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1. Access the QA i-Portal

The Operating Systems supported by the QA i-Portal are Windows Vista, 7, 8, 8.1, 10; macOS
Sierra, and the supported browsers are Firefox version 18-55, Chrome version 27-60, Safari version
6-10, Internet Explorer 11.

To visit the i-Portal as Applicant, open any supported browser and access QA i-Portal Home Page at
https://iportal.hkcaavg.edu.hk.

HOME PURPOSE OF ASSESSMENT PROCESS OF ASSESSMENT OUTCOMES OF ASSESSMENT HELP / FORMS FAQ

IMPORTANT : This site is for testing purpose only. You must NOT submit any real personal data

Welcome to the
QA i-Portal

[
Welcome to the HKCAAVQ QA i-Portal! 2017.09.01
The QA i-Portal service will be launched in
You are strongly advised to read the Process of Qualifications Assessment and Outcomes of early January 2018.
Qualifications Assessment pages before applying for qualifications assessment.

QA i-Portal allows you to:
e Submit qualifications assessment application form
e Upload qualifications documents
® Pay assessment fee
e Track your application

Online submission:

INDIVIDUAL APPLICANT

CORPORATE APPLICANT



https://iportal.hkcaavq.edu.hk/

2. Create Organisational Account

All applicants are required to have an Account in order to submit Qualifications Assessment.
Organisation wishing to submit Qualifications Assessment applications (i.e. corporate applicant)
should contact HKCAAVQ at gainfo@hkcaavg.edu.hk to create an Organisational Account. Our
staff will open an Organisational Account for your organisation with multiple user accounts under
the Organisational Account as desired.

Organisational
Account

User Account 1 User Account 2 User Account 3

Note that under the same Organisational Account, user account could not see/edit other user
account’s application(s). Organisations are thus not encouraged to have too many user accounts.

Once the user account is opened by our staff, a confirmation email will be sent to the email of user
by QA i-Portal. Click the verification link inside the confirmation email to confirm the user account
and set up your password.

Verify email 255 E ¢

gaiportal@hkecaavq.edu.hk

B SEH-

Dear Ms Alice Chan,

Thank you for creating your HKCAAVQ's i-Portal account.

Please click the following link to verify your email address and set up your new password before making an application.

https:/fiportal.hkcaavg.edu.hk/iapp/jsp_din/gen/gges0204c jsp?EMAIL=z] KXINDH2dmAIc 1jhJ%2FQNWME3C77j352WirzEUHAR%2B8%
3DEACCT_VERIFICATION_TOKEN=UKc0Okh9195c A T4yrbVi2firytec 1UUo1YEqSeagXiniUUJdps ez EZFbKJwmpU1HFzyuzOkOdADoDIY FRZXIIPaHx
mAiMWVg46w1511765660000&SET_LANGUAGE=US

This is a system generated email, please do not reply to this email. For enquiries about Qualifications Assessment service, please email
gqainfo@hkcaavg.edu.hk or call (852) 3658 0285.

Yours sincerely
HKCAAWVQ QA i-Portal

Chan Alice®z =+ :

MEBEUTIRMNEESERETSBE -

EgL T ESESMNET NI EREFNEBLIEHE -

https:/fiportal.hkcaavg.edu.hk/iapp/jsp_din/gen/gges0204c . jsp?EMAIL=zL KXINDH2dmAIc 1jhJ %2FQNWMES3C77j362WirzEUHAR%2B58%

3D&ACCT VERIFICATION_ TOKEN=UKc0Okh9195cAT4yrbViSfirytec 1UUo1YEqSeagXiiUUJdps ez EZFbK wmpU1HFzyuzOkOdADoDIY FRZXIPaHxy
miiM\Wg46w1511766660000&SET L ANGUAGE=TW

EEEMAMEHELHNETEN  SONEHLEE - RHSEFERBEATNES  TEF Fgainfo@nkcaavg.edu hks;EE (852) 3658 0285 -
EESNEEEEETERSETERETFS



mailto:qainfo@hkcaavq.edu.hk

BEPHARRRESER (©) GoBack | fL Welcome FaiKwok 8
Hong Kong Council for Accreditation of
( ) Academic &Vocational Gualifications

& Logout

Ap pointme nt My Profile Search Application System Administration Contact Us

Setup Password *Required field

New Password: * (8-40 case-sensitive alphabets / numbers / symbols
combination)

Re-type New Password: *

QA i-Portal will take you direct to login page for Corporate Applicant.

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

Home thr

HRBNERERRESER
Hang Kong Council for Accreditation of

Cﬁ) Academic & Vocational Qualifications

Login to Qualifications Assessment Online Application Sy stem

Your organisation needs an Account to submit application. f your
organisation does not have an Account, please contact us at
gainfo@h kcaavg.edu hk for account creation.

Email Address:*
Password:*

Forgot Password?




3. Login to corporate user account

To login, click <Corporate Applicant> on QA i-Portal Home Page.

IMPORTANT : This s

C'mme

-_

Welcome to the HKCAAVQ QA i-Portal!

You are strongly advised to read the Process of Qualifica
Qualifications Assessment pages before applying for qualifications assessment.

QA i-Portal allows you to:

e Submit qualifications assessment application form
e Upload qualifications documents

e Pay assessment fee

e Track your application

Online submission:

INDIVIDUAL APPLICANT

CORPORATE APPLICANT

nust NOT submit any real personal data

HOME PURPOSE OF ASSESSMENT PROCESS OF ASSESSMENT OUTCOMES OF ASSESSMENT HELP / FORMS FAQ

Welcome to the
QA i-Portal

2017.09.01
The QA i-Portal service will be launched in
early January 2018.




Click <Login> after reading the Disclaimer.

