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Login Provider’ Zone

Course Provider Home v / Login Provider Zone

Login Provider' Zone

Welcome to the Members' Zone of The Law Society of Hong Kong.

Welcome to the Members' Zone of
The Law Society of Hong Kong.

Please login with your registered login ID and password.

Login ID
Login in with the
H a“ e ”
—— assigned “Login ID”,
“Password”.
Captcha

i'm not a robot
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Notification Form

Course Provider Home ~ / Accredited Provider Submission

Accredited Provider Submission

Seeking Accreditation of Course

CPD Course

Face-to face course, live webinar or multi-media course
Please submit a Notification Form (see below) not less than 14 days in advance of the course.
For live webinars, it is necessary to provide login ID & password or other means for the Law Society's access to the course enline.

Recorded Course (Guideline 7 of the CPD Information Package)
Please submit an Application form not less than 4 weeks in advance of the course.
It is necessary to provide (i) a copy of the course materials; (i) access to the course on-line in order for the Society to monitor the course; (iil) evidence that the course is interactive; the interactive elements

include but are not limited to quizzes and exercises; (iv) details of the technical support services available to participants; and (v) attendance records kept by the course provider demonstrating a participant
has completed the course in full.

RME Elective

For CPD Accredited Providers:

Please submit an Application form n a Notification form).

Click “NEW NOTIFICATION FORM”
to submit a notification form for a
new course.

For CPD and RME Accredited Provid
Please submit a Notification Form (s

After Conducting the Course

Please submit (i) a Re nd (i) a surmmary of evaluations completed by participants not more than 7 days after the course.

‘ MEW NOTIFICATION FORM




Notification Form (cont’d)

Heatfecaban Farm

Presvider info

Fill in the requisite
course information.

= — Upload course materials, detailed
oy — « outline and speaker’s CV here, if
- ' necessary.




Notification Form - Break and Lunch Duration

Motification Fomm

Provider Info.

* Corme Provider

Examples:

* Comact Persan  \Wong Mary

Course Details

Break Duration

(Total duration)

Lunch Duration

If the lunch will last for 1
hour 30 minutes,
you should enter: 01:30

* Mode of Delivery Facetotare If there are two 15-minute
Mediation Accredialion (il applicable) General Mediation brea ks tota I i ng 30 m i n utes’
" CrOmE * Cowrse Code you should enter: 00:30
Course Tithe
* Course Dale * Courne Tame o
Break Durathon O30 Lumcih Duration g
* Calegery * Acreditation Bakls  As s whels
Break Duration ‘ EGD Lunch Duration | 01 i
* Category o \ccreditation Basis
28 28
* Language 29 Client Seminar 00 29
00 30 01 30
* CPD Points ions for Number of
01 31 02 31
Points Accredited
02 32 03 32
* Name & Title of Cancel  Confirm Cancel

Confirm




Notification Form (cont’d)

I na, lisl new presenter(s)

Terms & Conditions and Personal Information Collection Statement

sage confirm and agrea 1o the following befare submitting the form or proceeding 10 the next ssgment of course

Submitted

Your notification form has been submitted.

Read and agree to the “Terms &
Conditions and Personal
Information Collection Statement”
and click “Finish and Submit”.

You will be directed to the
“Accredited Provider Submission”
page after you close the message.




Notification Form (cont’d)

Course Provider Home « [ Accredited Provider Submission

Accredited Provider Submission

Seeking Accreditation of Course

CPD Course

Face-to face course, live webinar or multi-media course
Please submit a Notification Form (see below) not less than 14 days in advance of the course.
For live webinars, it is necessary 1o provide login 1D & password or other means for the Law Society's access to the course online.

Recorded Course (Guideline 7 of the CPD Information Package)

Please submit an Application form not fess than 4 weeks in advance of the course.

It is necessary to provide (i) a copy of the course materials; (i) access to the course on-line in order for the Socisty to monitor the course; (jii) evidence that the course is interactive; the interactive elements
include but are not limited to quizzes and exercises; (iv) details of the technical support services available to participants; and (v} attendance records kept by the course provider demaonstrating a participant
has completed the course in full.

RME Elective

For CPD Accredited Providers:
Please submit an Application form not less than 6 weeks in advance of the course. (It is unnecessary to submit a Notification form).

For CPD and RME Accredited Providers:
Piease submit a Notification Form (see below) not fess than 14 days in advance of the course.

