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1. Login to the e-Portal account

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

Step 2: Click

FALBANERETER ¥ | SiteMap | ContactUs
| Hong Kong Council for Accreditation of
€ “=) Academic & Vocational Gualifications

i
,

HOME SYSTEM REQUIREMENTS USEFUL LINKS HELP

Welcome to the
e-Portal

k ( &
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, click

3 at any time without p
f 3 par

N 1S ToF feSerence only and i Subct 10 CRange by HKCAN
in FESpEct of e ACCURACcY. COmpIeleness, Imeliness and finess

TRAtoN On this websie, the in|
ranties, represantations and stateme:
tute

Disclaimer
i or otherwise: and whether general or specific) or a su
information peoveded by any ofher w

such
&5 Wnked 10 1his webste and HKCAAVD acoepls no responsibility or lability (Rowsoeves

30¢) HE5ING OUL OF OF IN CORNECTION ¥

o

ereaf) be regarden as professio
i and special i

ales hat it has not approved of endorsed th

ation (or any part
ted 10 ¢onsequential, indirect, ingioe

COMPORALE OF UNINCOMONAEd) for any kiS5 OF daMage (INCILging but
the use of of the inat 0 use an
475 are 30VISEd 10 verty the Information available on of MGUgN this wetsile {Le. by Making referente 10 original pUBSations, IEgISIAtons, &1¢.} and oblain Independent

gRANISAONS | BOOKS | Companks. HKCARVE expressly
Such informatson.

s 561 up by of

e

This website 15 inkod
caused) 1or such inform

any person (Including any body of
inked 10 this website, the information on this websité of on the websites which are linked 10 this webs

€5 0F in any way be

s website, |

HHCAAVD shall I any ¢S

1his websie of the webetes which ar
Amation avaikabie on of o

Users are responsiee Tor making their own 35sessment of the inf
protessional advice (INCRding professional legal avice) bafane ralying or 3cUng on any of the infarmation

Step 3: Enter the Username and Password, click [[ELl

e-Portal

n of

FERWERERESER

N Hong Kong Council for Accreditat
*-%ﬂ:) Academic &Vocational Qualifications

Usemame: *

Password: *
/

\_

Foraot Username or Password?

Create New Account
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2. Create New Application

Step 1: Click

HATRUNEARAEH : e C R Logout
| Hong Meng Councl lor Accrediation of

Cﬁ!mammm

My Application

Re-assessment - Dran 14052016 -

1 1600078 cPD Changa of ACIty Information Diran 17052016
ng ¥

[ 1600077 [2s] Change of Activity - Dran 16052016 -
1 1600060 cFD Change of Actity Information Dran 11052016
[ 1600032 =) Change of Aty Informabon - Dran 00816 E
11600031 cFD Change of Activity Information Draf 10052016
O 1600020 con Re-assessment Diraf DTS E
31600017 cPn Assessment Draf DE05/2016

View Closed Applications

Step 2: Click the pull down button, select “Re-assessment of CPD Activity”, thef ik

Please Select Service and Type of Application

Service. The Continuing o g for Insurance (PO} =

Type of Application. *

Change of CPD A
Change of OF Accredited Learning Programme as CPD activity
Assessment of CPD Activity
Vetting of OF Accreaiied Leamng Srogramme g5
Re-assessment of CPD Activity

Renewal of OF Accredied Leaming Programme as CPD aclivity

Step 3: After reading the guidelines, please click =4

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

1. This online application s applicable for CPD Adtivity Provider who wishes Lo offer both Structured Type 1 Qualified CPD Activities and Type 1 Qualified E-learning Activities for Licensed Inswance Intermediaries
2. For Structured Type 1 Qualified GPD Activities, please read the Guidance Notes on Assessment of Structured Type 1 Qualfied CPD Activities for Licensed Insurance Intermedianies available at www hkcaayq.edu bk before you fillin the online application form

3. For Type 1 Qualified E-leaming Activities for Licensed Insurance Intermediaries | please read the Guidance Notes on Assessment of Type 1 Qualified E-eaming Actvities for Licensed Insurance Intermedianes available at yww hicaavg edu bk before you fill in the online
application form

