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Online Training Records (QP student) 

User Guide 

 

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

 

When to access 

(1) Interim and annual review of online Training Records; 
Interim review:  It can take place any time throughout the training year. 

Annual review:  The online Training Records should be signed off by your Counselor/ AS on an annual 

basis (by 31 December each year) (Note). 
 

Note: In the situation that a QP student who commences his/ her Practical Experience Period in the second 

half of a year (i.e. Practical Experience Period for that particular year is less than six months), the first annual 

review and sign-off could be completed by 31 December of the subsequent year. 

 

(2) Monitoring of the practical experience progress; 

You can keep track on your practical experience progress via the online system anytime. 

 

(3) Final sign-off request of online Training Records; 

You should submit the final sign-off request to your AE/ AS when you have:  

(a) completed your Practical Experience Period; or 

(b) changed employment (by QP student or Authorized Supervisor) 

 

 

Where to access? 

To access the online Training Records, please login to the Landing page. 

 

 

 

 
 

  

Click "Training Record".  
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After login, please follow the steps below to complete the online Training Records.  

 

(1) How to complete and submit for annual sign-off 

 

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

 

For the sample of Training Records can be referred to Appendix D of Practical Experience Framework 

Support Manual. 

 

Step 1: Create a new online Training Records 

 

 

 

  
  

 

 

 

Note: You need to create a new Training Records for each training year. 

 

  

(1) Click "My Training Record" tab. 

(2) Click "New Training Record" button to 

create a new record. 

Click the information icon  to view reminder notes. 

 

https://www.hkicpa.org.hk/-/media/HKICPA-Website/New-HKICPA/Become-a-Hong-Kong-CPA/Qualification-Programme/Practical-Experience-Framework/Support-Manual-of-the-revised-PE-Framework.pdf?la=en&hash=2BF43743DEBFF6D9BDB3B108FB3D11FD
https://www.hkicpa.org.hk/-/media/HKICPA-Website/New-HKICPA/Become-a-Hong-Kong-CPA/Qualification-Programme/Practical-Experience-Framework/Support-Manual-of-the-revised-PE-Framework.pdf?la=en&hash=2BF43743DEBFF6D9BDB3B108FB3D11FD
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Step 2: Complete the online Training Records 

  

Step 2(a):  Review and update the information in Training Records Details. 
Click "Save" button before moving to the next section. 

 

 
 

 

Step 2(b):  Fill in the date of Interim Review. 

Click "Save" button before moving to the next section. 

 

 
 

  

Input the covering period of 

Training Record.  

Note: You can leave the end date 

blank until you submit Training 

Records for Counselor/ AS review 

and sign off. 
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Step 2(c):  Fill in Technical Competences acquired. 

Click "Save" button before moving to the next section. 

 

Illustrative example: 

 

 

 

 

 

 

 

 

 

 

 

(1) Click the core area of 

competence that you have 

been acquired. 

(3) Click the magnifier icon to 

view the sub-elements. 

(4) Select the appropriate sub-elements. 

(5) Select "Achieved Proficiency Level" from the drop down list. 

Note: At the end of the entire practical experience period (normally of 

3 years), the QP student should attain the required proficiency level. 

(6) Input the number of 

Working Days spent on 

the selected sub-

element. 

You can add/ remove  

sub-element(s) if appropriate. 

(2) Identify the relevant 

technical elements. 
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Step 2(d):  Fill in Enabling Competences acquired. 

Click "Save" button before moving to the next section. 

 

Illustrative example: 

 

 

 

 

 

  

(1) Click the core area of 

competence that you have 

been acquired. 

(2) Identify the relevant 

enabling elements. 

(3) Choose "Yes" under "Acquired" if 

you have acquired the respective 

sub-elements. 
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Step 2(e):  Complete the Reflective Statement. 

Click "Save" button before moving to the next section. 

 

 
 

Step 3:  Submit the Training Records for Counselor/ AS review and annual sign off. 

 

 

Note: 

1. You can update the progressive development of competences in the Training Records anytime 

before submission to your Counselor/ AS. 

 

2. After submission, the Training Records status will change to "Pending for Sign Off". 

 

3. After the Counselor/ AS signs off on your Training Records, you will receive a confirmation email 

and the Training Records status will change to "Signed Off".   

 

4. In case your Counselor/ AS push back the Training Records to you, you will receive an email  

notification and the Training Records status will change to "Push Back". 

 

(1) You can input comments  

for consideration by your Counselor/ AS. 

(2) Click "Submit" button to submit the Training Records . 
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(2) How to monitor the practical experience progress 

The online system can help you keep track on your progress of satisfying the practical experience 
requirements.   
 

(A) Export summary of the yearly Training Records 

QP student can export a pdf file of the Training Records. 

 

Illustrative example:  

 

 
 
 
 
(B) Training Records Summary 

QP students can compile all practical experience information already input in a single summary report 

anytime.  There are 2 types: Status Checking and Completed Training Records. 

 

 

 

 

 

 

 

 

 

 

(2) Click "Print" button to 

export Training Records. 

Status Checking 

 

 Available for all Training Records. 

 

 Serve as a tool for monitoring of your 

practical experience progress. 

 

 

 

 

Completed Training Records 

 

 Available for Training Records with  

final sign off only. 

 

 Serve as a summary report regarding the 

acquired practical experience for 

membership admission. 

 

 

 

(1) Click "My Training 

Record" tab. 



 

Page 8 of 10 

 

How to generate the Training Records Summary 

 

Illustrative example: Status Checking

 

 

 

 

 

How to review the Training Records Summary 

The "System Checking" section of the summary will list the unfulfilled requirements that you must 

achieve at the end of the practical experience period. 

 

Illustrative example: 

 

 

Congratulation!  You have attained all practical experience requirement if this section shows blank. 

 

 

 

 

 

 

 

 

(1) Select the appropriate tab, "Status Checking" or  

"Completed Training Records" 

(2) Select employment(s). 

(3) Click "Generate Report" button. 

(4) Click "View Report" to export the summary. 



 

Page 9 of 10 

 

(3) How to make a request for Final Sign-Off * of the Training Records  

 

 

 

Please follow the steps below to submit the Final Sign-Off request.   

 

 

 

 
  

 

 

 

 

 

 

 

 

 

  

(1) Click "Final Sign-Off" tab. 

Read the 

reminder 

notes 

carefully. 

 

(2) Click "Request" button under 

Final Sign-Off column. 

(3) Select reason from the drop down list 

and fill in relevant information (if any). 

(4) Click "Submit" button. 

* Please be reminded that you should only submit the final sign-off request to your AE/ AS when: 

   (i) you have completed your Practical Experience Period; or  

   (ii) you have changed employment 

 

If you are not either of the above cases, please do not submit the final sign-off request. 
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Note:  

1. After submission, the Final Sign-Off status will change to "Pending for Final Sign Off". 

 

 

2. After the MIC/ MIC Deputy/ AS completes the final sign-off, you will receive a confirmation email and 

the Final Sign-Off status will change to "Completed".  Meanwhile, the status of your Development 

Commitment will change to "Ended".  

 

3. In case your AE/ AS push back your request, you will receive an email notification and the Final 

Sign-Off status will change to "Push Back". 

 

 

Enquiry 

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

 

 

END 

mailto:pef-enquiry@hkicpa.org.hk

