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

 

 

 

 

  

 



WEB BASED REGISTRATION SERVICES 
USER GUIDE 
 

Version: UG v1.2  4  

3. PROCEDURES 
 

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 
 Printer 

 
 
3.1.1 System  

3.1.1.1 Transport Layer Security (TLS) 

WBRS website supports the use of high standard for encryption of 
Transport Layer Security (TLS) protocol. This means sensitive information 
such as personal information, application form details provided by you will 
be automatically converted into machine codes before being securely 
transmitted over the Internet.  
 
Whenever we ask you to provide any personal information, we will do so 
through a Web page that uses the TLS protocol. This protocol provides 
security for your information by encrypting it as it travels from your 
computer to our computer. 
 
 

3.1.1.2 Reminders for users 

Before proceeding to the online application submission, please note the 
following: 
1. You might require Hongkong Post e-Cert (Personal) or Hongkong 

Post e-Cert (Organizational) to electronic sign the form. To learn 
more details or apply for Hongkong Post e-Cert, please visit 
http://www.hongkongpost.gov.hk.  

2. For the guideline and information on the e-Cert installation, please 
visit Hongkong Post e-Cert User Guide.  

3. Payment can be made through GovHK Online Services. You are 
advised to save and record the system-generated receipt for reference.  

http://www.hongkongpost.gov.hk/
http://www.hongkongpost.gov.hk/product/ecert/guide/select.html
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4. Remember to logout the session and close the Web Browser after 
finishing the ordering process.  

 

 

3.1.1.3 Recommended hardware and software configuration 

Required Hardware 
 Pentium III compatible or above  
 128 MB RAM or above  
 Display resolution at least 800 x 600  
 
Optional Hardware 
 Smart Card Reader - If you have a smart card loaded with your digital 

certificate, you can make use of the Smart Card Reader for 
authentication and digital signing. 

 Printer - If you have a printer, you can make use of the printer for 
application form, invoice and receipt printing. 

 
Operating Systems 
 Microsoft Windows 7 with SP1 
 Microsoft Windows 8.1 
 Microsoft Windows 10 
 

Web Browsers 
 Microsoft Internet Explorer version 11 
 
Encryption 
 Your browser should support TLS encryption to protect the sensitive 

data transmission between your browser and our system. 
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Security Settings 
Please follow the steps below to configure your security settings 
1. Under "Tools" menu of the Internet Explorer, click "Internet 

Options"  
2. Click on the "Security Tab", select “Trusted sites” 

 
3. Click “Sites” 
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4. Under “Add this websit to the zone:”, input 
“https://wbrs.emsd.gov.hk” and then click “Add” button 

 
5. Tick “Require server verification (https:) for all sites in this zone 
6. Click “Close” 
7. Click “OK” 

https://wbrs.emsd.gov.hk/
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Turn off Pop-up Blocker  
Please follow the steps below to configure your security settings 
1. Under "Tools" menu of the Internet Explorer, click "Internet 

Options"  
2. Click on the "Privacy" 

 
3. Under “Pop-up Blocker”, click “Settings” 
4. Under “Address of website to allow:”, input “wbrs.emsd.gov.hk” 

and then click “Add” 
5. Click “Close” 
6. Click “OK” 

 
 

3.1.2 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 
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3.1.3 Online Payment using GovHK Online Services  

The application can be paid by Online payment using GovHK Online Services 
in WBRS. GovHK online services accept credit cards (Visa and MasterCard) and 
PPS payment. For details, please visit   
https://www.gov.hk/en/about/helpdesk/faq/payment/index.htm 
 

3.1.4 Printer  

For public who will pay the application by cheque or by cash, we suggest 
public to have a printer ready to print the invoice for payment.  

https://www.gov.hk/en/about/helpdesk/faq/payment/index.htm
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3.2 STEPS 

3.2.1 Account Registration 

You must have an account registered in WBRS in order to submit online 
application form. 

