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1. SYSTEM SUMMARY  
 

1.1 SYSTEM FUNCTIONS 
 

The below modules are launched in Stage 1: 

1. Account Activation and Login 

(a) Login Page Information and Login Page Theme 

(b) Pre-requisite of Account Activation (Using Personal Computer)  

(c) Account Activation by Digital Certificate (By File or Token) 

(d) Account Activation by ñiAM Smartò (Different or Same Device) 

(e) Account Login (By Digital Certificate or ñiAM Smartò) 

(f) Account Login by ñiAM Smartò using Mobile Device  

(g) Forgot Password/Login Name 

 

2. Login Page 

(a) Landing Page Navigation & Overview 

(b) Home  

(c) Switch Role 

(d) Inbox 

(e) Notification 

(f) Search 

(g) Calendar 

(h) Project Directory 

(i) Settings and My Account 

(j) Text Size 

(k) Language 

(l) Context-sensitive Help 

(m) Contact Us 

(n) Active Submissions 

(o) News 

(p) My Favourite 

(q) Widget Personalisation 

(r) Create Widget 

(s) Edit Widget 

(t) Update Widget Type 

(u) Delete Widget 

(v) Resize Widget 

(w) Restore Widget Default Settings 

 

3. Manage Project Team 

(a) Lists of Project Team Members 

(b) Procedures for Invite New Collaborator 

(c) Procedures for Invite Owner 

(d) Manage Permission of Project Team 
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4. My Projects 

(a)  View Active Project Summary 

(b)  Activate Project 

(c)  Search Project 

(d)  View Project Detail 

 

5. My Workspace 

(a)  View Information of Projects/Submissions 

(b)  Search Draft Submissions by Projects 

(c)  View Draft Submissions 

 

6. Create New Submission 

(a)  Pre-requisite of Submission 

(b)  Draft Submission Preparation 

(c)  Discussion Forum 

 

7. Revise Submission 

8. Amendment Submission with Form BA16  

9. Withdrawal and Resubmission 

10. Withdrawal 

11. Submit Miscellaneous Documents 

12. View Submission Result 

13. Submit Form BA4 

14. Submit Form BA21 
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2. SUMMARY OF OPERATION PROCEDURES 
 

2.1 Account Activation/Registration and Login 
 

2.1.1 Login Page Information 
 

The following information are shown in the login box: 

 
  

1. Login area (including login name, password and related buttons) 

2. ñForgot password/ login nameò link 

3. ñAdd digital certificate to existing accountò link 

4. ñActivate a registered professional or contractor accountò link 

5. ñRegister an owner or collaborator account by invitation code / set initial passwordò link 

6. Hotline and email 

7. System Maintenance News   

  

5. 

4. 

3 

2 

1 

6. 

7. 

https://eshuat.bd.gov.hk/public/bd/#/login/forget-certification
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No. Function / Item Description 

1.  Login area Provides two login options for user to choose. 

2.  ñForgot password/ login nameò link 
Allows user to reset the password if forgot (For details, refers to session 

2.1.10). 

3.  ñAdd digital certificate to existing accountò link Allows user to add digital certificate(s) to an existing account. 

4.  
ñActivate a registered professional or contractor accountò 

link 
Allows user to activate an AP/RSE/RGE/RC account. 

5.  
ñRegister an owner or collaborator account by invitation 

code / set initial passwordò link 

Allows user to activate an owner or collaborator account once user receives 

an email invitation from an AP/RSE/RGE/RC. 

6.  ESH Hotline and Email Provide the contact information of ESH helpdesk service. 

7.  System Maintenance News 
Inform users about the maintenance period of ESH during which the service 

of ESH is not available. 
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2.1.2 Login Page Theme  
 

There are two background themes shown in ESH login page during daytime and nighttime respectively. 

 

1. Daytime from 06:00:00 to 17:59:59 (GMT +8) 
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2. Nighttime from 18:00:00 to 05:59:59 (GMT +8) 
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User can activate/register/login ESH account by either using: 

a. a digital certificate; or 

b. ñiAM Smartò 
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2.1.3 Pre-requisite for Account Activation/Registration 
 

BD has prepared the ESH user accounts for all authorized persons (AP), registered structural engineers (RSE) and registered geotechnical 

engineers (RGE) and authorized signatories of the registered general building contractors and registered specialist contractors (RCs) under 

the Buildings Ordinance for their activation.   

Other project team members including the collaborators and owners invited by AP/RSE/RGE/RC need to register for ESH user accounts 

in order to join using ESH.  For details on the procedures in related to inviting collaborators and owners and their registration of ESH 

accounts, please refer to the sessions 2.3.2 and 2.3.3 respectively. 

Users can activate/register ESH accounts either by using: 

1. A smartphone with ñiAM Smartò installed; or 

2. An acceptable type of digital certificate issued by the Postmaster General or other recognised certification authorities under the 

Electronic Transactions Ordinance. (For details of the types of digital certificates acceptable to be used in ESH, please refer to ESH 

website.) 
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If you have chosen to use a digital certificate to activate/register your account, you will be asked to install the ESHSign software in your 

personal computer and then sign with your digital signature once to complete the activation process.  The ESHSign software is a signing 

software for users who will use digital certificate to login ESH and to sign documents of submissions to ESH.  Installation of ESHSign 

is not necessary for users using ñiAM Smartò. 
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2.1.4 Account Activation by Digital Certificate File using Personal Computer 
 

Step # Step Detail & Screen 

1.  ¶ Use a web browser to access the ESH login page at URL: https://esh.bd.gov.hk 

2.  

