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1 General

1.1 Language

System interface as well as error and warning messages are in English.

1.2 Supported Browser

System works properly under Microsoft Edge 102.x or above, Firefox 101.x or above, Chrome 102.x or
above and Safari 15.x or above.

1.3 Button

There are buttons to facilitate the operation. They are designed for special actions. The following table
explains the functionality of each button.

Add Go to the dedicated page for record creation.

(& Go to the dedicated page for updating the selected record.
Cancel Cancel the current action and go back to the previous screen.
m Delete the selected records.

User confirmation is required.
Screen will be refreshed upon completion.

Reset Undo the applied change(s).

Save Save the applied changes.
Validation will be applied when record saving.

Search Trigger the search function.

Submit Submit the inputted information.
Validation will be applied when submission.

A Only applicable in the training log book — quick access.
It collapses the quick access action.

v Only applicable in the training log book — quick access.

It expends the quick access action.
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2  Access to the System

2.1 Login to the System

System is limited to the authorized person. User account will be granted to each authorized person. Login

procedure is required for authentication.

EBREERR
College of Ophthalmologists
of Hong Kong

Member Login

Email

Password

Forgot Password

Email: cohk@netvigator.com
©2022 College of Ophthalmologists of Hong Kong | Al Rights Reserved

Steps

1.  Input the Email and Password.

2. Press<Login>.

3. It goes to View/Verify for a Tarinee after successful login.

4.  User Name and last login date and time will be indicated at the top right-hand corner.

Notes
1.  Only active user account can access to the system.
2. Error message will be displayed for failed login attempt.

Special buttons

Login > It triggers the login procedure.
> Error message will be displayed for failed login attempt.

iFour Limited . FO UR
Unit 2001, 20/F., Wan Chai Commercial Centre, 194-204 Johnston Road, Wanchai L

Tel: 2520 6996 Fax: 2520 6962 Web: www.i4deas.com W 8 A B & 8B &4 O



COHK ePortfolio User Manual — Department Secretary Page 5 of 11

2.2 Logout from the System

Due to security reason, user is recommended to logout from the system when not using it.

EBIRE BB Welcome Leung, Wai Wah, Last Login: 09 Jun 2023 12:57
U College of Ophthalmologists of Hong Kong Change Password

Viewverify for a trainee Balch Update Training Rotation

Search Trainee

Training Period 2023 v Parent Hospital — Please select
Working Hospital — Please select — v Email

Surname Given Name

MCHK No. Status Active
Trainee List

Basic Training Higher Training

Parent Hospital Trainee Name Working Hospital Trainer

start date start date

@ Basic Trainee Kowloon East Cluster 01/01/2022 09/06/2023 YUNG Alan($&ZEfE) KEC (01/01/2023 ~ 31/12/2023) CHAN, Mars

Email: cohk@netvigator.com
©2022 College of Ophthaimologists of Hong Kong | All Rights Reserved

Steps
1. <Logout> locates at the top right-hand corner.
2. Press <Logout>.

Notes
1.  System goes back to the login screen after logout.

Special button

Logout > It triggers the logout procedure upon user confirmation.
> System goes back to the login screen.
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3  Change Password

Fugd: st Ltsl =] Welcome Leung, Wai Wah, Last Login: 09 Jun 2023 12:57
U College of Ophthalmologists of Hong Kong Change Password

Change Password
Old Password
New Password

Confirm Password

Email: cohk@nelvigator.com
© 2022 College of Ophthalmologists of Hong Kong | All Rights Reserved

Steps
“Change Password” locates before <Logout>.

1.
2. Input the current Password, new Password and the confirmed Password.
3. Press <Submit>.

Notes
1.  Validation will be applied. Appropriate error/warning message will be prompted when necessary.
2. New password must fulfill the password policy.

iFour Limited
Unit 2001, 20/F., Wan Chai Commercial Centre, 194-204 Johnston Road, Wanchai Fo UR LI MITED
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4  Forgot Password

SRRMERR
College of Ophthalmologists
of Hong Kong

Forgot Password

Email Address

Instruction for reset the password will be sent to the registered email address.

Email: cohk@netvigator.com
© 2022 College of Ophthalmologists of Hong Kong | All Rights Reserved

Steps

1.  Click on the “Forgot Password” from the login page.
2. Input the registered email address.

3.  Press <Submit>.

Notes

1.  Validation will be applied. Appropriate error/warning message will be prompted when necessary.
2. URLto reset the password will be sent to the registered email.

iFour Limited
Unit 2001, 20/F., Wan Chai Commercial Centre, 194-204 Johnston Road, Wanchai Fo UR LI MITED
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5 View/Verify for a Trainee
|

AR s Welcome Leung, Wai Wah, Last Login: 09 Jun 2023 12:57
U College of Ophthalmologists of Hong Kong Change Password

Search Trainee

Training Period 2023 v Parent Hospital — Please select —
Working Hospital — Please select — v Email

Surname Given Name

MCHK No. Status Active
Trainee List

Basic Training Higher Training

Parent Hospital start date start date

Trainee Name Working Hospital Trainer

@ Basic Trainee Kowloon East Cluster 01/01/2022 09/06/2023 YUNG Alan(#35(5) KEC (01/01/2023 ~ 31/12/2023) CHAN, Mars

Email: cohk@nelvigator.com
© 2022 College of Ophthalmelogists of Hong Kong | All Rights Reserved

Select “View/Verify for a Trainee” from the menu.

Default training period is the current year.

Available trainees will be listed for reference.

