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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.
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Welcome to the HKCAAVQ QA i-Portal!

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

QA i-Portal allows you to:

Submit qualifications assessment application form
Upload qualifications documents
Pay assessment fee

.
.
.
e Track your application

Online submission:

INDIVIDUAL APPLICANT

CORPORATE APPLICANT

OUTCOMES OF ASSESSMENT

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

HELP / FORMS

FAQ

Welcome to the
QA i-Portal

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



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

2. Create an Account

All applicants are required to have an Account in order to submit Qualifications Assessment.

To create an Account, click <Individual Applicant> on QA i-Portal Home Page.
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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
® Upload qualifications documents

e Pay assessment fee

e Track your application

Online submission:

INDIVIDUAL APPLICANT

CORPORATE APPLICANT




Click <New Users>.
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NEW USERS
LOGIN FOR EXISTING ACCOUNTS

Fill in all information as required. The email address filled in here will be used to login and receive
notification from QA i-Portal. Click the box next to ‘I’m not a robot’.

New User Registration *Required field
Email Address: hkcaavgexuseri@gmail com
Re-type Email Address: * hkcaavgexuseri @gmail.com
Password: * eeeeessenssens (8-40 case-sensitive alphabets / numbers / symbols
combination)

Re_type Password * (ZITETITTI Y]}
English Name: * Mr Chan Tai Man

Title Surname Given Name
Contact Phone No.: 852 98765432

Country Code Telephone Number
Verification

™
not a robaot




Follow the instruction to complete the Verification.

Select all squares with

NP street signs

If there are none, click skip

Verif

ai Man

Click <Submit>.

New User Registration

Email Address: * hkcaavgexuseri@gmail.com

Re-type Email Address: hkcaavgexuser@gmail.com

Password: * sssssssssenene

Re-type Password: * sssssssasess

English Name: * Mr Chan
Title Sumame

Contact Phone No.: 852 98765432
Country Code Telephone Number

Verification

\/ I'm not a robot

*Required field

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

Tai Man

Given Mame
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_




A confirmation email will be sent to your email by QA i-Portal. Click the verification link inside the
confirmation email to confirm your email address.

Verify email E2:E 14

gaiportal@hkcaavg.edu.hk
Dear Mr Tai Man Chan,
Thank you for creating your HKCAAVQ's i-Portal account.

Please click the following link to verify your email address before making an application.

ACCT VEF{IFICATION TOKEN 2Eb)(905quRcZSS‘fe1 N‘]D1YOaHUmNtNIQOI‘-.iCIKZODﬁYﬁGALTdDSVNBDF'UT1|

Udn7hJVEBYnxfondVEKVDDjnemYvjtS9mgpSYap1513747794000&ACTION=ACT_ACCOUNT_VERIFICATION&SET_LANGUAGE=US

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

Yours sincerely
HKCAAVQ QA i-Portal

Chan Tai Mans&sE .
OB TIrNZEETERETERE -
EELTESESMNETMIULIETSE -

ACCT VEF{IFICATION TOKEN 2Eb)(905quRcZSS‘fe1 N‘]D1YOaHUmNtNIQOI‘-.iCIKZODﬁYﬁGALTdDSVNBDF'UT1|

Udn7hJVEBYnxfondVEKVDDjnemYvjtS9mgpSYap1513747794000&ACTION=ACT_ACCOUNT_WVERIFICATION&SET LANGUAGE=TW

EEERSGEHEENETIE  EVEELER - NS EREFEEBETOES  TEF Eqainfo@nkeaavg edu hksiEE (852) 3658 0285 -
EERM AR EER AR EFERE TS

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

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

Home a7

FHBMARFRESER
Hong Kong Council for Accreditation of

C é} Academic & Vocational Qualifications

Login to Qualifications Assessment Online Application System

If you do not have an Account, please click here to Create New Account.

Email Address: *
Password: *

Faorgot Password?