After Conducting the Course

Piease submit (i) a Return Form and (i) & summary of evaluations completed by participants not more than 7 days

20230889  21/04/2023 Update on Personal Injuries Claims Submitted

The entry will be shown here.

20230891 | 10/04/2023 = Anti-Mondy Laundering Submitted




Notification Form - Segmented Course [Step 1]

Natification Form

Provider Info.

* Course Provider ABC Law Firm

* Contact Person Wong Mary

Course Details
Please click here for accreditation guidelines.

* Mode of Delivery

Mediation Accreditation (if applicable)

*CPD/RME CPD

* Course Title Drafting - Day 1

* Course Date 20/4/2023

Break Duration 00:15

* Category Family

* Language English

* CPD Points 4.0

* Name & Title of Peter Chan

Presenter(s)

* Course Venue/Access Webinar

hyperlink

950 * Email  mary@al

or
0
Q

om Phone 12345678

Face-to-face B Live Webinar Multi-media

General Mediation Family Mediation

* Course Code CL - Seminar, Lecture, Conference

* Course Time 09:30 to 13:00

Lunch Duration 00:00

* Accreditation Basis Segmented

Client Seminar

* Reasons for Number of on of Course

Points Accredited

Select “Segmented” if you are
seeking for accreditation on a
segmented basis.
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Notification Form - Segmented Course [Step 2]

picsificanion Form

Prirester tndo

Cioar i Matariali! Supparting Dacumarts

it Informataon

Terms & Conditions and Personal Information Collection Statement

Irm 2nd agree to the -'-:-i'ﬁ.'r-rtg mefore submitting the form or proceed ng to the next segment of course

Complete the requisite course information for the first
segment. Then click “Submit and Go to next Segment”
to proceed to the next segment.

Read the reminder and click
“Close”. A new form for the
second segment will be
created.

11




Notification Form - Segmented Course [Step 3]

Hatification Form

Provider info.

Course Defalls

Some course information on the first

segment will be copied in here. You may
need to edit the pre-filled information for
the second segment:

| i. Course Title (e.g. xxx - Day 2)
e i ii. Course Date

iii. Course Time

iv. Break Duration
v. Lunch Duration
vi. CPD Points

vii. Name & Title of Presenter(s)

12



Notification Form - Segmented Course [Step 4]

Terms & Conditions and Personal Information Collection Statement

Please confirm and agree to the following before submitting the form or proceeding to the next segment of courss:
| hereby: . e .
- Click “Finish Last Segment and
i. confirm that | have reviewsd the oritera for CPD & litation and if applicable, the criteria for BME

sccregitation and mads them known to each of the presenters Su bmit” after you have
ii. confirm that | have read the Persona! information Collection Statemsnt. « com pleted the information for

the last segment of the course.

Submitted You will be directed to the

“Accredited Provider
Your notification form has been submitted « Submission" page after YOU

close the message.

13



Notification Form - Segmented Course [Step 5]

Course Provider Home ~ /[ Accredited Provider Submission

Accredited Provider Submission

Seeking Accreditation of Course

CPD Course

Face-to face course, live webinar or multi-media course
Please submit a Notification Form (see below) not less than 14 days in advance of the course.
For live webinars, it is necessary to provide login ID & password or other means for the Law Society's access to the course enline.

Recorded Course (Guideline 7 of the CPD Information Package)

Please submit an Application form not less than 4 weeks in advance of the course.

It is necessary to provide (i) a copy of the course materials; (i) access to the course on-line in order for the Society to monitor the course; (jii) evidence that the course is interactive; the interactive elements
include but are not limited to quizzes and exercises; (iv) details of the technical support services available to participants; and (v) attendance records kept by the course provider demonstrating a participant
has completed the course in full.

RME Elective

For CPD Accredited Providers:
Please submit an Application form not less than & weeks in advance of the course. (It is unnecessary to submit a Noti

For GPD and RME Accredited Providers: Entries of all segments of course
Please submit a Notification Form (see below) not less than 14 days in advance of the course. Wi " be shown he re.