¶ Click the ñActivate a registered professional or contractor accountò link 
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3.  

¶ Click the ñActivate with digital certificateò button 
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4.  

¶ Fill-in the following information:  

· HKID number 
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¶ Add Digital Certificate 

¶ Click the ñAdd new digital certificateò button 
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¶ Locate and upload the digital certificate with the format of ñ.crtò or ñ.cerò file. For e-Cert issued by Hongkong Post, user 

may download it form the website of Hong Kong Post in the following link: 

 

https://www.hongkongpost.gov.hk/product/ecert/status/index.html  

 

¶ Launch ESHSign client program to sign with the digital certificate once 

¶ Locate and upload the digital certificate with the format of ñp12ò file 

¶ Input the pin of the digital certificate 
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¶ If succeeded, the message ñSigning succeededò will be shown 

¶ Click ñxò to close the message box 
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¶ Input the Captcha 

 

 

 

 

 

 

pai 
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¶ Read the Terms and Conditions for User of the ESH (T&C) carefully before using ESH and tick the checkbox to confirm your 

agreement to T&C 

¶ Click the ñSendò button to continue  
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¶ Fill in all the required information with the mandatory fields marked with asterisk ñ*ò. 
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¶ After filling in all the information, click the ñSendò button 
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5.  

¶ If your account has been successfully activated, the following message will be shown 

¶ Click the ñContinue to use Electronic Submission Hubò button to go to the ESH login page to start using ESH service 
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2.1.5 Account Activation by ñiAM Smartò using Different Device 
 

Step 

# 
Step Detail & Screen 

1.  ¶ Use a web browser to access the ESH login page at URL: https://esh.bd.gov.hk 

2.  

¶ Click the ñActivate a registered professional or contractor accountò button 

 
 

 

 

 

https://esh.bd.gov.hk/public/bd/#/login
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3.  

¶ Click ñLogin with iAM Smartò button  
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4.  

¶ You will be redirected to the ñLog in with iAM Smartò page with a QR code shown 

 

¶ On your mobile device, open the ñiAM Smartò application 

¶ Tab on the ñQR code scannerò button on your mobile device 
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¶ Use your mobile device to scan the QR code (The screen cap on the right side shows the ñiAM Smartò application in your 
mobile device for reference) 

 

 

 

 

 



ELECTRONIC SUBMISSION HUB 

APPLICATION USER MANUAL 

 

        PAGE 25 

  

¶ If successful, a task completion sign will be shown in the ESH web page; and a message of successful login to ESH web page 

will be displayed on your mobile device 
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5.  

 

¶ The ESH web page and your ñiAM Smartò application will be redirected to the ñAuthorise iAM Smart to provide personal 

informationò page 

¶ On your mobile device, tab the ñOKò button  
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6.  

 

¶ After you have confirmed to authorize ñiAM Smartò to provide your personal information to ESH, successful messages will be 
prompted in both the ESH page and the ñiAM Smartò application  

¶ Fill in all the required information.  Note that the mandatory fields are indicated with asterisk ñ*ò. 
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¶ After filling in all the information including the mandatory fields, click the ñSendò button 
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¶ If your account has been successfully activated, the following message will be shown 

¶ Click the ñContinue to use Electronic Submission Hubò button to go to the ESH login page to start using ESH service 
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2.1.6 Account Login by Digital Certificate using Personal Computer   
 

 

Step # Step Detail & Screen 

1.  ¶ Use a web browser to access the ESH login page at URL: https://esh.bd.gov.hk 

2.  
¶ Input the login name and the password 

¶ Click the ñLoginò button 

https://esh.bd.gov.hk/public/bd/#/login
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¶ Select the ñSign with Digital Certificate Fileò button 
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¶ Launch the ESHSign client program 

¶ Select the .p12 file of your digital certificate from your personal computer and enter the corresponding PIN to execute the 

digital signing action once 
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3.  

 

¶ After successfully login the account, you will be directed to the landing page of the account 
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4.  

¶ If the system is idle for more than 25 minutes, system would prompt the following alert message  ñSession is about to end, 

please save your workò to remind users to save their work; after 30 minutes idling time has lapsed, users will need to re-

login to system. 
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2.1.7 Account Login by Digital Certificate Token using Personal Computer 
 

Step # Step Detail & Screen 

1.  ¶ Use a web browser to access the ESH login page at URL: https://esh.bd.gov.hk 

2.  
¶ Input the login name and password 

¶ Click the ñLoginò button 

https://esh.bd.gov.hk/public/bd/#/login
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¶ Select the ñSign with Digital Certificate Tokenò button 
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¶ Launch the ESHSign client program and the SafeNet Authentication Client 

¶ Enter the digital token password in the SafeNet Authentication Client 
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¶ Select the digital certificate in token 
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3.  

 

¶ After successfully login, you will be directed to the landing page of the account 
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4.  