Login




3. Login to Account

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

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

IMPORTANT : This site is for
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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 As early January 2018.
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QA i-Portal allows you to:

e Submit qualifications assessment application form

® Upload qualifications documents

e Pay assessment fee

e Track your application

Online submission:




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, HKCAAYVQ 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 fo verify the information and the information available through this website (i.e. by making reference fo 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.

S—

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

Home =257

ERBHAREAESER
Hong Kong Council for Accreditation of

( @ Acadernic & Viocational Qualifications

Login to Qualifications Assessment Online Application System

If you do not have an Account, please click here to Create New Account.

Email Address: * hkcaavgexuseri @gmail.com

Password: * ssssssssssnens

Forgot Password?




4. Submit a new application

i. If you/your authorised person could come to our office to show the originals of all
documents when collecting the Report for Qualifications Assessment (i.e. the assessment
result), you will be allowed to upload documents in the QA i-Portal, to prepare for
uploading, scan or take photos of the following in separate files:

1. ID card or passport;
2. Graduation certificate;
3. Official final transcript

Depending on the purpose of qualifications assessment, you might need to scan or take
photos of the following in separate files as well:

1. Documentary proof(s) of supervised teaching practice(s) (Only for the purpose of
teacher registration or teacher appointment)

2. Syllabus showing the content and course hours of each subject of your pre-primary
teacher training programme (Only for applicants who wish to assess qualifications in
relation to pre-primary teacher training)

3. Signed Application Form for Community Care Fund (CCF) Subsidy for Holders of
Non-local Qualifications for Conducting Qualifications Assessment (Only for CCF
scheme applicants)

4. Evidence of subsidy scheme approval (Only for CCF scheme applicants)



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

HHRBMERERREFRSE L1 wWelcome Tai Man Chan & Logout
Hong Kong Council for Accreditation of

C@ Academic &Vocational Qualifications 0 Apsiication My Online Payment My Profile  Help /Useful Links  Contact Us

-

My Application

Applicant
Name

Status Last Application
Changed on Submitted on

Status Message

Case Ref

Mo records found.

You will then at the ‘Getting Started’ page of the Application Form. After reading the
Notes for using Qualifications Assessment i-Portal, click <Next>.

Getting Started

Step 1. Essential Information Notes for using Qualifications Assessment i-Portal

SiEnE QUM About application and submission of documents:

Step 3. Document 1. Atthe end of the online application, you will be required to declare you have read and agree to all the terms in
“Guidance MNotes for Application”, which is available here.
Step 4. Declaration 2. If youlyour authorized person can come to our office to show the originals of all documents for verification when

collecting your assessment report, you would be allowed to upload your documents. The following file formats are
accepted: JPEG, JPG, PDF, PNG. Each file should be less than SMB. The total size of all files should be less than S0MB.

3. Applicants who wish to assess qualifications in relation to pre-primary teacher training qualifications can upload Word file
under Syllabus field. The file size limit is 20MB.

Step 5. Confirmation

Step 6. Payment

About payment:

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

5. If you choose to pay by cheque or telegraphic transfer, please remember to write your name at the back of the
cheque/remarks field in the transfer. Please refer to the “Guidance Notes for Application” for detailed payment
instructions.

About online application system:

. It normally takes around 30 minutes to complete the whole Application Form.

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

. You can save at anytime and return to complete this application later.

. Draft application not submitted within 1 year will be deleted automatically from the system without further notice.

00~ m




Fill in your personal particulars in appropriate field. Choose
Qualifications Assessment.

After filling all required information, click <Save and Next>.

your Purpose for

Step 1. Essential Information

Step 2. Qualification

Step 3. Document

Step 4. Declaration

Step 5. Confirmation

Step 6. Payment

Personal Particulars

Identity Document Type: *
ID / Passport No. i@ -~

English Name (as appears on your ID or
Passport above): *

Chinese Name (as appears on your |D or
Passport above):

Contact Phone No. i@ *

Email Address:

Additional Email:

Mailing Address: *

Purpose of Assessment

Hong Kong ldentity Card

Y123456(7)
Mr [v] chan
Title Surname

(1] If the name above is different from any of your gualification document, you need
to submit proof of name change such as deed poll, adoption, marriage or divorce

certificate.