After Conducting the Course

Please submit (i) & Return Form and (i) a summary of evaluations completed by participants not more than 7 days after the course.

oo Joomeows | cowemwe | eaw | swbmacie

20230903B | 21/04/2023 | Drafting - Day 2 Submitted
20230903A | 20/04/2023 Drafting - Day 1 Submitted 14




Notification Form (cont’d)

Course Provider Home ~ / Accredited Provider Submission

Accredited Provider Submission

Seeking Accreditation of Course

CPD Course

Face-to face course, live webinar or multi-media course
Please submit a Motification Form (see below) not less than 14 days in advance of the course.
For live webinars, it is necessary to provide login ID & password or other means for the Law Society's access to the course online.

Recorded Course (Guideline 7 of the CPD Information Package)

Please submit an Application form not less than 4 weeks in advance of the course.
It is necessary to provide (i) a copy of the course materials; (i) access to the course on-line in order for the Society to monitor the course; (i) evidence that the course is interactive; the interactive elements
include but are not limited to quizzes and exercises; (iv} details of the technical support services available to participants; and (v) attendance records kept by the course provider demonstrating a participant
has compieted the course in full.

RME Elective The status of the course will be
For CPD Accredited Providers: changed from “Submitted” to
Please submit an Application form not less than & weeks in advance of the course. (It is unnecessary to submit a “« I o . -
For CPD and RME Accredited Providers: Approved When the a ppllcatlon =

Please submit a Motification Form (see below) not less than 14 days in advance of the course. a pproved .

After Conducting the Course

Please submit (i) a Return Form and (i) a summary of evaluations completed by participants not more than 7 days after the course.

Corsene | Coomebae| Comerwe | oaws | sumitheion

20230891 | 27/03/2023  AntiMondy Laundering Approved (CPD)

15



Amendment Form

Course Provider Home ~ [/ Accredited Provider Submission

Accredited Provider Submission

Seeking Accreditation of Course

CPD Course

Face-to face course, live webinar or multi-media course
Please submit & Notification Form (s2e below) not less than 14 days in advance of the course.
For live webinars, it is necessary to provide login ID & password or other means for the Law Society's accsss to the course online.

Recorded Course (Guideline 7 of the CPD Information Package)

Please submit an Application form not less than 4 weeks in advance of the course.

It is necessary to provide (i) a copy of the course materials; (i) access to the course ondine in order for the Society to moenitor the course; (|
include but are not limited to quizzes and exercises; (iv) details of the technical support services available to participants; and (v) attendan,

has completad the course in full. YOU are aHOWEd tO make
RME Elective amendment to the form when
For GPD Accredited Providers: the status is shown as

Please submit an Application form not less than 6 weeks in advancs of the course. (It is unnecessary to submit a Notification form).

For CPD and RME Accredited Providers: ”S u b m itte d "-

Please submit a Notification Form (see below) not less than 14 days in advance of the course.

After Conducting the Course

Please submit (i) a Return Form and (i) a summary of evaluations completed by participants not more than 7 days after the course,

20230889 @ 21/04/2023 Update on Personal Injuries Claims Submitted

20230891  10/04/2023 = Anti-Mondy Laundering Submitted

16



Amendment Form (cont’d)

Amendment

= Please complete the relevant field(s) where amendment(s) is necessary. E
- -

Course No. 20230889

Course Details

CPD/RME

Please amend the relevant field(s) only and |
then click “Submit”. Itis unnecessaryto |-

Course Title

CourseDate | = 26/5/2023 retype the other course information.
_ ®
Break Duration ‘e,
Category "’o‘ Accreditation Basis 'Asa whole
Language "“‘ Client Seminar Yes No
CPD Points “‘.. Reasons for Number of
"“ Points Accredited
R . .............................................................................
Phesmote) : E.g. If a course is rescheduled, you will n,
T : have to input the new course date only.
hyperlink E E s

17



Amendment Form (cont’d)

Submit

8 Are you sure submit the form ?
Cancel @

Submitted

The amendment form has been submitted.

You will return to the “Accredited
Provider Submission” page after
clicking “Close” in the message.
The course information will be

updated.

CRD Course

Pl Tt

For ired wibunad

After clicking “Submit”, a pop-up
message will appear. Please click
“OK” to confirm.

Cogryg Prosiger Home -« dopredind Pryvider Submeyson

Accredited Provider Submission

Seeking Accreditation of Course

Face-In lacw course, ive mebindge' of maft-medis course

3§ Mofhoaton Fom [lee Deiow) not ieas e 14 days m acvnce of T Dowse.

