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A. First Time to Use/Login

Step 1:

Go to CIC Levy Website and click the “Login to E-services 2.0” button, the following
screen will be displayed. You may click the “Download Me” button for details on how
to login for the first time.

Important Notes EE51E

DOWnload The CIC Online Form Submission has been upgraded. All existing users using the previous submission
platform should obtain 2 new password. Please follows the instruction in below document to obtain the
and read the new password: EERSEH I SRETHAECESF - ARNENRETF  EEFNESER  HES

£=ZLiTx

document
before using

P DRownloadhe TE
»

Please use the system with the browser Google Chrome(version 99.0.4844.51+) and Microsoft Edge
the System (Version 99.0.1150.39+) in Microsoft Window 10 environment. E BT %5FlE - SEFET&F10L £
REERE Edge (A £99.0.1150.395 L D) E S Chrome(FE#99.0,4844.51 5L 1) BIES

for first time.




Step 2:

For first time login with a newly received account, click “Obtain new password/
Forgot password” .

User Login
EN ¥
Party Type
® Conftractor O Authorized Person
Party Code
User ID
Password
One Time Pin
Send OTP

Click “Obtain new

Obtain new password/Forgot password password” to obtain
new password

Select “Contractor” or “Authorized Person”, input “party code” of your company in
field of “eService username” and input your company Registered Email Address in
“eService email”. Click “Submit” and check Registered Email Address for the assigned
password. You are strongly recommended to change the password as soon as you
login successfully to the System

Step A.
/ Select your Party
OContractor CAuthorized Person

Type
Please enter your eService username / Step B.

Fill company party
Please enter your eService email code

Step C.

Fill eService email

Step D.

Click Submit button



Step 3:

You need to have the “Party Code”, “User ID” and “Password” ready for using the
system. They can be obtained by following the instructions in the Download
document in Step 1. For each time you want to gain access to the system, you will
have to obtain a “One Time Pin” (OTP) Code to login the system.

After selecting your “Party Type” (Contractor or Authorized Person), fill in the “Party
Code”, “User ID” and “Password”. After clicking the “send OTP” button, an email will
be sent to your registered email account which should be the “Registered Email
Address” for your application to E-service.

User Login Step A.
EN ¥
Select your Party
Party Type / Type
® Contractor O Authorized Person
Party Code Step B.

User 1D

/ Fill in your Party Code,
Password User ID, Password

One Time Pin
Send OTP
cick the Send OTF

Obtain new password/Forgot password button to obtain the
One Time Pin Code

Remarks: **

The System Account email address can be different/from the Registered
email address.

The System account email address is used for receiving the OTP and reset
the System Account password.

Users can apply ‘Long Term Fixed OTP’ . Please email the request to
levy@cic.hk with provision of your party code and contact number.


mailto:levy@cic.hk

Mon 25/4/2022 7:25 AM
Levy Team - Finance Department
One Time Pin Code

To MITD - Jason Chan

) I there are problems with how this message is displayed, click here to view it in a web browser.

CONSTRUCTION
"

NBUSTRY COUNCH
fedt 44

I

Step D.

To Z0OLS (Z0015),
/ Copy the One Time Pin Code from the

Your one time pin i« SRS email. Be noted that it will expire in 15
minutes. You may request the One
Levy Section, Finance Department Time Pin Code again if it is expired.

Construction Industry Council

R — R EEE"357082"

BIEEBSHFEEEEE

Step 4:

Login the system by pressing the “Login” button after all the required information are
filled in.

User Login
EN 5
Party Type
@® Contractor O Authorized Perscn
Step A.
Party Code 70015

User ID 20015 / Fill your Party Code, User

ID, Password and One
Time Pin

Password

One Time Pin 357982

Send OTP
Obtain new password/Forgot password
Step B.

Press “Login” button



B. Payment Notices/Payment Receipts/Correspondences

Step 1:

Select the “Inbox” menu after login the system.

3 submenu are available for Contractors while 1 is available for Authorized Persons.

Submenu Available to Users

Users Payment Notices Payment Receipts | Correspondences
Contractor YES YES YES
Authorized Person NO NO YES

e Payment Notices

(Function available for Contractors Only)

CONSTRUCTION

@ levy@icic.hk a 2100 8200

v LEVY ONLINE SUBMISSION SYSTEM

N %

Rl e B

My Profile
Staff ID 20015
Name 20015
Telephone No.
Email jasonhlchan@cic.hk
Role ContractorAdmin Step A
Click “Inbox” menu
) CONSTRUCTION
‘ INDUSTRY COUNCIL

Payment Receipts

Correspondences

Step B.