¶ Similar to 2.1.6 Step 4, system would remind user if the system has been idle for 25 minutes, and user will need to re-login 

again if 30 minutes idling time has lapsed 
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2.1.8 Account Login by ñiAM Smartò using Personal Computer                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
Step # Step Detail & Screen 

1.  ¶ Use a web browser to access the URL: https://esh.bd.gov.hk 

2.  

¶ Click the ñLogin with iAM Smartò button 

 

 

 

https://esh.bd.gov.hk/public/bd/#/login
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3.  

 

¶ Use the mobile device to scan the QR code in the ESH web page  
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4.  

¶ When successful, a task completion sign will be shown in the ESH web page 

¶ On the mobile device, a message of successful login to ESH web page will be displayed 
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5.  

 

¶ After successful login, you will be directed to the landing page 
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6.  

¶ Similar to 2.1.6 Step 4, system would remind user if the system has been idle for 25 minutes, and user will need to re-login 

again if 30 minutes idling time has lapsed 
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2.1.9 Account Login by ñiAM Smartò using Mobile Device 
 

Step # Step Detail & Screen 

1.  ¶ Use a web browser to access the URL: https://esh.bd.gov.hk  via mobile device 

2.  

¶ Click the ñLogin with ñiAM Smartò buttonò 

 

 

https://esh.bd.gov.hk/
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3.  

Tab the ñOpen iAM Smartò button 
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4.  

¶ After tabbing the ñOpen iAM Smartò button and then press the ñcontinueò button to login to ESH.  
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5.  

¶ After successful login, the ESH landing page will be displayed 
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2.1.10 Forgot Password / Login Name 
 

Step # Step Detail & Screen 

1.  ¶ Use a web browser to access the URL: https://esh.bd.gov.hk  

2.  

¶ Click ñForgot password/ login nameò 
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¶ Fill in Login Name, Email and click ñResetò 
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¶ Success message will be prompted if login name and email match existing account in ESH 
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3.  

¶ Follow the steps as stated in the email to complete the process 
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2.1.11 Account Logout 

Step 

# 
Step Detail & Screen 

1.  

¶ On the top menu, locate and click the ñLogoutò icon 

 

 

 

2.  

¶ The account will be logged out and redirect to the ESH Login page 
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2.2 Login Page 

 

2.2.1 Landing Page Navigation & Overview 
 

The ESH landing page is composed of the following components: 

i. Top Menu; 

ii.  Left Menu;  

iii.  Quick Buttons; 

iv. Widget Area;  

v. Page Footer; and 

vi. Quick Access Floating Menu  
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The Top Menu, Left Menu and Page Footer will be displayed throughout the ESH web page to facilitate users gaining access to all the 

functions of ESH when performing different activities in ESH. 

 

 

                                                       Top Menu 
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Top Menu 
 

Left 

Menu  

Page Footer 

Quick Buttons  

Widget Area 
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2.2.1.1 Top Menu 

The Top Menu contains the following functions: 

 

 

 

bƻΦ CǳƴŎǘƛƻƴ bŀƳŜ 5ŜǎŎǊƛǇǘƛƻƴ wŜƭŜǾŀƴǘ aŀƴǳŀƭ {ŜŎǘƛƻƴ 

1.  .5 [ƻƎƻ 5ƛǾŜǊǘ ǳǎŜǊ ǘƻ .5 ǿŜōǎƛǘŜ όǿǿǿΦōŘΦƎƻǾΦƘƪύΦ bκ! 

2.  
9{I [ƻƎƻ 5ƛǾŜǊǘ ǳǎŜǊ ōŀŎƪ ǘƻ ǘƘŜ ƭŀƴŘƛƴƎ ǇŀƎŜΦ bκ! 

3.  5ŀǘŜπǘƛƳŜ LƴŘƛŎŀǘŜ ŎǳǊǊŜƴǘ ŘŀǘŜπǘƛƳŜ ŀƴŘ ƭŀǎǘ ƭƻƎƛƴ ŘŀǘŜπǘƛƳŜΦ bκ! 

4. Φ [ƻƎƛƴ bŀƳŜ ϧ 
{ǿƛǘŎƘ wƻƭŜ 

5ƛǎǇƭŀȅ ǳǎŜǊΩǎ ƴŀƳŜ ŀƴŘ ǘƘŜ ŎǳǊǊŜƴǘ ǎŜƭŜŎǘŜŘ ǊƻƭŜΦ   

!ƭƭƻǿ ǳǎŜǊ ǘƻ ǎǿƛǘŎƘ ǘƻ ŀƴƻǘƘŜǊ ǊƻƭŜ ƛŦ ǳǎŜǊ Ƙŀǎ ƳǳƭǘƛǇƭŜ ǊƻƭŜǎ ƛƴ 9{IΦ 
{ǿƛǘŎƘ wƻƭŜ 

