl hal HKCAAVT may approach us girec for furher informalson reganding the appication. | also uroerstand
and accept 1hat @ non-refundabile assessment fee i changed for the assessment work imespactive of e assessment outcome. and the should De mase payabie in Advande 10 The Hong Kong Council for Atcréediation of Academic and Vocatonal Qualificatons”

A perscn wio, either orally or in writing, makes any slatement of representation or fumnishes any information 1o HXCAAVQD in connection with he performance of Bs funclions under HKCAAVQ Orginance (Chapler 1150) which the Derson Knows or reascnably cught 10 know is misleading or
false in & material respect commits an offence and i lkabie on conviction 1o a fine &t level 5

L agree with the above declaration

Select Language *

[ Please select your preferred Language: = OcChinese  ® English ]

m Download

0 ot B e B i

T Lpa et O Fapeh @ Chnar

[ [ S ——— ™ -
13 Ao S0 puicam of CFD vy egined ' conpes 7 e e e e

et ey 2 s P

o o

S ) e

SECTIONG st Pl

RS R— S
(6 ol i (8 S

(8 Ermmce sy ¢ g s ceee
(® Acamc quidcoms e poadng asvion
8 P s s g e

SECTIOND. Guaty ssmrase

A e v . s i

sz, v gpad prcst, s
o precd. e i, e e o e e G20
ot Gl ot S )

2 An vt meme 5200 Ta 0 N0

63w e et o e B

©HKCAAVQ (Oct 2020)
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Step 2: After reading the declaration, check the box next to “I agree with the above

declaration”, and press

Declaration

Step 3: The message from webpage will be shown, please read the message and click

ok |

@™ % You will not be allowed to make further changes once the
| | application is submitted, Click OK to proceed or Cancel to edit your

= application.
@—I&HE‘

Step 4: The application has been submitted successfully. If you wish to pay by cheque,
please print this page together with the cheque and send to HKCAAVQ. If you want
to edit your application, Click | gack

Submit Application

The online application was submitted successfully

Application 1D 1600100 Submitted: 24/05/2016 16:25:24

Step 5: The application you submitted to HKCAAVQ will be shown under “My Application”.
The status of the application will be changed to “For Review by HKCAAVQ”.

My Application

Scope | Course Tille | Reference Las! Update On = Document Uploaded
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7. Special Function

The following functions are under the page of “My Application”.

EBAAERERLT RS L1, weicome | & Logout |
Hong Kong Council for Accreditation of

=) AcademicaNocational Qualfcations User Profile  Service
e ——
‘ My Application .
] . _—
My Appllcatlon Submit Accreditation Document
W Application ID Service Type
1600015 Accreditation 4-Stage QA

A @bana AR

7.1 View Closed Applications

Step 1: Click  view Closed Appiications | , YOU may review the completed application(s)

My Application
& Application 1D Senvice Scope / Cowrse Tale / Reference Last Updated Document Uploaded
[ 1500002 CPD Change of Activity Informaton Dran 28052016
Viow Clasad Appiications ) Delate Solected Copy as Now App
Closed Application

Scope / Course Titke / Reference

AppCation I}

No reconds found

7.2 Delete Selected Applications

Step 1: Check the box next to the application ID, click Delete Selected Applications , and the
application you have selected will be deleted

My Application

Last Updated Document Uploaded

B Application 10 Service Scope [ Course Thle / Reference

@ CRD Change of Activity Information Dean JENEI016

My Application

Last Updated Document Uploaded

Scope [ Course TRIE | Reference

NO reconds tound

View Closed Applcations
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7.3 Copy as New Application

Step 1: Check the box next to the application ID, click Py @ New Application  hq

information of the selected application(s) will be copied with different Application ID.
My Application

B Application 10 Service Scope / Cowrse Tale / Reference Last Updated Document Uploaded

w CPD Change of Activity Informaton Dran 28052016

View Closad Appications | Dolate Soletted Applcations || Copy as Mow Applicat

My Application

B Application 1D Service ype 5S¢ Larst Updaled Document Uploasded
[J 1600003 crD Change of Activity Information a Dran 2E0E2016
[ 1600002 CPD Change of ACTVISY Information a For Review by HRCAAVO 26052016

Wiew Closed Applications m

Step 2: Click the Application ID, and you may edit the necessary information for
submitting another application(s)

My Application

Larst Updaled ~ Document Uploaded

Change of Activity Information

Change of ACTVISY Information a For Review by HRCAAVO 26052016

Wiew Closed Applications m

Supporting Document(s)

o e gy R ey b e st

Daclaralon
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8. Points to Note

e The Quick Guide aims to provide a step-by-step guidance for using the e-Portal
service. Before submitting the application(s), you should read the related Guidance
Notes on Assessment of CPD Activities with Fee Schedule on the HKCAAVQ
website at https://www.hkcaavg.edu.hk/en/services/assessment/cpd-ia-programmes

e [or enquiries, please contact:

Ms Janice SO on 3658 0183 or email to cpd ia@hkcaavqg.edu.hk
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