Click “Payment Notices”



levy@cic hk “é‘ 2100 9200

CONSTRUCTION
INDUSTRY COUNCIL

LEVY ONLINE SUBMISSION SYSTEM

| Home ‘ Inbox ¥ | New Submission ¥ Submitted Records Case Assignment. Staff Accounts ¥ ‘ Profile Logout ‘

Payment Noticesi Step C.
Case o, You may enter the searching
Notice No.

criteria for filtering the results
(optional). Click “Search” button to
continue.

Status v

Issued Date From
Issued Date To
Due Date From

Due Date To

Natice No. prefixed with  "*' character means it is & Second Penalzy Notice.
Click the row to download the document.

CaseNo. ¥ | Notice No. % Issued Date ¥ DueDate ¥ Status ¥

2019/23341 DN2806297 11183 2021-12-24 Sertled

Step D.

Click any record to download
details of the Payment Notices in
PDF format



o Payment Receipts
(Function available for Contractors Only)

CONSTRUCTION
INDUSTRY COUNCIL

levy@cic hk 21009200

LEVY ONLINE SUBMISSION SYSTEM

BN W W N O

My Profile
staff ID 20015
Name 20015
Telephone No. Step A.
Email jasenhlchan@cic.hk
Role ContractorAdmin Click “Inbox” menu
~
| vore A e
Payment Notices
Paymer

Payment Receipts

Correspondences

Step B.
|ssued Date From
Jssued Date To Click “Payment Receipts”

CONSTRUCTION
INDUSTRY COUNCIL

LEVY ONLINE SUBMISSION SYSTEM

‘ Home ‘ Inbox ¥ ‘ New Submission ¥ Submitted Records Case Assignment. Staff Accounts ¥ ‘ Profile | Logout ‘

Payment Receipts
Step C.

Payment No. /
lssued Date From YOU may enter the SearChlng
Issued Daze To / criteria for filtering the results

_— (optional). Click “Search” button to

Click the row to download the document.

Issued Date & | Payment No. ¥ Payment Date 3 | Amount ¥ ‘
0220111 13332657 0214247 87746
1 10 v
Step D.

Click any record to
download details of the
Payment Receipts in PDF
format



e Correspondences

levy@cic hk a 2100 9200

CONSTRUCTION
INDUSTRY COUNCIL

‘ Home | Inbox ¥

LEVY ONLINE SUBMISSION SYSTEM

My Profile

Staff ID 20015

Name Z0015

Telephone No. Step A.

Email jasonhlchan@cic.hk

Role ContractorAdmin C/ICk ”/nbOX” menu

CONSTRUCTION
INDUSTRY COUNCIL

Inbox ¥ New Submission

Payment Notices

My Profile

Step B.

Payment Receipts

staff 1D
Mame

C di <= : /” ”
Telephone N Por < Click “Correspondences
Email jasonhlchan@cic.hk
Rale ContractorAdmin

levy@ecic hk 21009200

CONSTRUCTION
INDUSTRY COUNCIL

LEVY ONLINE SUBMISSION SYSTEM

‘ Home ‘ Inbox ¥ ‘ New Submission ¥ St e Case Assignment Staff Accounts ¥ ‘ Profile ‘ Logout |

‘mrrespondences}

Step C.

DocumentID

Pending Case No.

You may enter the searching criteria
e . for filtering the results (optional).
suedDaveFrom Click “Search” button to continue.

|ssued Date To

Case No.

Click the row to download the document.

Issued Date Type Short Description % Document D & Pending Case No. % CaseNo. %
20211213 ] Form 1 Enquiry to CT(Pending) 1RKZB 118601
Lot Form 1 Enquiry to CT{Pending) 1RTS2 118601
103 Acknowledge Letier to CT 1RT35 113601
1] Form 1 Enquiry to CT(Pencing) RV2L 135507 015723341
10z Acknowledge Letter to CT 1RVZM 125507 2018/23341
20220408 105 Form 2 Enquiryto CT RVZN 135507 2015/23341
20220408 1 Farm 3 Enquiryto CT 1RVZP 135507 M1/23331
20220408 E] Form 2 Enquiry to CT after project completion 135507 M15/23341
20220408 us Final Payment Certificate Enquiry to CT 135507 2015/23331
20220408 L20 Form 1 Enquiry to CT (Live) 135507 201923341

Step D.

