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1. How to login to the online system

1.1 Accessing the login page:

Method 1. (for HKICPA members only)
You can access the online system through MyCPA, and then click either the “Application” tab
or the quick link.

C pA Hong Kong Institute of
Certified Public Accountants
RANHBLR

MyCPA

Welcome, I
# Home Logout | Change Login ID / Password
Profile Renewal Development Communication Payment Application My Questionnaires
Application
COMMUNICATION PAYMENT

Manage your Download receipts agtd
preference to meet ., N check your paymen

Application ﬁ

Practical Experience Online
System — Authorized
Employer/ Authorized

Supervisor

2 Practical Expenence Online System —
Authonized Employer/ Authorized Supervisor

QP Student Application

Facuity/ Interest Group
Application

PIE Auditor Application
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https://www.hkicpa.org.hk/en/Members-area/My-Account/Login

Method 2. You can refer to the email regarding the access to the online system.

Practical Experience: Activate your account in the Practical Experience Online System now!

e [

cpA Hong Kong Institute of Click this link to access
- geét'lf;gg:bllc Accountants the login page.

Dear Ms TAM, | IIEIEINGC R /

Welcome! You are now available to login and access to the Practical Experience Online System. Please refer to the Navigation to Online System and
the respective user guides as set out in the online system for guidance.

You can also click here to explore our website for more information about the revised Practical Experience Framework.

Should you have any questions regarding the above, please contact the Practical Experience Team by email to pef@hkicpa.org.hk.

Yours sincerely,

Practical Experience Team
Education and Training
Hong Kong Institute of Certified Public Accountants

CPA: The Success Ingredient

Method 3. Click the login link via the Institute’s website.

Cpﬁ About us Membership Become a Hong Professional Standard setting Thought News Members' area m E
Kong CPA development leadership
——

0ld Practical Experience
Framework

Overview for Authorized Employers and
Authorized Supervisors

Useful downloads/links

User guides

Learn more >>
List of Authorized Employers

List of Authorized Supervisors

. . Transitional Arrangements of the
X ‘J Revised PE Framework

Learn more >>

Application and registration

Timetable

Fee schedule

o . Useful
Programme accreditation PE Framework User gu1des for 00 downloads/ m

links

online system online system

Student statistics
Enquiries

QP graduate
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https://www.hkicpa.org.hk/en/Become-a-Hong-Kong-CPA/Qualification-Programme/Revised-Practical-Experience-Framework

1.2a Logging in for:

e Authorized Employer Training Personnel
(i.e. Member-In-Charge, Member-In-Charge Deputy, Scheme Coordinator, Counselor); and

e Authorized Supervisor

cpA Hong Kong Institute of
Certified Public Accountants
- FBRetaow

Login

Login ID Login ID
HKICPA member:

Password Password Use your Member login.

Captcha %Anc—ther?
Enquiry

Hong Keng Institute of
You are going to enter the members’ area, which is best CPA C:ﬁlﬂ:g ;ullsllcexccnuntants
viewed in Google Chrome 4.5 (or above), Internet Explorer 8 - BhetELw

(or above), Mozilla Firefox 40 (or above), or Safari 5.0 (or
above),

& Acquire login ID and password

Visit our website: www.hkicpa.org.hk

Please provide your email address:

Forgot Password Re-send activation email Register

’m.%nother?
Non-HKICPA member:

(1) Click “Forgot Password”

Enquiry
(2) Inout vour business email You are going to enter the members’ area, which is best
puty viewed in Google Chrome 4.9 (or above), Internet Explorer &
address. {or above), Mozilla Firefox 40 (or above), or Safari 5.0 (or
above).

(3) Check your email inbox
for the account activation
email and then login.
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After logging in, you will have access to the Landing page,

lllustrative example of Member-In-Charge:
CPA
-
Main Menu > Self Service >

ﬂ Practical Experience

Practical Experience

= Authorization Renewal = Information Update
E Authorization Renewal E Information Update
r”; Counselor = Approve Development Commitment
|~ [= Sign Off Training Record E Approve Development Commitment
= Final Sign Off Training Record = Site Visit Booking
1| Final Sign Off Training Record I~ Site Visit Booking

1.2b Logging in for QP student

cpA Hong Kong Institute of
Certified Public Accountants
- FBRentaow

Login

Login ID Login ID

Home

= Annual Monitering

E Annual Menitoring

= Sign Off TR (Special)
E Sign Off Training Record(Special Sign Off)

= User Guide

E User Guide

Use your QP student login.

