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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. 
 

Button Description 

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. 

 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. 

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

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

 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. 
 

 
 
Steps 
1. Input the Email and Password. 
2. Press <Login>. 
3. It goes to Profile 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 

Button Description 

Login ➢ It triggers the login procedure. 
➢ Error message will be displayed for failed login attempt. 
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2.2 Logout from the System 

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

 
 
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 

Button Description 

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

 
 
Steps 
1. “Change Password” locates before <Logout>. 
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. 
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4 Forgot Password 

 
 
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. URL to reset the password will be sent to the registered email. 
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5 Profile 
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Steps 
1. Select “Profile” from the menu. 
2. Contact information can be updated when necessary. 
3. Update contact information 

a. Input the desired information. 
b. Press <Save>. 

4. Employment history before commencement of basic training can be provided as appropriate. 
5. Add record 

a. Press <Add>. 
b. It goes to the blank page for data input. 
c. Input the mandatory information. 
d. Press <Submit>. 

6. Edit a record 

a. Press  in front of the desired record. 
b. It goes to the edit page. 
c. Apply the necessary change(s). 
d. Press <Save>. 

7. Delete a record 

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. 
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6 Training Log Book 

6.1 Training Experience 

 
 
Steps 
1. Select “Training Log Book – Training Experience” from the menu. 
2. Available records will be listed for reference. 
3. Section Quick Access is the shortcuts to the corresponding menus. It will be shown throughout the 

log book. 

4.  will be indicated if the logbook checking has been completed. 
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6.2 Surgical Records 

 
 
Steps 
1. Select “Training Log Book – Surgical Records” from the menu. 
2. Default training period is the current year. 
3. Records will be listed according to the selected training period. 
4. Add record 

a. Press <Add>. 
b. It goes to the blank page for data input. 
c. Input the mandatory information. 
d. Press <Submit>. 

5. Edit a record 

a. Press  in front of the desired record. 
b. It goes to the edit page. 
c. Apply the necessary change(s). 
d. Press <Save>. 

6. Delete a record 

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. 
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6.2.1 Operation Summary 

 
 
Steps 
1. Select “Training Log Book – Surgical Records” from the menu. 
2. Press <Operation Summary>. 
3. The operation summary will be shown. Number of performed cases and the minimum requirements 

will be shown for each category. 

4.  will be indicated if the corresponding category has been fulfilled. 
 
Special button 

Button Description 

Print Surgical Summary ➢ It exports the operation summary in Excel format. 

Print Surgical Logbook ➢ It exports the surgical logbook in Excel format. 

Back to Surgical Records ➢ It goes back to the surgical record list. 
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6.3 Simulated Surgical Training 

 
 
Steps 
1. Select “Training Log Book – Simulated Surgical Training” from the menu. 
2. Available records will be listed for reference. 
3. Add record 

a. Press <Add>. 
b. It goes to the blank page for data input. 
c. Input the mandatory information. 
d. Press <Submit>. 

4. Edit a record 

a. Press  in front of the desired record. 
b. It goes to the edit page. 
c. Apply the necessary change(s). 
d. Press <Save>. 

 
Notes 
1. Validation will be applied. Appropriate error/warning message will be prompted when necessary. 
2. Recommendation will be completed by the selected trainer. 

3.  will be indicated if the recommendation has been completed. 
4. Record with recommendation completed cannot be updated. 
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6.4 Active Assessments 

 
 
Steps 
1. Select “Training Log Book – Active Assessments” from the menu. 
2. Available records will be listed for reference. 
3. Add record 

a. Press <Add>. 
b. It goes to the blank page for data input. 
c. Input the mandatory information. 
d. Press <Submit>. 

4. Enquiry a record 

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

5. Delete a record 

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. 
2. Record cannot be updated after submission. 
3. Assessment will be completed by the selected trainer. 
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6.5 Examinations 

 
 
Steps 
1. Select “Training Log Book – Examinations” from the menu. 
2. Following will be shown in the examination history 

a. Applied examination exemption; AND 
b. Part A, B, C and D examination with result available. 