4. Please fill in the required information and upload the g with completed checkiist when submating the online application for CPD Services The checklist of required docurments can be found in the online application form

5 Please settle the assessment fee in accordance with the Fee Schedule. Payment methods are as follows:
a. Bank deposit: please direct deposit the required assassment fee to Industrial and Commercial Bank of China (Asia) Limited alc Mo 072.861-50202007 3 (Hong Kong Council for Accreditation of Academic and Vocational Qualifications) Please upload the proof of
payment with the onkne apphcation form
b. By chegue: please send the cheque with the printout (after submitting the form) from the online application and made payabde to "Hong Kong Coundl for Accreditation of Academic and Vocational Qualfications” by post.

6. A receipt wall be issued 1o you once HKEAAVE confinms receipt of the fee payment

7. Please note that an application will not be processed if no payment andjor i i are received by HKCAAVQ,

B You may edi the online apphication formin "My Agplication” of this e-portal f you wish. Once you press “submil”, you cannot edst the information and the stalus of this apphcation will show as "Review by HKCAAVE® in "My Apphcation”

9. Upon recening the required sup '] and apphcation fee, HKCAAVQ will send you an acknowledgerment emad and San processing your application
10 The satus of your appheation could be checked m "My Appheation” of this e-portal
11, For enquines, pleass contact HKCAAVQ Secretanat at
0 S Sai Wan Road
Chai Wan, Hong Kong

Tek 3658 0176
Ermail: epd_iag@hkeaave edu hk

By chicking Ned, you agree to the above guideline.
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3. Fill in the CPD Re-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 information

CPD Re-assessment Online Application Form

Click here lo view (he nofes fo acivity organizers
Type of Application Re-assesament of CED Actiity Created

24052016 163216
Status Draft Last Updated 24052016 16.32.18
Applicazion 10 1600101 Submitted
Mame of Activity Organiset

CPD Ref No
Title of Actvity

Extsting Approval Penod From.

F
Approval Penod Apphed for From.

A i
D How's Approved in the Existing Approval Penog Assessment Fee.
Targe! Participants

Llin-nouse (empioyees of CRD Provioer)

\ [Cloners (Fiease spacity)

[ eneral Putike

Llemployees of Commissining Body

Step 2: Click IE2H 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

Contact Phone No.

Contact Address,
Mo records found

Select Contact Person
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Step 3: Check the box next to the person you selected, click the pull down button in the
type, and click

Select Contact Person »

© Prease upgate in Lser Profie e Gontact Person /s ool found or is outdated

© Prease specity Head of Organisation / Depariment, Persan-in-charge and Authanzed Contact Person

Roam 2000, Tal

" P K Buil 28

r Les Kuen Wal Director 24567 L'a';'r.mk"—‘"‘r'“ Frince Edward
b v Road, Mang Kok

Kewioon
1 Vice b uat_cpa2gdhkcaa
A { Lés 2456789 b w
CImr waong Kalee Prockient F45ETHYS oLk
Room 2000, Tai
- Koo Building, 256
- L_Cpa2 i e
CImr Yip Man Chuen  Manager TBETEY 3: ;Efnk;‘l' W32 prince Edward
e Road, Mong Kok
Kowioon
Type *

Authonsed Contact Person
Head of Organisation / Cepartment Cancal
Person-in-charge

hd

Step 4: Fill in the necessary information

Activity Statistics

During the approval period,

1 Number of times the CPD activity has been held:
2 Total Number of Attendees:

3. Total number of participants who have successfully completed the activity:

© The total number of attendees refers to the number of participants who have signed in to the CPD activity.

@ Jrthe cPD activity adopts & modular design, please provide an attachment of the breakdown of the above figures for each of the modules.

Step 5: Fill in the information if there is/are any change(s) since Last Approval . If yes,
please go to step 5a-5c¢. Otherwise, please go to step 6 to continue.

+» If there are more the one changes since Last approval, please repeat the steps 5a
to 5c.