Click a record to download
details of the

10 Correspondences in PDF
format



C. Submit a New Form 1

Step 1:

Select “Form 1” under the “New Submission” menu

CONSTRUCTION
INDUSTRY COUNCIL

Mew Submission ™

Step A.

Click “New Submission”

menu
CONSTRUCTION
INDUSTRY COUNCIL
Farm 1
Step B.

Click “Form 1”

Step 2:

A blank Form 1 will be displayed for direct inputs as follows. Make sure all
MANDATORY fields (as marked “*”) are entered before pressing the “Next” button for
the next step. The following diagram shows the Form 1 with sample data filled in.



Form Input

Form 1
CONSTRUCTION INDUSTRY COUNCIL ORDINANCE
(Chapter 587)
In accordance with the captioned provision, O CWe hereby give notice of commencement of the following construction operations.
Contractor
Name™ I CHAN TAI MAN CONSTRUCTION CO. l \ ThISer/d I'S read_only and
TelNo* [ | will be preloaded for login

by contractor.

jasonhlchan@cic.hk
| \ Fields preloaded for

Company Email Address*

Address* [ddress 1 | contractor to amend as
[ Address 2 | required.
[ Address 3 I

Authorized Person

MName I AP Name I \
This field is read-only and

TelNo. [ 22222222 I

will preloaded for login by
ap@ap.com l AP.

\ Fields preloaded for AP to

Company Email Address

Address Address 1
(oo ] amend as required.
[ Address 2 ]
’ Address 3 ]
Employer
Name* Ermol
[ employer | \ Employer details of the
Tel.No* ’ 33333321 ] project

Company Email Address™ I employer@employeri l

Address® ’ address 1 ]

[ address 2 ]

’ address 3 ]

Particulars of the Construction Operations

Location of Construction Operations®

location 1a ] \
location 2a ] Construction Location

location3a ]
Lot Ne. ’ lot no. here ] \
Total G.F.A approved by BD 3333 ] me From COI’)I'I’GCI‘, Land

documents, General

Building Plan
If the project belongs to a “New Building” under

Buildings Department supervision, GFA from
General Building Plan should be provided. 12



Work Sector* Private v .
\ Refer to Tablel in Form 1
Application web page for
Work Type* Building {Composite) e details
BD Reference No. 1273333712 . . P
l | \ If project is under Buildings
Government or Public Utility Contract No. [ 46543232 I Department SuperISIOH,
Tender Submission Date BD Reference NO' ShOUId
be provided.
Tender Awarded Date
Payment Period (e.g. monthly payment) Every ’ 1
Manths v
Dare of Commencement of Construction Operations®
Estimated Completion Date®
Estimated total value of Construction Operations™ HKD i 3000001
Project-in-Charge
Name* i PIC name1 l
Position* l PIC position1 I \ . .
Direct Supervisor of the
Company Email Address™ [ picapict | Contact Person of the
TelMo [essaast | project
Contact Person
Name* [ contact name1 ]
Position* contact positien? ]
Company Email Address® contact@contact ]
Site Agent or Project
Tel.No.* = .
== | Manager of the project
Submissicn Date |
s Submission Date (read-
Nex: z ch wi
- only), which will be taken

Copyright ® 2022 { Il Right= Reserved.

from the System Date.

Press the “Next” button after data input is You may save a draft version at any time for
completed, or the “Clear” button if you want later edit during the data input process.

to enter the Form data from scratch again.

13



Step 3:

Attach at least one document for the Form submission. (For project under supervision

by Buildings Department, commencement letter from Buildings Department should
be provided)

Form 1

Attachment List

Upload Artachment

\ Step1: Press “Choose” button to

attach a file (in PDF Format)

[CSubmit the same eForm toPneumoconiosis Compensation Fund Board

Step 2: Tick the box if you \ Step 3: Press “Next”

would like to submit the
eForm to PCFB at the same
time

button to proceed

Step 4:

Review the data and submit the Form. If you would like to amend the data, go back
to either the “Form Input” or “Attach” Tab.

Form 1
CONSTRUCTION INDUSTRY COUNCIL ORDINANCE
(Chapter 587)

Contractor

MName™ l CHAN TAI MAN CONSTRUCTION CO. l

Tel.No* l111‘|1“1 ]

Company Email Address™

jasonhlchan@cic.hk l

Address™

Address 1 l

Address 2 l

Address 3 l

14



Authorized Person

Name

Tel.No.

