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1.  Initial Set-up and Users Assignment  
Please log in to the ApL System (URL: https://apl2.edb.gov.hk ) for initial set-up and user assignments. 

1.1  

 

 Use the school head’s account for initial set-up. 

https://apl2.edb.gov.hk/
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1.2  

1.3  

To create a new account, 

click [New User]. 
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1.4 

 
 

  

Input the respective CLO account’s 

username, select the [User Role] 

and click [Save User]. 

 

Notes for Assigning Users: 

⚫ For the initial set-up, it is 

suggested to assign more than 1 

School Administrator and at least 

1 School Senior User. 

⚫ Each CLO’s username can be 

assigned to 1 role only.  

Roles of Different Users 

 Routine work in ApL System 
(e.g. application, enrolment 
confirmation, withdrawal) 

Headcount 
confirmation 

Assign user roles and 
confirm School 

Declaration 

School Administrator    

School Senior User@   X 

School User@  X X 
@Due to security reasons, user accounts will be disabled after 180 days of inactivity in the ApL System. 

‘School Administrator’ has to assign the user roles again. 
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2.  School Declaration 
School administrator must complete the ‘School Declaration’ in order to access the application function 

for the relevant cohort(s). 
2.1 

 
2.2 

  

A reminder will appear if the ‘School Declaration’ for the 

relevant cohort(s) has not been completed by the school. 

女 

女 
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2.3 

 

 
 

  

Read the ‘School Declaration’ carefully, tick agree for 

the respective cohort(s) and click [Save]. 

女 
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3.  Import Student Data from CloudSAMS  
School should import the student data from CloudSAMS before the application for ApL courses, Taster 

Programme and Student Headcount Confirmation. 
3.1 

 

3.2 
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4.  School Contact Information 

Please update the school contact information before the application. 
4.1  

 

4.2  

  

Input the main contact and fill in 

up to 3 secondary contacts. 
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5.  School Application – Mode 2 Application 
5.1 

 

5.2 

 
 

  

Select the respective [Cohort], [Study Class 

Level], [Study Duration] and click [Search]. 
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5.3 

 

5.4 

 

(1) Select the respective subject and 

enter no. of students. 

(2) Click [Submit] 

to save. 

Click [Add] to add new subjects and classes. 
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5.5 

  

5.6 

 
  

Select the respective 

[Subject] and click [Add]. 

Enter no. of students and indicate whether the class is 
conducted in collaboration with other schools, then 

click [Submit]. 
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6.  Student Application – Application by Course (Mode 1 and Mode 2)  
6.1 

 
 

6.2 

 

6.3 

 
 

 

 

` 

If you are unable to find the relevant Mode 2 course, please refer to 
‘Step (5)’ School Application - Mode 2 Application’ of this manual  
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6.4 

 

Select class and enter class no., 
then click [Search]. 
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6.5  

6.6 

 

Input no. of elective subject(s) for the 
selected student with the [Fill] function. 

Confirm that the Student Agreement Forms have been 
submitted by the selected/all student(s), then click [Submit]. 
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7.  Student Application – Application by Batch (Mode 1 and Mode 2) 
7.1 

 

7.2 

 

Select the respective 

[Cohort], [Study Class Level], 

[Study Duration].  Choose 

[By Class] or  

[By Student], then click 

[Search]. 
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7.3 

 
 

7.4 

 
  

Confirm that the Student Agreement Forms 
have been submitted by the selected/all 

student(s), then click [Submit]. 
. 

Reminder: 
Please follow the 

deadline of application 
submission stated on 
the related Education 

Bureau Circular 
Memorandum. 

Input no. of elective subject(s) to the 
selected student with the [Fill] function. 

Select [Mode], [Order of Preference] 
and [Subject] for each student. 
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8.  Enrolment Summary and Selection Results 
8.1  

 

8.2 

 

8.3 

 
 

  

Select the respective 
[Cohort], [Study Class Level] 

and click [Search]. 
 

In addition, other criteria 
such as [Selection Result], 

[Subject] or [Enrolment 
Status] may also be used to 

search. 