WELCOME TO QUALIFICATIONS ASSESSMENT ONLINE APPLICATION SYSTEM!

Disclaimer

The Hong Kong Council for Accreditation of Academic and Vocational Qualifications (HKCAAVQ) endeavour to ensure the accuracy of the
information in this website, HKCAAVQ make no warranties, representations and statements (whether express or implied) of any Kind in
relation to the information, including any warranties, representations and statements in respect of the accuracy, completeness, timeliness
and fitness for a particular purpose of the information. In no circumstances shall the information (or any part thereof) be regarded as
professional advice (whether legal or otherwise; and whether general or specific) or a substitute for such.

HKCAAVQ shall not in any circumstances or in any way be liable to any person (including any body of persons, corporate or unincorporated)
for any loss or damage (including consequential, indirect, incidental and special loss/damage) arising out of or in connection with this website
or the information contained in it, the use thereof, or the inability to use thereof.

This website is linked to sites provided by others. HKCAAVQ expressly state that they have not approved or endorsed the information
provided by any other sites linked to this website and HKCAAVQ accept no responsibility or liability (howsoever caused) for such information.

Users are responsible for making their own assessment of the information and the information available through this website. Users are
advised to verify the information and the information available through this website (i.e. by making reference to original publications) and
obtain independent professional advice (including professional legal advice) before acting on any of them.

The HKCAAVQ shall not be held responsible for any consequential effect, nor be liable for any loss or damage. howsoever caused or arising
from the use of or inability to use this website or use of or reliance upon any information or material provided on this website.

The HKCAAVQ endeavours to ensure that the information contained on this website is accurate as at the date of publication, but does not
warrant its accuracy or accept any liability (including third party liability) for any loss or damage, whether or not arising from any error or
omission in compiling such information.

By clicking Login, you agree to the terms of service.




Input Email Address and Password and click <Login> to login to the system.

Home i

FERMAREAEFRR
Hong Kong Council for Accreditation of

( %) Acadernic & Vocational Qualifications

Login to Qualifications Assessment Online Application System

Your organisation needs an Account to submit application_ If your
organisation does not have an Account, please contact us at
gainfo@hkcaavg.edu.hk for account creation.

Email Address:* hkcaavgcorpusert @gmail.com

Password: * ssssssssssssns

Forgot Password?

4. Submit a new application

Send Application Form to applicant

After log in, you will be lead to the ‘My Application’ page. Click the <Create New
Application> button to start.

( @ Academic & Vocational Qualifications

HEPRARERESRR ,.'a_j, Welcome Alice Chan f:[:] Logout |
Hong Kong Council for Accreditation of

My Application My Online Payment My Profile Help / Useful Links Contact Us

My Application

Applicant

Name

Status Message Status Last Application

Case Ref

Changed on Submitted on

Mo records found.

Create New Application




Fill in all required information. Click <Send Application Form to Applicant> button.

Create New Application *Required field ~ *

Applicant's Email Address: *

Applicant's English Name: * v

e
Additional Email:
\

Purpose of Qualifications Assessment: * v

Cancel (WL Application Form to Applicant

Title Surname Given Name

Assessment Fee (HKD): -

X Since Purpose of Qualifications Assessment is related to assessment fee, it could only be
edited by you.

QA i-Portal will send an email with hyperlink accessing the Application Form to the
Applicant’s email address you have filled in. You might want to contact the Applicant yourself
to ensure he/she does not miss the email and to remind him/her to check his/her junk mailbox as
well in case he/she cannot not find it.

Application for Qualifications Assessment ES3552 FEEF(E
qalportal@hkcaavq.edu.hk
REBER -
Dear Mr Tal Man Chan

ABC School Association would like to submit a qualifications assessment application for you

Please click the link below to complete the assessment form
hitps://iportal hkcaavq.edu hk/iapp/isp_din/gen/qges0208 jsp?CORP_APP_TOKEN=:

4BJ4nj7UTJS042bjdEDTVMF ZnSOdZDCEqIWWEL efUucntqblL YxgJ
SET_LANGUAGE=US

When you have completed the application form, it will be sent back to ABC School Association for checking before submission to HKCAAVQ. If further information Is required
you will be contacted later,

Piease note that this link is only valid for 30 days. The supported system of the portal Is Windows Vista, 7, 8, 8.1, 10, macOS Sierra. The supported browser for the portal is Firefox
version 18, Chrome version 27, Safari version 6, Intemet Explorer 8, 9. 10, 11

If you cannot open the application form from the link above, please contact ABC School Association for assistance.

This is a system generated email, please do not reply to this emall. For enquiries about Qualifications Assessment service, please email gainfo@hkcaavg edy hk or call (852) 3658
0285

Yours sincerely

HKCAAVQ QA I-Portal

Chan Tai Man5t%

ABC School Association R 78 X — R EIFESH
WL TESARSMES .

OUKInWREMHOua6QSqIDPDISMigNDEXTSVXSKarbl 15118334510008APPL_ID=618ACTION=CORP_LOGIN&SET LANGUAGE=TW

BERASHTEANE - SHEHRFERE ABC School AssociationfF 25 » #ATAERIEZNSEE  FURSEERRHESHRS - EMEM@ T ABC School
Association B2 7 +

BEE . NESER0FREEY  BETLIFAREEVsta 7881 10 EmacOS Sierra * BFEHEF L= H B ¥H B AFirefox 18 + Chrome 27LIRIES * 910 11+
ORGFZITRLBSATS WA - BACamel School AssociationB: i LI B Ra) -

ARRNULZERFLORTFES  BPEELEE  DOEPEREEBATOEN « TREZgainfo@hkcaavg edu hk L 3| (852) 3658 0285

RS RRMRENEERREREBETS
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A you would like to receive the email notifications sent from QA i-Portal other than the
user account’s email, please input your email address in <Additional Email>.

ii.  Wait for Applicant to fill in the Application Form

When the Applicant is filling in the Application Form, you will be able to see what they have
entered and saved even before they return the Application Form to you. You can see the
Application Form in progress by clicking the name of the applicant under ‘Applicant Name’.