Step 5a: Click ¥l

Changes since Last Approval

Calegory Change fiom

No recards found

Add Change | /
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Step 5b: Click the pull down button and select the category

Category: *

Please specify below for other category:

Activity Title

Appointment Criteria

Course Contents § Adoption of Virtual Clagsroom
CPD Hours

Head of organization / department
Instructor

Medium of Instruction

Modular design

Mame of Activity organizer

Mo, of maximum f minimum participants
Person-in-Charge/ Instructor

Quality Aszurance

Target Paricipants

Training Wenue

Others

Remarks:
@1. If there are changes involving both in activity contents and CPD hours in one single
application, only the highest amount will be charged.

@ 2. No additional fee will be charged for “Changes to be approved in the Next Approval
Period” except for change in CPD hours and activity contents for more than 20% in a re-
assessment application.

©® 3. For changes less than or equal to 20% in activity contents within the same module
(if applicable) or the whole CPD activity (for non-modular design activities) without
changing the total CPD hours, please select “Others” under the “Category” for reporting
the change(s), and state that the change of course content is less than or equal to 20%
with details of change.

@ 4. For Changes of categories other than the above, please select “Others” and specify
the details.

@ 5. For applying for Virtual Classroom, please select “Course Contents/Adoption of
Virtual Classroom” and state “Adoption of Virtual Classroom”.

©OHKCAAVQ (Oct 2020)



Step 5c¢: Fill in the necessary information

+ If you would like to report the change since last approval, for example, the number
of instructors from 10 to 11, you may fill-in 10 instructors in “Change from” and 11
instructors in “Change to” as below, and provide the Reason(s). Then Click

Add Change x

Category: * Instructor ]

Please specify below for other category:

Qgefrom * 10 instructors \

Change to: * 11 instructors]

Reason(s): *

N

w‘“‘e

Step 6: Fill in the information if there is/are any change(s) or changes to be approved in

the next approval period . If yes, please go to step 6a-5c. Otherwise, please go to
step 7 to continue.

Changes to be approved in the Next Approval Period

Change from Change o

Mo records found,

B 1 Kihere are changes involving bath in activity contents and CPD haurs in one single application, anly the highest amaunt will be charged
© 2 No additional fee will be charged for "Changes to be approved in the Nest Approval Period” except for change in GPD hours and activity contents for more than 20% in a re.assessment application

@ 3 Forchanges less than or equal to 20% m actvty contents within the same module (i applicable) or the whole CPD actraty (for non-modular design activites) without changing the total CPD hours, please select “Qthers” under the “Category” for reporting the
change(s), and date thal the change of course content i less than or egqual to 20% with delails of change.

©OHKCAAVQ (Oct 2020)



Step 6a: Click

Changes to be approved in the Next Approval Period

No records found

% 1. ¥ there are changes mvelng both in activity contents and CPD hours in one sngle apphcation, only the lighest amount vl be charged

@ 2. No additional fee will be charged for “Changesto be approved in the Next Approval Period” gxceot for change in CPD hours and activity contents for more than 20%in a re-assessment application

% 3. For changes less than or equal to 20% n actmily contents witen the
change(s), and date thal the change of course content s kess than or egual

e module (f apphcable ) or the whobe CPD actraty (for non-modular desgn actvibies) wthout changng the total CPD hours, please 23

" under the *Calegory” for reportng the
20% walh detasls of change.

Add Change x

Category: * ﬂ
Please specify below for other category
Change fromt *

Change to: *

Reason(s). *

co

Step 6b: Click the pull down button and select the category

Activity Title
Appointment Criteria

Course Contents

CPD Hours

Head of organization / department
Instructor

Medium of Instruction

Modular design

Name of Activity organizer

No. of maximum / minimum participants
Person-in-Charge/ Instructor

Quality Assurance

Target Participants

Training Venue

Cthers

10

©OHKCAAVQ (Oct 2020)



Step 6c¢: Fill in the necessary information

s Example 1: If you would like to applying for Virtual Classroom as delivery mode,
you may fill in N/A in “Change from” and “Reason(s)” and Adoption of Virtual
Classoom in “Change to” as below, and the maximum number of participants per
activity . Then Click

* You may also need to upload the relevant documents in support of your
application.Please refer to the Checkilist.

