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1. Create New User Account

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

Step 2: Click [EE

il 5%5“&"_‘!”'5 / =x | SiteMsp ContactUs
(| Hong Kong Council for Accreditation of
C =) Academic &Vocational Qualifications

HOME SYSTEM REQUIREMENTS USEFUL LINKS ENQUIRIES AND ASSISTANCE HELP FAQ

Welcome to the

e-Portal

Welcome to the HKCAAVQ e-Portal! 2016.07.04
The e-Portal service is launched on 4

This e-Portal is developed to improve the efficiency of HKCAAVQ services. It provides July.

operators and course providers with a secure and user friendly platform to submit
applications and documents online for the following services:

* Accreditation of academic programmes

+ Accreditation of vocational programmes

*+ Assessment of Continuing Education Fund (CEF) reimbursable courses

+ Assessment of Continuing Professional Development (CPD) programmes

@ LOGIN FOR EXISTING ACCOUNTS

Disclzsimer  Privacy Policy
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1.1. New User Registration

Step 1: Fill in the information below

¢ For setting-up the Username and Password, please follow the instruction.

New User Registration

/

ﬂsemame. N

Password: *

Confirm Password: *

Name: *

Title Surname
Organisation: *

Email: *

\_

(6-40 alphabets / numbers combination)

(8-40 case-sensitive alphabets / numbers / symbols combination)

First Name

Position: *

Phone No.- * 852

Country Code

Phone No /

1.2. Account Service Activation

Step 1: Check the box of the Services (accreditation for academic programme, accreditation for

vocational programme, CEF, CPD) you wish to apply and type your organisational name
under different services in the appropriate text bar.

s For example, if you are a CPD activity organiser, please check the box of “Continuing

s You may select more than 1 service.

Account Service Activation

© please refer to the HKCAAVQ website for details.
[JAccreditation of academic programmes

Name of Operator

[Accreditation of vocational programmes

Name of Operator:

DContinumg Education Fund (CEF) reimbursable courses

Name of Course Provider:

Continuing Professional Development (CPD) programmes

4

Professional Development (CPD) programmes”

[ Name of Activity Organiser
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1.3. Upload Authorisation Form and Supporting Document

Step 1: Click Download Form to download the e-Portal User Account Authorsied Declaration Form
(total 5 pages), and fill-in the necessary information for uploading.

Upload Authorisation Form and Supporting Document

Li=; aler fo the authorisation form for the supporting documents required. HKCAAVQ will verify the information provided and acfivate your selected service(s).

wn\oad Form

p—

Document Type File Name Uploaded Date / Time

No related documents uploaded.

pr—
=1 [ =] BT
T =
....... o T
T ™1 —
o T
i ——
e o B - T -
T
[ Aeeredaton o
[ -
< S Cantiiing Professionst
Deveiopment (CPD) Programmes
o

Step 2: CIick , the page of “Upload Documents” will be appeared accordingly,

then lick 0N

Upload Authorisation Form and Supporting Document

© Pplease refer to the authorisation form for the supperting documents required. HKCAAVQ will verify the information provided and activate your selected service(s).
Download Form

Document Type File Name Uploaded Date / Time

No related documents uploaded.

‘ Upload Documents |

Upload Documents *

Document Type: * Supporting Decument

File Name: * Select Files
Cancel I!::I
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Step 3: When the file was uploaded successfully as shown below, then cIick

¢ Please remember to send the signed original copy of e-Portal User Account Authorsied
Declaration Form to HKCAAVQ by post.

Upload Documents

Document Type: * Supporting Document
File Name: * Select Files

Test 1.pdf (79KB)

Cancel Upload

Step 4: Check the box of I’'m not a robot, then click |Eal , “Message from webpage” will be

shown, then click __o__|

Prove you're not a robot

«/ 'mnot a robot

x

.
) Confirm to submit your registration request to HKCAAVQ?
4

oK Cancel

o Registration completed. Please check your email around 15 minutes later for instruction to verify your email address. Our staff will

notify you when your account is ready to submit application.
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1.4. Activate an account

Step 1: Click the link to activate an account.

¥ eportal X P oA
HKCAAVQ e-Portal - Verify email 9:56a
Your registration request will be processed by HK..

Action ltems + Get more apps

Your registration request will be processed by HKCAAVQ. We will notify you separately when your account is authorised to submit Application.

