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A. 登入系統及設定帳戶資料 System Login and Account Settings 

 

1. 登入系統 System Login 

 

 

申請及評審系統網址 Link of Application and Assessment System: 

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

輸入「申請人 ID」、「密碼」、「驗證電郵」（即網上報名時提

交的聯絡人電郵）及「驗證碼」登入系統。 

Fill in the “Applicant ID”, “Password”, “Authentication Email” (i.e. 
Email address of the contact person in the online application 
submitted) and “Verification Code” to enter the system. 

https://aas.hkaee.gov.hk/HKAEE/Applicant/Login
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「申請人 ID」及「密碼」列於收到學校網上報名後，系統發出之

確認電郵內。 

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

 

系統將發送一次性密碼到驗證電郵。請於網上系統輸入電郵內列

出的一次性密碼。 

One-time password will be sent to your registered authentication 
email address. Please input the one-time password stated in the email 
to log in to the system. 
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成功登入系統。 

You have successfully logged in. 
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2. 忘記及重設密碼 Forgot and Reset Password 

 

 

點擊「忘記密碼」。 

Click “Forgot Password”. 
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輸入「申請人 ID」及「驗證電郵」。 

Fill in the “Applicant ID” and “Authentication Email”.  
 

如閣下未能找回「申請人 ID」，請透過 hkaee@wwf.org.hk 聯

絡技術顧問 ─ 世界自然基金會香港分會。 

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

 

 
 

密碼重設連結將發送至閣下的驗證電郵。點擊「 Reset 

Password Now 立即重設密碼」。 

Link to reset password will be sent to your authentication email 
address. Click “Reset Password Now”. 

mailto:hkaee@wwf.org.hk
mailto:hkaee@wwf.org.hk
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輸入新密碼。 

Enter new password. 

 

 
 

成功更改密碼。 

Password is changed successfully. 
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3. 更改系統設定 Change System Settings 

 

中文 English 

 
 
  

 

點擊右上角之「用戶編號」。 Click “User ID” at the top right hand corner. 

 

3 (i) 更改語言 3 (i) Change Language 

  
 

選擇所需之語言。 Select your preferred language. 
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3 (ii) 更改聯絡資料  3 (ii) Change Contact Information 

  

點擊右上角之「用戶編號」，選擇「更改聯絡資料」。 
Click “User ID” at the top right hand corner and choose “Change 
Contact Information”. 

3 (ii)(a) 更改聯絡人資料 3 (ii)(a) Change information of contact person 

 
 
  

 
 
 

點擊「編輯」。 Click “Edit”. 
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更改聯絡人資料，完成後按「儲存」。 Update the contact information. Click “Save” to save the changes. 

3 (ii)(b) 增加授權接收一次性驗證碼登入系統的電郵地址 
3 (ii)(b) Add authorised email address(es) for receiving One-Time-
Passcode for login 

 

 
 

 

 
 

如學校希望新增聯絡人電郵以外的電郵地址，以接收一次性驗

證碼登入系統，可於空格內輸入其他所需的電郵地址。如需輸

入多於一個電郵地址，請以逗號(,)作分隔。 

If the school would like to add email address(es) to receive one-time 
passcode 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 (iii) 更改密碼 3 (iii) Change Password 

  
 

點擊右上角之「用戶編號」，選擇「更改密碼」。 
Click “User ID” at the top right hand corner and choose “Change 
Password”. 

 

 

 

 
輸入現有密碼及新密碼，完成後按「儲存」。 Input current and new passwords. Click “Save” to save the changes. 

 

 
 

 

 

請注意新密碼的組成要求。 Please note the requirements of the new password. 
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B. 填寫自我評核問卷/摘要表格  Fill in Self-assessment Questionnaire/Summary Form 

 

中文 English 

 

 
 

 

 
 

待技術顧問將學校的「申請狀況」轉為「第一階段-開放填寫」

後，學校可於「評審問卷」欄按「編輯」填寫問卷/表格。 

After the “Application Status” of your school is changed to “Stage 1 
Open” by the technical consultant, you could click “Edit” under 
“Assessment Questinonaires” to start to fill in the 
questionnaire/form. 