Add Change

Category: * Course Contents [ Adoption of Virtual Classroom w

Pleaze specify below for other category

@ If there is a change in activity contents involving 21% to 50% of & madule (if applicable) or the wheole CPD activity (for
non-modular design activities), an application for changes is reguired and additicnal fee will be charged

@ If you would like to applying for Virtual Classroom as delivery mode, you may fill in N/A in “Change from” and Adopfion
of Virtual Classoom in “Change to” as below, and provide the Reason(s) and the maximum number of participants per

activity
Change from: * MiA
g
Change to: * Adoption of Virtual Glassaom
o
Current CPD 7.0
Hours:
e& for Change in 52,100.00
Activity Content:
Reason(s) * MiA
“

== -

11
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s Exapmle 2: If the activity contents will be changed for more than 50% within the
same module, the involved module should be replaced by a new module and will be
treated as addition of CPD hours. For example, if there is a 60% change in the
contents of a module with 2 CPD hours, that module will be treated as a new
module and an addition of 2 CPD hours, i.e. HKD$2,400 will be charged.

I x
Edit Proposed Change Tips.
Please select “CPD Hours”
instead of “Activity Contents”. v

Then input the CPD hour of the
Please specify below for other category: new module.

Category:* CPD Hours

Change from: * 13.0 Hour(s)
Change to: * Addition of 20 Hour(s)
Deletion of Hour(s)

Fee for Change in $2,400.00

CPD Hours:
Effective Date: * 16/08/2018 |""'
Reason(s): ~ As there is over 50% change in Module X it will be replaced by this new module of 2

hours|

Cancel Save

s Example 3: If you would like to change the number of instructors from 10 to 11, you
may fill-in 10 instructors in “Change from” and 11 instructors in “Change to” as
below, and provide the Reason(s). Then Click

% You may also need to upload the relevant documents in support of your application.

Add Change -

Category. Instructor ~

Please specify below lor ather category

Change to; * | 11 instructors

%

12
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Step 7: Fill in the information in relation to Quality Assurance.

X/
0’0

L)

D)

For Structured Activity, please provide the Report of quality assurance activities
conducted during the reporting period such as date(s) of course evaluation
meeting(s), class observation(s), and follow-up action(s) on identified issue(s) from
the participant evaluation.

For Structured Activity adopting virtual classroom, please also provide the report of
quality assurance of virtual classroom, e.g. specific attendance monitoring system,
policies / guideline / methods for maintaining integrity and security of participants
data

For applying for the virtual classroom during the re-assessment, please provide the
detailed arrangements of virtual classroom as a delivery mode, e.g. specific
attendance monitoring system, policies / guideline / methods for maintaining
integrity and security of participants’ data.

For E-learning Activity, please provide the report 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/instructors’ performance and review meeting(s) on monitoring the
CPD activity and follow up users’ feedback.

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

Quality Assurance

B A m of Quality Assurance aclivibies conducled / follow-up action laken in the las! approval period (e.g. participant evalualion results, review meeting, class observation and folliow-up actions Laken arising from participant's leedback

13
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4. Upload Supporting Document(s)

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

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

« The duly completed checklist should be uploaded (as Attachment 12) together
with the documents.

Supporting Document(s)

Please upload supporling documents according 1o 1F @

Document Type File Name: Uploaded Date / Time

Mo related documents uploaded

Upioad Documents

B. List of approved activity venue(s) for the next approval [ 2 yes

—— period with full address{es) and capacity(ies)
Application for

Re-assessment of Structured Type 1 Qualified CPD Activity
for Licensed Insurance Intermediaries

