User Guide of the Application and Assessment System
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A. System Login & Account Settings




1. System Login
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)

orsion Code: 1658 2024017

HKAEE Application and Assessment System

g / Login S0 [ Forgot Possword ?

Please contact us at T: 2788-5903 (press 1) or
awards@hkaee.gov.hk for assistance

MMIBEY » IR 2788-5003(1) L W E
awards@hkaee.gov.hk IR M

Fill in the following to log in to the system:
“Applicant ID”
“Password”
“Authentication Email” (i.e. Email address of

the contact person in the online application
submitted)

“Verification Code”

Click “Login”

* ltems are listed in the acknowledgement email issued
after school’s online application is received.

If you are unable to retrieve your “Applicant ID”, please
contact the technical consultant, WWF-Hong Kong by
email to hkaee@wwf.org.hk.
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1. System Login

2023 Hong Kong Awards for Environmental Excellence (HKAEE) (Schools Sector) = Acknowledgement of Application [DO NOT REPLY] 2023%& &
MRS ALE (RRAH) - BBWMZEN [(H2EH]

no-reply-1@hkaee.gov.hk <no-reply-1@hkaee.gov.hk> Sam P le

{4 %: HKAEE <hkaee@wwf.org.hk>

Dear Participant,

On behalf of the Environmental Campaign Committee (ECC), we would like to thank your school for joining the 2023 Hong Kong Awards for Environmental Excellence
(HKAEE) (Schools Sector).

WWF-Hong Kong has been commissioned by the ECC as the Technical Consultant for the HKAEE (Schools Sector). The Organisers will review the eligibility of your
school's application according to the scheme requirements.

You may view your application status or update your contact information by logging into your account through the HKAEE Application System at

https://aas.hkaee.gov.hk/HKAEE/Applicant/Login with the following login details -

Login D: 2023
Password: _

i. “Login ID” and “Password” are
Please follow the steps below to login to the System - |ISt€d |n the acknowledgement

1. Enter the above Applicant Login ID and Password

email issued after school’s online
application is received.

2. Enter the recipient email address of this email in "Authentication Email”

3. Input the "Verification Code" shown in the picture of the login page

4, Click "Login” to proceed




System Login

S EBEEY 202.

— Sample
iR ERE FEme BfgERR 8l mimEn Lk i) HiRiR HMER
HMEE-ZD]B- B () RPE ECC Pre-school Test 2 R
Showing 1 to 10 of 1 entries

Copyright © 2024 HKAEE. All rights reserved Version 0
Quser ID : 2c23-

Application Information
Application Form Assessment Questionnaires Application Ref No. Sector Name of Organization Name of Functional Unit Application Status Award Result
m HKAEE-ZOB- Schools (Pre-school)  ECC Pre-school Test 2 Stage 1 Open
Showing 1 to 10 of 1 entries

Copyright © 2024 HKAEE. A Version




2. Forgot and Reset Password

\ HKAEE Application and Assessment System

PRWMAID ENTER LOGIN ID
Appt. ID

8 ENTER PASSWORD
Password

MBI ENTER AUTHENTICATION EMAII

T meemmpe i. Click “Forgot Password”.

A/ Login SICE M [ Forgot Password ?

Please contact us at T: 2788-5003 (press 1) or
awards@hkaee.gov.hk for assistance

LOMIBEY + INELW2788-5003(1%) LW
awards@hkaee.gov.hk R MBS

ersion Code: 1.65.8 20240107




2. Forgot and Reset Password
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HKAEE Application and Assessment System

£4% 1D ENTER LOGIN I
LoginiD

WFEH ENTER EM

Confirm/&ii2

WA (B0 k(8 FBAEUREEARE

Please contact us at T: 2788-5903 (press 1) or
awards@hkaee.gov.hk for assistance

SOMIREN - EAEW2788-5903(1%1) N W
awards@hkaee.gov.hkRE M8

ii. Fill in the “Login ID” and
“Authentication Email” (i.e. Email
address of the contact person in the

online application submitted).

Then click “Confirm”.

If you are unable to retrieve your
“Applicant ID”, please contact the
technical consultant, WWF-Hong Kong
by email to hkaee@wwf.org.hk.




2. Forgot and Reset Password

RE: HKAEE Online System - Reset Password Sample

no-reply-1@hkaee.gov.hk <no-reply-1@hkaee.gov.hk>
— 22/1/2024 10:37

{4 : HKAEE <hkaee@wwf.org.hk>

Dear Participant

We receive vour reguest to reset the password for your Applicant ID [202301992]. Please click the following link to proceed.

