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1. PURPOSE 
The purpose of this manual is to :- 

 
� provide relevant information on the on-line application of the Web 

Based Registration Service (WBRS)  
 

� serve as a guideline for the public on the application implemented; 
and 

 
� document the instructions of all the work public can be performed on 

the Web Based Registration Service (WBRS) system 
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2.2.2.2. SCOPESCOPESCOPESCOPE    

This document defines the procedure for the public to submit on-line 
application thru WBRS System.   
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3.3.3.3. PROCEDURESPROCEDURESPROCEDURESPROCEDURES    

 
This section serves to give an overview of the submission of online 
applications thru the Web-Based Registration System (WBRS).  It depicts 
the topics including: 

 
� Account registration and Login 
� Online application submission 
 

 

3.1 PRE-REQUISITE  

Each online application form requires public to have some of the following pre-
requisite.  
 
� E-Certificate 
� PPS Account  
� Printer 

 

3.1.1 E-Certificate  

Some online application forms require public to digitally sign the application 
during submission. One may apply their certificate at Hong Kong Post. 
You may visit Hong Kong Post e-Certification website for further information 
http://www.hongkongpost.gov.hk/index.html 
 

3.1.2 PPS Account  

PPS payment can be accepted through our WBRS. One may require to have a 
PPS account in order to pay using PPS.  
You may visit PPS website for further information  
http://www.ppshk.com/hkt/revamp2/Chinese/main.html 
 

3.1.3 Printer  

For public who will pay the application by check or by cash, we suggest public 
to have a printer ready to print the invoice for payment. One should bring the 
printed invoice to the Customer Service Office for paying cash or check. One 
should attach the printed invoice with the check for paying by check thru mail. 
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3.2 STEPS 

3.2.1 Account Registration 

You must have an account registered in WBRS  
 

 
Enter the User ID and 
Password, click “Login” 
to enter the system 

For applying account by 
post or in person, click 
“download” 

For applying account 
thru Online Registration, 
click “Online Registration 
Form” 
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Click  to 
download the 
appropriate application 
form 
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Security Settings 
 
Check if your browser has already had the following settings. If they are different please 
apply the following settings 

 
 
 

Click the “Custom Level” 
button 
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Check “Prompt” radio 
button of the “Download 
signed ActiveX control” 
option 

Check “Enable” radio 
button of the “Run 
ActiveX controls and 
plug-ins” option 
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Turn off Pop-up Blocker 
Under “Tools” menu of the Internet Explorer, click “Pop-up Blocker”-> “Turn Off Pop-
up Blocker”. 
 

 
 
 
Online Account Registration Form 

 
 
 

Step 1 
Click the “Yes” button to 
proceed the online 
account registration 
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Account Registration in person 

Click the  icon 
for the appropriate field 
to open the online 
application form 
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3.2.2 Online Application Submission 

After successful login to WBRS, please follow the steps below to submit the online 
electronic application. 

 
 
 
 
 

Step 2 
Click the “Online 
Submission” icon for the 
appropriate form to start 
the online application 

Step 1 
Click on “Online 
Electronic Submission” 
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 Step 3 

Read through the application 
requirements and click the 
“Yes” button. 
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Start filling the form data 
� For EELS applications, the total number of model including in the application must 

be provided. 

 
 
 
 

Step 5 
Click 
“Submit” to 
proceed 
 

Step 4 
Specify the total 
number of model 
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Tips: 
You can save the entered 
details to your computer and 
resume the application at later 
time by clicking the “Save to 
Desktop” button at any time. 

Step 6 
Click “Fill Form XXX 
Model” button to fill 
the information of the 
model(s) 

When “Mandatory Field 
which must be filled in” 
message is found here, 
applicant must fill in 
those fields with “*” 
marks. 

Tips: 
You can print the application 
form and entered details by 
clicking the “Print “button at 
any time. 
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Pop-up message should be appeared to indicate to error found in the provided 
information.  

 

Read the details of the 
error and correct the 
information before submit 
the application 
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Filling the model of the selected application type 
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Tips: 
You can save the entered details 
to your computer and resume the 
application at later time by 
clicking the “Save to Desktop” 
button at any time. 

Step 7 
Click “Finish” button 
to fill the information 
of the model(s) 

Tips: 
You can print the application 
form and entered details by 
clicking the “Print “button at 
any time. 
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� For EERSB application, the applicant start filling in the form 
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� Confirm the application 

 
Step 7 
Confirm the main 
application details  

Tips: 
You can make amendments by 
clicking the “Amend Details” 
button. 
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Step 8 
Confirm the model 
details  

Tips: 
You can make amendments by 
clicking the “Amend Details” 
button. 
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Step 9 
Confirm again by 
clicking “OK” 
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Step 11 
Click the “Proceed to 
payment” button to pay for 
the application fee. 
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3.2.3 Supplementary Documents Submission 

After you have submitted your application, you will be given an application number. 
You may upload additional supplementary documents regarding your application by 
using this function. 
 

 
 

Step 1 
Click on “Supplementary 
Documents Submission” 
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Step 2 
Type in the application 
No. and click the 
“Submit” button 
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Step 3 
Type in the number of 
documents you wish to 
attach to the application. 
Click “Change” button. 

Step 4 
Click the “Browse” 
button to select the 
documents you wish to 
submit 

Step 5 
Select the document type 
and press “Confirm & 
Submit” 
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Step 6 
A confirmation screen will 
display the filename you 
have attached to the 
application 
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3.2.4 Sign Outstanding Applications  

(Not applicable to EEO) 
 
Some online application forms in Lifts and Escalators requires multiple parties’  
e-Certification signing.  
 
 

3.2.5 Pay Outstanding Applications  

(Not applicable to EEO) 
 
You can pay multiple applications through this function. 
 
 

3.2.6 Withdraw Outstanding Application  

(Not applicable to EEO) 
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3.2.7 Application Submission History  

 

Step 1 
Click on “Application 
Submission History” 
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Step 3 
Click “Search” button to 
retrieve the submission 
history 

Step 2 
Select the searching 
condition to narrow 
down the search result  

Tips 
You can click on the 
Application No. to review 
the detail 
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3.2.8 Application Payment History 

 
 
 

Step 1 
Click on “Application 
Payment History” 
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Step 2 
Select the searching 
condition to narrow 
down the search result 

Step 3 
Click “Search” button to 
retrieve the submission 
history Tips 

You can click on the 
Application No. to review 
the detail 
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3.2.9 User Profile 
 
You may change your password through this function 

 
 
 

Step 1 
Click on “User Profile” 
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Step 2 
Click on “Change 
Password” 
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Step 2 
Fill in your old password 
and your new password 

Step 3 
Click “Confirm” button 
to change the password 


