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《查詢教員註冊資料》 
電子申請表格使用指引 

Enquiring Teacher Registration Information 
eForm Guidelines 

 
第一部分 

Part 1 
委派「申請人」及「審批人」 

（學校行政主戶 及 校監／校長） 
Delegation of “Applicant” and “Approver” 
 (MSA and  School Supervisor / School Head) 

 
首次設定後無須重新設定  

Reconfiguration is not required after setup 

P. 2 - 3 

第二部分 
Part 2 

填寫電子表格 
（學校行政主户） 

eForm-filling 
 (MSA) 

P. 4 - 5 

第三部分 
Part 3 

填寫及簽署電子表格  
（擬聘用教師／員工） 

Filling and signing of eForm  
 (Prospective Appointee) 

 

 
數碼簽署 

Digital signing 

P. 6 - 7 

第四部分 
Part 4 

簽署及提交電子表格 
（校監／校長） 

Signing and submission of eForm 
 (School Supervisor / School Head) 

 

 
數碼簽署 

Digital signing 

P. 8 
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第一部分：委派「申請人」（學校行政主戶）及「審批人」（校監／校長） 
 

Part 1: Delegation of “Applicant” (MSA) and “Approver” (School Supervisor / School Head) 
[首次設定後無須重新設定 / Reconfiguration is not required after setup] 

 
步驟一 

Step 1 
校監／校長／學校行政主戶 (MSA account) 經「統一登入系統」登入（網址：

https://clo.edb.gov.hk/） 
School Supervisor/ School Head/ Master School Administrator (MSA) log in via Common Log-
On System (website：https://clo.edb.gov.hk/) 

 
 

步驟二 
Step 2 

登入後，按「教育局電子表格遞交系統」  
Click “eFormSS” after login 

 
 

 
  

https://clo.edb.gov.hk/
https://clo.edb.gov.hk/
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步驟三 
Step 3 

委派學校行政主户為「申請人」，以填寫電子表格  
Delegate MSA as “Applicant” for eForm filling 
 
a) 按「委派頁面」 
Click “Delegation Page” 
 
b) 選擇「表格28」及委派學校行政主户「申請人」，然後按「儲存」 
Select “Form 28” and assign MSA as “Applicant”, then click “SAVE” 
 

 
 

步驟四 
Step 4 

委派校監／校長為「審批人」，以簽署及提交電子表格  
Delegate School Supervisor / School Head as “Approver” for approval and submission of eForm 
 
a) 按「第二審批人」 
Click “Second Approver” 
 
b) 委派校監／校長作「審批人」，然後按「儲存」 
Assign School Supervisor / School Head as “Second Approver”, then click “Save”  
 

 
 
 
 
 
 

  

校監 / 校長 Supervisor / School Head 
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第二部分：填寫電子表格（學校行政主户） 
 

Part 2: eForm Filling (MSA)  
 

步驟一 

Step 1 
「申請人」(學校行政主户(MSA)) 經「統一登入系統」登入「教育局電子表格遞交系統」

後，按「電子表格」 
“Applicant” (MSA) logs into “eFormSS” via Common Log-On System and select “e-Forms 
Application”  
 

 
 

步驟二 

Step 2 
選擇「28. 查詢教員註冊資料申請表格」 
Select “28. Application Form for Enquiring Teacher Registration Information”  
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步驟三 

Step 3 
填寫電子表格，然後提交 
Fill in the eForm and submit 
 
(注意：提交後，擬聘用教師/員工將收到電郵通知，以填寫及簽署電子表格) 
(Note: After submission, prospective appointees will receive email for filling and signing the 
eForm) 
 

 

 
 

 
 

 
 
 
  

「申請人電郵地址」：即擬聘用教師/員工的電郵，系統

會以電郵方式通知擬聘用教師/員工填寫及簽署電子表格 

 

「學校電郵」：申請結果將發送至此電郵地址 

 

“Email Address of Applicant” refers to prospective appointee’s 
email address.  Email will be sent to the prospective appointee 
for filling and signing the eForm 

 

“School’s Email” refers to the email address to 
receive the application results. 
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第三部分：填寫及簽署電子表格（擬聘用教師／員工） 
 

Part 3: Filling and signing of eForm (Prospective Appointee)  
 

步驟一 

Step 1 
按下電郵通知內的連結 
Click the hyperlink in the notification email 
 

 

 
 

步驟二 

Step 2 
透過電郵通知內的連結進入「教育局電子表格遞交系統」後，選擇公眾登入 
After entering “eFormSS” through the hyperlink in the notification email, click “Public Login” 

 
 

步驟二 

Step 3 
輸入電郵地址，以「索取一次性密碼」或透過「智方便」登入 
Input email address to “Get one-time password” or login with “iAM Smart” 
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步驟三 

Step 4 
登入後，按「表格查詢」搜尋相關申請 
After login, click “Search Application” 
 

 
 

步驟四 

Step 5 
核對及填寫所需的資料後，透過「智方便+」簽署提交電子表格； 
After verifying and filling in the eForm, sign and submit it with “iAM Smart+” 
 
(注意：提交後，校監／校長（「審批人」）將收到電郵通知，以核對及簽署電子表格) 
(Note: After submission, School Supervisor / School Head (Approver) will receive email 
notification for verifying and signing the eForm)  
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第四部分：簽署及提交電子表格（校監／校長） 
 

Part 4: Signing and submission of eForm (School Supervisor / School Head)  
 

步驟一 

Step 1 
「審批人」（校監／校長）收到電郵通知後，按電子郵件中的超連結以進入電子表格 
Upon receipt of email notification, Approver (School Supervisor / School Head) accesses to the 
eForm via the hyperlink  

 
 

步驟二 

Step 2 
透過電郵通知內的連結進入「教育局電子表格遞交系統」並登入後，按「表格查詢」搜尋

相關申請 
After entering “eFormSS” through the hyperlink in the notification email and logging in, click 
“Search Application” 

 
 

步驟三 

Step 3 
核對及填寫所需的資料後，透過「智方便+」簽署提交電子表格； 
After verifying and filling in the eForm, sign and submit it with “iAM Smart+” 
 
(注意：提交後，教育局系統會處理相關申請，申請結果將發送至學校所提供的電子郵件

地址) 
(Note: After submission, the EDB system will process the application and the application result 
will be sent to school’s email address provided) 

 
 