3. Enquiry a record 

a. Press  in front of the desired record. 
b. It goes to the enquiry page. 
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6.5.1 Apply for Exemption 

 
 
Steps 
1. Select “Training Log Book – Examinations” from the menu. 
2. Trainee can apply for exemption as appropriate. Application should be submitted in this section. 
3. Apply for exemption 

a. Press <Apply for Exemption>. 
b. It goes to the blank page for data input. 
c. Input the mandatory information. 
d. Press <Submit>. 

 
Notes 
1. Validation will be applied. Appropriate error/warning message will be prompted when necessary. 
2. Payment must be settled for submission. 
3. Record cannot be updated after submission. 
4. Application will be pending for the College approval after submission. Status will be updated 

according to the College decision. 
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6.6 Posts 

 
 
Steps 
1. Select “Training Log Book – Posts” from the menu. 
2. Available records will be listed for reference. 
3. Add record 

a. Press <Add>. 
b. It goes to the blank page for data input. 
c. Input the mandatory information. 
d. Press <Submit>. 

4. Edit a record 

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. Delete a record 

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. 
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6.7 Courses, Meetings and Workshops 

 
 
Steps 
1. Select “Training Log Book – Courses, Meetings and Workshops” from the menu. 
2. Available records will be listed for reference. 
3. Add record 

a. Press <Add>. 
b. It goes to the blank page for data input. 
c. Input the mandatory information. 
d. Press <Submit>. 

4. Edit a record 

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. Delete a record 

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. 
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6.8 Research Projects 

 
 
Steps 
1. Select “Training Log Book – Research Projects” from the menu. 
2. Available records will be listed for reference. 
3. Add record 

a. Press <Add>. 
b. It goes to the blank page for data input. 
c. Input the mandatory information. 
d. Press <Submit>. 

4. Edit a record 

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. Delete a record 

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. 
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6.9 Audit Activities 

 
 
Steps 
1. Select “Training Log Book – Audit Activities” from the menu. 
2. Available records will be listed for reference. 
3. Add record 

a. Press <Add>. 
b. It goes to the blank page for data input. 
c. Input the mandatory information. 
d. Press <Submit>. 

4. Edit a record 

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. Delete a record 

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. 
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6.10 Presentations 

 
 
Steps 
1. Select “Training Log Book – Presentations” from the menu. 
2. Available records will be listed for reference. 
3. Add record 

a. Press <Add>. 
b. It goes to the blank page for data input. 
c. Input the mandatory information. 
d. Press <Submit>. 

4. Edit a record 

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. Delete a record 

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. 
 



COHK ePortfolio User Manual - Trainee Page 22 of 37 

 

iFour Limited 
Unit 2001, 20/F., Wan Chai Commercial Centre, 194-204 Johnston Road, Wanchai 
Tel: 2520 6996   Fax: 2520 6962   Web: www.i4deas.com  

 

 

6.11 Publications 

 
 
Steps 
1. Select “Training Log Book – Publications” from the menu. 
2. Available records will be listed for reference. 
3. Add record 

a. Press <Add>. 
b. It goes to the blank page for data input. 
c. Input the mandatory information. 
d. Press <Submit>. 

4. Edit a record 

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. Delete a record 

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. 
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6.12 Teaching Experiences 

 
 
Steps 
1. Select “Training Log Book – Teaching Experiences” from the menu. 
2. Available records will be listed for reference. 
3. Add record 

a. Press <Add>. 
b. It goes to the blank page for data input. 
c. Input the mandatory information. 
d. Press <Submit>. 

4. Edit a record 

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. Delete a record 

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. 
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6.13 Membership 

 
 
Steps 
1. Select “Training Log Book – Membership” from the menu. 
2. Available records will be listed for reference. 
3. Add record 

a. Press <Add>. 
b. It goes to the blank page for data input. 
c. Input the mandatory information. 
d. Press <Submit>. 