FHRREREARAES S weicome Alice chan | £ Logout |
Hong Kong Council for Accreditation of

C—éj o A ons s My Application My Online Payment My Profile  Help / Useful Links  Contact Us

-~

My Application

Applicant v Status Last  Application
Name Changed on  Submitted on

CHAN tai Pending application  27/11/2017 Application form sent to e
form Chan Tai Man 2711112017

a Status © Message Case Ref

Once the Applicant has completed filling in the Application Form, he/she can click the
<Confirm and send to organisation> to send the Application Form back to you for review.

HHRAMEBERETRSE ﬂEﬁ] Go Back & Welcome Tai Man Chan | <:;D Logout |
Hong Kong Council for Accreditation of

C =) Academic &ocatona! Qualfications My Application  Help / Useful Links  Contact Us

Getfting Started

Warning

Step 1. Essential Information

Step 2. Qualification A person who, either orally or in writing, makes any statement or representation or furnishes any information to

HKCAAVQ or a review committee in connection with the performance of its functions under the HKCAAVQ Ordinance
(Chapter 1150) which the person knows or reasonably ought to know is misleading or false in a material respect
commits an offence and is liable on conviction to a fine at level 5.

Step 3. Document

Step 4. Declaration

Declaration by Applicant

Step 5. Confirmation

| have carefully read, fully understood and accepted all the terms in "Guidance Motes for Application” for the
Qualifications Assessment. | declare that the information provided in this application form is true and complete to the
best of my knowledge and belief, and all documents produced and/or submitted for this application are genuine
documents or their certified frue copies. | authorise and consent to HKCAAVQ making any necessary enquiries,
which requires releasing my personal information provided in this application, for purposes relating to qualifications
assessment. | also authorise and consent fo relevant organisations / agencies to release any record or information fo
HKCAAVQ as may be required for these enquiries.

| authorise Carmel School Association to submit the qualifications assessment application for me.

| agree to the above Declaration

Further Edit Application Form Further Upload Document ‘ Confirm and send to organisation

8



The Application Form will then be returned to you, you will receive an email notification from
QA i-Portal, a message will also be displayed under ‘Message’.

EHPMARERRETER ,':3, Welcome Alice Chan | <:;D Logout |
Hong Kong Council for Accreditation of

Cé) sy s il My Application My Online Payment My Profile  Help / Useful Links  Contact Us

s

My Application

Applicant Status Last  Application Case Ref

n SEiE st Changed on  Submitted on

Name

27/11/2017 Application filled by

CHAN tai Pending application | Chan Tai Man.

Man form 21/11/2017 Application form sent to 21207
Chan Tai Man

O

iii.  Review the Application Form filled by applicant

Click the name of the Applicant under Applicant Name to access the Application Form.

EHBANERERETER L1 welcome Alice Chan | &£ Logout |
Hong Kong Cauncil for Accreditation of

C;é) s sl s o My Application My Online Payment My Profile Help / Useful Links Contact Us

e

My Application

Applicant Status Last ~ Application Case Ref

. FEILE i Changed on  Submitted on

Name:

27/11/2017 Application filed by
CHAN tai Pending application Chan Tai Man.
Man form 27/11/2017 Application form sentto 2/ 1 /2017
Chan Tai Man

O




After reading the ‘Notes for using Qualifications Assessment i-Portal’, click <Next>.

Getting Started

Notes for using Qualifications Assessment i-Portal

Step 2. Qualification About lication and ission of
Step 2a. Teacher Training 1. It normally takes around 30 minutes to review the application form and upload all required documents
Qualification 2. Most fields in the application form could only be filled by the applicant
3. When submitting documents via the QA i-Portal, your organisation (you) are also declaring that you have seen the originals of all submit documents.
Step 3. Document 4. The following file formats are accepted: JPEG, JPG, PDF, PNG. Each file should be less than 5MB. The total size of all files should be less than 50MB.
: 5. Applications for assessing qualifications in relation to pre-primary teacher training qualifications can upload Word file under Syllabus field. The file size limit is 20MB.
Step 4. Declaration About payment:

6. You will be allowed to pay online using credit card. Visa, MasterCard and JCB are accepted. You can download your receipt in the system after payment.
7. If you choose pay by cheque, please remember to write down for the name of the applicant(s) at the back of the cheque. Please refer to the “Guidance Notes for
Application” for detailed payment instructions.

About online application system:
8. If you would like applicant to edit this application form, click the button at the bottom right hand comner to resend this application form to applicant. The hyperlink in
the email previously sent to applicant will become invalid

9. The system will time out automatically if it is idle for 2 hours
10. Draft application not submitted within 1 year will be deleted automatically from the system without further notice

“*= If your browser window is not in full-screen mode, you might not be able to see the
<Next> button. Please maximize your browser window or reduce the zoom level in your
browser window.

o ¥
m hetps hicaav. O -~ & C § .« Notes for using Qualifications A

34 Welcome

! SARASAEmMRAENES
H Hong Kong Council for Accreditation of

C *. & ot O -

Getting Started

Step 1. Essential Information  INOtes for using Qualifications Assessment i-F

~

Step 2. Qualification About application and submission of documents:

Step 2a. Teacher Training 1. R normally takes around 30 minutes to review the application form and

Qualification required documents.
2. Most fields in the application form could only be filled by the applicant
Step 3. Document 3. When submitting documents via the QA i-Portal, your organisation (you
declaring that you have seen the originals of all submit documents
_ 4. The following file formats are accepted: JPEG, JPG, PDF, PNG. Each f
Step 4. Declaration less than SMB. The total size of all files should be less than SOMB
5. Applications for assessing qualifications in relation to pre-primary teacl

qualifications can uplocad Word file under Syllabus field. The file size lir
About payment

6. You will be allowed to pay online using credit card. Visa, MasterCard a
accepted. You can download your receipt in the system after payment

7. i you choose pay by cheque, please remember to write down for the n
applicant(s) at the back of the cheque. Please refer to the “Guidance I
Application” for detailed payment instructions.