Company Email Address

Address

Employer

MName™

Tel.MNo*

Company Email Address™

Address*®

Particulars of the Construction Operations

Location of Construction Operations™

Lot Mo.

Total G.F.A, approved by BD

Work Sector®

Work Type*

BD Reference No.

Tender Submission Date

Tender Awarded Date

Payment Period (e.g. monthly payment)

AP N

ame

22222222

ap@ap.com

Employer

fal
o
(=}
=
[
&)
m
|
Q
2
m

location 1a

l location 2a

location3a

01/04/2022

05/04/2022

Every

jed to the CIC.

[

15



Date of Commencement of Construction Operations™

Estimated Completion Dare*

Estimated toral value of Construction Operations®

Project-in-Charge

Name*
Position*
Company Email Address*

Tel.No*

Contact Person

Name™
Position*
Campany Email Address™

Tel.No*

Attachment List

Upload Attachment

06/04/2022

28/02/2023

HKD I 3000001

[ PIC name1 l

’ PIC position1 I

pic@pict l

[ 44444441 l

contact name{ l

contact position1 l

contact@contact l

[ 55555551 l

‘ | File Name

n Cap 587 Consolidated version for the Wheole Chaprer (30-07-2018)

[English and Traditional Chinese).pdf

[Eubmit the same eForm toPneumoconiosis Compensation Fund Board

If the data is reviewed
correct, press the “Submit”
button to submit the Form.

16



Step 5:
Submission Result

Completed

Form 1

Your application has been submitted

Reference ID : CE2200320

Date : 4/25/2022, 9:41:03 AM \
n Form 1.pdf \

A pdf copy of the Form can be downloaded as
required

Mark the Reference ID for record

You may also check your previous submissions in the “Submitted Records” menu

CONSTRUCTION
INDUSTRY COUNCIL

New Submission ¥ Submitted Records

For the submitted records, you will find the status of the Forms
submission as follows:

Submitted: Form submitted and under processing
Returned: Revision required before resubmission
Accepted: Form accepted by CIC

Rejected: Form rejected by CIC

17



D. Submit a New Form 2
(Function available for Contractors only)

Step 1:

Select “Form 2” under the “New Submission” menu

CONSTRUCTION
INDUSTRY COUNCIL

Inbox ¥ Mew Submission ¥

Step A.

Mew Submission ™

Click “New Submission”

_— menu
F Form 2
Step B.

Click “Form 2”

Step 2:

Select a Case to start the submission process

Submission of Form 2

Case No.
Address

Creation Date From

Creation Date To

Search Result
‘ Case No. ¥ ‘ Location ‘ Creation Date ¥ ‘
201972334 MMAIN CONTRACT PHASE 5B AZA WORKS GATEWAY T5 AT NO.2 CHEUNG FAl ROAD, TSING Y1, N.T. 2019-08-12
2019/23168 LIFT MODERNIZAT N WS FOR TUEN MUN PARIS LONDON NEW YORK MILANO CINEMAHONG LAI GDN AT NG 5T.TM 2021-11-03

1 1M v

Select a Case to start the
Form submission

18



Step3:

A Form 2 will be displayed for direct inputs as follows. Make sure all MANDATORY
fields (as marked “*”) are entered before pressing the “Next” button for the next step.
The following diagram shows the Form 2 with sample data filled in.

Form Input

Form 2
Case No. : 2019/23341
CONSTRUCTION INDUSTRY COUNCIL ORDINANCE
(Chapter 587)
Section 35 - Notice of Payment made for Construction Operations
In accerdance with the captioned provision, Ol CWe hereby give notice of payment made in respect of the following construction operations.

Name of Contractor l CHAN TAI MAN CONSTRUCTION CO. ]

Mame of Authorized Person l ap name l

Location of Construction Operations
(number and name of street and district)

location 1 location 2 location3

Lot No. l lot no here l

Work Type

Alteration & Addition l

Government ar Public Utility Contract No. l Gov Mo l

ED Reference No. l BD Ref 12/3333 l

Read-only fields preloaded
from Case profile for
reference

19



Payment Certificate Issued by Authorized Person (copy attached)

Issue Date dd/mmiyyyy O
Certificate No. cert num
Date of Payment*® dd/mmiyyyy 8

Cumulative Amount up to this Payment™ HKD l 12001

Contact Person

Click “Next” button to

MName™ ]

proceed after entering the =27
Position* relevant data ]

ion1

Company Emall Aderess® consser@eantract] ] You may save a draft version at any
. time for later edit during the data input
Tel.Na. l 555555351 ]
process.
Submission Date