Password Password

Captcha %Anc—ther?
Enquiry

You are going to enter the members’ area, which is best
viewed in Google Chrome 4.5 (or above), Internet Explorer @
(or above), Mozilla Firefox 40 (or above), or Safari 5.0 (or
above),

Visit our website: www.hkicpa.org.hk

Forgot Password Re-send activation email Register
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After login, you will access to the Landing page,

CPA pRre-PRO

Main Menu = Self Service =
ﬁ Practical Experience

Practical Expenience

= Development Commitment = Training Record
Development Commitment Training Record

User Guides of different workflows are now available on the Institute’s website to help you navigate the
online system.
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https://www.hkicpa.org.hk/en/Become-a-Hong-Kong-CPA/Qualification-Programme/Revised-Practical-Experience-Framework/User-guides-and-Navigation-guides-for-Practical-Experience-Online-System

2. Bookmarking the online system URL

2.1 In your browser, select More -

b g

H O % 0

(i

2.2 select More

G & Chiome

® Bookmarks

3 Bookmarks bar

03 Other bookmarks

Bookmark this tab...

Bookmark all tabs...

Show bookmarks bar
Show all bookmarks

Bookmark manager

Import bockmarks and settings..

Reading list

chrome://bookmarks

=+
Ctrl+D W
Ctrl+Shift+D o
0]

Ctrl+Shift+B
@

Ctrl+Shift+0
=

>
&

i > Add new bookmark

Q, search bookmarks
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Mew tab
Mew window

Mew Incognito window

itsupport@hkicpa.org.hk

Passwords and autofill
History

Downloads
Bookmarks and lists
Extensions

Delete browsing data...

foom =

Print...

> Bookmarks and lists > Bookmark manager

* O 90

Signed in

100%

Search this page with Google...

Translate...

Find and edit

LRl

Ctrl+T

Ctrl+M

Ctrl+5Shift+M

»

Ctrl+5Shift+Del

==

Ctrl+P

Add new bookmark

Add new folder

Import bookmarks

Export bookmarks

Help center



2.3 Add bookmark
Name: PEF Online System

URL:
https://mas.hkicpa.org.hk/mycpa/?redirect=https://sis.hkicpa.org.hk/psp/camappprdadd/EMPLOYEE/SA/s/\W
EBLIB PTPP SC.HOMEPAGE.FieldFormula.IScript AppHP?pt fname=Z PRACTICAL EXPERIENCE&Fo

IderPath=PORTAL ROOT OBJECT.CO EMPLOYEE SELF SERVICE.Z PRACTICAL EXPERIENCE&Is
Folder=true

Add bookmark

Name

PEF Online System

URL

https://mas.hkicpa.crg.hk/mycpa/Tredirect=https://sis.hkicpa.org.hk/pspfcamappprda
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https://mas.hkicpa.org.hk/mycpa/?redirect=https://sis.hkicpa.org.hk/psp/camappprdadd/EMPLOYEE/SA/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?pt_fname=Z_PRACTICAL_EXPERIENCE&FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.Z_PRACTICAL_EXPERIENCE&IsFolder=true
https://mas.hkicpa.org.hk/mycpa/?redirect=https://sis.hkicpa.org.hk/psp/camappprdadd/EMPLOYEE/SA/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?pt_fname=Z_PRACTICAL_EXPERIENCE&FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.Z_PRACTICAL_EXPERIENCE&IsFolder=true
https://mas.hkicpa.org.hk/mycpa/?redirect=https://sis.hkicpa.org.hk/psp/camappprdadd/EMPLOYEE/SA/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?pt_fname=Z_PRACTICAL_EXPERIENCE&FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.Z_PRACTICAL_EXPERIENCE&IsFolder=true
https://mas.hkicpa.org.hk/mycpa/?redirect=https://sis.hkicpa.org.hk/psp/camappprdadd/EMPLOYEE/SA/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?pt_fname=Z_PRACTICAL_EXPERIENCE&FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.Z_PRACTICAL_EXPERIENCE&IsFolder=true

3. Clear Chrome Cache
3.1 In your browser, select More * 7 Settings
&« > C @® Chrome  chrome://settings/?search=cache

(O Settings Q cache

You and Google

Do

Privacy and security

@a  Autofill and passwords
B Delete browsing data
@ Privacy and security Delete history, cockies, cache, and more
(& Performance & Third-party cookies
Third-party cookies are blocked in Incognito mode
€2 Appearance
Ad privacy
i (€
Q. Search engine ® Customize the info used by sites to show you ads
3 Default browser
@I Security
)  Onstartup Safe Browsing (protection from dangerous sites) and other security settings
S+ Site settings
_>?A Languages ~"  Controls what information sites can use and show (location, camera, pop-ups, and more)
L Mosmlnade

3.2 Choose Delete browsing data > Delete data

Delete browsing data

Basic Advanced

Time range All tirme

Browsing history
Deletes history, including in the search box

Cookies and other site data
Signs you out of most sites

Cached images and files
Frees up 127 MB. Some sites may load more slowly on your next visit.

Search history and other forms of activity may be saved in your Google
Account when you're signed in. You can delete them anytime.

Cancel Delete data

END
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