About online application system

8. i you would like applicant to edit this application form, click the button i
right hand corner to resend this application form to applicant. The hyp«
email previously sent to applicant will become invalid

9. The system will time cut automatically if it is idle for 2 hours

10. Draft application not submitted within 1 year will be deleted automatica
system without further notice

10



Review the Application Form filled by the Applicant.

Getting Started

tial Information

Personal Particulars

*Required field

Step 4. Declaration

kindergarten education)?
Step 5. Confirmation

Step 6. Payment

pre-primary education (nursery and

sErTETEETT—————— Identity Document Type:: Hong Kong Identity Card
Fani DT ID { Passport Mo i - A123456(7)
Step 4. Declaration English Name [a§ appears on your ID or Mr Chan Tai Man
Passport above):
Step 5. Confirmation Title Sumame First Name
@ ifthe name above isdifferent fom any of your gualification document, you
S\‘.ep . pamnt m.aed o submftpmfofmme change such asdeed poll adoption, marriage or
divoree certificate.
Chinese Name (asappears on your ID or
Passport above):
Contact Phone No. i - 852 98765432
Country Code  Telephone Number
Email Address: hkcaavgexuser2@yahoo.com
Mailing Address: 123 Street, Kowloon, Hong Kong
Purpose of Assessment
Purpose of Qualifications Assessment @ -* For Teacher Registration or Teacher Appointment
Assessment Fee (HKD): 2.815.00
Getting Started
e — Educational Qualifications
Qualification
1 Do you possess anyteacher training OYes @ho
Step 3. Document qualification?
2 Dayou wish to take partin duties relatedto OYes @ Mo

3 Please fill in your highest non-local qualfication. If the qualification contains transfer credits/ credit exe mption, please
also fill in your prior qualification.
Please also fil all your teacher training qualification(s) (if any).

Qualification 1 (Q1)

Award Granting Body:
graduation certificate) @ :
Major i@ -

Location of Study:

Study period (MMYYYY):
Duration:

Mode of Study:

Year of Conferment (YYYY):

Country / Area of Award Granting Body i@ -

Title of Qualffication (as appears on your

Did you receive any credit exemption or
transfer for this qualification? i -

Australia
Royal Melbourne Institute of Technology

Bachelor of Arts

Australia

2017

9 I 2013 to 7 I 2017
4 Year(s)

Full-time

MNo

11




Under ‘Document’ screen, you will be allowed to upload documents on top of what the
Applicant has uploaded. You can also delete documents that have been uploaded by the
Applicant.

Getting Started

Supporting Document(s) *Required fiekl
Step 1. Essential Information

Hication Please choose one of the following: *

® 1. Our organisation chooses to upload documents below and hereby certifies that we have seen the originals of all upload
Step 3. Document documents.

(2. Our organisation chooses to send certified rue copies of applicant's documents by post in one batch

Step 4. Declaration ) -
p Flease upload documents in appropnate field below:

Step 5. Confirmation 3 75MB out of S0MB used

Step 6. Payment :
Q1 Bachelor of Arts (Granting Body: Melbourne State College)

Graduation Certificate and Transcript *

Select Files

Translation Select Files

Any relevant documents (e.g. letter of credit transfer, authenticity report) Select Files

B Document T'E,FFIE' El:lﬁiadéd ECEL

oy Corieateand  peG 120MBjpeg (5] 27112017 16:52:09

[ Translation fﬁl:jé'};;m”‘a'} o 2TH1R017 16:52-14
Delete

Please note that by choosing to upload documents, you are also certifying that you (or your
organisation) have seen the originals of all the documents to be uploaded.

Under ‘Declaration’ screen, you can enter any special message you would like us to know
about this Application under Remarks in ‘Message to HKCAAVQ from your organisation’.

Getting Started Any Other Information (from Applicant) @
Step 1. Essential Information
Remarks:
Step 2. Qualfication
Step 3. Document
Step 4. Declaration
204 SIITmEAT Message to HKCAAVQ from your organisation @
Step 6. Payment
Remarks:

Please disregard Qualification 3 as no transcript could be provided for this qualification.

12



Click <Confirm> to confirm details entered.

Getting Started

Step 1. Essential Information Warning

Step 2. Qualffication ) L . . . )

A person who, either orally or in writing, makes any statement or representation or furnishes any information to
HKCAAVQ or a review committee in connection with the performance of its functions under the HKCAAVQ Ordinance
(Chapter 1150) which the person knows or reasonably ought to knowis misleading or false in a material respect commits
an offence and is liable on conviction to a fine at level 5.

Step 3. Document

Step 4. Declaration

Declaration by Applicant

I'have carefully read, fully understood and accepted all the terms in "Guidance Notes for Application” for the
Qualifications Assessment. | declare that the information provided in this application form is true and complete to the
best of my knowledge and belief, and all documents produced and/or submitted for this application are genuine
documents or their certified true copies. | authorise and consent to HKCAAVQ making any necessary enquiries, which
requires releasing my personal information provided in this application, for purposes relating to qualfications
assessment. | also authorise and consent to relevant organisations / agencies to release any record or information to
HKCAAVQ as may be required for these enquiries.

| authorise Carmel School Association to submit the qualfications assessment application for me.

| agree to the above Declaration

Resend this application formto applicant | Further Edit Application Form | Further Upload Docume

Confirm

=

Choose a payment method and click <Pay and Submit Application> or <Submit
Application>.