Gex 0w |

Step 4:

Attach at least one document for the Form submission. (For projects under
supervision by Buildings Department, commencement letter from Buildings
Department should be provided)

Form 2
Case No.:2019/23168

Attachment List

Upload Attachment

P
<

Stepl: Press “Choose”
button to attach a file (in
PDF Format)

[Eubmit the same eForm toPneumeconiosis Compensation Fund Board

Step 2: Tick the box if you \

would like to submit the
eForm to PCFB at the same
time

Step 3: Press “Next”
button

20



Step 5:

Review the data and submit the Form. If you would like to amend the data, you have
to go back to either the “Form Input” or “Attach” Tab.

Form 2
Case No.:2019/23168
CONSTRUCTION INDUSTRY COUNCIL ORDINANCE
(Chapter 587)
Section 35 - Notice of Payment made for Construction Operations
In accordance with the caprioned provision, | We hereby give notice of payment made in respect of the following construction operations.

Name of Contractor [ CHAN TAI MAN CONSTRUCTION CO. ]

Name of Authorized Person I ap name new ]

Location of Construction Operations

I location 1 location 2 location3
{number and name of street and district)

Lot No. ’ lot no here ]
Work Type [ Electrical and Mechanica ]
Government or Public Utility Contract No. I G No ]

BD Reference No. I BED Ref 12/3333 ]

Paymenz Term* Interim  Final Payment

Estimated Completion Date 02/03/2022

Updated Completion Dare (if applicable) dd/ mm/iyyyy

Estimated Contract Sum including Variations

HKD | 3000000 ]

Updated Estimated Contract Sum including Variations(if HKD I 3000001 ]
applicable)

Terms of Payment Every I 333 I

Payment Certificate Issued by Authorized Person (copy attached)

Issue Date dd/ mm/dyyyy

Certificate No. ’ cert num

Date of Payment* 06/04/2022

Cumulative Amount up to this Payment™

HKD | 12001

21



Contact Person

Name™

contact name1 ]

Position* [ position] ]

Company Email Address™

contact@contract] ]

Tel.ha~ [ 555555551 ]
Submission Date
Attachment List
Upload Attachment
File Mame
n EServicel - Form 1.pdf
1

[Submit the same eForm toPneumeoconiosis Compensation Fund Board

Ea 3

Press “Submit” button to
submit the Form

22



Step 6:

Submission Result

Completed

Form 2
Case No.:2019/23168

Your application has been submitted
Reference ID : CE2200321 \
Date : 4/25/2022, 10:02:16 AM

n Form 2.pdf

Mark down the Reference ID for record

A pdf copy of the Form can be downloaded as
required

You may check your previous submissions under the “Submitted Records” menu

CONSTRUCTION
INDUSTRY COUNCIL

New Submission ¥ Submitted Records

For the submitted records, you will find the status of Forms submission
as follows:

Submitted: Form submitted and under processing
Returned: Revision required before resubmission
Accepted: Form accepted by CIC

Rejected: Form rejected by CIC

23



E. Submit a New Form 3

Step 1:

Select “Form3” under the “New Submission” menu

CONSTRUCTION
INDUSTRY COUNCIL

Inbox: ™ Mew Submission ¥

Step A.

7”7

Click “New Submission
menu

Step B.

Farm 3 \
Click “Form 3”

Step 2:

Select a Case to start the submission process

Submission of Form 3

Case No.
Address

Creation Date From
Creation Date To

|Sear<:h Result|

‘ CaseNo. ¥ ‘ Location ‘ Creation Date ¥ ‘

2019/23341 MAIN CONTRACT PHASE 5B AZA WORKS GATEWAY TS AT NO.8 CHEUNG FAI ROAD. TSING Y1, N.T. 2019-03-12

2019/23168 LIFT MODERNIZATN WS FOR TUEN MUN PARIS LONDON NEW YORK MILANG CINEMA HONG LAl GDN A 20211103

{4 4B P H 10 Vv

Select a Case to start the
Step3: Form submission

24



A Form 3 will be displayed for direct inputs as follows. Make sure all MANDATORY
fields (as marked “*”) are entered before pressing the “Next” button for the next step.

The following diagram shows the Form 3 with sample data filled in.

Case No. : 2019/23168

Form 3

CONSTRUCTION INDUSTRY COUNCIL ORDINANCE
(Chapter 587)

Section 36 - Notice of Completion of Construction Operations

Narne of Contractor

Narme of Authorized Person

Location of Construction Operations

{number and name of street and district)

Lot Ne.