 
 

 

系統已自動輸入學校的基本資料。 
Basic information of the school has been inserted automatically by 
the system. 
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香港環境卓越大獎（學校界別）自我評核問卷 

 

 
 

HKAEE (Schools Sector) Self-assessment Questionnaire 
 

 

學校可在適當的空格填上剔號，並於空格內輸入所需答案（如適

用）。 

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

特別獎項 - 環境教育方案摘要表格 

 

 
 

Special Award - Green Education Initiative Summary Form 
 

 

學校可在適當的空格內輸入環境教育方案內容。 
Input the content of the Green Education Initiative in the relevant 
boxes. 
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1. 目錄 

（只適用於香港環境卓越大獎自我評核問卷） 

1. Directory 
(Only applicable to HKAEE Self-assessment Questionnaire) 

 

 
 

 

 
 

於右下角的功能選單選擇「目錄」。 Click “Directory” in the menu bar at the bottom right hand corner. 

  

點選評審項目，可直接跳至相應題目。 
By selecting the assessment item, you will be directed to the 
corresponding question(s). 
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2. 上載附件 2. Upload Attachment 
 

 
 
 

 

 

於右下角的功能選單選擇「附件」。 
Click “Attachment” in the menu bar at the bottom right hand 
corner. 

 
 

 

點擊「上傳附件」，選擇所需之文件，或將文件由桌面拖曳至網

上系統上傳。 

 

注意：每個檔案大小不超過 50MB。 

 

如有需要，建議預先將多個檔案合併壓縮成單一個檔案資料夾 

(".zip"格式) 。 

 

為使評審流程順暢，建議在提交文件前，為每個電子檔案重新命

名，並把自我評核問卷內的題號放在文件名稱的開端。 

 

文件檔案名稱例子：  

1.1_學校周年計劃.pdf  

3.1_學校環境教育三年計劃.doc  

 

如需提交更多數據或資料，請上載不包含個人資料的檔案至雲端

平台，並將連結及學校名稱電郵至 hkaee@wwf.org.hk。 

Click “Upload Attachment”, select the appropriate file(s) or drag the 
file(s) from desktop to the online system. 
 
Note: Each file should not exceed 50MB. 
 
You may combine multiple files into one folder in “.zip format”, if 
necessary. 
 
To ensure a smooth assessment process, schools are recommended 
to rename the electronic files before submission, by indicating 
relevant question number from the Self-assessment Questionnaire 
at the start of the file name.  
 
Example of file name:  
1.1 Annual School Plan.pdf  
3.1 School Environmental Education 3-year Plan.doc 
 
If you wish to provide more data or 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. 

mailto:hkaee@wwf.org.hk
mailto:hkaee@wwf.org.hk
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成功上載文件後，右上角會顯示「Done 完成」。 

 

如有需要移除已上載的文件，請按檔案名稱左邊之垃圾桶符號。 

 

“Done” will be shown at the top right hand corner after 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. 

 

3. 儲存問卷/摘要表格 3. Save Questionnaire/Summary Form 
 

 
 

 

 

網上問卷/表格設儲存功能。 

 

注意：如在 20 分鐘內沒有在網上系統進行任何操作，閣下帳戶

將會自動被登出。建議學校於填寫問卷/表格時定時點擊「儲

存」按鈕，以免資料遺失。 

Save function is provided for the online questionnaire/form. 
 
Note: Your account will be logged out automatically if you remain idle 
on online system for 20 minutes. It is suggested to click “Save” 
regularly when completing the questionnaire to avoid data loss. 

 

4. 聲明 4. Declaration 

  

提交問卷/表格前，請閱讀及剔選「參加者聲明」。 
Before submitting the questionnaire/form, please read and tick the 
box of “Declaration by Applicant”. 
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5. 下載問卷/摘要表格 5. Download Questionnaire/Summary Form 

 
 

 

提交問卷/表格前，學校可按右下角功能選單中的「儲存」，然

後選擇「下載」按鈕，將已填妥的自我評核問卷/表格以 WORD

格式存檔。 

Before submitting the questionnaire/form, you could click “Save” 
and then “Download” in the menu bar at the bottom right hand 
corner to dowload a WORD version of the completed 
questionnaire/form. 

 

6. 遞交問卷/摘要表格  6. Submit Questionnaire/Summary Form 

 
 

 
 

完成問卷/表格後，請選擇右下角功能選單中的「遞交」按鈕。 

 

注意：學校遞交網上自我評核問卷/摘要表格後，將不能再更改

答案。 

Please click “Submit” in the menu bar at the bottom right hand 
corner after completion of the questionnaire/form. 
 
Note: Schools are not allowed to change the answers after 
submission of the online self-assessment questionnaire/summary 
form. 

 