User can search for the desired trainee with the pre-defined search criteria.
Enquiry a trainee

a. Press & in front of the desired record.

e wnN R
™
(%]

b. It goes to the training log book of the selected trainee.

iFour Limited
Unit 2001, 20/F., Wan Chai Commercial Centre, 194-204 Johnston Road, Wanchai Fo UR LI MITED
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5.1 Training Experience

IR Fl e Welcome Leung, Wai Wah, Last Login: 09 Jun 2023 12:57
U College of Ophthalmologists of Hong Kong Change Password

View/verify for a frainee Balch Update Training Rotation

Training Log Book

Type: Basic Trainee MCHK No.: M8001
English Name: YUNG Alan Chinese Name: 5
Parent Hospital: Kowloon East Cluster Current Position: Resident

Quick Access

Training Experience ‘ Surgical Records ‘ Simulated Surgical Training ‘ Active Assessment Examinations A
Posts Courses, Meetings and Workshops ‘ Research Projects | Audit Activities ‘ Presentations Publications
Teaching Experiences | Membership ‘ Leave Records

Posts held during Basic Training

Logbook
Start Date End Date Training Center Core Area Trainer - -

Checking
01/01/2022 31/12/2022 Kowloon East Cluster General CHAN, Mars ©
01/01/2023 3112/2023 Kowloon East Cluster Glaucoma CHAN, Mars.

Email: cohk@netvigator.com
© 2022 College of Ophthalmologists of Hong Kong | All Rights Reserved

Steps
1.  Select “View/Verify for a Trainee” from the menu.
2. Select the desired trainee.
3. It goes to the Training Log Book — Training Experience by default.
4.  Trainee general information will be shown throughout the log book.
5.  Section Quick Access is the shortcuts to the corresponding menus. It will be shown throughout the
log book.
6. & will be indicated if the logbook checking has been completed.
7.  User will be able to enquiry the following information when necessary.
» Trainee Profile
» Training Experience
> Surgical Records
> Simulated Surgical Training
» Active Assessment
» Examinations
> Posts
» Courses, Meetings and Workflows
> Research Projects
» Presentations
» Publications
» Teaching Experiences
» Membership
8.  Enquiry arecord

a. Press @ in front of the desired record.
b. It goes to the dedicated page for enquiry.

Unit 2001, 20/F., Wan Chai Commercial Centre, 194-204 Johnston Road, Wanchai Fo UR I
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5.2 Leave Records

FEiRF seaaps Welcome Leung, Wai Wah, Last Login: 15 Jun 2023 11:10
U College of Ophthalmologists of Hong Kong Change Password

Viewi/verify for a trainee Baich Update Training Rotation

Training Log Book

Type: Higher Trainee MCHK No.: M3001
English Name: YUNG Alan Chinese Name: E+
Parent Hospital: Kowloon East Cluster Current Position: Resident
Quick Access
( Training Experience ‘ Surgical Records ‘ Simulated Surgical Training | Active Assessment ‘ Examinations v ]

Leave Records

Date Leave Type/ Deployment No. of Leave Days

@ 07/03/2022 ~ 11/03/2022 Annual Leave 5

Add

View Trainee Profile

Email: cohk@netvigator.com
® 2022 College of Ophthalmelogists of Hong Kong | All Rights Reserved

Select “Leave Records” from the quick access.
Available records will be listed for reference.
Add record

a. Press <Add>.

b. It goes to the blank page for data input.
c. Input the mandatory information.

d. Press <Submit>.

w N R,
[}
(%]

4.  Editarecord

a. Press & in front of the desired record.

b. It goes to the edit page.

c. Apply the necessary change(s).

d. Press <Save>.
5. Deletea rcﬁard

a. Press [ at the end of the desired record.

b. Record will be deleted upon user confirmation.
Notes

1.  Validation will be applied. Appropriate error/warning message will be prompted when necessary.

Unit 2001, 20/F., Wan Chai Commercial Centre, 194-204 Johnston Road, Wanchai Fo UR LI MITED
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6 Batch Update Training Rotation
e

EHIRFIE s Welcome Leung, Wai Wah, LastLogin: 09 Jun 2023 12:57
U College of Ophthalmologists of Hong Kong Change Password

Batch Update Training Rotation

Training Period 2023 v Training Center  Kowloor

Training Rotation Records
*Trainer EI'III')' is DDHCHEI for basic 1rammg

[ ] Trainee Type Trainee Start Date End Date Training Center Core Area Trainer
Basic Trainee YUNG, Alan [ 01/01/2023 [ 3112/2023 Kowioon East CI - Please select - - Please select - Pending [+]

Email: conk@netvigator.com
© 2022 College of Ophthaimologists of Hong Kong | All Righls Reserved

Select “Batch Update Training Rotation” from the menu.
Default training period is the current year.
Available rotation records will be listed for reference.
User can search for the desired trainee with the pre-defined search criteria.
Rotation information should be provided for the pending trainee.
Update rotation
a. Select the desired trainee and input/update the rotation information.
b. Press <Update>.
c. Status will be updated to Confirmed after successful update.
7. Add a new rotation
a. Press @ at the end of the desired trainee.
b. It creates a new line with the trainee information copied.
c. Select the record.
d. Press <Update>.
8. Delete a rotation
a. Select the desired record.
b. Press <Delete>.
c. Record will be deleted upon user confirmation.

ok wnNRR
™
(%]

Notes
1.  Validation will be applied. Appropriate error/warning message will be prompted when necessary.
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