EAPWARRREAER ) Go Back | £ Welcome Alice Chan
Hong Kong Council for Accreditation of
( @ Academic & Vocational Qualifications

My Application My Online Payment My Profile Help / Useful Links Contact Us

Getting Started
Step 1. Essential Information Payment Summary *Required field

Step 2. Qualification

Charge ltem Amount (HKD)
Step 3. Document

Basic Application Fee (For Teacher Registration or Teacher Appointment) 2,815.00

Step 4. Declaration

Jotal___2.6815.00

Step 5. Confirmation

Please select payment method: Pay now using Credit Card (Visa, Master accepted)

Submit Application

13



Application is submitted to HKCAAVQ.

FERSRMARERETERE {E] Go Back ,l Welcome Alice Chan | f:"-:' Logout
Hong Kong Council for Accreditation of

C S0 Academicavocationsl Gusificatons My Application My Online Payment My Profle  Help/Useful Links  Contact Us

Application Submitted

You have successfully submitted the application on 27/11/2017 04:43 PM. You can viewthis application under "My Application’ page anytime.
We wil not review your application until all of the following has been received by us by post:

1. Certfied true copies of the certificate and transcript of Q1 Bachelor of Arts of Royal Melbourne Institute of Technology

2 Teacher registration certificate (if any)

3. Photocopies of Hong Kong Identity Card

4. Evidence of name change such as deed poll, adoption, marriage certificate and/or divorce certificate. (if applicable)

5. Translation of the above documents if any of it is not in English/ Chinese (For requirements of translation, please refer to Guidance Notes
for Application)

Please send the above document(s) to our address at:

Hong Kong Council for Accreditation of Academic and Vecational Qualifications
10 Siu Sai Wan Road

Chai Wan

Hong Kong

Upon receiving the above, we will send you email within 5 working days informing you if any further document is required to start the assessment of
this application. Please check your email, including your unk maibox regularby.

The above message will be sent to your email automatically.
Print This Page Download Application Form

Goto My A

‘L Some information could only be filled by Applicant, e.g. their personal information,
qualifications, their Declaration etc. If you would like Applicant to change anything in the
Application Form after he/she has returned the Application Form to you, click <Resend
this application form to applicant>. QA i-Portal will send another hyperlink to Applicant
for access to the Application Form. The hyperlink in the email previously sent to applicant

will become invalid.

SATRERRERENEN
Hong Kong Councll for Accredtation of

C R ratemc b wemonst Oumiticasors. a0 pooication My OninePayment  MyProSle  Help/UsefulLinks  ContactUs

Geting Started

Siop 1. Essential hformation Notes for using Qualifications Assessment i-Portal

Sep 2. Qualfication
Step 3. Document

Sep 4. Declaration
Sep 5. Confrmation

Sep 6. Payment

cedt card Visa and MasterCard are both accepted You can download your

te down for the name of the apphcant(s) at the back of

cason” for detaded payment iInsyutons

the

14




5. Find an application

After login, QA i-Portal will direct you to ‘My Application’ page.

Applications are displayed in chronological order based on the ‘Status Last Changed on’ column

by default.

My Application

Applicant

e Status

0O WILSON Pending application
John form
) Pending application
CIYEUNG Ming (-
0 HO Chui Pending application
Ting form
WONG Chi
O Keung Application submitted
0O CHAN Tai Pending for certified
Man true copies

Message

29/11/2017 Application form sent to
Wilson John.

28/11/2017 Application form sent to
Yeung Ming.

27/11/2017 Application filled by Ho Chul
Ting.

27/11/2017 Application form sent to Ho
Chui Ting.

27/11/2017 HKCAAVQ will contact you
so0n.

27/11/2017 Application filled by Wong Ch
Keung.

27/11/2017 Application form sent to
Wong Chi Keung.

27/11/2017 Please check your email for
details.

27/11/2017 Application filled by Chan Tai
Man

27/11/2017 Application form sent to Chary

+ Status Last
Changed on

20/11/2017

28/M11/2017

271112017

271112017

27112017

Tai Man.

Application
Submitted on

2712017

271172017

Download
Completed
Form

Download
Completed
Form

Upload
Additional
Document

Upload
Additional
Document

To view the records in a specific order, you may change the sorting key by clicking a column
heading. For example, once you click <Applicant Name>, the Applications will be ordered
according to Applicant’s Name.

My Application

~ Applicant e
- Status
0 CHAN Tai Pending for certified
Man true copies
0 HO Chui Pending application
Ting form
[ WILSON Pending application
John form
WONG Chi A
] Keung Application submitted
) Pending application
[JYEUNG Ming form

Message

27/11/2017 Please check your email for
details.

27M11/2017 Application filled by Chan Tai
Man.

27/11/2017 Application form sent to Chan
Tai Man.

27/11/2017 Application filled by Ho Chui
Ting.

27M11/2017 Application form sent to Ho
Chui Ting.

29/11/2017 Application form sent to
Wilson John.

27M11/2017 HKCAAVQ will contact you
S00N.

27/11/2017 Application filled by Wong Chi
Keung.

27M11/2017 Application form sent to
Wong Chi Keung.

28/11/2017 Application form sent to
Yeung Ming.