BT

852 98765432
Country Code  Telephone Number

hkcaavgexuseri@gmail.com

Flat 1, 1/F, Block 1, 123 Street. Kowloon

Tai Man

Given Name

*Required field

&

Purpose of Qualifications Assessment i@ - *

General Purpose

™

Assessment Fee (HKD):

2,945.00

Back

oG )
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0 The difference between different Purpose for Qualifications Assessment is illustrated under
‘Purpose of Assessment’ page in homepage.

S BAPNERERENES %+ SiteMap Contact Us
4 Hong Kong Council for Accreditation of
- Academic & Vocational Qualifications

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

Purpose of

Qualifications
Assessment

Purpose of Qualifications Assessment

General Purpose

The assessment will assess whether the totality of applicants’ educational qualifications meets the standard of a particular level of qualification
in Hong Kong. For example, Bachelor Degree at Level 5 of the Hong Kong Qualifications Framework.

Teacher Registration/ Teacher Appointment Purpose

Other than totality as stated above, the assessment also assess whether a teacher training qualification can make reference to Hong Kong's
teacher training qualification:

+ Information Sheet for QA Applicants seeking to becoming teachers in Hong Kong | PDF
+ General Information on local Teacher Training Qualifications | PD

Quality Migrant Admission Scheme (QMAS) Purpose

Qualifications assessment for the purpose of admission to Hong Kong under the Quality Migrant Admission Scheme (QMAS), Report for
Qualifications Assessment will be fax to Hong Kong Immigration Department direct:

+ Information Sheet for QMAS Applicant seeking the QA Service | PDF

Community Care Fund - Subsidy for Conducting Qualifications Assessment

Community Care Fund will subsidize people with economic needs to conduct qualifications assessment during September of 2017 to August of
2020. Please visit Education Bureau’s website to know more about the criteria and coverage of the Subsidy Scheme. Eligible participants must fill
in the following application form and submit it with their qualifications assessment application:

+ CCF Subsidy for Persons Holding Non-local Qualifications to Conduct Qualifications Assessment Application Form | PDF

11



iv. Under ‘Qualification’ screen, follow instructions on screen to answer question(s) and enter
qualifications information. You could add more qualification by clicking <Add Additional
Quialification>.

Getting Started

Step 1. Essential Information

2. Qualification

Step 3. Document

Step 4. Declaration

Step 5. Confirmation

Step 6. Payment

Educational Qualifications

"Required field

1 Please fill in your highest non-local qualification. If the qualification contains transfer credits/ credit exemption, please also fill in your

prior qualification.

Qualification 1 (Q1)
Country / Area of Award Granting Body @ - *
Award Granting Body: *

Title of Qualification (as appears on your
graduation certificate) @ : *

Major i@

Location of Study: *

Year of Conferment (YYYY):*

Study period (MMYYYY): *

Duration: *

Mode of Study: *

Name of operator in Hong Kong (if any):

Did you receive any credit exemption or transfer for
this qualification? @ : *

United Kingdom
Edinburgh Napier University

Bachelor of Science

Hong Kong
2017

9 /I 2016 fo 7 i 2017

1 Year(s)

Full-time
Mo

Add Additional Qualification

After filling in all required information, click <Save and Next>.

Getling Started

Step 1. Essential Information

Step 2. Qualification

Step 3. Document

Step 4. Declaration

Step 5. Confirmation

Step 6. Payment

Mode of Study: *
Name of operator in Hong Kong (if any):

Did you receive any credit exemption or transfer for
this qualification? @ : *

Full-time

No

Qualification 2 (Q2)
Country / Area of Award Granting Body @ - *
Award Granting Body: *

Title of Qualification (as appears on your
graduation certificate) @ : *

Major i@ -

Location of Study: *

Year of Conferment (YYYY): *
Study period (MM/YYYY): *
Duration: *

Mode of Study: *

Did you receive any credit exemption or fransfer for
this qualification? @ : =

Delete Qualification
Hong Kong
Vocational Training Council

Higher Diploma in Science

Hong Kong
2016

9 / 2014 fto 7 / 2016

2 Year(s)

Full-time
Mo

12




If your Purpose of Qualifications Assessment is For Teacher Registration or Teacher
Appointment, and you possess teacher training qualification, you will be lead to ‘Teacher
Training Qualification’ page, follow instructions on screen to answer questions and/or
enter information about your supervised teaching practice.