4. Edit a record 

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. Delete a record 

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. 
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6.14 Leave Records 

 
 
Steps 
1. Select “Training Log Book – Leave Records” from the menu. 
2. Leave records will be inputted by Department Secretary. 
3. Available records will be listed for reference. 
4. Enquiry a record 

a. Press  in front of the desired record. 
b. It goes to the enquiry page. 
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7 Examination/Application 

7.1 Part A Examination 

 
 
Steps 
1. Select “Examination/Application – Part A Examination” from the menu. 
2. Examination information will be shown if the examination is during application period. 
3. <Apply for Examination> will be available if 

a. No application has been submitted before; OR 
b. Previous examination result is failed. 

4. Apply for examination 
a. Press <Apply for Exemption>. 
b. It goes to the important notice. Press <Next> after reading the notice. 
c. Application form has been filled in by the system. 
d. Complete the declaration and press <Submit>. 
e. Application has been submitted. It goes to next screen for providing the payment information. 
f. Payment must be settled for the College approval. 
g. Press <Pay Now> to complete/submit the payment process/information. 

 
Notes 
1. Validation will be applied. Appropriate error/warning message will be prompted when necessary. 
2. Application submission email notification and payment reminder will be sent to the trainee upon 

successful application submission. 
3. Application cannot be updated after submission. 
4. Payment settled application will be pending for the College approval. Status will be updated 

according to the College decision. 
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7.1.1 Application Enquiry 

 
 
Steps 
1. Select “Examination/Application – Part A Examination” from the menu. 
2. Application history will be shown for reference. 
3. Enquiry a record 

a. Click on the desired application. 
b. It goes to the enquiry page. 

4. Update payment information 
a. Click on the desired application. 
b. It goes to the edit page. 
c. Input the payment information. 
d. Press <Pay Now>. 

 
Notes 
1. Validation will be applied. Appropriate error/warning message will be prompted when necessary. 
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7.2 Part B Examination 

 
 
Steps 
1. Select “Examination/Application – Part B Examination” from the menu. 
2. Examination information will be shown if the examination is during application period. 
3. <Apply for Examination> will be available if 

a. Part A examination has been passed or exempted (if exempted, need to specify exam, date 

passed and submit proof); 

AND 

b. 20 months of basic training has been completed according to the examination date; 

AND 

c. No application has been submitted before; OR 

Previous examination result is failed. 
4. Apply for examination 

a. Press <Apply for Exemption>. 
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b. It goes to the important notice. Press <Next> after reading the notice. 
c. Application form has been filled in by the system. 
d. Application fee 

➢ Full examination will be selected and cannot be changed for the first-time application 

➢ Appropriate option should be selected manually when re-sit 
e. COS/Trainer endorsement 

➢ Select the endorser 
f. Complete the declaration and press <Submit>. 

 
Notes 
1. Validation will be applied. Appropriate error/warning message will be prompted when necessary. 
2. Application submission email notification will be sent to the trainee upon successful application 

submission. 
3. Application cannot be updated after submission. 
4. Payment reminder will be sent to the trainee as appropriate. 
5. Payment settled application will be pending for the College approval. Status will be updated 

according to the College decision. 
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7.2.1 Application Enquiry 

 
 
Steps 
1. Select “Examination/Application – Part B Examination” from the menu. 
2. Application history will be shown for reference. 
3. Enquiry a record 

a. Click on the desired application. 
b. It goes to the enquiry page. 

4. Update payment information 
a. Click on the desired application. 
b. It goes to the edit page. 
c. Input the payment information. 
d. Press <Pay Now>. 

 
Notes 
1. Validation will be applied. Appropriate error/warning message will be prompted when necessary. 
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7.3 High Training Application 

 
 
Steps 
1. Select “Examination/Application – Higher Training Application” from the menu. 
2. <Apply for Higher Training> will be available if 

a. No application has been submitted before; OR 
b. Previous application is rejected. 

3. Apply for higher training 
a. Press <Apply for High Training>. 
b. Application form has been filled in by the system. 
c. Supporting document should be provided. 
d. COS/Trainer endorsement 

➢ Select the endorser 
e. Complete the declaration and press <Submit>. 