Work Type

Gowvernment or Public Utility Contract No.

BD Reference No.

’ CHAN TAI MAN CONSTRUCTION CO. l

’ ap name new l

location 1 location 2 location3

’ lot no here

’ Electrical and Mechanica l

’ Gov Ne

I BD Ref 12/3333 l

Date of Issue of Completion Certificate

Date of Completion®

Expiry Date of Defects Liability Period

Date Of Payment
(please provide supporting document)

Date of Issue of Latest Payment Certificate
(copy of certificate attached)

Payment Certificate Number

Is it a Final Payment? *

Value of Construction Operations *

Amount of Residual Retention Monies retained by Employer

Anticipated Date for Releasing Retention Monies

dd/mmiyyyy 8

01/04/2022

dd/mmiyyyy 8

dd/mmiyyyy B

dd/mmdiyyyy 8

CYes

Ceertified

®MNo

Ccompleted to date (including residual retention monies)

*HKD I 4000001 I

HKD

22002 I

dd/mmiyyyy 8

2

(]

Read-only fields preloaded
from Case profile for
reference



Contact Person

Name=™

contact name l

Position® l position] ]

Company Email Address contact@contact | You may save a draft version at any
time for later edit during the data input

TelNo> l 55555551 ] process

Submission Date

e

~—

Press “Next” button to
proceed after entering the
relevant data

Step 4:

Attach at least one document for the Form. (For projects under supervision by
Buildings Department, commencement letter from Buildings Department should be
provided)

Form 3
Case No.:2019/23168

Attachment List
Upload Artachment
=] Stepl: Press “Choose”
button to attach a file (in
PDF Format)
[Eubmit the same eForm toPneumeceniosis Compensation Fund Board
=3 [ cac |
Step 2: Tick the box if you
would like to submit the
eForm to PCFB at the same
time Step 3: Press the “Next”
button

26



Step 5:

Review the data input and submit the Form. If you would like to amend the data, you
have to go back the “Form Input” or “Attach” Tab.

Form 3
Case No.:2019/23168

CONSTRUCTION INDUSTRY COUNCIL ORDINANCE
(Chapter 587)

Section 36 - Notice of Completion of Construction Operations

Mame of Contractor ’ CHAN TAI MAN CONSTRUCTION CO. l

Name of Authorized Person

ap name new ]

Location of Construction Operations e ) [E=ien 2isE)

{number and name of street and district)

Lot No. ’ lot no here ]
Work Type I Electrical and Mechanica ]
Government or Public Utility Contract No. ’ Gov No ]
BD Reference No. I BD Ref 12/3333 ]
Dare of Issue of Completion Certificate dd/ mm/yyyy

Date of Completion® 01/04/2022

Expiry Date of Defects Liability Period dd/ mmiyyyy

Date Of Payment dd/mm/yyyy
(please provide supporting document)

Date of Issue of Latest Payment Certificate ddf mmiyyyy
[copy of certificate attached)

Payment Certificate Number

Is it 3 Final Payment? * Yes Mo

Value of Construction Operations * certified “completed to date (including residual retention monies)

*HKD I 4000001 l
Amount of Residual Retention Monies retained by Employer HKD | 22002 l
Anticipated Date for Releasing Retention Menies dd/mm/yyyy

27



Contact Person

Name*

contact name l

Position® I position1 l

Company Email Address*

contact@contact ]

Tel.No.* I 55355551 ]

Submission Date

Attachment List

Upload Artachment

File Mame

n EServicel - Form 1.pdf

[CEubmit the same eForm toPneumoconiosis Compensation Fund Board

Ea e

Press “Submit” button
to submit the Form

28



Step 6:
Submission Result

Completed

Form 3
Case No.:2019/23168

Your application has been submitted

Reference ID : CE2200322
Date : 4/25/2022, 10:32:12 ,e\vn,\
Mark down the Reference ID for record

n Form 3.pdf

A pdf copy of the Form can be downloaded as
required

You may check your submission status under “Submitted Records” menu

CONSTRUCTION
INDUSTRY COUNCIL

Home Inbox = Mew Submission ™ Submitted Records

For the submitted records, you will find the status of Forms submission

as follows:

Submitted: Form submitted and under processing
Returned: Revision required before resubmission
Accepted: Form accepted by CIC

Rejected: Form rejected by CIC

29



F. Continue with Draft Submission

Step 1:

When you want to continue your submission previously saved as a draft. Select a
the record to continue the submission

Draft Forms

Click “Draft Form” in Menu

Saved drafts will be remeved after 3 months

Site Address
Form Type Form 1 Form 2 Form3
Date From

Date To

Search Result

Reference No. $ | Lewy Case No. $

Select a record to continue the
submission

30



G. Inquiry of Submitted Records

Step 1:

You may check the submitted records or revise the submitted records as follows.