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

Supporting Document Checklist mark “virtual classroom” and maximum number of
Please prepare and upload the following documents to support your application. Failure pariicipants per aclivity in the list.
to provide the following documents may delay the assessment process and affect the
assessment outcome.
¥. For new venue(s) not previously approved, please a vyes
Please indicate the availability of the documents. The duly completed checklist should upload floor plan{s) with capacity(ies), rental
be uploaded (as Attachment 12) fogether with the documents. agreement(s) and insurance coverage for third party | 3 not applicable
liability
Afchment T Availability 8. Profiles of all instructors or presenters including their | 3 yes
No. academic and professional qualifications, and
training/industry experience.
A Background information about the CPD activity bl yes? El Summary of course evaluation rfesulls for the | yes

organiSEI with crganisational chart. ; .
2 not applicable TSpONiing period:

(*If there are any updates) 10 Report of quality assurance activities conducted ;0 vyes
during the reporting period such as date(s) of course
2. Information of similar activities offered in the past 3 yes* evaluation meeting(s), class observation(s), and: 3 already stated
o ) ) follow-up action(s) on identfied issue(s) from the in the Online
For application involving virtual classroom, please: 2 not applicable participant evaluation. Application
also provide frack records showing at least one Form

qualified CPD activity had completed HKCAAVQ's

For Structured Activity adopting virtual classroom,
Reassessment.

please also provide the report of quality assurance of
virtual classroom, e.g. specific attendance monitoring
system, policies / guideline / methods for
maintaining integrity and security of participants’ data

(*If there are any updates / applicable to first time
application of virtual classroom)

3 Copy of Business Registration (BR) / Cerfincate of O yes For applying for the virtual classroom during the
Incorporation (CI) o ’ _ re-assessment, please provide the detailed
not applicable : i
(*If there are any updates fncluding the expiry date armngem_ents B c!assroorn T delwery_n_\ode‘
showed in the BR or C1) e.q. specific attendance monitoring system, policies /
4. Updated lesson Plan with Hourly Breakdown; For |3 yes guideline / methods for maintaining integrity and
CPD activity adopting modular design, an outline of all security of participants’ data.
modules including module title, CPD hours, contents
and number. of module:s Should:be clearty specified. 11 Sample attendance certificate issued to the CPD a yes
participants
5. If there are any changes in the course contents, afull | 3 yes
set of updated course materials, seminar handouts, 12 Passing rate(s) of examination and/or continuous !  yes
and/or seminar papers is required. A comparison |2 not applicable assessment
table should be submitted to report the change(s). O not applicable
CPD provider should also provide the rationale for the (“Where applicable)
amendment(s).

—END -

14
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« For E-learning Activity, please refer to the Supporting Document Checklist of
Application for Re-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 16) together
with the documents.

resviesny meeting(=) on monitoring the CPD activity

and followy up users' feedback.

Availahilty indicated

15. Guestion hank of E0AEOM  assessment(s) with O yes
assessment criteria fmodel answers
16 Completed Document Checklist withthe O ves