5.  LƴōƻȄ 
5ƛǎǇƭŀȅ ŀƭƭ ƳŜǎǎŀƎŜǎ ŦǊƻƳ .5κ9{I ƛƴŎƭǳŘƛƴƎ ŀŎƪƴƻǿƭŜŘƎŜƳŜƴǘ ǊŜŎŜƛǇǘǎ ŀƴŘ 
ǎǳōƳƛǎǎƛƻƴ ǊŜǎǳƭǘǎ ŦƻǊ ǳǎŜǊ ǘƻ ǾƛŜǿΦ   

LƴōƻȄ 

6.  bƻǘƛŦƛŎŀǘƛƻƴ {Ƙƻǿ ŀƭƭ ǘƘŜ ǎȅǎǘŜƳ ƴƻǘƛŦƛŎŀǘƛƻƴǎ ŦƻǊ ǳǎŜǊ ǘƻ ǾƛŜǿΦ bƻǘƛŦƛŎŀǘƛƻƴ 

7.  {ŜŀǊŎƘ 
!ƭƭƻǿ ǳǎŜǊ ǘƻ ǎŜŀǊŎƘ ǘƘŜ ǇǊƻƧŜŎǘ ƛƴŦƻǊƳŀǘƛƻƴΣ ǎǳōƳƛǎǎƛƻƴǎ ŀƴŘ ƻǘƘŜǊ 
ŀŎǘƛǾƛǘƛŜǎκǊŜŎƻǊŘǎ ƛƴ 9{I ŀƴŘ ǾƛŜǿ ǘƘŜƳΦ 

{ŜŀǊŎƘ 

 

15 14 13 12 11 10 8 9 1 2 3 4 7 6 5 
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8.  /ŀƭŜƴŘŀǊ 
!ƭƭƻǿ ǳǎŜǊ ǘƻ ǾƛŜǿ ǘƘŜ ǇŜǊǎƻƴŀƭ ŎŀƭŜƴŘŀǊ ǿƘŜǊŜ ŀƭƭ ǘƘŜ ŎƻƴŎŜǊƴŜŘ ŜǾŜƴǘǎ ƻŦ 
9{I ǿƛƭƭ ōŜ ǎƘƻǿƴ ƛƴ ǘƘŜ ŎŀƭŜƴŘŀǊ ǾƛŜǿΦ 

/ŀƭŜƴŘŀǊ 

9.  tǊƻƧŜŎǘ 5ƛǊŜŎǘƻǊȅ 
!ƭƭƻǿ ǳǎŜǊ ǘƻ ōǊƻǿǎŜ ǘƘŜ ǇǊƻƧŜŎǘǎ ŀƴŘ ǎǳōƳƛǎǎƛƻƴǎ ƛƴ ƘƛŜǊŀǊŎƘƛŎŀƭ ŘƛǊŜŎǘƻǊȅ 
ǎǘǊǳŎǘǳǊŜΦ {ƻƳŜ ŎƻƴǘŜȄǘπǎŜƴǎƛǘƛǾŜ ŦǳƴŎǘƛƻƴǎ Ŏŀƴ ōŜ ǇŜǊŦƻǊƳŜŘ ƘŜǊŜΣ ŜΦƎΦ 
ǾƛŜǿ ŀǇǇƭƛŎŀǘƛƻƴ ǎǳƳƳŀǊȅ ŀƴŘ ǿƛǘƘŘǊŀǿ ŀƴŘ ǊŜǎǳōƳƛǘ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΦ 

tǊƻƧŜŎǘ 5ƛǊŜŎǘƻǊȅ 

10.  {ŜǘǘƛƴƎǎ 
!ƭƭƻǿ ǳǎŜǊ ǘƻ ŎƘŀƴƎŜ ǇŀǎǎǿƻǊŘ ŀƴŘ ŀŎŎŜǎǎ ǘƘŜ ŀŎŎƻǳƴǘ ǘƻ ǾƛŜǿ ŀƴŘ ƳƻŘƛŦȅ 
ǳǎŜǊ ƛƴŦƻǊƳŀǘƛƻƴΦ 

{ŜǘǘƛƴƎǎ ŀƴŘ aȅ !ŎŎƻǳƴǘ 

11.  ¢ŜȄǘ {ƛȊŜ [ƛƴƪ ǘƻ ǘƘŜ ƎǳƛŘŜ ŦƻǊ ǳǎŜǊ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ŘƛǎǇƭŀȅ ǘŜȄǘ ǎƛȊŜΦ ¢ŜȄǘ {ƛȊŜ 

12.  [ŀƴƎǳŀƎŜ 
!ƭƭƻǿ ǳǎŜǊ ǘƻ ǎǿƛǘŎƘ ǘƘŜ ŘƛǎǇƭŀȅ ƭŀƴƎǳŀƎŜ ōŜǘǿŜŜƴ 9ƴƎƭƛǎƘΣ ¢ǊŀŘƛǘƛƻƴŀƭ 
/ƘƛƴŜǎŜ ŀƴŘ {ƛƳǇƭƛŦƛŜŘ /ƘƛƴŜǎŜΦ 

