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Online Training Records (Counselor) 

User Guide 

This user guide shows how the Counselors complete the following tasks via the online system. 

 

When to access 

 

(1) View the QP student list who is under your supervision under the AE scheme. 

 

(2) Review and sign off of online Training Records submitted by the QP students 

 

How to know QP students submit the Training Records 

You will receive an email notification once your QP students submitted the Training Records for your 

review and annual sign off.  Please review and sign off on the Training Records at least on an annual 

basis. 

 

Where to access 

You can login the Practical Experience Online System and access to the Landing page. 

 

Illustrative example: 

 

 

 

  

Click "Sign Off Training Records".  

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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(1) How to view the list of QP student who is under your supervision under the AE record 

 

 

 

 

 

 

 You can refer to the grid table under "Active Student" to check the QP students who are under 

your supervision anytime. 

 

Illustrative sample: 

 

 

 

 

 

If you would like to review the submitted Training Records of your QP students, please follow the steps 

on (2) How to review and sign off of Training Records. 

  

This reminder shows the number of Training Records 

currently pending for your review and sign off. 

(1) Click "My Supervision Profile" to view 

your appointment details. (2) Click "QP student list" button. 
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(2) How to review and sign off of Training Records 

 

Note: You can click the information icon  to view reminder notes under different sections. 

Please follow the steps below to complete the review and sign off of online Training Records. 

 

 

Step 1: Find the Training Records pending for sign off 

 

 

 

 

 

 

 

 

 

Step 2: Review the Training Records 

 

 

 
 

 

 

 

(1) Click "Sign-Off Training Record (TR)" tab. 

(2) Click the record to open the Training Records. 

Note: You can view all the submitted Training 

Records (pending for sign off) under this grid 

table. 

 

Review each section of 

the Training Records. 
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Step 3: Approve/ Push Back the Training Records 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Push Back the Training Records 

If push back the Training Records to the QP student for revision: 

(1) Input comments for your QP student’s reference (if any), and 

(2) Click "Push Back" button to route the Training Records to the QP 

student for amendment. 

Note:  Counselor is not able to edit the content of the Training Records. 

Approve the Training Records 

(1) Click "Sign Off " button. 

Click "Save" button to save 

your comments (if any). 

(2) Check the box to 

make declaration. 
(3) Click "Confirm" button to sign 

off the Training Records. 

Details of the person who 

sign off the Training Records 

will show here. 



 

Page 6 of 6 

 

Once you sign off, the related Training Records will automatically update to "Sign-Off History". 

 

 

 

Note:  

1. After you sign off the Training Records, the QP student will receive a confirmation email and the 

Training Records status will change to "Signed Off". 

 

2. When you push back the Training Records, the QP student will receive an email notification and the 

Training Records status will change to "Push Back". 

 

3. You can go to the "Sign-Off History" tab to view the signed Training Records when necessary. 

 

 

Enquiry 

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

Click "Sign-Off History" tab. Approved details. 

 

mailto:pef-enquiry@hkicpa.org.hk