After filling in all required information, click <Save and Next>.

Getting Started
Step 1. Essential Information Teacher Training Qualification *Required field

Step 2. Qualification

Step 2a. Teacher Training

1 Please answer below questions for each teacher training qualification:

Qualification Q1 Postgraduate Certificate in Education (Granting Body: University of Sunderland)

Step 3. Document 1 Have you completed supervised teaching practice during the study of this ®yves ONo
qualification? @ *

Step 4. Declaration

ra

How many weeks in total was the supervised teaching practice? * 12

Step 5. Confirmation

L

How many hours in total was the supervised teaching practice? * ag

Step 6. Payment
Would you provide supervised teaching practice proof issued by University of ®yes  ONo

Sunderland? Please note that without the document, your assessment result
could be affected. *

£

L] Supervised teaching practice proof must be issued by the granting body of the qualification with an official lefterhead and
stamp, and include the following content:

1. the number of weeks and hours of all supervised teaching practice(s);

2. the setting, i.e. Kindergarten, primary or secondary schools, of all supervised teaching practice(s);

3. the range(s) of age and grade of the students taught in all supervised teaching practice(s) (for applicants who possess
teacher training qualifications in pre-primary or primary education)

Back Sav Save and Mext

13



v. Under ‘Document’ screen, you will be allowed to upload your qualification documents if
you/your authorised person could come to our office to show the originals of all documents
when collecting your assessment result.

(1 If you/your authorised person could not come to our office to show the originals of all
documents, you will be required to send us certified true copies of all documents submitted by
post. All certified true copies should be certified by a notary office, a law firm, the relevant
granting body/bodies or consulate.

Click <Select Files> in appropriate field to choose the file you would like to upload.

Getling Started

Supporting Document(s) “Required field
Step 1. Essential Information
Step 2. Qualification Would you/your authorized person come to our office to show the originals of all documents when collecting your assessment result? (Our office
Bl hours is Monday to Friday, 8:45 am fo 1:00 pm, 2:00 pm to 5:45 pm. Office is closed on public holidays.) *
®yes Oho

Please choose one of the following: *
Step 4. Declaration

@ will upload documents below. O will submit documents by post in one batch.

Step 5. Confirmation Please upload documents in appropriate field below:

Step 6. Payment OMB out of 50MB used.

Q1 Bachelor of Science (Granting Body: Edinburgh Napier University)

Graduation Certificate and Transcript * Select Files

Translation

Select Files

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

Document Type File Name:

r oaded Date and Time

No related documents uploaded.

Q2 Higher Diploma in Science (Granting Body: Vocational Training Cquncil)
Graduation Certificate and Transcr\pt *
Translation

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

Document Type File Name Up oaded Date and Time

No related documents uploaded.
Other documents

Hong Kong Identity Card @ * Select Files

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

Select Files
certificate. elect File

Document Type File Name:

Uploaded Date and Time

No related documents uploaded.

Back Save and Next

14



QA i-Portal will begin to upload your file once you select the file(s). Status of uploading
will be shown in the row under the Section.

Getting Started

Step 1. Essential Information

Step 2. Qualification

Step 4. Declaration

Step 5. Confirmation

Step 6. Payment

Supporting Document(s) *Required field

Would you/your authorized person come to our office to show the originals of all documents when collecting your assessment result? (Our office
hours is Monday to Friday, 8:45 am to 1:00 pm, 2:00 pm to 5:45 pm. Office is closed on public holidays.)*

®yes ONo

Please choose one of the following: *
® | will upload documents below O will submit documents by post in one batch.
Please upload documents in appropriate field below:

3.13MB out of S0MB used.