[ŀƴƎǳŀƎŜ 

13.  IŜƭǇ 
!ƭƭƻǿ ǳǎŜǊ ǘƻ ƻǇŜƴ ǘƘŜ ŎƻƴǘŜȄǘπǎŜƴǎƛǘƛǾŜ ƘŜƭǇ ŎƻƴǘŜƴǘǎ ƛƴ ǊŜƭŀǘƛƻƴ ǘƻ ǘƘŜ 
ŎǳǊǊŜƴǘ ǿŜō ǇŀƎŜΦ 

/ƻƴǘŜȄǘπ{ŜƴǎƛǘƛǾŜ IŜƭǇ 

14.  /ƻƴǘŀŎǘ ¦ǎ 5ƛǎǇƭŀȅ ǘƘŜ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴ ƻŦ 9{I IŜƭǇ 5ŜǎƪΦ /ƻƴǘŀŎǘ ¦ǎ 

15.  [ƻƎƻǳǘ [ƻƎƻǳǘ ŦǊƻƳ ǘƘŜ ǎȅǎǘŜƳΦ [ƻƎƻǳǘ 
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2.2.1.2 Left Menu 

 

The Left Menu contains the following core system functions: 
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No. Function Name Description Manual Section 

1.  Home Go back to the landing page Home 

2.  Inbox 
Display all the messages from BD/ESH including acknowledgement receipt 

and submission results. 

Inbox 

3.  Active Submissions 
List all the active submissions of user, i.e. submissions under processing by 

BD in ESH. 

Active Submissions 

4.  My Projects 
List all the active projects of user, i.e. projects with active submissions in 

ESH. 

My Projects 

5.  My Workspace 

As AP/RSE/RGE/RC is provided with a storage space, i.e. a common 

collaborative environment, to facilitate the drafting and preparation of 

submission documents and show the size of allocated storage capacity and 

the information of all draft submissions stored. 

The storage capacity of workspace is 5 GB for AP/RSE/RGE and 2.5 GB 

for RC. 

My Workspace 

6.  Manage Project Team 
Allow invitation of project team members including the collaborators and 

owners and manage their permissions and access rights. 

Manage Project Team 

7.  News Display the system news and other messages from BD related to ESH. News 

8.  My Account 

Show user account information including the default role, 

ñiAM Smartò/digital certificate status and selected channel of notification 

and allow user to update.  

My Account 

9.  Share Information 
User may share submission information and/or documents to other 

Registered Building Professionals under the project 

Share Information 

10.  My Favourite User can customise the items to be displayed in ñMy Favouriteò widget My Favourite 



ELECTRONIC SUBMISSION HUB 

APPLICATION USER MANUAL 

 

        PAGE 65 

  

according to personal preference. 
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2.2.1.3 Quick Buttons 

The following quick buttons in the landing page aim to provide quick access to the commonly used functions. 

 

 

 
 

 

No. 
from 

the left 
Function Name Description Manual Section 

1 My Workspace 

!ǎ !tκw{9κwD9κw/ ƛǎ ǇǊƻǾƛŘŜŘ ǿƛǘƘ ŀ ǎǘƻǊŀƎŜ ǎǇŀŎŜΣ ƛΦŜΦ ŀ ŎƻƳƳƻƴ 
ŎƻƭƭŀōƻǊŀǘƛǾŜ ŜƴǾƛǊƻƴƳŜƴǘΣ ǘƻ ŦŀŎƛƭƛǘŀǘŜ ǘƘŜ ŘǊŀŦǘƛƴƎ ŀƴŘ ǇǊŜǇŀǊŀǘƛƻƴ ƻŦ 
ǎǳōƳƛǎǎƛƻƴ ŘƻŎǳƳŜƴǘǎ ŀƴŘ ǎƘƻǿ ǘƘŜ ǎƛȊŜ ƻŦ ŀƭƭƻŎŀǘŜŘ ǎǘƻǊŀƎŜ ŎŀǇŀŎƛǘȅ ŀƴŘ 
ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻŦ ŀƭƭ ŘǊŀŦǘ ǎǳōƳƛǎǎƛƻƴǎ ǎǘƻǊŜŘΦ 

 

¢ƘŜ ǎǘƻǊŀƎŜ ŎŀǇŀŎƛǘȅ ƻŦ ǿƻǊƪǎǇŀŎŜ ƛǎ р D. ŦƻǊ !tκw{9κwD9 ŀƴŘ нΦр D. ŦƻǊ 
w/Φ 

My Workspace 

2 
Create New 
Submission 

!ŎŎŜǎǎ 9{IΩǎ ƻƴŜπǎǘƻǇ Ŝπ/ƻǳƴǘŜǊ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ǘȅǇŜ ƻŦ 
ǎǳōƳƛǎǎƛƻƴκŀǇǇƭƛŎŀǘƛƻƴ ǘƻ ōŜ ƳŀŘŜΣ ƛƴŎƭǳŘƛƴƎ CƻǊƳ .!р όŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊ 
ŀǇǇǊƻǾŀƭ ƻŦ Ǉƭŀƴǎ ƻǊ ǊŜǾƛǎŜ ǎǳōƳƛǘǘŜŘ ŀǇǇƭƛŎŀǘƛƻƴύΣ CƻǊƳ .! п όŀǇǇƻƛƴǘƳŜƴǘ 
ƻŦ !tκw{9κwD9ύΣ CƻǊƳ .!нм όƴƻƳƛƴŀǘƛƻƴ ƻŦ ƻǘƘŜǊ !tκw{9κwD9 ǘƻ ŀŎǘ ƛƴ 
ǎǘŜŀŘύ ŀƴŘ ƳƛǎŎŜƭƭŀƴŜƻǳǎ ŘƻŎǳƳŜƴǘǎΦ 