©OHKCAAVQ (Oct 2020)
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Application for B. List of approved activity venue(s) for the next yest
Re-asgessment of Type 1 Qualified E-learning Activity approval  period  with full  address(es) and
for Licensed Insurance Intermediaries capacity(ies). not applicable
Supporting Document Checklist (*applicable to Edeaming Actvifes with 7 deggrated
Fezesment verue)
Please prepare and upload the following documents to support your spplication. Failure
to provide the following documents may delay the azsessment process and affect the
assessment outcome. 7. Floor plan, rental agreement, insurance coverage yest
far third party liability andfor ather possible
Pleaze indicate the availabilty of the documents. The duly completed checklist should evidence of activity venue. not applicable
be uploaded (az Attachmert 16) together withthe supporting documents.
i (*applicanle to add 7 dedgrated Fesesawent vemue o
Edezming Ackivifes)
Ho. D its to be uploaded Availability & fiescription of secured iogin and identity yes
authentication =ystem adopted
1. Background infarmation about the E-learning O ves*
Activity Provider swith organizational chart.
O naot applicable
A th date PR 9. Praofiles of all E-learning administrataors § YES
0 thers am amyupdates) instructors including their academic and
rafezsional gualifications, and trainingindustr
2. Information of organising E-learning programmes | O yes* Experience o ! o v
JCPD activities. ’
O not applicable i Sampie End-of-Ectvity Paricipart Evallstion yest
4 therm ae any updabes) Form
g Copy of Business Registration (BRY T Certificate ™ T yes? nat applicabls
of Incorporation (C1) (* there ae gy updates)
O not applicable
4 there are any updates ircluding the expiny date
shawed inthe 880r &) 11 Summary of End-of-Activity participants yes
evaluation results forthe last approval period
4. Activity Plan with detailed breakdown; For O yes
E-Learning activity adopting modular design, an - . .
outiine of all modules including module titles, 12 Description of Technical Support Zervices yes
CFD hours, contents and number of madules including roles and responsibiities of respective
should be clearly specified. techljic:al pers_onnel and a range of services
pravided by differenttechnical personnel and the
zelection criteria for external service providers
a. If there are any changes in instructional materials, | Q yes
e.4. lecture notes, PowerPoint slides and digital - .
media, & full set of updated materials is required. | O not applicable 13. Sample attendance cerificate issued to the CPD yes
A compatizon table should be submitted to report participants
the change(s). CPD provider should also provide
the rationale forthe amendmert(s). 14. Feport of Gualty Azsurance Mechanizms such | W ves
as the procedures for the development, spproval )
and review of E-learning Activities, measzures to already stated in
reviemy activity content and monitor e-learning T:e ?na"pe F
administratorsinstructors'  performance and pRication Form




Step 2: Click , then click |y

Supporting Document(s)

Please upload supporting documents according 1o the checklist

Document Type Uploade Date / Time

No refated documents uploaded

Upload Documents *

Document Type: * Supporting Document

File Name: * Select Files

Step 3: When the file(s) has been selected as below, click[[IEN

Upload Documents

Document Type: * Supporting Document

File Name: * Select Files

Lesson Plan.pdf (79KB)

16
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5. Payment

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

Payment

ASSCESMEnt Fee: $8,000.00

Payment Metnod

| Bank-Depasit
If you Select to settie the payment by bank deposit. please upload the proof of payment. If you wish 1o pay by cheque. please send the cheque with he printout availabie after | Cheque ‘aymant
| Tede-Transser |

Proaf of Payment L

Chodse File 10 Lpioad

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

s If you select to settle the payment by bank deposit, please upload the proof of
payment with the following Step 2-3

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

Payment

ASSCESMEnt Fee: $8,000.00 Payment Method:

If Jou Selett to settie the payment by Bank deposit, please upload the prodt of payment. If you wish 1o pay by cheque, phease send the cheque with the prntout avaikabie afer || Cheque !-\.M=w

Proaf of Payment

| Tele-Transter ]
Choose File 10 Upioad @

step 3: Click I TRy

Payment

Agsessmen Fee. $5,000.00 Payment Method
1F you sehect 1o setlie the payment by bank deposil. please upload the proof of payment. I you wish fo pay by cheque, please send the chegque wilth the printout avatable after pressing "Submil Applcation’ to HKCAANVG
Proof of Payment

Choose File 1o Upiaad

Proof of payment. docx {1268

Payment

Assessment Fee $8.000.00 Payment Method: Bank-Dhesporsil
I you select to settie the payment by bank deposit. pitaseuninad the ool ol naxment It you wish 1o pay by cheque, please send the chequé with the printout availadie afer pressing 'Submi Apphe ation” 10 HKCAAVD
Proof of Paymeant

Chaose File o Lipkaad

17
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Step 4: If you would like to apply for an Express Service, please click “Apply for an Expree
Service”, then click [ ok

+ 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 ﬁ

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

Lo JID
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6. Submit Application

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

Declaration
1 will anide by HKCAAVG Assessment Crerta, and decian: Dal 3 e nformation provioed m he apphication fonm & aCcurane 1o e Dest of my knowieage. | undersland and accepl Mal MKCAAVT may approach us Giecl for Turher informaon reganding the appication, | aiso unoerstang
and accept Nat 3 non-refundable assessment fee i Changed for the assessment work imespective of the assssament oulcome, and Ihe fees shoulkd De made payabis in advance 1o the ‘Hong Kong Council for Accredeation of Academsd and Vot ational Cualiie atons”

A pErscn wio, either orally or in writing, makes any slatement of representation or fumnishes any 1o HKCAAND In With the of B8 funclions under HKCAAVQ Ovginance (Chapter 1150) which Ihe persan KNnows OF reasonably Sught 10 know I8 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 ]

I Download .