Q1 Bachelor of Science (Granting Body: Edinburgh Napier University)
Graduation Certificate and Transcript *

Translation

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

Document Type File Name

Uploaded Date and Time

Graduation Ceriificate and

i 90%
Transcript JPEG_3.12MB jpeg

Once the file is successfully uploaded, it will show the Uploaded Date and Time.

Getting Started

Step 1. Essential Information

Step 2. Qualification

ocument

Step 4. Declaration

Step 5. Confirmation

Step 6. Payment

Supporting Document(s) *Required field

‘Would you/your authorized person come to our office to show the originals of all documents when collecting your assessment result? (Our office
hours is Monday to Friday, 8:45 am to 1:00 pm, 2:00 pm fo 5:45 pm. Office is closed on public holidays.) *

®yes Mo

Please choose one of the following: *
@ | will upload documents below. O will submit documents by post in one batch.
Please upload documents in appropriate field below:

1.2MB out of S0MB used.

Q1 Bachelor of Science (Granting Body: Edinburgh Napier University)
Graduation Certificate and Transcript *

Translation

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

0 Graduation Certificate and

Transcript JPEG_1.20MB jpeg (1]

22/12/2017 11:28:03

15



0 If you would like to delete the file that has been uploaded, click the box on the left hand
side of the file and click <Delete> button.

Getting Started

Step 1. Essential Information

Step 2. Qualification

Step 3. Document

Step 4. Declaration

Step 5. Confirmation

Step 6. Payment

Supporting Document(s) *Required field

Would you/your authorized person come to our office to show the originals of all documents when collecting your assessment result? (Our office
hours is Monday to Friday, 8:45 am to 1:00 pm, 2:00 pm to 5:45 pm. Office is closed on public holidays.) *

@yves ONo

Please choose one of the following: *

@ will upload documents below.  O1 will submit documents by post in one batch
Please upload documents in appropriate field below:

3.13MB out of 50MB used

Q1 Bachelor of Science (Granting Body: Edinburgh Napier University)

Graduation Certificate and Transcript * Select Files
Translation

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

Uploaded Date and
Time

M Document Type File Name

nscript

‘ @ Sjpcudion Ceriicate:and JPEG_3.12MB jpeg - 22/12/2017 11345

Delete

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

®Yes ONo

3.13MB out of 50MB used

Please choose one of the following: *

@ will upload documents below. O will submit documents by post in one batch

Please upload documents in appropriate field below:

Message from webpage x|

Translation

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

Q 1 Bachelor Of SCI ‘e‘ Are you sure you want to delete the selected record(s)? ive rSltY)

Graduation Certificate and @ = Select Files
4

Select Files

Select Files

After uploading all required information, click <Save and Next>.

Getting Started

Step 1. Essential Information

Step 2. Qualification

Step 3. Document

Step 4. Declaration

Step 5. Confirmation

Step 6. Payment

Other documents

Hong Kong Identity Card @ * Select Files

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

certificate
B Document Type File Name #i‘:]']":ded e atc
11D Card / Passport JPEG_1.20MB jpeg o 22/12/2017 11:43:04

Download All Documents

XLk Save and Next

16




vi. Under ‘Declaration’ page, you can enter any special message you would like us to know
about this Application under Remarks in ‘Any Other Information’.

Getting Started

Any Other Information ©

Step 1. Essential Information

Step 2. Qualification Remarks:

Step 3. Document

Step 4. Declaration

Step 5. Confirmation

Warning

Step 6. Payment

A person who, either orally or in writing, makes any statement or representation or furnishes any information to HKCAAVQ or a
review commitiee 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.

Declaration by Applicant

| 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 submitied 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 gualifications assessment. | also authorise and consent to relevant organisations /
agencies to release any record or information to HKCAAVQ as may be required for these enguiries.

[] Iagree to the above Declaration

Back Save

Read the Warning and Declaration by Applicant paragraph. Click the box to declare if you
agree to the Declaration. Click <Save and Next>.

