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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.

Sample
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ii. You have successfully logged in.

1. System Login

Sample
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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”.

Sample
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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.
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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

⚠ At least one uppercase English letter, one lowercase English letter, one 
number and one special character
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