Create New Submission 

3 Revise Submissions wŜǾƛǎŜ ǘƘŜ ǎǳōƳƛǎǎƛƻƴκŀǇǇƭƛŎŀǘƛƻƴ ǎǳōƳƛǘǘŜŘ ƛƴ 9{I ƛƴŎƭǳŘƛƴƎ ŀŘŘΣ Revise Submission 
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ǎǳǇŜǊǎŜŘŜ ŀƴŘκƻǊ ǿƛǘƘŘǊŀǿ ǘƘŜ ǎǳōƳƛǘǘŜŘ ŦƻǊƳǎΣ Ǉƭŀƴǎ ŀƴŘκƻǊ ŘƻŎǳƳŜƴǘǎΦ 

4 aȅ tǊƻƧŜŎǘǎ 
[ƛǎǘ ŀƭƭ ǘƘŜ ŀŎǘƛǾŜ ǇǊƻƧŜŎǘǎ ƻŦ ǳǎŜǊΣ ƛΦŜΦ ǇǊƻƧŜŎǘǎ ǿƛǘƘ ŀŎǘƛǾŜ ǎǳōƳƛǎǎƛƻƴǎ ƛƴ 
9{IΦ 

aȅ tǊƻƧŜŎǘǎ 

5 
aŀƴŀƎŜ tǊƻƧŜŎǘ 

¢ŜŀƳ 
!ƭƭƻǿ ƛƴǾƛǘŀǘƛƻƴ ƻŦ ǇǊƻƧŜŎǘ ǘŜŀƳ ƳŜƳōŜǊǎ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ŎƻƭƭŀōƻǊŀǘƻǊǎ ŀƴŘ 
ƻǿƴŜǊǎ ŀƴŘ ƳŀƴŀƎŜ ǘƘŜƛǊ ǇŜǊƳƛǎǎƛƻƴǎ ŀƴŘ ŀŎŎŜǎǎ ǊƛƎƘǘǎΦ 

aŀƴŀƎŜ tǊƻƧŜŎǘ ¢ŜŀƳ 

6 {ǳōƳƛǘ CƻǊƳ .!нм 
!ƭƭƻǿ ǳǎŜǊ ǘƻ ǎǳōƳƛǘ ǘƘŜ CƻǊƳ .!нмόƴƻƳƛƴŀǘƛƻƴ ƻŦ ƻǘƘŜǊ !tκw{9κwD9 ǘƻ 
ŀŎǘ ƛƴ ǎǘŜŀŘύ ŦƻǊ ǘƘŜ ǊŜƭŜǾŀƴǘ ǇǊƻƧŜŎǘǎ ƛƴ 9{I 

{ǳōƳƛǘ CƻǊƳ .!нм 
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2.2.1.4 Page Footer 

The page footer is displayed at the bottom of the ESH page which contains the following three categories of quick links: 

i. New Buildings Works 

ii.  Account and Management  

iii.  Services 

User can also access to the Important Notices, Terms and Conditions and Privacy Policy. 
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2.2.1.5 Quick Access Floating Menu 

The quick access floating menu is displayed on the bottom right corner which contains the following four functions; 

 

No. Function Name Description 

1.  Edit Widget 
Allow user to remove, resize and relocate the widgets by personal preference. This function is 

only available on the landing page. 

2.  Create Widget 
Allow user to add widgets to the landing page.  This function is only available on the landing 

page. 

3.  Create New Submission 

Access ESHôs one-stop e-Counter to select the type of submission/application to be made, 

including Form BA5 (application for approval of plans or revise submitted application), Form BA 

4 (appointment of AP/RSE/RGE), Form BA21 (nomination of other AP/RSE/RGE to act in stead) 

and miscellaneous documents. 

4.  Top Divert user back to the top of the page 
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2.2.2 Home 
 

Step 

# 
Step Detail & Screen 

1.  

¶ On the left menu, locate and click the ñHomeò button 
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2.  

¶ After clicking the ñHomeò button, the page will be redirected to the ESH landing page 
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2.2.3 Switch Role 
 

Ste

p # 
Step Detail & Screen 

1.  

¶ On the top menu, locate the role field above userôs name 

 

 

 

2.  

¶ Click the role field to expand the dropdown list which displays all the roles available under your account 

¶ Select one of the roles that you want to switch to 
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3.  

¶ If you have selected the category of ñCollaboratorò (if applicable), a dialog box showing all the AP/RSE/RGE/RC who have 

invited and kept you as their collaborators will be prompted  

 

¶ Select and click the corresponding AP/RSE/RGE/RC that you want to continue in using ESH  
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4.  

¶ If you have selected the category of ñOwnerò (if applicable), a dialog box showing all the AP/RSE/RGE/RC who have invited 
and kept you as the owners of their projects will be prompted  

 

¶ Select and click the corresponding AP/RSE/RGE/RC that you want to continue in using ESH  
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5.  

¶ After selecting, a reload message will be prompted 

 

¶ Click the ñReloadò button to reload the page 
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6.  