B Ry M i

z34 Mirpn I B Facirnie 2 o Sl madnn A T L oty | Soddin 1 e COurpe 0T

Bponded Coaria iGuideling T of he CPD information Pracage)
g £ wpe =

Pledein Sl 84 Aaplh
1 I prc

8 b FepCiid

\
\

RME Elective

‘ For CPD Accrsei
Pedie

e uE 1 Bfvante of B oorie

i P

vl 0 Aps alion P 504 g8 40 b seeld N Bdvande 0l e Soutse. (1L abivbobiaary B dubiet 3 Metincation Ram)

‘hv EPD and BMT Accrechled Providan

i Ba0mit

2 MobAC e Form (a0 Dafis]) raol i tran UE-fires i a0vance of 1 Couae

A‘( Conducting e Course




Course Provider Home v~ / Accredited Provider Submission

Accredited Provider Submission

Seeking Accreditation of Course

CPD Course

Face-to face course, live webinar or multi-media course
Please submit a Motification Form (see below) not less than 14 days in advance of the course.
For live webinars, it is necessary to provide login 1D & password or other means for the Law Society's access to the course enline.

Recorded Course (Guideline 7 of the CPD Information Package)
Please submit an Application form not less than 4 weeks in advance of the course.

It is necessary to provide (i) a copy of the course materials; (i) access to the course on-line in order for the Society to monitor the course; (jii) evidence that the course is interactive; the interactive elements
include but are not limited to quizzes and exercises; (iv) details of the technical support services available to participants; and (v) attendance records kept by the course provider demonstrating a participant

has completed the course in full.
RME Elective

For CPD Accredited Providers:
Please submit an Application form not less than 6 weeks in advance of the course. (It is unnecessary to submit a Notification form).

For CPD and RME Accredited Providers:
Please submit a Motification Form (see below) not less than 14 days in advance of the course.

After Conducting the Course

Please submit (i) a Return Form and (i) a summary of evaluations completed by participants not more than 7 days after the course.

NEW MOTIFICATION FORM 3

oot Toommedme | omeme

20230889 | 26/05/2023 (Amdndment) Update on Pesonal Injuries Claims

20230891 | 27/03/2023 Anti-Mondy Laundering

The “RETURN FORM” button will be
shown here after the course is
approved. You are allowed to submit a
return form after the course was held.

e
Approved (CPD) ‘ RETURN FORM I NALUATION

19




Return Form (cont’d)

Retuam Form

Courss Delaile

Fill in the requisite
course information.

Course Materials) Supperiing Documents

20



Return Form (cont’d)

* Audience Description

Terms & Conditions and Personal Information Collection Statement

gofirm and agree to the following before submitting the form or proceeding to the next segment of course:

. confirm that | have reviewed the criteria for CRD accreditation and if applicable, the criteria for RME Re a d a n d a g re e to t h e "Te r m S &
accreditation and made them known to each of the presenters:
ii. confirm that | have read the Personal Information Collection Statement. CO n d |t ions an d Pe rsona I I nfO rm at ion

Collection Statement” and click “Finish
and Submit”.

Finish and Submit

Submitted

The return form has been submitted. Please be reminded to

submit an evaluation summary.

Read the reminder and click
“Close”.

21



Evaluation Form

Course Provider Home ~ / Accredited Provider Submission

Accredited Provider Submission

Seeking Accreditation of Course

CPD Course

Face-to face course, live webinar or multi-media course
Please submit a Motification Form (see below) not less than 14 days in advance of the course.
For live webinars, it is necessary to provide login ID & password or other means for the Law Society's access to the course online.

Recorded Course (Guideline 7 of the CPD Information Package)
Please submit an Application form not less than 4 weeks in advance of the course.
It is necessary to provide (i) a copy of the course materials; (i) access to the course on-line in order for the Society to moniter the course; (iii) evidence that the course is interactive; the interactive elements

include but are not limited to quizzes and exercises; (iv) details of the technical support services available to partic| ant
has completed the course in full. “ ” .

M Elective The “EVALUATION” button will be

ror CPD Accredited Providare shown after the application is

Please submit an Application form not less than 6 weeks in advance of the course. (It is unnecessary to submita N a pproved . You are a I Iowed to

Please submit a Motification Form (see belew) not less than 14 days in advance of the course.