 
Notes 
1. Validation will be applied. Appropriate error/warning message will be prompted when necessary. 
2. Application submission email notification will be sent to the trainee upon successful application 

submission. 
3. Application cannot be updated after submission. 
4. Payment reminder will be sent to the trainee as appropriate. 
5. Payment settled application will be pending for the College approval. Status will be updated 

according to the College decision. 
6. Application result email notification will be sent to the trainee after the College approval. 
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7.3.1 Application Enquiry 

 
 
Steps 
1. Select “Examination/Application – Higher Training Application” from the menu. 
2. Application history will be shown for reference. 
3. Enquiry a record 

a. Click on the desired application. 
b. It goes to the enquiry page. 

4. Update payment information 
a. Click on the desired application. 
b. It goes to the edit page. 
c. Input the payment information. 
d. Press <Pay Now>. 

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



COHK ePortfolio User Manual - Trainee Page 33 of 37 

 

iFour Limited 
Unit 2001, 20/F., Wan Chai Commercial Centre, 194-204 Johnston Road, Wanchai 
Tel: 2520 6996   Fax: 2520 6962   Web: www.i4deas.com  

 

 

7.4 Part C Examination 

 
 
Steps 
1. Select “Examination/Application – Part C Examination” from the menu. 
2. Examination information will be shown if the examination is during application period. 
3. <Apply for Examination> will be available if 

a. 36 months of higher training has been completed according to the examination date; 

AND 

b. No application has been submitted before; OR 

Previous examination result is failed. 
4. Apply for examination 

a. Press <Apply for Exemption>. 
b. It goes to the important notice. Press <Next> after reading the notice. 
c. Application form has been filled in by the system. 
d. Application fee 

➢ Full examination will be selected and cannot be changed for the first-time application 

➢ Appropriate option should be selected manually when re-sit 
e. COS/Trainer endorsement 
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➢ Select the endorser 
f. Complete the declaration and press <Submit>. 

 
Notes 
1. Validation will be applied. Appropriate error/warning message will be prompted when necessary. 
2. Application submission email notification will be sent to the trainee upon successful application 

submission. 
3. Application cannot be updated after submission. 
4. Payment reminder will be sent to the trainee as appropriate. 
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7.4.1 Application Enquiry 

 
 
Steps 
1. Select “Examination/Application – Part C Examination” from the menu. 
2. Application history will be shown for reference. 
3. Enquiry a record 

a. Click on the desired application. 
b. It goes to the enquiry page. 

4. Update payment information 
a. Click on the desired application. 
b. It goes to the edit page. 
c. Input the payment information. 
d. Press <Pay Now>. 

 
Notes 
1. Validation will be applied. Appropriate error/warning message will be prompted when necessary. 
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7.5 Part D Examination 

 
 
Steps 
1. Select “Examination/Application – Part D Examination” from the menu. 
2. Examination information will be shown if the examination is during application period. 
3. <Apply for Examination> will be available if 

a. Part C examination has been passed; 

AND 

b. 48 months of higher training has been completed according to the examination date; 

AND 

c. No application has been submitted before; OR 

Previous examination result is failed. 
4. Apply for examination 

a. Press <Apply for Exemption>. 
b. It goes to the important notice. Press <Next> after reading the notice. 
c. Application form has been filled in by the system. 
d. COS/Trainer endorsement 

➢ Select the endorser 
e. Complete the declaration and press <Submit>. 

 
Notes 
1. Validation will be applied. Appropriate error/warning message will be prompted when necessary. 
2. Application submission email notification will be sent to the trainee upon successful application 

submission. 
3. Application cannot be updated after submission. 
4. Payment reminder will be sent to the trainee as appropriate. 
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7.5.1 Application Enquiry 

 
 
Steps 
1. Select “Examination/Application – Part D Examination” from the menu. 
2. Application history will be shown for reference. 
3. Enquiry a record 

a. Click on the desired application. 
b. It goes to the enquiry page. 

4. Update payment information 
a. Click on the desired application. 
b. It goes to the edit page. 
c. Input the payment information. 
d. Press <Pay Now>. 

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