¶ After reloading the page, the selected role will be displayed in role field and the information/context of the page will be updated 

according to the selected role 

 

 
 

 

  

The context will be updated according to the selected role. 
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2.2.4 Inbox 
 

All the messages from BD/ESH including acknowledgement receipts and submission results are listed out. 

Step 

# 
Step Detail & Screen 

1.  

¶ On the top menu, click the ñInboxò icon 
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OR  

¶ On the left menu, locate and click the ñInboxò button 
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2.  

¶ The ESH page will display the ñInboxò page listing all the messages from BD/ESH 
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3.  

¶ Click the message to view the full content including the attachments in the message (if applicable) 
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¶ Click the ñDownloadò button to download the document file(s) in the message from BD (e.g. approval letter or disapproval 

letter) and/or the attachment(s) (e.g. plan(s), BD103 and/or BD106). 
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¶  The corresponding file(s)/ attachment(s) will then be downloaded. 
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2.2.5 Notification 
 

User will receive the system notification of different natures such as requests for signing, submission results or acknowledgement receipts 

and etc. 

 

Step 

# 
Step Detail & Screen 

1.  

¶ On the top menu, locate the ñNotificationò icon 
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2.  

¶ Click the ñNotificationò icon.  The new/earlier notification will be displayed on the top 
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3.  

¶ Click a notification to view its details and continue 
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4.  

¶ The page will be redirected to the corresponding page to view the details and continue 
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2.2.6 Search 

 

This function is not available at the moment.  

 

Step 

# 
Step Detail & Screen 

1.  

¶ On the top menu, locate the ñSearchò icon 

 

 

 

2.  1. Type in the any keyword to perform searching 
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2.2.7 Calendar 

 

This function is not available at the moment.  

 

Calendar allows user to i) view calendar, ii) search an event and iii) create a new event. 

 

i. View Calendar 

 

The scheduled event could be found or planned by using the Calendar function. 

Step 

# 
Step Detail & Screen 

1.  

¶ On the top menu, locate and click on the ñCalendarò icon 
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2.  

¶ After clicking the ñCalendarò icon, a quick calendar view will be prompted 

 

¶ If user want to see the calendar in full page view, click the ñFull Calendar pageò button 
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3.  

¶ ñe-Calendarò in full page view will be opened in the ESH page 

 

 

 

  



ELECTRONIC SUBMISSION HUB 

APPLICATION USER MANUAL 

 

        PAGE 91 

  

ii.  Search Event 

Step 

# 
Step Detail & Screen 

1.  

1. In the ñe-Calendarò page, locate the search text area 

 

 

 

2.  2. Type in the keyword that you want to search 
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iii.  Create New Event 

The user can create a new event through 1) the quick view in Top Menu or 2) the full view in e-Calendar page. 

Step 

# 
Step Detail & Screen 

1.  

¶ On top menu 

¶ Click the ñCalendarò icon 

¶ After clicking the ñCalendarò icon, a quick calendar view will be prompted 

¶ Click the ñNew Eventò button 
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¶ In the ñe-Calendarò page 

¶ Locate and click the ñNew Eventò button 
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2.  

1. Fill in the information of the event 
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3.  

1. Click the ñCreate Eventò button 
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4.  

1. The created event will be displayed on the 
calendar list which is located on the right panel 

 

 

2. The created event will be displayed on the calendar view 
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2.2.8 Project Directory 

 

The function of ñProject Directoryò allows user to i) view all active projects in ESH account, ii) view the submitted submissions/applications  

made via ESH under the active projects, iii)  search/filter the active project and iv) perform further action(s) in respect of a submitted 

submission/application made via ESH. 

 

i. View all active projects in ESH account 

Step 

# 
Step Detail & Screen 

1.  

¶ On the top menu, locate the ñProject Directoryò icon 
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2.  

¶ Click the ñProject Directoryò icon and the project directory listing all active projects in ESH account will be displayed 
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3.  

¶ Click the ñProject Directoryò icon again to close the project directory 

¶  
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ii.  View the submitted submissions/applications under the active projects 

Step 

# 
Step Detail & Screen 

1.  

¶ Click on the ñ+ò button next to the project 
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2.  

¶ A list will be expanded under the selected project showing all the corresponding submitted submissions/applications made via 
ESH 
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iii.  Search/Filter Project  

Step 

# 
Step Detail & Screen 

1.  

¶ Enter the keyword (e.g. project code) in the text area of the ñSearchò field to search for a project 

¶ After clicking the ñEnterò key of your keyboard, the search result will be displayed 
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2.  

¶ If you want to filter the projects, click the ñFilterò button.  

¶ Set the filtering criteria by selecting in the drop-down lists of ñStatusò and/or ñType of Submissionò respectively 
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¶ Click the ñApplyò button and the filtering result will be displayed 
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 ̧ Submissions filtered out are shown: 

 

 

 

 



ELECTRONIC SUBMISSION HUB 

APPLICATION USER MANUAL 

 

        PAGE 106 

  

 

iv. Perform further action(s) in respect of a submitted submission/application  

Step 

# 
Step Detail & Screen 

1.  