 

 

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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Online Account Registration Form 

 
 
 

Step 1 - 2 
Click the “Yes” icon to 
continue the online 
account registration 
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Step 3 - 6 
Click the “Submit” icon 
for the appropriate field to 
start the online account 
registration 
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Account Registration by post / in person 

Click the  icon for 
the appropriate field to 
download the application 
form 
 



WEB BASED REGISTRATION SERVICES 
USER GUIDE 
 

Version: UG v1.2  14  

 
3.2.2 Online Application Submission 

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

 
 

 

 

Step 1 
Click on “Online 
Electronic Submission” 
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Step 2 
Click the “Online 
Submission” icon for the 
appropriate form to start 
the online application 

Step 3 
Read through the application 
requirements and click the 
“Yes” button. 
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Step 4  
Select the “Type”, input a 7-digit or 10-digit 
“Location No.” and then click the “Search” 
button. 

Step 5 
Select the “Location No.” from the search result list and 
then click the “Submit” button. 
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Step 6 
Read and fill up the 
application forms. 

Step 7 
Click “Finish” button 
to go on next step.. 
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Tips: 
You can make amendments by 
clicking the “Amend Details” 
button. 

Step 8 
Select your e-Cert to 
sign the application 
form. 
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Step 9 
When the application required 
additional signature, input the 
relevant information of the 
WBRS user for the signatory 
and click “Forward” 
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For Forms Need 2 Signatures Only, others please skip to Step 18 to continue. 

 
 

Step 10: (For Forms Need 2 Signatures Only) 
After 2nd party login to WBRS, click on the “Sign 
Outstanding Application”. 

Step 11: (For Forms Need 2 Signatures Only) 
All of the outstanding applications waiting for you 
to sign are listed out; select the application you 
want to process by clicking on the “Application 
No.”. 



WEB BASED REGISTRATION SERVICES 
USER GUIDE 
 

Version: UG v1.2  21  

 

For Forms Need 2 Signatures Only, others please skip to Step 18 to continue. 

 
 

 

Step 12: (For Forms Need 2 
Signatures Only) 
Review the details entered by 
the 1st party and fill up the 
remained information if 
needed. 

Step 13 
Select your e-Cert to 
sign the application 
form. 
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Step 14 
Click the “Proceed to 
payment” button to pay for 
the application fee. 

Tips: 
You can pay multiple applications 
in batch by clicking the “Pay 
multiple forms” button. 

Tips: 
You can pay the application fee 
at later time and proceed 
another application by clicking 
the “Proceed another 
application” button. 

Step 15 
Select the payment method. 

Step 16 
Review the total amount and 
click the “Proceed” button to 
pay for the application fee. 



WEB BASED REGISTRATION SERVICES 
USER GUIDE 
 

Version: UG v1.2  23  

 

 
 

 

 
Step 17 
Click the “Confirm” button 
to confirm and pay for the 
application fee. 
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For Online Payment Only,  
 

 
After you have confirmed to settle the payment using “Online Payment Services”, a new 
window should pop up to display the “Online Payment Services” in the GovHK web 
site. If windows pop up has been disabled, you can click on the hyperlink as shown on 
the screen to manually start the new windows to continue the payment. 
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Step 18 (Payment by Online 
Payment Method 
Select the payment method 
and click “Pay” to proceed 
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After selected the payment method, different screens may appear to acquire 
information for authentication according to the selected payment method. Please follow 
the instruction on screen to complete the transaction.  
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 For Online Payment Only, 

 
 

Step 19 (Payment by Online Payment Services) 
A receipt should be showed out after the 
successful payment, you can print the receipt by 
clicking the “Print this page” button. 
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For Payment by Cash/Cheque/General Demand Note Only 

 
 

 

Step 20 (Payment by 
Cash/Cheque/General Demand Note) 
Enter your contact information; click 
the “Finish” button to proceed. 



WEB BASED REGISTRATION SERVICES 
USER GUIDE 
 

Version: UG v1.2  29  

 

 
 

 

 

 

 

 

 
 

 

 

 

Step 21 (Payment by 
Cash/Cheque/General Demand Note) 
Click the “Confirm” button to confirm 
the contact information which will be 
printed on the invoice. 

Step 22 (Payment by 
Cash/Cheque/General Demand Note) 
Click the “Confirm” button to proceed 
and get the Invoice. 
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Step 23 (Payment by 
Cash/Cheque/General Demand Note) 
Click the download link to get the 
generated Invoice. 