Getting Started

Any Other Information ©

Step 1. Essential Information

Step 2. Qualification Remarks:

Step 3. Document

Step 4. Declaration

Step 5. Confirmation

Warning

Step 6. Payment

A person who, either orally or in writing, makes any statement or representation or furnishes any information to HKCAAVQ or a
review commitiee 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.

Declaration by Applicant

| 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 gualifications assessment. | also authorise and consent to relevant organisations /
ereyCies to release any record or information to HKCAAVQ as may be required for these enguiries.

hgree to the above Declaration

Back

17



Review what you have entered or declared previously. Click <Confirm> to confirm details
entered.

Getting Started Warn ing

Step 1. Essential Information

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

Step 2. Qualification 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
Step 3. Document commits an offence and is liable on conviction to a fine at level 5.

Step 4. Declaration

Declaration by Applicant
Step 5. Confirmation

Step 6. Payment | 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 enguiries,
which requires releasing my personal information provided in this application, for purposes relating to qualifications
assessment. | also authorise and consent to relevant organisations / agencies to release any record or information
to HKCAAVQ as may be required for these enguiries.

| agree to the above Declaration

Further Edit Application Form Further Upload Documelt

Click <OK> to acknowledge that you understand that you would not be allowed to edit the
Application Form further.

Getting Started Warning

Step 1. Essential Information

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

Step 2. Qualification 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 ofageacs i il i o binn b o e el £

Step 3. Document Message from webpage ﬂ

P

Step 4. Declaration _
b vou will not be allowed to edit the application further, Click OK to

Step 5. Confirmation DeCIa rat L __,-I proceed or Cancel to edit your application.

Step 6. Payment | have carefull
Qualifications

Motes for Application” for the

tion form is true and complete to the
best of my kn - for this application are genuine
documents or their certified true copies. | authorise an nt to HKCAAVQ making any necessary enguiries,
which requires releasing my personal information provided in this application, for purposes relating to gualifications
assessment. | also authorise and consent to relevant organisations / agencies to release any record or information
to HKCAAVQ as may be reguired for these enquiries.

| agree to the above Declaration

Further Edit Application Form Further Upload Document

18



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

Getting Started

Step 1. Essential Information Payment Summary *Required field
Step 2. Qualification
Charge ltem Amount (HKD)
Step 2a. Teacher Training
Qualification Basic Application Fee (For Teacher Registration or Teacher Appointment) 2,8615.00
Step 3. Document Total:  2,815.00
Step 4. Declaration Please select payment method: *

Step 5. Confirmation

Step 6. Payment Submit Application

If you choose to pay online, it will lead you to payment gateway where you enter your
credit card information.

HKCAAVQ

Secure payment g

Card number *
|
3l @ wvisa
Expiry month = Expiry year*
MM ] Yy ||

Cardholder name *

Security code *

==y 3 digits on back of your card

The next screen you see may be payment card verification through your card issuer.
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Once the payment is successful, it will lead to Application Submitted Screen.

Application Submitted

You have successfully submitted the application on 21/12/2017 12:09 PM. You can view this application under 'My Application' page
anytime.

We will send you email within & working days informing you if any further document is required to start the assessment of this
application. Please check your email, including your junk mailbox, regularly.

If you do not receive email after 5 working days, you may contact us at qainfo@hkcaavg.edu hk or call us at 3658 0285 to follow up on
your application.

The above message will be sent to your email automatically.

Print This Page Download Receipt Download Application Form

Go to My Application

If you choose to pay by other method, it will lead you to Application Submitted Screen
direct.

Application Submitted

You have successfully submitied the application on 22/12/2017 03:11 PM. You can view this application under 'My Application' page anytime.
We will not start to process your application until all of the following has been received by us by post:

1. Original payment evidence
Payment Instruction:
Crossed cheque from a bank account in the HKSAR in Hong Kong currency to "Hong Kong Council for Accreditation of Academic and Vocational
Qualifications”

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

Hong Kong Council for Accreditation of Academic and Vocational 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 junk mailbox, regularly.