Status Last
Changed on

2711/2017

27112017

29/11/2017

2711/2017

26/11/2017

Application
Submitted on

2711/2017

2711/2017

Download
Completed
Form

Download
Completed
Form

Upload
Additional
Document

Upload
Additional
Document
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6. Submit additional documents after application is submitted

At the ‘My Application’ page, click <Upload Additional Document> at the end of the row of the

Application you would like to upload additional document for.

My Application

~ Applicant

Name Status

Message

Status Last

Application
Submitted on

Case Ref

O CHAN Tai Pending for certified
Man true copies

0 HO Chui Pending application
Ting form

0 WILSOM Pending application
John form
WONG Chi ! ’

O Keung Application submitted

Pending application

[JYEUNG Ming form

27/11/2017 Please check your email for
details.

27/11/2017 Application filed by Chan Tai
Man

27/111/2017 Application form sent to Chan
Tai Man

27/11/2017 Application filled by Ho Chui
Ting.

27/11/2017 Application form sent to Ho
Chui Ting.

29/11/2017 Application form sent to
Wilson John

27/11/2017 HKCAAVQ will contact you
S00N.

27/11/2017 Application filled by Wong Chi
Keung.

27/11/2017 Application form sent fo
Wong Chi Keung.

28/11/2017 Application form sent fo
Yeung Ming.

Changed on

27112017

271172017

2911/2017

271172017

281172017

271142017 -

2711/2017 -

Download
Completed
Form

Download
Completed
Form

Upload
Additional
Document

Upload
Additional
Document

Upload additional document in the appropriate row by using the ‘Select Files’ button.

Submit Additional Document

Case ID: 485623

Application Submitted On:

Please upload documents in appropriate field below:

375MB out of50MB used

2rmzmT

Q1 Bachelor of Arts (Granting Body: Melbourne State College)

Graduation Cerlificate and Transcript

Translation

Any relevant documents (e.g. letter of credit transfer, authenticity report)

Document Type

File Name

Applicant Mame:

MrWeng Chi Keung

Select Files

Uploaded Date and Time

Other documents

Photocopies of Hong Kong Identity Card €

No related documents uploaded.

Evidence of name change such as deed pell, adoeption, marriage certificate and/or divorce certificate.

Teacher Training qualification documents

Teacher registration cerfificate (if any)

Document Type

File Name

Select Files

Select Files

Uploaded Date and Time

No related documents uploaded.

Download All Documents
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After finish uploading all additional documents, click <Submit>.

Other documents

Photocopies of Hong Kong Identity Card @

Select Files

Evidence of name change such as deed poll, adoption, marriage ceriificate and/or divorce certificate. Select Files

Teacher Training qualification documents

Teacher registration certificate (if any)

M Document Type File Name Uploaded Date and Time

[[] Evidence of name change png file_2.93MB.png ] 20/M11/2017 11:30:37

Download All Documents Ba

"

Previously Submitted Document(s)

Document Type Qual No. File Name Uploaded Date and Time

Graduation Ceriificate and Transcript 1 JPEG_1.20MB jpeg ] 27M11/2017 16:52:09
Photocopies of ID Card / Passport - JPG file (verticle) 1.50MB jpg a 2711112017 16:52:26
Translation 1 JPG file (horizontal)_1.04MB.jpg ] 27M1/2017 16:52:14

7. Download payment receipt

You can only see payment receipt online if you have paid by credit card online. After login, QA i-
Portal will direct you to ‘My Application’ page. Click <My Online Payment>.

FHRNERERAEAEE 51 Welcome Alice Chan | £ Logout
Hong Kong Council for Accreditation of

C =) neademic BocatonalOuaificatons My Application ( My Online Payment )My Profle  Help/ Useful Links  Contact Us
Y

My Application

™ ~ Applicant ; Status Last Application

Status ©

MName Changed on Submitted on

27M12017 Please check your email for

details
CHAN Tai Pending for certified 27111/2017 Application filled by Chan Tai o e
jl‘dan true copies Man 2711172017 2711172017 -
27M1/2017 Application form sent to Chan
Tai Man
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When you are at ‘My Online Payment’ screen, click <View Receipt>.

FHRENANMFRERER
Hong Kong Council for Accreditation of

(:;%3 o e My Application My Online Payment My Profile  Help / Useful Links  Contact Us

FY

:E] Go Back | ,& Welcome Alice Chan | <:;D Logout

My Online Payment

Transaction Date Applicant Applicant First

s e Name Payment Reference Amount (HKD) Status

20/11/2017 12:10 Ho Chui Ting QAAPL_UATR356 2.815.00 Successful

View Receipt

HKCAAVQ would have sent the payment receipt to your registered email upon receiving the
payment if you have settled the payment by other payment methods.

@ “Explanation of Status”

8. Resend Application Form to Applicant

After login, QA i-Portal will direct you to ‘My Application’ page. Click on the name of the
Applicant you would like to resend the Application Form to.

My Application

~ Applicant Status Last Application

Name SR ee=rge Changed on Submitted on LzzzREm

27/11/2017 Please check your email for
details
0 CHAN Tali Pending for certified 27/11/2017 Application filled by Chan Tai
Man frue copies Man
271172017 Application form sent to Chan
Tai Man

Download Upload
27112017 271112017 - Completed Additional
Form Document

27/11/2017 Application filed by Ho Chui

Pending application Ting.

form 27/11/2017 Application form sent to Ho 27112017
Chui Ting.

Pending application 29/11/2017 Application form sent to
John form Wilson John

271172017 HKCAAVQ will contact you
s00N.

271172017 Application filled by Wong Chi
Keung.

271172017 Application form sent to
Wong Chi Keung.

Pending application 28/11/2017 Application form sent to
form Yeung Ming.

20111/2017 - -

Download Upload
27112017 271112017 - Completed Additional
Form Document

DWONG Chi

Keung Application submitted

[JYEUNG Ming 28M11/2017 - -
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Click <Resend this application form to applicant> at the right hand corner.