¶ Locate the submitted submission/application in the Project Directory that you want to perform further action 

¶ Click on the ñéò button next to that item 

¶ The relevant action list will be displayed which may include the following actions: 

¶ View application summary 

¶ Superseding document submission 

¶ Major Revision 

¶ Withdraw and resubmission 

¶ Withdraw 
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¶ Select an action to continue  
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2.2.9 Settings and My Account 

The function of ñSettings and My Accountò allows user to i) change password, ii) access and update My Account.   

Step 

# 
Step Detail & Screen 

1.  

¶ On the top menu, locate and click on the ñSettingò icon 

 

 

 

2.  

¶ The selection list will be displayed 
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i. Change Password 

Step 

# 
Step Detail & Screen 

1.  

¶ Click the ñChange Passwordò link 
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2.  

¶ The page will be redirected to the ñChange Passwordò page 

¶ Fill in all fields 

¶ Old password 

¶ New password (Password hints by clicking the ñiò button) 

¶ Verify password 

¶ Click the ñApplyò button 
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ii.  View and Update My Account 

Step 

# 
Step Detail & Screen 

1.  

¶ Click the ñMy Accountò  link 
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OR 

¶ On the left menu, locate and click the ñMy Accountò button 
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2.  

¶ After clicking the ñMy Accountò button, the page will be redirected to the ñMy Accountò page 

¶ The account information will be displayed including the registering status of ñiAM Smartò and digital certificate and etc. 
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3.  

¶ You can also update the account information 
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¶ Click the ñAdd new digital certificateò button if you want to add a new digital certificate. 

 
¶ Upload the Digital Certificate file you want to add 

 
 

¶ Browse in your device for the digital certificate that you want to add. 
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¶ Click the ñConfirmò button. 

 
 

¶ Choose the corresponding sign method to sign with the digital certificate once in order to register the new digital certificate in the 

account 
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¶ Choose the P12 certificates on your device 
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¶ Input the pin of the digital certificate 

 

 
 

¶ If the digital certificate is successfully added, a success message will be prompted 
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¶ Click the ñSaveò button to save the changes made 
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¶ The update will be saved and displayed 
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2.2.10 Text Size 
Step 

# 
Step Detail & Screen 

1.  

¶ On the top menu, locate and click the ñText Sizeò button  

 

 

 

2.  

¶ The page https://www.gov.hk/en/about/textsize/ will be opened in a new browser window 

¶ Follow the guidelines to change the text size of the ESH page 

 

https://www.gov.hk/en/about/textsize/
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2.2.11 Languages 
 

ESH supports 1) English, 2) Traditional Chinese and 3) Simplified Chinese. 

Step 

# 
Step Detail & Screen 

1.  

¶ On the top menu, locate and click the ñLanguageò button 

¶ Select one of the language options that you want 
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2.  

¶ After selecting the language, a reload message will be prompted 

¶ Click the ñReloadò button 
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3.  

¶ After the page successfully reloaded, the page will be displayed in the selected language 
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2.2.12 Context-Sensitive Help 
 

Step 

# 
Step Detail & Screen 

1.  

¶ On the top menu, locate and click the ñHelpò button  
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2.  

1. After clicking the ñHelpò icon, the help content relevant to the page you are navigating will be displayed in a new separate 
browser window opened 
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2.2.13 Contact Us 
 

Step 

# 
Step Detail & Screen 

1.  

¶ On the top menu, locate and click the ñContact Usò button. 
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2.  

¶ A contact information box will be prompted 
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2.2.14 Active Submissions 
 

Step 

# 
Step Detail & Screen 

1.  

¶ On the left menu, locate and click the ñActive Submissionsò button 
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2.  

¶ After clicking the ñActive Submissionsò button, the page will be redirected to the ñActive Submissionsò page 

¶ In this page, user is able to perform actions below:  

¶ Search an active submission  

¶ View the list of Active Submissions  

¶ View the list of Related Submissions (when an active submission is selected) 
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2.2.15 News  
 

Step 

# 
Step Detail & Screen 

1.  

¶ On the left menu, locate and click the ñNewsò button 
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2.  

¶ After clicking the ñNewsò button, the page will be redirected to the ñNewsò page 

¶ User can view the system news in the page 
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2.2.16 My Favourite 
 

Step 

# 
Step Detail & Screen 

1.  

¶ On the left menu, locate and click the ñMy Favouriteò button 
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2.  

¶ After clicking the ñMy Favouriteò button, the page will be redirected to the ñMy Favouriteò page 

¶ In this page, the user is able to view and/or edit the list of items to be displayed in the ñMy Favouriteò widget in the home page 

of his/her user account 
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¶ By clicking the ñEditò button, user can restore the default setting, add/enable, remove, and rearrange the order of items to be 

displayed in the ñMy Favouriteò widget.   

¶ Click the ñSaveò button to save the changes made.   
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3.  

¶ The change made will be updated in the ñMy Favouriteò widget in the home page acordingly: 
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2.2.17 Widget Personalisation 
 

2.2.17.1 Widget Area 

The widget area contains various widgets for displaying different information of ESH and each widget can be clicked to 

retrieve the details. The widget area is customisable, i.e. all the widgets can be removed, re-sized and rearranged according to 

your personal preference using the "Edit Widget" function (Refer to 6.2.19 Edit Widget).  

 

 

2 

1 3 

4 
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5 
6 7 

8 
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