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Login Providers’ Zone

Click “LOGIN” to go to the      
Providers’ Zone page.

https://www.hklawsoc.org.hk/en/course-provider/

https://www.hklawsoc.org.hk/en/course-provider/
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Login Providers’ Zone

Login in with the 
assigned “Login ID”, 

“Password”.
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Course by Course Provider Submission

Click “Course by Course 
Provider Submission” to 

continue.
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Application Form

Click “NEW APPLICATION FORM” to 
create a new application.
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Application Form (cont’d)

Fill in the requisite 
course information.
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Application Form - Break and Lunch Duration

Examples:

Break Duration
(Total duration)

Lunch Duration

If there are two 15-minute 
break totaling 30 minutes, 

you should enter: 00:30

If the lunch will last for 1 
hour 30 minutes,

you should enter: 01:30
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Application Form (cont’d)

To create more row(s) 
for the programme

rundown.

To upload supporting information, e.g. 
presenter’s CV, course materials, detailed 

outline, etc.
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Application Form (cont’d)

Read and agree to the “Terms 
& Conditions and Personal 

Information Collection 
Statement”.

Read the reminder and click 
“Close”. You will be directed to 

the “Payment” page.

Please refer to page 17 of this user guide for the steps to make payment of application fee.
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Application Form (cont’d)

The entry will be shown here after 
you have submitted an application. 
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Application Form - Segmented Course [Step 1] 

Select “Segmented” if you are 
seeking for accreditation on a 

segmented basis. 
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Application Form - Segmented Course [Step 2]

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.  
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Application Form - Segmented Course [Step 3]

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)
ii. Course Date
iii. Course Time
iv. Break Duration
v. Lunch Duration
vi. CPD Points
vii. Name & Title of Presenter(s)

Please repeat Steps 2 and 3 if you have further segment(s). 
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Application Form - Segmented Course [Step 4]

Click “Finish Last Segment and 
Submit” after you have 

completed the information for 
the last segment of the course.

A pop-up message will appear. 
You will be directed to the 

“Payment” page after you close 
the message.

Please refer to page 17 of this user guide for the steps to make payment of application fee.
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Application Form - Segmented Course [Step 5]

Entries of all segments of 
course will be shown here.
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Application Form (cont’d)

The status of the course will be changed 
from “Submitted” to “Approved” when the 

application is approved. 
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Payment 

You will be directed to the “Payment” 
page after you have submitted an 

application form. 
The outstanding 
payment will be 

shown here.  
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A. Online Payment (Credit Card) [Step 1]

Check the “Total 
Amount” and click 

“Confirm” to proceed. 
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A. Online Payment (Credit Card) [Step 2]

Click “Proceed to Checkout”.
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A. Online Payment (Credit Card) [Step 3]

Fill in the credit card details 
and click “Pay”
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A. Online Payment (Credit Card) [Step 4]

A message showing 
successful transaction. 

Click here to return to the “Course 
by Course Submission” page. 

The number of outstanding 
payment(s) will be reset to zero 

after you paid.  
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B. Offline Payment (Cash/Cheque)

Click here to return to the “Course by 
Course Submission” page.

DO NOT click “Confirm” if you 
choose to pay by cheque or in 

cash.
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B. Offline Payment (Cash/Cheque)

The “Course No.” should be quoted as 
reference when you pay the fee(s) by 

cheque or in cash. 

The number of outstanding 
payment will be updated after 
the Law Society has received 

your payment.  
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Payment - Outstanding payment

Application fee shall be paid as soon as 
possible and in any event, within 3 

working days after submitting an online 
application. 
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Actual Time

The “ACTUAL TIME” button will be shown after
the application is approved. Please fill in the
following information after the course was held:
i. Course Date
ii. Course Time
iii. Break and/or Lunch Duration (if applicable)
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Actual Time (cont’d)

Select “Start Time” and 
“End Time”

Click “Finish and Submit” and close 
the message to return to the “Course 

by Course Submission” page.

Remark: The information on “Course Date” is copied from the Application Form submitted by the provider. If
the course was eventually held on a day which is different from the date indicated in the application form,
please enter the actual course date in this form.
*Please note that all changes to the information provided in an application form shall be notified to the Law
Society as soon as the changes are made and in any event prior to the commencement of the course.
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Evaluation Form

The “EVALUATION” button will be 
shown once the application is 

approved. Submit an evaluation 
summary after the course was held.
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Evaluation Form (cont’d)

Complete the evaluation form. 

Click “Finish and Submit” and close 
the message to return to the “Course 

by Course Submission” page.
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Change Password

Click “Change Password” to change your 
password if necessary.
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Change Password (cont’d)

Complete the form.
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Change Password (cont’d)

A message showing successful
change of password.
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Forget Password

Click “Forgot Password” to retrieve 
your password.
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Forget Password [Step 1]

Enter “Login ID” and click 
“NEXT” to continue.
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Forget Password [Step 2]

Enter your registered 
email address and click 

“SUBMIT”.

Instructions on how to 
reset password will be 

sent to your email.
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Forget Password [Step 3]

Click “Reset your password” in 
the email and you will be 
directed to Law Society’s 

website.
*This hyperlink is valid for 2 

hours only.
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Forget Password [Step 4]

“LoginID” is prefilled.

Enter and confirm your 
new password.
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Forget Password [Step 5]

A message showing successful change 
of password.