Getting Started

Step 1. Essential Information

Step 2. Qualification

Step 3. Document

Step 4. Declaration

Step 5. Confirmation

Step 6. Payment

Notes for using Qualifications Assessment i-Portal

About application and submission of documents:

1. It normally takes around 20 minutes to review the application form and upload all required documents.

2. Most fields in the application form could only be filled by the applicant.

3. Your organisation (you) can declare you have seen the originals of all submit documents, you will then be allowed to
upload all required documents.

4. The following file formats are accepted: JPEG, JPG, PDF, PNG. Each file should be less than 5SMB. The total size of
all files should be less than 50MB.

5. Applications for assessing qualifications in relation to pre-primary teacher training qualifications can upload Word file
under Syllabus field. The file size limit is 20MB.

About payment:

6. You will be allowed to pay online using credit card. Visa and MasterCard are both accepted. You can download your
receipt in the system after payment.

7. If you choose pay by cheque, please remember to write down for the name of the applicant(s) at the back of the
cheque. Please refer to the “Guidance Notes for Application” for detailed payment instructions.

About online application system:
8. Ifyou would like applicant to edit this application form, click the button at the bottom right hand comer to resend this
application form to applicant. The hyperlink in the email previously sent to applicant will become invalid.

9. The system will time out automatically if it is idle for 2 hours.
10. Draft application not submitted within 1 year will be deleted automatically from the system without further notice.

—

Resend this application form to applicant >

9. Download submitted Application Form

After login, QA i-Portal will direct you to ‘My Application’ page. Click <Download Completed
Form> on the row of the Application you would like to download submitted Application Form for.

My Application

n" Applicant

Name Status*

Status Last Application

Changed on Submitted on Case Ref

Message

27/11/2017 Please check your email for

details.
. Download Upload
0O S‘:,:N Tai :Drﬁzdcnggléosr certified r217e;r111/2017 Application filled by Chan Tai 27/11/2017 27/11/2017 Completed Additional
27/11/2017 Application form sent to Chan Form Document
Tai Man
27/11/2017 Application filled by Ho Chui
HO Chui Pending application Ting
d Ting form 27/11/2017 Application form sent to Ho 211312047 -
Chui Ting
WILSON Pending application 29/11/2017 Application form sent to %
. John form Wilson John 2011/2017
27/11/2017 HKCAAVQ will contact you
soon
Download Upload
OWONGChi  snniication submitteg 271172017 Application filled by Wong Chi - 57/44/5047 2711112017 : Completed Additional
eung Keung Form Document

27/11/2017 Application form sent to
Wong Chi Keung

The Application Form submitted will start to download immediately.
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10. Download submitted documents

After login, QA i-Portal will direct you to ‘My Application’ page. Click <Upload Additional
Document> on the row of the Application you would like to download submitted document.

My Application

~ Applicant Status Last Application

Status © Message Case Ref

Name Changed on Submitted on

27/11/2017 Please check your email for
details

2 s o = Download Upload
O rc‘;{,:u Tai ::ﬁgdcrgg!!eos. certified 1'2!7zm 1/2017 Application filled by Chan Tai 2711112017 27/11/2017 ) Completed Additional
27/11/2017 Application form sent to Chan Form Document
Tai Man
27/11/2017 Application filled by Ho Chui
HO Chul Pending application Ting
O Ting form 27/11/2017 Application form sent to Ho 2711112017
Chui Ting
WILSON Pending application 29/11/2017 Application form sent to A
= John form Wilson John 2911112017
27/11/2017 HKCAAVQ will contact you
SO Download Upload
J / /. W
O :’(\e?]:e Chi Application submitted i;}r: 2017 Application filed by Wong Chl. = 57,44 o6y 17 27/11/2017 2 Completed Additional
g ) Form Document

27/11/2017 Application form sent to
Wong Chi Keung

You will be at ‘Submit Additional Document’ screen, scroll to the bottom of the screen. Click
<Download All Documents>.

If you would like to download each file individually, you can click the o button next to the file
name under ‘Previously Submitted Document(s)’.

. - A
Submit Additional Document
Other documents
Photocopies of Hong Kong Identity Card @ Select Files
Evidence of name change such as deed poll, adoption, marriage ceriificate and/or divorce certificate. Select Files
Teacher Training qualification documents
Teacher registration certificate (if any) Select Files
Document Type File Name Uploaded Date and Time
No related documents uploaded.
Download All Documents Back
Previously Submitted Document(s)
Document Type Qual No. File Name Uploaded Date and Time
Graduation Certificate and Transcript 1 JPEG_1.20MB jpeg (] 27/11/2017 16:52:09
Photocopies of ID Card / Passport = JPG file (verticle)_1.50MB.jpg (2] 27/11/2017 16:52:26
Translation 1 JPG file (horizontal)_1.04MB.jpg (] 27/11/2017 16:52:14 o

20




11. Change details of user account/password

At the ‘My Application’ page, click <My Profile>.

HAPMERRRAETES
Hong Kong Council for Accreditation of

C @ Academic & Vocational Qualifications

My Application

m ~ Appiicant

Name Status

0 CHAN Tai Pending for certified
Man true coples

&L Logout

S weicome Alice Chan

My Online Payment @ Help / Usetul Links

My Application
-~

Status Last

Message Changed on

27/11/2017 Please check your email for
details

27/11/2017 Application filled by Chan Tai
Man

27/11/2017 Application form sent to Chan
Tal Man

27/11/2017

Contact Us

Application
Submitted on

27/11/2017

After changing the details under your account, click <Save>.