After Conducting the Course the course was held-

Please submit (i} a Return Ferm and (i) a summary of evaluations completed by participants not mere than 7 days oo

T T

20230889  26/05/2023 | (Amdndment) Update on Pesonal Injuries Claims Submitted

20230891 | 27/03/2023 Anti-Mondy Laundering Approved (CPD) RETURN FOR 4 I EVALUATION ’

22



Evaluation Form (cont’d)

Lagsn Sanay

Please fill in the form and click
“Finish and Submit” after
completion.

Close the pop-up message to return
to the “Accredited Provider
Submission” page.

Submitted

The Evaluation Summary has been submitted. Please be

reminded to submit a return form.

23




Change Password

Course Provider Home v / Login Provider Zone

Login Provider' Zone

Welcome to the Members' Zone of The Law Society of Hong Kong.

Welcome to the Members' Zone of
The Law Society of Hong Kong.

Please login with your registered login ID and password.

Login ID

Password

Click “Change Password” to change your
password if necessary.

24
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Change Password (cont’

Welcome to the Members' Zone of
The Law Society of Hong Kong.

Piease enter your registered login 1D and your old and new passwords

After you click the Submit Button, a message will be shown confirming your change of new password
If you do not see the message, please re-enter this web page and try again

The new password should contain a minimum of 6 digits and maximum 20 digits, with a combination
of upper and lower case letters and numbers or special characters without space

You should not use words or phrase that can easily be guessed or detected

* You may change your password as many times and as often as you like free of
charge. After you change your password, please keep it in a safe place

Login ID

Current Password

Complete the form.

New Password

Confirm New Password

Captcha

fm not a rebot

25



Change Password (cont’d)

3 [AWSOCIETY

Find Legal Services | EN p¥ & ®2 w o w A LOGIN

Course Provider Home

Change Password
BT B
| :

he password has been changed I

| ‘ql
A message showing successful
change of password.

26



Forget Password

Course Provider Home v / Login Provider Zone

Login Provider' Zone

Welcome to the Members' Zone of The Law Society of Hong Kong.

Welcome to the Members' Zone of
The Law Society of Hong Kong.

Please login with your registered login ID and password.

LoginID

Password

Cahe = Click “Forgot Password” to retrieve
I'm not a robot ”-:"__‘:, yo u r pa SSWO rd .

27




Forget Password [Step 1]

@ LNVSOCETY

Forgot Password

Enter “Login ID” and click
“NEXT” to continue.

28



Forget Password [Step 2]

e Providet Home

Forgot Password

Enter your registered
email address and click
“SUBMIT”,

Course Provider Home

Forgot Password

- SRV RS  §

10 firene@hklawsoc.org hik] Please follow
L 10 resEt your password

Instructions on how to
reset password will be
sent to your email.

An emad has boon &

29



Forget Password [Step 3]

N noreply@hklawsoc.org.hk
UAT-Law Society of Hong Kong - Reset Password

rene

@ Cuick nere 1o download pictures. To help protect your peivacy, Qutiook prevented automatic download of some pictures in this message

Dear

You recently requested to reset your password for your website account. Please click the link

below to reset it. This password reset is only valid for the next 2 hours. Click “Reset your password" in
(E— the email

If you did not request a password reset, please ignore this email or contact the Finance and You will be directed to Law

Administrator Department (Tel : 2846 0500; Email : admin@hklawsoc.org.hk ) if you have Society’s Website

any questions.

*This hyperlink is valid for 2
hours only.

This is an auto-generated email, please do not reply to the sender of this email.

Yours faithfully,

Finance and Administration Department
The Law Society of Hong Kong

30



Forget Password [Step 4]

é@ [AWSOCIETY

e ® MW 8 LOGIN

Find Legal Services | EN ~

Course Provider Home

Reset Password

I a 1" AN

Welcome back to complete the retrieve password
process.

2. Enter your new passwords,

3. The new password should contain a minimum of 6 digits and maximum 20 digits, with a combination
of upper and lower case letters and numbers or special characters without space.

4, You should not use words or phrase that can easily be guessed or detected

LoginiD

“LoginID” is prefilled.
B

Enter and confirm your
Confirm New Password neW password-

CPLS079308

New Password |

31




Forget Password [Step 5]

THE
(83 LAWSOCTETY
= Ad OF AIHONG KONG
Find Legal Services | EN v e &5 & W B W 8 LOGIN

Course Provider Home

Reset Password

eV ¢ B
|

The password has been changed. I

A message showing successful
change of password.
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