Upon completion of the application procedure, the 

‘Enrolment Status’ will be displayed as ‘Applied’. 
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 After the selection result is released: 
8.4  

8.5 

 
 

Click the 
checkbox 

before 
[Submit] for 

updates. 

The selected student will be highlighted. 

Choose [Accepted], [Rejected] or 
[Withdrawn] in the [enrolment 

status]. 
 

Click [Apply to All] to apply the same 
status to all the selected students. 
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9.  Exceptional Application 
9.1 

 

If the reminder ‘Failed to update student application’ appears in the ‘Enrolment Summary’, it indicates 

that class schedule conflicts or ineligible application (e.g. Fail to meet the class level requirements) is 

found by the system. 

Please proceed to ‘Applied Learning Application’ > ‘Exception Application’ to review and resolve 

relevant applications. 
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9.2 

 

9.3 

 

Check the reasons for the ‘Exception Application’. 

Due to a class schedule conflict, this student 

cannot enrol in both courses concurrently. 
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9.4 

 

 

 

 

 

The student should withdraw from one of the courses in 
order to proceed with the application. 
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10.  (A)School Functions – Attendance Reports (Single Month) 
10.1 

 

10.2 

 
10.3 

  

Select the respective 
[Cohort] and [ApL Type], 

then click [Search]. 

Select [Year/Month],  
then click [Export Report]. 

Weekly attendance records are included. 
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10.4 

 
10.5 

 

The report to be downloaded must be password-
protected. Set a password that complies with the 

validation rules. Use the same password to open the 
file after downloading. 



1 

Page 27 
Version 1.2.0 

 
 

10.6 

 
 

 

 

 

 

 

 
  

The report includes the total number of lessons conducted and attended by the student, as well as 
the attendance rate for that month.    

Any absence records will be indicated by listing the corresponding absence dates in the last column. 
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 (B)School functions – Attendance Report (Multiple Months) 

10.7 

 
10.8 

 
10.9 

 

Select the respective 
[Cohort] and [ApL Type], 

then click [Search] 

Select the period to be 
covered by the report, then 

click [Export Report] 
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10.10 

 
10.11 

 
 

 

 

 

 

 

 

 
  

Users can select a specified period for the report (e.g. from March to 
April), which includes the total number of lessons conducted and 

attended by the students, as well as the attendance rate for the period. 

The report will also show 
the cumulative attendance 

rate based on the total 
number of lessons 

conducted. 
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11.  School Functions – Student Assessment Reports 
11.1 

 
11.2 

 

Select the respective [Cohort] 
and [ApL Type], then click 

[Search].  
Click [Preview & Print] to 

download the report. 
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11.3 

 
11.4 Report sample: 

 

 

 

 

 

 

The yellow parts indicate the months for assessment reports to be uploaded by course providers; while 
the blue parts indicate the grade for relevant assessment. 

 

The report to be downloaded must be password-
protected. Please set a password that complies with 
the validation rules. Use the same password to open 

the file after downloading. 

 The assessment grades are for reference only. 
Please refer to the ‘Mark-conversion table’ as 

provided on the webpage of the course 
providers and included in the student 

handbook.  
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12.  School Functions – Student Headcount Confirmation 
12.1 

 

12.2 

 

Select the respective 
[Cohort] and [ApL Type], 

then click [Search]  

This section comprises Submission Step and Confirmation Step. 
 

Submission Step can be performed by a School Administrator, 
School Senior User, or School User, while Confirmation Step can 

only be performed by a School Administrator or School Senior User.   
 

Submission Step and Confirmation Step must be completed by two 
different users. 
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12.3 
 

Student Headcount Confirmation: Step (1) Submission  

  

(1) [Download] the reports from the ‘Pending For Submit List’ 
for checking before confirmation. 

(2) [Submit] after checking.  
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12.4 

 

Submitted successfully. 

[Undo] the confirmation if any mistakes are found.  
(Only applicable before the deadline of the student headcount confirmation)  
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12.5 Student Headcount Confirmation Step (2): Confirmation 

This step can only be performed by [School administrator] or [School senior user] 

 

 

 
 

  

[Confirm] to complete the ‘Student Headcount Confirmation’ from the 
‘Pending For Action List’.  If amendments are required, click [Reject].  