CONSTRUCTION

INDUSTRY COUNCIL

Mew Submission ™

Submitted Records

Step 2:

/

Click “Submitted Records” Menu

A list of submitted records will be displayed showing the status of the submitted
Forms. Those Forms with “Returned” status should be revised and re-submit by
the Contractor/AP. For other Forms, users may click to download a PDF copy of

submitted Form.

Search Submitted Records

Site Address
Form Status Submiced  Rewrned | Processing | Accepred  Rejected | Abandoned | Resubmited
Farm Type Form1 | |Form2 | Form3
Date From o
DateTo | _ - .
Submitced By
- Clear [l Q. Search
Search Result
Levy Case No. & Submission No. Construction Site Address & Form Status & Form Type $ Create Date § Last Update Date 4 | Submitted By $ |
2019/23168 CE2200230 add add 12 add 34 Rewurned Form1 20220330 15:21:07 2022:03-3015:21:07 015
2019/23168 CE2200031 Iocation 1 location 2 location3 Rerurned Form1 2022.0230 153628 2022.03-30 15:40:07 0015
CE2200243 SDFSDF Rerurned Form1 2022.0401 10:3351 2022.0401 103251 0015
CE2200245 DSFDSF Retrned 2022-0401 11:27:02 20220401 127:02 0015
CE2200247 3242342343 Returned 20220401 11:4437 20220401 11:4437 015
CE2200243 347342324 2342 Rewmned Form1 0401 15:06:31 2022:0401 1506:31 o015
CE2200253 234734234 Rerurned Form1 20220404 143616 20220404 14:36:16 0015
CED200266 sdfsfsd? Retrned Form1 2022-041309:19:46 20220413 09:15:46 0015
CE2200267 123123213 Rerurned Form1 220413 03281 2022.0413 03281 0015
CE2200269 234234734 Rewmned Form1 20220413 1121116 o015

1 2 3 4 » M
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Click a Form with
“Returned” status to revise

and re-submission.



Step 3:

The procedure for re-submitting a Form1, 2 and 3 are similar to New Submission.
Please refer to “Submit a New Form1/2/3” (see Section C, D, E) for details. The
only difference between entering a new Form and revising a returned Form is that
only those fields with comment for revision can be amended by the user. Other
fields are locked and cannot be amended.

Estimated Completion Date

Updated Completion Date (if applicable)

Estimated Contract Sum induding Variations

3000000 ]

HKD

Updated Estimated Contract Sum including Variations(if HKD | 3000001 ]
applicable)
Terms of Payment Every [ 333 ] e -
CIC comment : 334 onlyt
o~ -~
o~ -~
o~ ~
~
~
o~ ~
~
Only fields with comments
are allowed to be amended
Step 4:

Please follow the submission procedure similar to “Submit a New Form1/2/3” to
complete the submission of the revised Form.
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H. Maintenance of Own Profile

You may always change your password and personal account information as
follows:

CONSTRUCTION
INDUSTRY COUNCIL

LEVY Ol

New Submission ¥ Submitted Records Case Assignment S5taff Accounts ™ |

Click “Profile” Menu

My Profile
Login Name Z0015
MName 70015
Telephane 12345678

Email Address jasonhlchan@cic.hk

Reset Password ‘

Existing Passwaord
Mew Password

Fe-type Mew Password

Reset Password
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I. Maintenance of Contractor Staff Account

(Function available for Contractors Only)

Contractor Admin may assign projects to dedicated associate (up to 100 staff
accounts) which have been created. The Contractor Admin can manage all staff
accounts and projects assigned. The following procedure show how a Contractor
Admin can assign project to a designated newly-created staff account.