RESET PASSWORD NOW

Should you have an ries, please feel free to contact our hotline at 2788 5903 (press 1).

Yours sincerely,

FIRAEE Techinical Consuitant iii. The link for resetting your password

will be sent to your authentication email
address. Click “RESET PASSWORD NOW”.




2. Forgot and Reset Password

HKAEE Application and Assessment System

““ Reset Password BE B 53

2024 Friendly Reminder ;R 82 R

New Password #7220 ) Change Password Successfully 51 ¥ 258258 !

Re-enter New Password B R AY W -
Confirm/BEi2
v. The password has been

successfully changed.
iv. Enter new password.
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3. Change System Settings

QUser ID :202-

Language Setting: En 8

Application Information _
¥ Change Contact Information

& Change Password

Application Assessment Application Ref Name of Functional

Form Questionnaires No. Sector Name of Organization Unit ® LogOut

# Edit HKAEE-ZOZ- Schools WWF Testing_Dummy 2_Primary Stage 1 Open
(Primary) School

Showing 1 to 10 of 1 entries

Copyright © 2024 HKAEE. All rights reserved. Version 0.0.1

After clicking “User ID” at the top right-hand corner,

options for changing system and account settings will appear.
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3.1 Change Language

SUser ID :2023 0

Language Setting: En & 5

% Change Contact Information
& Change Password

(= LogOut

Click “User ID” at the top right-

hand corner. Select your
preferred language.
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3.2 Change Information of Contact Person

LUser ID : 20230

Language Setting: En & f5

% Change Contact Information

& Change Password

= LogOut

i. Click “User ID” at the top

right-hand corner. Choose
“Change Contact Information”.
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3.2 Change Information of Contact Person

QUser ID :2023-

Change Contact Information

. Click “Edit”.

Default Name Designation Telephone

@ Edit "I Delete WWF Testing post 00000000

Showing 1 to 1 of 1 entries

Authorized emails for receiving One-Time-Passcode for login (if more than one, please add and separate by comma (,))

hkaee@wwf.org.hk

Copyright © 2024 HKAEE. All rights reserved.

E-mail

hkaee@wwf.org.hk

Address

Previous Next

Version 0.0.1
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3.2 Change Information of Contact Person

Change Contact Information

Name * Designation *

WWEF Testing WWEF testing
Telephone * E-mail *

00000000 hkaee@wwf.org.hk
Address *
Default

Copyright © 2024 HKAEE. All rights reserved.

ii. Update the contact information.

Click “Save” to save the changes.

Version 0.0.1
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3.3 Add Authorised Email Address(es) for Login

LUser ID : 20230

Language Setting: En & f5

i. Click “User ID” at the top

right-hand corner. Choose

% Change Contact Information :
“Change Contact Information”.

& Change Password

= LogOut
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3.3 Add Authorised Email Address(es) for Login

QUser ID :2023-

Change Contact Information

4+ Default Name Designation Telephone E-mail Address
@ Edit | W Delete WWF Testing post 00000000 hkaee@wwf.org.hk
Showing 1 to 1 of 1 entries Previous Next

Authorized emails for receiving One-Time-Passcode for login (if more than one, please add and separate by comma (,))

hkaee@wwf.org.hk,_@eeb.gov.h k

ii. If your school would like to add email address(es) for login (in addition to the

email of the contact person), please input the new email address(es) in the text box.
Separate multiple email addresses by a comma (,).
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3.4 Change Password

SUser ID : 20270

Language Setting: En & @ £§

% Change Contact Information

& Change Password

(= LogOut

i. Click “User ID” at the top

right-hand corner. Choose
“Change Password”.
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3.4 Change Password

Change Password

Current Password

=
New Password ¥ 3255

=
Re-enter New Password B 7 # A 575268

)

Copyright © 2024 HKAEE. All rights reserved. i i . I n p ut C u rre nt a n d n eW

passwords. Click “Save” to save
the changes.
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3.4 Change Password

Schools are required to change a new password within 90 days.

Please note the requirements for setting the new password:

/\ At least 8 characters

A\ At least one uppercase English letter, one lowercase English letter, one
number and one special character
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Enquiry hkaee@wwf.org.hk
2024 HKAEE (Schools Sector) \\

N 2864 1472

N

Technical consultant - WWF-Hong Kong