LR LT RS .4 2k 1]
Hong Kong Council for Accreditation of

< @ Academic & Vocational Qualifications

User Profile

Email Address:
English Name: * Ms

Title

Contact Phone No.: 852

Country Code

Organisation:
Department:
Contact Address:

Disallow Documents Upload by
Applicant:

My Application

hkcaavqcorpuser1@gmail.com

@ Go Back | g Welcome Alice Chan | P Logout

Carmel School Association

My Online Payment My Profile Help / Useful Links Contact Us
-
Change Password
v Chan Alice
Surname Given Name
Telephone Number
Position: *

123 Street, Kowloon, Hong Kong

*Required field

Administrative Assistant

21




If you would like to change your password, click <Change Password>.

FRRHERRRRTEE
Hong Kong Council for Accreditation of

@ Go Back ‘ g Welcome Alice Chan | (O Logout J

o

User Profile

Email Address:

English Name: *

Contact Phone No.:

Organisation:
Department:
Contact Address:

Disallow Documents Upload by
Applicant:

-
hkcaavqcorpuser1@gmail.com
Ms 4 Chan
Title Surname
852
Country Code Telephone Number
Carmel School Association
Position: *

123 Street, Kowloon, Hong Kong

My Application My Online Payment My Profile Help / Useful Links

Contact Us

Change Password

Given Name

Administrative Assistant

*Required field

Save

Enter current password, and new password. Click <Save>.

Change Password

Current Password: *

eeccccccccccce
New Password: * eecccccccccece
Re—type New Password: * 00000000000000

combination)

e-sensitive alphabets / numbers

*Required field *
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12. Disallow Documents Upload by Applicant

If you do not want_applicants to upload documents themselves, check the box < Disallow
Documents Upload by Applicant> and click <Save>. All applications created in your account
will not allow applicants to upload documents.

FAHAPRARERETER @ Go Back ‘ & Welcome Alice Chan ‘ P Logout
Hong Kong Council for Accreditation of

Qé) Acaic B ocusionst Omiicaions My Application My Online Payment My Profile ~ Help / Useful Links  Contact Us
-~

User Profile Zrequireditield
Email Address hkcaavqgcorpuser1@gmail.com Change Password
English Name: * Ms v Chan Alice
Title Surname Given Name
Contact Phone No.: 852
Country Code Telephone Number
Organisation: Carmel School Association
Department Position: * Administrative Assistant

Street, Kowloon, Hong Kong

Disallow Documents Upload by
Applicant

In applicants’ online application, the screen will be displayed as below. Step 3 is default set to
< 2. Your organisation will upload the documents for me> and the applicants cannot choose to
upload documents.

FHRMERRRETER ® GoBack | SL Welcome Testing testing Testing &£ Logout |
Hong Kong Council for Accreditation of

Qé) AN SO S N0ne My Application Help / Useful Links Contact Us

Getting Started

Step 1. Essential Information Su pportlng Docu ment(s) *Required field

Step 2. Qualification

Step 3. Document Please choose one of the following:

® 2
Step 4. Declaration 1. I will upload documents below. @ 2. Carmel School Association will upload the documents for me.

Step 5. Confirmation

Back ESENCELLINENE

Please note if you have previously allowed applicants to upload documents, once you choose
‘Disallow Documents Upload by Applicant’, all documents previously uploaded by applicants will
be purged without notification if he/she edit the application form him/herself.
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13. Delete Application

After login, QA i-Portal will direct you to ‘My Application’ page. Check the box next to the
Applicant’s name to select the Application you would like to delete. Click <Delete Selected
Applications>.

~ Appli

Name

CHAN Tai
DMan

WONG Chi
O Keung

O YEUNG Ming

My Application

Status

Pending for certified
true copies

Pending application
form

Pending application
form

Application submitted

Pending application
form

2711/2017 Please check your email for
details.

2711/2017 Application filled by Chan Tai
Man.

27111/2017 Application form sent to Chan
Tai Man

27M11/2017 Application filled by Ho Chui
TIng.

27111/2017 Application form sent to Ho
Chui Ting.

29/11/2017 Application form sent to
Wilson John

27M11/2017 HKCAAVQ will contact you
SO0N.

27111/2017 Application filled by Wong Chi
Keung.

2711142017 Application form sent to
Wong Chi Keung.

28/11/2017 Application form sent to
Yeung Ming.

Status Last
Changed on

271172017

27112017

291172017

27112017

28M11/2017

Submitted on

Download Upload
27112017 - Completed Additional
Form Document
Download Upload
2711/2017 - Completed Additional
Form Document

Delete Selected Applications

———

Click <OK> if you are sure you want to delete the selected Application.

Name

CHAN Tai
O Man

HO Chui
| Ting

WILSON
od
John

WONG Chi
| Keung

[JYEUNG Ming

My Application

Siatus

Pending for certified
frue copies

Pending application
form

Pending application
form

Application submitted

Pending application
form

2711/2017 Please check your email for
details.

Status Last
Changed on

Submitted on EEEERES

- Download Upload
512:11’20” Application filed by Chan Tal 57440047 27/11/2017 . Completed Additional
2?]\1 11-201 7 Apnl\r‘ﬂ'inn farm cant tn Than Form Documenl
S x4
271112017 Ap
Ting. el Are you sure you want to delete the selected record(s)? -

27112017 Ap &
Chui Ting.
29/11/2017 Ap
oK G | -
Wilson John [ ok ] ) conce
27/11/2017 HKCAAVQ will contact you —
soon.
" . Download Up‘DEd

i‘gmfzm 7 Application filled by Wong CNi 57,4 41547 271112017 - Completed Additional

g Form Document

27M11/2017 Application form sent to
‘Wong Chi Keung.

28/11/2017 Application form sent to
Yeung Ming.

281172017

Delete Selected Applications
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