 
Reminder: Submission Step and Confirmation Step should be 

completed by different users. 

Username of the submission. 



1 

Page 36 
Version 1.2.0 

 
 

12.6 

 

  
Export the student data to CloudSAMS immediately after the 

headcount confirmation  
(Refer to Step (17) ‘Export to CloudSAMS with ApL Student Data’) 

If both the ‘Pending For Action List’ and ‘Pending For Submit List’ show 
‘No matching records found.’, and all records in the ‘Confirmed List’ with 
the status of ‘Confirmed’, then the ‘Student Headcount Confirmation’ for 

current school year is completed. 
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13.  School functions – Student Arrival (for transferred student) 

13.1  

 
 

 

13.2  

 
 

Enter the STRN of the 
transferred student, then 

click [Search]. 
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13.3  

 
13.4 

 

  

Confirm the information of the student, 
then click [Proceed]. 
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14.  School Functions – Student’s Departure 
14.1 

  

14.2 

  

 

Select the respective [Class], 
then click [Search]. 
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14.3  

 
14.4 

 
 

  

(1) Select the respective [Student’s Destination] and [Student’s Intention]. 

(2) Select the student departed, then click [Save]. 

Reminder: 

Student who intends to continue the study of 
ApL course(s) should bring the ‘Form for 

Reporting Student Departure’ to the school to 
which he/she is newly admitted for processing. 

Approval must be obtained from the new school 
in order to continue the study of ApL course(s). 

(3) [Print] the form for the student departed 
and retain a copy by the school. 
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15.  School function – Application for Repeaters 
15.1 

 
 

15.2 

 

 

 

 

 

Select respective [Class], 
then click [Search]. 
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15.3 

 

15.4 

 

15.5 

 

 
  

Select the repeater(s), then click [Save]. 
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15.6 

 
 

Select the respective [Cohort], [Study 

Class Level] and [Study Duration (Year)], 

choose [By Class] or [By Student], then 

click [Search]. 
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15.7 

 

 

 

  

2. Input no. of elective 
subject(s) for the selected 

student with the [Fill] function. 

1. Ensure that the selected student has 
submitted the Student Agreement Form, 

then tick the checkbox on the left to select 
the information ready for submission. 

3. Select [Mode], [Order of 
Preference] and [Subject], 

then click [Submit]. 
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16.  School functions – Reports 
16.1 

  

16.2 

 

Select the [report submission date], 
[Active Cohort] and [Report Type], 

then click [Search].  
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16.3 

 

16.4 

 
  

The report to be downloaded must be password-
protected. Please set a password that complies with 
the validation rules. Use the same password to open 

the file after downloading. 
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17.  Export to CloudSAMS with ApL Student Data 
School should export ApL student data to CloudSAMS before HKDSE Registration and after Student 

Headcount Confirmation. 
17.1 

  

 

17.2 

 

 
  

Select the [Cohort] to 
fetch data from ApL. 
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 This function can only be performed by [School Administrator] or [School Senior User]: 
17.3 

  
 

  

Input the CloudSAMS School Key, then 
click [Export Data to CloudSAMS].  
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18.  Application for Taster Programme: (1) For individual student 
18.1 

  

 

18.2 

 
18.3 

 

Select [Cohort], then 
click [Search]. 

Click [Search] to search 
all taster programmes. 

Search can also be performed by selecting 
respective [Course Provider] to search relevant 

programmes. 
 

(Remark: For the Course Providers’ Name, please refer to the 

webpage of the Education Bureau (Path: Home >Curriculum 

Development and Support >Cross Disciplinary Subjects/Areas 

>Applied Learning >Course Providers)) 
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18.4 

 

 

18.5 

 
18.6 

 

Select [Year Level], 
then click [Proceed]. 

Select class name from [Year Level] 
and input individual student’s class 

number, then click [Submit]. 

Choose the taster programme 
intended to apply, then click 

[Apply for Students]. 
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18.7  

 
 

 

 

 

18.8 

 
 

 

  

Application is submitted successfully. To inquire about the application status, please go to 
‘Application for Taster Programme’ > ‘Application summary’ (Refer to Step (20) ‘Application 

for Taster Programme: Application Summary’). 