The above message will be sent to your email automatically.

Print This Page Download Application Form

Go to My Application
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5. 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

v Status
Last
Changed
on

Application
Submitted Case Ref
on

Applicant

Name Status Message:

Download Upload
211272017 211272017 - Completed Additional
Form Document

0 CHAN Tai  Application 21122017 HKCAAVQ will
Man submitted contact you soon.

Create New Application

Upload additional document in the appropriate row by using the <Select Files> button.

Submit Additional Document

Case ID: 48660 Applicant Name: Mr Chan Tai Man

Application Submitted On: 21M12/2017

Please upload documents in appropriate field below:

6.88MB out of SOMBE used.

Q1 Postgraduate Certificate in Education (Granting Body: University of Sunderland)

Graduation Certificate and Transcript

Translation

Select Files

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

Document Type File Name | Iploaded Date and Time

No related documents uploaded.

Q2 Bachelor of Arts with Honours (Sociology) (Granting Body: University of Leedsj

Graduation Certificate and Transcript Select Files

Translation Select Files

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

Document Type File Name Uploaded Date and Time

No related documents uploaded.
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After finish uploading all additional documents, click <Submit>.

Other documents

Hong Kong ldentity Card @

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

Teacher Training qualification documents
Supervised Teaching Practicum Proof of Q1 - Postgraduate Certificate in Education Select Files

Teacher registration certificate (if any)

W Document Type File Name

[] Evidence of name change png file_2.93MB.png [+]

Download All Documents

Previously Submitted Document(s)

Document Type Qual No. File Name Uploaded Date and Time

Graduation Certificate and Transcript 1 JPEG_1.20MB.jpeg [+ 21122017 12:00:08
Graduation Certificate and Transcript 2 JPEG_3.12MB jpeg (2] 21/12/2017 12:00:11
|D Card / Passport - JPG file (horizontal)_1.04MB.jpg [+ 2112/2017 12:00:13
Supervised Teaching Practicum Proof 1 JPG file (verticle) 1.50MB.jpg [+ 21122017 12:00:19

6. 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>.

EERMARERRIRE S£1 welcome Tai Man Chan | &L Logout |
Hong Kong Council for Accreditation of

(;%ﬁ S5 o 08l o My Application( My Online Payment ) My Profile  Help / Useful Links  Contact Us
rF

My Application

Applicant
Name

v Status Last Application

- Changed on Submitted on

Case Ref

Status Message

CHAHN Tai
O Man

21/12/2017 HKCAAVQ will contact you

- 211272017 21/12/2017 -

Application submitted
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When you are at ‘My Online Payment’ screen, click <View Receipt>.

BHRBMANERERER
Hong Keong Council for Acereditation of

Cﬁ I s s My Application My Online Payment My Profile Help / Useful Links Contact Us

Fs

iE] Go Back | E, Welcome Tai Man Chan | <::D Logout

My Online Payment

Transaction Date Applicant Applicant Given

e ST TrE Name Payment Reference Amount (HKDY) Status

2112/2017 12:09 Chan Tai Man QAAPL_UATR3137 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.

7. 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

Applicant = v Status Last  Application
B Name Status€ ieak Changed on  Submitted on Casc Rel
) ) ) Download Upload
15 /i
CgaNe Aot gupincAaawmenEL  oyupow  2ingomr - Completed ) Additional
> Y : Form Document

Create New Application

The Application Form submitted will start to download immediately.
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8. 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

v Status Last ~ Application

W \ame Status@ MESS e Changedon Submittedon  C25€ Ref
) S : Download Upload
/
CgaNT  Sonicain S TTRANANIORE.  ouupsr  gmzmE f Compieted [  Additional
i 2 Form Document

Create New Application

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 © button next to the file
name under ‘Previously Submitted Document(s)’.

Submit Additional Document

Other documents

Hong Kong Identity Card @ Select Files

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

Teacher Training qualification documents

Supervised Teaching Practicum Proof of Q1 - Postgraduate Certificate in Education
Teacher registration certificate (if any)

Document Type File Name Uploaded Date and Time

No related documents uploaded.

