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User Guide of the Online 
Application and Assessment System
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Acknowledgement Email

School will receive an acknowledgement email within 7 working days from the date of online application submission, which includes 

Login ID and password of the Online Assessment System. 

Please contact the technical consultant of the scheme through email or phone if no acknowledgement of application is received. 
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Online Application and Assessment System

portal

Deadline: 19 March 2025 (Wednesday)

Schools are required to submit the Self-
assessment Questionnaire or Summary 
Form through the online system.

https://aas.hkaee.gov.hk/HKAEE/Applicant/Login

https://aas.hkaee.gov.hk/HKAEE/Applicant/Login
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Online Assessment Portal -
Open for Self-assessment

• Self-assessment Questionnaire / 

Summary Form is now open for 

completion at the HKAEE Online System.

• The “Application Status” of all schools 

have been changed to “Stage 1 Open”​. 

• A notification email has been sent to all 

eligible schools. 
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A. System Login and Account 
Settings

1. System Login
2. Forgot and Reset Password​
3. Change System Settings​

3.1 Change Language
3.2 Change Information of Contact Person
3.3 Add Authorised Email Address(es)
3.4 Change Password

B. Fill in Self-assessment 
Questionnaire/Summary Form

1. Directory*
2. Answer Selection
3. Character Limit of Text Boxes
4. Upload Attachment​
5. Save Questionnaire/Summary Form
6. Login Timeout
7. Supporting Documents Checklist*
8. Declaration
9. Download Questionnaire/Summary Form
10. Submit Questionnaire/Summary Form

* Only applicable to the 2024 HKAEE (Schools Sector) 
Self-assessment Questionnaire
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A. System Login & Account Settings
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1. System Login

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”

Items 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

i. “Login ID” and “Password” are listed in the 
acknowledgement email issued after 
school’s online application is received.
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1. System Login

ii. You have successfully logged in.
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2. Forgot and Reset Password

i. Click “Forgot Password”.
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2. Forgot and Reset Password

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.
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2. Forgot and Reset Password

iii. The link for resetting your password will be sent to 
your authentication email address. Click “RESET 
PASSWORD NOW”.
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2. Forgot and Reset Password

iv. Enter new password.

v. The password has been 
successfully changed. 
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3. Change System Settings

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

Click “User ID” at the top right-hand 
corner. Select your preferred language.
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3.2 Change Information of Contact Person

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

ii. Click “Edit”.
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3.2 Change Information of Contact Person

ii. Update the contact information. 
Click “Save” to save the changes.
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3.3 Add Authorised Email Address(es) for Login

i. Click “User ID” at the top right-hand corner. 
Choose “Change Contact Information”.
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3.3 Add Authorised Email Address(es) for Login

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

i. Click “User ID” at the top right-hand 
corner. Choose “Change Password”.
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3.4 Change Password

ii. Input current and new passwords. 
Click “Save” to save the changes.



23

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

⚠ At least one uppercase English letter, one lowercase English letter, 
one number and one special character
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B. Fill in Self-assessment Questionnaire / 
Summary Form
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After the “Application Status” of your school is changed to “Stage 1 Open”, you could click 
“Edit” under “Assessment Questionnaires” to start filling in the questionnaire/form.
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Basic information of the school has been inserted automatically by the system.
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HKAEE (Schools Sector)
Self-assessment Questionnaire

Best Green Education Initiative Award 
Summary form

Tick the appropriate box(es) and input your answers in 
the corresponding text box(es) (if appropriate).

Input the content of the Green Education 
Initiative in the relevant text boxes.
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1. Directory (only applicable to the HKAEE Self-assessment Questionnaire)

i. Click “Directory” in the menu bar at the bottom right-hand 
corner.

ii. By selecting the assessment item, 
you will be directed to the 
corresponding question(s).
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2. Answer Selection

Schools need to select the appropriate option for each question. 
For questions with sub-options, if “Yes” is selected for the main option, 
at least one sub-option must be selected.

Sub-options

Notification of unsuccessful submission
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3. Character Limit of Text Boxes
Questions with text boxes have a character limit of 4000 
(including punctuation and spaces). Schools are required 
to ensure that the answers do not exceed the limit.

If the answer exceeds the word limit set by the 
system, please attach a WORD/PDF file to 
provide a detailed description of that item.
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4. Upload Attachment

i. Click “Attachment” in the menu bar at the bottom 
right-hand corner.
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4. Upload Attachment
ii. Click “Upload Attachment”, select the appropriate file(s) or 
drag the file(s) from desktop to the online system.

⚠ Total upload limit: 50MB
⚠ Combine multiple files in “.zip” format, if necessary
⚠ To provide more data/information, you may upload the 
documents to a cloud platform (please make sure no personal 
information is included in the submitted documents), and send 
the link with your school name by email to hkaee@wwf.org.hk

Example of file name:

iv. The file is successfully uploaded. 

If you wish to remove the uploaded 
file(s), please click the trash bin icon 
on the left of the file name.

iii.  The progress bar will display the 
upload status.

2.1_School Year Plan.pdfxxxxx

3.1_School Environmental Education Plan.docx ____

13.1_13.5_School Year Plan.xlsx______________________

mailto:hkaee@wwf.org.hk
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• Examples of unsuccessful attachment uploads 

4. Upload Attachment

Invalid file format

File exceeds 
upload limit

Files exceed total 
upload limit
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4. Upload Attachment

Successfully 
uploaded
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5. Save Questionnaire/Summary Form

• Save function is provided for the online questionnaire/form.

• It is suggested to click “Save” regularly when filling in the 
questionnaire/form to avoid data loss.
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6. Login Timeout 

If you remain idle on the online system 
for 15-20 minutes, a pop-up message 
will appear. 

To re-login, input your password 
and press “Login”. 
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7. Supporting Documents Checklist
(only applicable to the HKAEE Self-assessment Questionnaire)

• The checklist locates at Part (E) of 
the questionnaire

• School may tick the uploaded 
supporting documents as “Ready”
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8. Declaration
Before submitting the questionnaire/form, please read and tick 
the box of “Declaration by Applicant”.
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8. Declaration

A pop-up message will appear if the box of 
“Declaration by Applicant” remains unticked. 
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9. Download Questionnaire/Summary Form

Before submitting the 
questionnaire/form, you could 
click “Save” and then 
“Download” in the menu bar at 
the bottom right-hand corner 
to download a WORD version 
of the completed 
questionnaire/form.
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10. Submit Questionnaire/Summary Form

i. Please click “Submit” in the menu bar at the 
bottom right-hand corner after completion.

ii. Click “Yes” if you confirm your submission. 
Note: Schools are not allowed to change the answers 
after submission.

iii. Successfully submitted.
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10. Submit Questionnaire/Summary Form
To submit the questionnaire/form, you must answer all the questions. 

Otherwise, a message box will appear. 

• Examples of unsuccessful submission

Answer is not filled in
No answer is selected
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10. Submit Questionnaire/Summary Form

• Examples of unsuccessful submission

You must select either “Yes” or “No” 
in each question. 

To submit the questionnaire/form, you must answer all the questions. 
Otherwise, a message box will appear. 
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10. Submit Questionnaire/Summary Form

• Examples of unsuccessful submission

To submit the questionnaire/form, you must answer all the questions. 
Otherwise, a message box will appear. 

If you tick “Yes”, at least one 
sub-option is required.  

Sub-options



hkaee@wwf.org.hk

2864 1472

Enquiry 

2024 HKAEE (Schools Sector)

Technical Consultant – WWF-Hong Kong 