(1) Tick the checkbox on the 
left to select data for 

submission. 
(3) Check if the Student Agreement Form is collected.  Input 

student’s information, verify for accuracy, then click [Submit]. 

(2) Input information of teacher-in-charge and assign 
teacher information for the selected student with the 

[Fill] function. 
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19.  Application for Taster Programme: (2) Import by batch 
19.1 

  
19.2 

 
19.3 

 
19.4 

 

Download template 

 Contains information for each taster programme, 
allowing schools to copy the details of the taster 

programme onto the ‘Application Data (for input)’ 
worksheet. 

For schools to input the details of the taster programme they intend to apply. 
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19.5 

 
 

19.6  

 Please ensure that all data is correct.  
Save this template for uploading. 

(2) Input data into Columns I to P.  Input ‘Y’ in  
Column K if the student agreement form is collected. 

 
(Remark: Please refer to the student module of CloudSAMS  

for Column I (Class Name).) 

(1) Copy the course information 
(See Steps 20.1-20.4) intended for 

application from the worksheet 
‘Prog Info (for copying)’ to 

columns A to H of the worksheet 
‘Application Data (for input)’. 
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19.7 

 

19.8 

 

19.9 

 

The status of the newly uploaded 
file will initially be indicated as 
‘Pending’. The system will take 
approximately 10 minutes for 

checking. If no errors are found, 
the status will be updated as 

‘Captured’, indicating that the 
application is submitted 

successfully. 

Upload the saved 
template to the system. 
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19.10 

 

19.11 

 

 

  

If the status column indicates 
‘Error’ after checking, please 
download the [Error Log] to 

review and revise. 

The [Error Log] must be password-protected. Please set 
a password that complies with the validation rules. Use 
the same password to open the file after downloading. 

After revising the log according to the [Error Log], re-upload the 
template (See Steps 19.7-19.10) until the system status is updated as 
‘Captured’, indicating that the application is submitted successfully. 
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20.  Application for Taster Programme: Application Summary 
20.1 

  

 

20.2 

 

 

 

 

 

Select [Cohort], then click [Proceed] to review the application summary.  
Also, it can be filtered by selecting [Course Provider], [Session Date] and 

[Year Level]. 
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20.3 

 
20.4 

  

 

  

Application summary includes application records, 
application status and attendance. If necessary, click [Edit] 

(See Step 20.4) the application or [Withdraw] from the 
taster programme before the application deadline. 

Amend the application with the [Edit] function,  
click [Save Taster Programme Application] after editing. 

After completing the application, check the ‘Application 
Summary’ on the announcement date (refer to the relevant 

announcement from the Education Bureau).  
If the application status is indicated as ‘Successful’, please inform 

the student the relevant arrangements and remind them to 
attend on time.  If the application status is indicated as ’Pending’, 

please contact the course providers to follow-up.   
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21.  Document Submission 
21.1 

  

 

Select ‘Document Submission’ to submit the ‘Supplementary Information of 

Students with Special Educational Needs (Optional)’ to the EDB. 
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21.2 

 
21.3 

 

 

 

Click [New Submission] 

Click [Browse] to select the file to be uploaded, then click [Upload]. 

Remark: Schools should complete the ‘Supplementary Information of Students with 
Special Educational Needs (Optional)’ form for each student independently and upload it 

to the ApL System in PDF format. 
The filename should follow the format below: 
(School Name)_(Cohort)_(Student Name).pdf 

Example: XXX Secondary School_2026-28_Chan Tai Man.pdf 

Before clicking [Upload], schools must carefully verify the 

documents to be uploaded.  Submissions cannot be recalled or 

deleted once uploaded.  
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21.4 

 
21.5 

 

  

Select [Sent] from [Select Inbox] and click [Search] 

to view the document submission record. 

 

The system will retain all uploaded documents until the end of the school year, 

after which all files will be automatically deleted. 
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For enquiries, please contact the ApL Section at 3698 3186. 