Step 1:

Create a staff account

CONSTRUCTION
INDUSTRY COUNCIL

LEWV®

MNew Submission ™ Submitted Records Staff Accounts ™

Create User

‘ My Profile ‘

Click “Create User” under “Staff

Accounts” menu
Create Staff Account

User ID Z0015
MName
Contact No.
Ernail
MNew Password
Re-type New Password

Please provide Party code, User D and Password to the new created

user. Complete the required

information for creating

- the new staff account.
Press the “Create” button
to proceed.
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Step 2:

Assign a project to a designated staff

CONSTRUCTION
INDUSTRY COUNCIL

Inbox ¥ Mew Submission ™ Submitted Records Case Assignment

Click “Case Assignment” menu

Levy Case Form2/2A Assignment

Levy Case No.
Site Address
DateFrom . .
DaeTo . .
Assigned To
|Seurch Resu\t‘
| Levy Case No. & | Site Address ¥ ‘ DateTo ¥ ‘ Assigned To % ‘
2019723341 MAIN CONTRACT PHASE 58 A& WORKS GATEWAY TS AT NO.2 CHELING FAI ROAD, TSING YL NT. 013012
W923168 LIFT MODERNIZAT'N WK FOR TUEN Mubigg#f5 LONDON NEW YORK MILANO CINEMA HONG LAl GDN AT HO PONG ST.TM 22111408 EeL)
AR Honov
Select a case for assignment
Levy Case Form2/2A Assignment
Levy Case Na. 201923168
Site Address LIFT MODERNIZATN WKS FOR TUEN MUN PARIS LONDON NEW YORK MILANG CINEMA,HONG
LAl GDN AT HO PONG ST,TM
Creation Date 2021-11-03
Assigned To stafflz hd
=3

Press “Submit” button to assign a case
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Step 3:
Manage staff account

Contractor Admin may disable / enable staff account via the following function, or
assign an existing account to a new / different staff. Be noted that the new staff
is required to “obtain a new password” after an existing account is reassigned to
him/her.

o INDUSTRY COUNCIL
LEVY ONLIN
| Home | Inbox ¥ | Mew Submission ¥ Submitted Records Case Assignment

Create User

Search Users Search Users

Profile | Logout |

Click “Search Users” under the

“Staff Accounts” menu

Login Name

Mame
Contact No.
Email
Status Enabled | | Disabled
| search Result
| Login Name % Name % Contact No. % Email % | Status ¥ |
Z0015staffl staffil 111 Jjasenhichan@cichk Enabled
Z0015staff2 staffi2 444444494 necchiu@cic.hk Dizabled
1 10w
Click a staff account to process
Login Name 2001 5=eaffll
Name staf01 Enable or Disable the
' account by pressing
Contact No. 1111111 .
the respective
Email buttons.

jasonhlchan@cic.hk

O Enabled Disabled
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User Login

BN E
Party Type
2 Contractor 2 Authorized Person
Party Code
Uszer D
Pas=zwaord
COne Time Pin

Send OTP

Qbtain new passwaord/Forgot password

'\
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Click the button to obtain a new
password as required



J. Contractor Dashboard

System provides 3 performance dashboards for contractors.

1. Forms Submission Performance(left)
2. Payment Notices Status(middle)
3. Settlement Performance(right)

CONSTRUCTION

‘ INDUSTRY COUNCIL
| Home | Inbox ¥ | MNew Submissi
\ C/[Ck ”Home” menu
Forms Submission Performance Payment Notice Status Settlement Performance
B On Time [ L Amount(HKD O Time NN Late
200 400000
180 350000
- e 300000 [ L DU |
120 250000
100 - 200000 X X
80 : 150000 : :
o : 100000 : :
e - - 0 - -
0 — — P . .
Form1 Form2 Form3 Overdue May 2022 Jun 2022
‘ Form No. ‘ On Time Late e Paymient Overdue ‘ Item ‘ On Time ] Late
Amount Amount
Form1 106 00,000 40,000
May 2022 300,006 (link) 12,000 (link) o e
Form2 0
Jun2022 400,000 (link) N/A Penalty (HKD) 100,000 60,000
Form3 32 10
Remark: Performance for the application submitted in Total (HiKD) 500,000 100,000
CIC EService2 Platform Remark: Only showing the data after May 24, 2021
Click to download
This month & details of each DN

Next month

Forms Submission Performance — It provides a performance summary on
all submitted Levy Forms by the contractors via E-Services 2.0.

Payment Notice Status — It provides summary data on payment notices
for the contractors, covering three parts: (i) Overdue payments; (ii)
Amount due for payments this month; and (iii) payments due for
payments next month. You may view and download the payment details
of each payment notices by clicking the “(link)”.

Settlement Performance — It provides summary on historical settlements
from one year before, showing settlements which were paid on time and
those which were late.
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