Please click here https://eportal.hkcaavg.edu.hk/a JSp?ACTION=ACT ACCOUNT VERIFICATION&USR NAME=HIvaVT)2%2BOpiEOutgizPXdA%3D%
3D&ACCT VERIFICATION TOKEN =841FY16eglwHxz7hKcCk83sonwfulpolwXcduAswAUXDBKOVR20CSABK25U6gDhISUEkxMR]SmCnrsvyS0bdsi3gl1PeDkbBgfld61463363743000 t
afiyour email address,

After verification, you will be able to view/ update your account particulars.

Step 2: Enter the Username and Password, and then click [JES3

Your account is activated. You can now login to the e-Portal.

i35"d

FEABMAREAEFER
Hong Kong Council for Accreditation of

( é? Academic & Vocational Qualifications
(L_Jserrlame: * \

Password: *

\_ J

Forgot Username or Password?

C| Login D

Create New Account
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1.5. Update User Profile

Step 1: The following information will be shown.

User Profile
Ussmame: AnaTzsS ehange Pasewors
Name:* or B = =
e sumama First Name
ergneuon ALAIntematonal Ssmpany Limiied Positon* Birestor
Eman Avarese ual_cpazgnKeaavg eau nk Ghange Enal
contact oz~ 852

You can submit application / document for the following organisations

@ of Organisaton (Crinese)

Mame or Organisation (Enguisn)
o recoras ouna.

Service Request

0T fnsten s ar SpRYing hew senies) | hen 8 ) tor your account
Request Type Document

in Prograsz ]
In Progress )

1 1 e e 0 5L CPD 3ppICa0n for ALA Intematonal Gompany Limited
16ms2016 1 woud ke 1o open a new acoount.

The person with following email can view my application(s)

[ —

o recoras ouna.

List of Addresses

®
‘Capacty (rar CFD oy

Acoress
o repords founa.

Contact Persons

= ‘Contaet Adoress ‘Organicaton For CPD ony)

Sumame FretName

o recards founa.

Step 2: The information you submitted before will be displayed under User Profile. You may edit
/ change the information (if needed), then click

User Profile

Username: CPDPUSER4 Change Password
Name: * Mr Poon Tai Ming

Title Sumame First Name
Organisation: * XXX International Company Limited Position: * Senior Training Manager
Email Address: uat_cpd2@hkcaavg.edu.hk Change Email
Contact No..* 852 12345678

Country Code Telephone Number
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Step 3: If the registration process has been completed by HKCAAVQ,, then your Name of
Organisation will be shown under the column of “You can submit application/document

for the following organisations.

You can submit application / document for the following organisations

Name of Crganisation (Chinese)

Service Name of Organisation (English)

CPD International Company Limited

Step 4: If the registration is being processed by HKCAAVQ, you cannot submit an application until
the account is granted for that specific service.

Account Service Activation

@ You can submit application only after the account is granted for that specific service, please refer to HKCAAVQ website for service details: http://www.hkcaavq.edu.hk/

Date Type Status Document Uploaded

No records found

Add

Step 5: If you would like to add 1 or more service(s), Please click and follow the step 5a —
Se. Otherwise, please go to step 6 -.

Service Request

@ You can submit application only after the account is granted for that specific service, please refer to HKCAAVQ website for service details: http://www.hkcaavqg.edu.hk/

Request Date Request Type Status Document

No records found

Account Service Activation

®Select new service

© You can submit application only after the account is granted for that specific service, please refer to
HKCAAVQ website for service details: http: uww.hkcaava.edu.nki

[ Accreditation of academic programmes
Name of Operator
[Accreditation of vocational programmes
Name of Operator
[OContinuing Education Fund (CEF) reimbursable courses
Name of Course
Provider

Ccontinuing F ional D 1t (CPD) pr

Name of Activity
Organiser.

Ol would like to close the account
Supporting Document(s)
@ Please refer to the form for the required. HKCAAVQ will verify the information

provided and activate your selected service(s).
Download Form

Document Type File Name Uploaded Date / Time

No related documents uploaded

Upload Documents
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Step 5a: Check the box of the Service you requested and type the Organisational name under
different services in the text bar.

s For example, if you would like to add the Services of “Accreditation for vocational
programmes” and “Continuing Education Fund (CEF) reimbursable courses”, please check
the boxes and type the Name of Organisation as below.