MCTION A Beapositde Persom MCTIONE  Changes visws Last Appreal

Re-assessment Application Foam
[T rp—

f2r imaeance mimma e wpar il s o -
s

TS
Tow 9 e 8 b P e s P

Abstng P it s o P B, st R rites

BECTION D Guality Asswrance

v vy

el by aetors)

ey

i o e CPO mncoe e Moemd © meDee ay smmesson e |8

SECTION £ Statemaent by B 1sad of Ovgarcrasoniepartmant

O 1wl cortrum 1o sbice by P Asseisrecd Ciwcs, ond decew il ol e

i dggication Sromirdge. |
sndenmnd Bed Bsmm Pui e MKCAAD may memeth wn St for hirher
IrfaTROn. | SO WSTEING SN0 SO 171 8 NON-NdIRlE ANMESATR e 5

& paton W, 4TS O8Ny 46 B WeTRg. MRS BTy EETASE OF MONMITISN o
Hemhes wy nkoratn © be HHEARVD # anrecin wth the e of &
Rurtons under f WKOARD Ddnancs (Chasier T3} which fre pavaon ko o
mamoatiy A © Eow & maesieg of fale 8 el s mmmE a0
arica aret s kabis on conctnntn e ut v S

s
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Step 2: After reading the declaration, check the box next to “I agree with the above

declaration”, and press | g

Declaration

form i accurate to te best of my knowledge
£55ment CUICOME, ANd Ihe fees Shoukd Be ma

y HKCAAVD Assessment Criteria, and declare that all the inf

nd accepl that HKCAAVD may app
dvance 10 the ‘Hong Kong Counc i

g, makes any statement of representation o furnishes amy infarmation 10 HKCAANG in connaction with the perfonmal
offence and is liable on conviction io a fine at ievel 5

ons under HKCAAVG Ordinance (Chapter 1150)

Download Appheabon Form

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

Message from webpage x|

@% 'rouwil not be allowed to make further changes once the
L | application is submitted, Click OK to proceed or Cancel to edit your

= application.
e e |

Step 4: The application has been submitted successfully. If you wish to pay by cheque,
please print this page together with the cheque send to HKCAAVQ. Otherwise,
Click  Back

Submit Application

The online application was submitted successfully

Appiication 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

B Application ID Service ype Scope [ Course Titke / Reference Status Last Update On ~ Document Uploaded

O 1600100 CPD ASSeLEment a3aa For Review by HKCAAVQD 24062016 o
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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 Applications | you may review the completed application(s)

My Application
& Application 1D 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

Document Uploaded

Scope / Cowse Tale | Reference Last Updated

B Application 10

[ 1500002 CPD Change of Activity Informaton Dran 28052016

My Application

Scope [ Course TRIE | Reference Status Last Updated Document Uploaded

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 Copy as New Application and the
information of the selected application will be copied with different Application ID.

My Application

& Anolication 10 Service Scope / Cowrse Tale | Reference Last Uipdated Document Uploaded

W CPD Change of Activity Informaton Dran 28052016

View Closad Appications | Dolate Solected Appications || Copy as New Application

My Application

B Application 1D

Larst Updaled ~ Document Uploaded
[J 1600003 crD Change of Activity Information a Dran 2E0E2016
[ 1600002 cPD Change of AClivily 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

Service ype 5S¢ Larsl Updaled Document Uploasded
@ cPD Chvange of Actvy Information & Dran HOS2016
L cPD Changs of Activity Infarmation a For Review by HRCAAVG 26052016

Wiew Closed Applications m
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8. Points to Note

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

e [or enquiries, please contact:

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