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Annual Monitoring of AE/ AS  

User Guide 

This user guide shows you how to complete an online annual monitoring form.  Please read this 
document carefully before completing the form. 
 
Whom to access 

The following roles can access the online annual monitoring form: 

• Member-In-Charge (MIC) of an AE 

• Scheme Coordinator (SC) of an AE Note 

• Authorized Supervisor (AS) 

Note: SC can prepare the online annual monitoring form for the MIC’s review and submission. 

 

Whom to submit 

MIC and AS can submit the online renewal form. 

 

Where to access the form 

To access the form, please login the Practical Experience Online System and access to the Landing 

Page.  

 

Illustrative example: 

 
 

To access the online annual monitoring form. 

Illustrative sample:

 

 

 

Click "Annual Monitoring".  

Click "Start".  

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
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How to fill out the form 

After opening the form, please follow the steps below to complete the online annual monitoring form. 

 

Step 1: Read the Welcome page information carefully and click "Next" button to go to the next section. 

 

 

Step 2:  Complete Codes and Guidelines session. Remember to click "Save" button before moving to 

the next section.  

  

(1) Your declaration 

selection. 

 

(2) Input response for 

the questions on 

“Substantial 

changes or 

improvements”. 

Here show the “Declaration Period”. 
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Step 3:  Read the Declarations carefully and complete this section. 

 

 

 
 

Note:  You are strongly recommended to save a copy of the submitted form for your record.  You will 

not be able to access to the submitted form once you log out the system. 

 

After submission 

Your submission will be reviewed and approved by the Institute in due course.  To check the approval 

status, please return to the online annual monitoring form. 

 

  

Enquiry 

Please send email to pef-enquiry@hkicpa.org.hk. 

 

 

 

END 

Click "Submit” button to submit the form. 

 

Note: This button only visible for MIC and AS. 

You can click the "Printer" icon here to 

export and review your completed form. 

mailto:pef-enquiry@hkicpa.org.hk