Account Service Activation x

® Select new service

© You can submit application only after the account is granted for that specific service, please refer to
HKCAAVQ website for service details: nttp:/iwww.hkcaavg.edu.hk/

[ Accreditation of academic programmes

Name of Operator:

|DAccred|tat|0n of vocational programmes I

Name of Operator:

| LI Continuing Education Fund (CEF) reimbursable courses |

Name of Course
Provider

[ Continuing Professional Development (CPD) programmes

Name of Activity
Organiser:

Ol would like to close the account

Supporting Document(s)

@ please refer to the authorisation form for the supporting documents required. HKCAAVQ will verify the information
provided and activate your selected service(s)
Download Form

Document Type File Name Uploaded Date / Time

No related documents uploaded

Upload Documents
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Step 5b: Click Download Form to download the e-Portal User Account Authorsied Declaration
Form (total 5 pages), and fill-in the necessary information for uploading again.

Account Service Activation

@® Select new service

©You can submit application only after the account is granted for that specific service, please refer to
HKCAAVQ website for service details: http:/www.hkcaavg.edu.hk/

[ Accreditation of academic programmes

Name of Operator

[ Accreditation of vocational programmes

Name of Operator

DConUﬂulng Education Fund (CEF) reimbursable courses

Name of Course
Provider:

[Jcontinuing Professional Development (CPD) programmes

Name of Activity
Organiser:

Ol would like to close the account

Supporting Document(s)

@ Please refer to the authorisation form for the supporting documents required. HKCAAVQ will verify the information

eI C S Emagle your selected service(s).
Download Form
—

Document Type File Name Uploaded Date / Time

No related documents uploaded

Upload Documents
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Step 5c: Click , the page of “Upload Documents” will be appeared accordingly,

then click

¢ Please remember to send the signed original copy of e-Portal User Account Authorsied
Declaration Form to HKCAAVQ by post.

Account Service Activation

® Select new service

©You can submit application only after the account is granted for that specific service, please refer to
HKCAAVQ website for service details: http://www.hkcaava.edu.hk/

[ Accreditation of academic programmes

Name of Operator

[ Accreditation of vocational programmes

Name of Operator

[JcContinuing Education Fund (CEF) reimbursable courses

Name of Course
Provider:

[ continuing Professional Development (CPD) programmes

Name of Activity
Organiser:

Ol would like to close the account

Supporting Document(s)

@ Please refer to the authorisation form for the supporting documents required. HKCAAVQ will verify the information
provided and activate your selected service(s).
Download Form

Document Type File Name Uploaded Date / Time

‘ Upload Documents ’

No related documents uploaded

Upload Documents

Document Type: * Supperting Document

Step 5d: When the file was uploaded successfully as shown below, then click

Upload Documents

Document Type: * Supporting Document

File Name: * Select Files

Test 1.pdf (79KB)

Cancel @
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Step 6: If you would like to add a person who can view your application(s), click \en enter
the email address of the person, and check the box of “Receive Notifications”.When

finished, click

The person with following email can view my application(s)

Receive Notifications

Mo records found.

Add Email </

Email: *

Receive Notifications: * Oves ®@nNo

Canc

Step 7: For adding Venues, click and the “Add Address” will be shown. Please enter the
address, then click

*» For CPD activity organiser, you must enter the capacity.

List of Addresses

[}

Address Capacity (For CPD only)

No records found.

Add Address ®

Address: *

Capacity (For CPD only):

Canc
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Step 8: For adding Contact Person, click and fill-in the information under “Add Contact
Person”, then click R

Contact Persons

Sumame First Name Position Contact Phone MNo. Fax No. Email Qrganisation (For CPD only)

Add Contact Person *

ﬂe' =
Surname: *

First Name: ~

Paosition:

Contact Phone No.
Fax No.:

Email:

Contact Address:

Organisation (For CPD
only):

[] Organisation (For CPD enly) only need to be specified when the Organisation is not
listed under the "You can submit application / document for the foliowing organisalions”

section.
o
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2. 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 relevant
guidelines / guidance notes / assessment criteria with Fee Schedule on the
HKCAAVQ website at http://www.hkcaavqg.edu.hk/

e [or enquiries, please contact:

For matters related to accreditation of academic programmes:
Tel: 3658 0242
Email: aaa@hkcaavqg.edu.hk

For matters related to accreditation of vocational programmes:
Tel: 3658 0211
Email: vpa@hkcaavg.edu.hk

For matters related to assessment of Continuing Education Fund (CEF) reimbursable
courses:

Tel: 3658 0241

Email: cef@hkcaavqg.edu.hk

For matters related to assessment of Continuing Professional Development (CPD)
programmes:

Tel: 3658 0176

Email: cpd_ia@hkcaavqg.edu.hk
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