Download All Documents

Previously Submitted Document(s)

Document Type Qual No. File Name Uploaded Date and Time

Graduation Certificate and Transcript 1 JPEG_1.20MB.jpeg (] 21M12/2017 12:00:08
Graduation Certificate and Transcript 2 JPEG_3.12MB jpeg (] 21122017 12:00:11
ID Card / Passport - JPG file (horizontal)_1.04MB.jpg (1] 21122017 12:00:13
Supervised Teaching Practicum Proof 1 JPG file (verticle)_1.50MB jpg (] 21/12/2017 12:00:19
v
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9. Change details of user account / password

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

EHANRRERETER Sy weicome TaiMan chan | &£ Logout |
Hong Keng Council for Accreditation of i

-

My Application

v Status Last

Applicant - loce
Name Status LEEEELE Changed on
0 ﬁgﬁN Tai Application submitted i;gﬂEQU‘l 7 HKCAAVQ will contact you 21/12/2017

Cé..ﬁ scslenich otondl usiiosine My Application My Online Payment @ Help / Useful Links

Application
Submitted on

2112/2017

Contact Us

Case Ref

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

HRBMEREARIER (© GoBack | L) welcome Tai Man Chan &£ Logout
Hong Kong Council for Accreditation of

-

User Profile
Email Address: hkcaavgexuseri @gmail.com Change Password
English Name: * Mr v Chan Tai Man
Title Surname Given Name
Contact Phone No.: 852 098765432
Country Code Telephone Number

C S Acatemicsocaiona ualficaions —\ aooicaion vy Online Payment My Profile  Help / Useful Links

*Required field

Contact Us

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

EHBENARERRTARSE (© GoBack | L) Welcome Tai Man Chan | &£ Logout
Hong Kong Council for Accreditation of

-

User Profile

Email Address: hkcaavgexuser!@gmail.com Change Password

English Name: * Mr [v] Chan al Man
Title Surname Given Name

Contact Phone No.: 857 098765432

Country Code Telephone Number

C@ Silk s osionsl Bl ichens My Application Iy Online Payment My Profile Help / Useful Links Contact Us

*Required field

Save

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

Change Password *Required field

Current Password: * ssssescssssene
) . e | el I i
New Password: * eeensesesses (8-40 case-sen_st\_.-e alphabets / numbers /
symbols combination)
Re-type New Password: [ —

x

26




10. 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>.

My Application

v Status Last

Applicant _— > Application .
”‘eSSagE '(_:r:]anged Submitted on Case Ref
c\AN Tai  Pending
Mg application form - 231212017
) . . Download Upload
OgHANTal  Applcatien 21122017 HKCAAVQ Wl conaet p1iap017 - 21122017 - Completed  Additional
’ y : Form Document

Delete Selected Applications Zreate New Application

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

My Application

v Status Last

Applicant e Application Case Ref

m,,
Name Message from webpage

CHANTai  Pending
Man application form
CHANTai  Application 2112/2017 | EESWIEL L TE
U an submitted you soon - Completed  Aaditional
' OK I Cancel Form Document
/7
V

Delete Selected Applications Create New Application
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11. Status of Application

After application is submitted, HKCAAVQ will check the application thoroughly. If HKCAAVQ
can start the application, you will receive an acknowledgement email and the status of the
application will be changed to ‘Assessment started’. Normally, we will send you email around 7
working days informing you if any further document is required; please check your email, including
your junk mailbox, regularly. If you do not receive email after 10 working days, you may contact us
at qainfo@hkcaavq.edu.hk.

My Application

v Status Last

Application

Applicant - P -
Name Status Message f):l:wanged E e 5T Case Ref
Assessment started 4oy Download Upload
OgiANTAL (st completion: |21/ 1212017 AKGAAVQ wil contact 22112/2017 2112/2017 - Completed  Additional
17/01/2018) y ’ Form Document
Create New Application
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