Tips 
If “File Download” dialog box 
appeared, you can click “Save” button 
to save the PDF file on your computer 

Step 24 (Payment by 
Cash/Cheque/General Demand Note) 
If this dialog box appeared, you can 
click the “Open” button to open the 
invoice on screen. 
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Sample of General Demand Note 

Step 25 (Payment by 
Cash/Cheque/General Demand Note) 
You can print or save the Invoice by 
clicking on the “Printer” or “Floppy” 
icon at the menu bar respectively. 

Step 26 (Payment by 
Cash/Cheque/General Demand Note) 
You can complete your application by 
settling the payment in person or mail 
the cheque with the printed invoice 
following the information stated on the 
invoice. 
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Important: 

You are required to follow the instruction printed on the second page of the 

General Demand Note to complete the payment.
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3.2.3 Sign Outstanding Applications 

If the application form needs 2 parties to confirm and sign, the 2nd party can use this 
function after successful login to proceed the partially completed form by the 1st party. 
 
Details steps please refer to Step 12 of Online Application Submission on page 16 of 
this manual. 
 
 
3.2.4 Pay Outstanding Applications  

You can pay multiple applications through this function. 
 

  

Step 1 
Click on “Pay 
Outstanding Application” 
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Step 2 
Click the payment type 
for payment settling 
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Select Cash / Check / PPS 
 

 

Tips 
Click on the Application 
No. to review the detail 
of the application 

Step 3 
Select one ore more 
applications you like to 
pay at the same time 

Step 4 
Click “Pay Selected 
Application” to proceed 
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Tips 
You can view your 
selected application with 
the total amount you 
want to pay 

Step 5 
Click “Proceed” to pay 
the total amount 
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For paying Cash / Cheque, otherwise please skip to Step 14 to continue 

 

 
 

 

Step 6 (Payment by Cash/Cheque) 
Enter your contact information; click 
the “Finish” button to proceed. 

Step 7 (Payment by Cash/Cheque) 
Click the “Finish” button to confirm the 
contact information which will be printed 
on the invoice. 
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For paying Cash / Cheque, otherwise please skip to Step 14 to continue 

 
 

 

 

 

 

 

 

 

 

 
 

 

 

Step 8 (Payment by Cash/Cheque) 
Click the “Confirm” button to confirm 
the contact information which will be 
printed on the invoice. 

Step 9 (Payment by Cash/Cheque) 
Click the “OK” button to proceed and 
get the Invoice. 
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For paying Cash / Cheque, otherwise please skip to Step 14 to continue 

 

Step 10 (Payment by Cash/Cheque) 
Click the download link to get the 
generated Invoice. 
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Tips 
You can click “Save” button to save the 
PDF file on your computer 

Step 11 (Payment by Cash/Cheque) 
Click the “Open” button to open the 
invoice on screen. 
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For Payment by Cash/Cheque Only, others please skip to Step 14 to continue 

 
 

 

 

Step 12 (Payment by Cash/Cheque) 
You can print or save the Invoice by 
clicking on the “Printer” or “Floppy” 
icon at the menu bar respectively. 

Step 13 (Payment by Cash/Cheque) 
You can complete your application by 
settling the payment in person or mail 
the cheque with the printed invoice 
following the information stated on the 
invoice. 
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Step 14 (Payment by PPS) 
Enter your PPS Account 
Number and the PPS Internet 
Password; click the “Submit” 
button to proceed. 
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Step 15 (Payment by PPS) 
Wait for the payment 
confirmation message, please 
don’t close or stop the web 
browser. 
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Step 16 (Payment by PPS) 
A receipt should be showed out after the 
successful payment, you can print the receipt by 
clicking the “Print this page” button. 
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3.2.5 Withdraw Outstanding Application  

 

  

 

Step 1 
Click on “Withdraw 
Outstanding Application” 
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Step 2 
Click on the type of 
application you want to 
withdraw 
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Tips 
You will see a summary 
list of applications you 
have withdrew 
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3.2.6 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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3.2.7 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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3.2.8 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” 



WEB BASED REGISTRATION SERVICES 
USER GUIDE 
 

Version: UG v1.2  54  

 

Step 2 
Fill in your old password 
and your new password 

Step 3 
Click “Confirm” button 
to change the password 


