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1. Introduction to the Online Application System for 

The Caring Company Scheme 

This system aims to simplify and optimize the application process of 

the Caring Company Scheme. The target of system users include: 

• Charitable organisations interested in becoming nominators 

• Companies interested in applying for the Caring Company Logo 

• Organisations interested in applying for the Caring Company Logo 

Main functions of the system： 

Charity Organisation Zone 

1. Being Nominator application 

2. Partner invitation management 

3. Invitation review and feedback 

Company/ Organisation Zone 

1. Online application 

2. Update Company/ Organisation Basic Information 

3. Update Contact Person Details 

4. Complete Form A Community Partnership & Form B: Substainabiliay  

5. Fill out caring ambassador(s) information  

6. Online payment service  

7. E-certificate download and printing  

Companies and organisations can login to the system at anytime to check the process of 

application and complete the application requirements according to the system prompts. 
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1.1   Overall application process for applicants 

• Registration 

• Applying for the Caring Company Scheme 

• Update company/ organisation general information 

• Update contact person information 

• Complete and submit Form A: community partnership 

• Complete and submit Form B: sustainability efforts  

• Complete and submit caring ambassadors  

• Submit application fee 

 

2. Functionality 

2.1 Users Login 

• Longing method 

￮ Method 1 : Visit the Caring Company website www.caringcompany.org.hk, and 

click 'Members Login' to login in 

 

https://www.caringcompany.org.hk/en_index.php
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￮ Method 2: Please login to www.ccnomination.net 

 

 

2.1.1 Registration 

• Account Registration Address：

https://www.ccnomination.net/client/login?loginType=register 

• Registration Type：Company/ Organisation/ Government Department 

 

Registration - Company Types 

 

https://www.ccnomination.net/client/login?loginType=register
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Registration - Organisation Types 

 

 

Registration - Government Department Types 

 

 

2.1.2 First-Time Login 

• Login address：https://www.ccnomination.net/client/login 

• Set password: Once the account registration has been approved, set the password by 

clicking the link provided in the confirmation email. Then, log in using the registered email 

address and the newly created password. 

• Change password: After logging into the system, password can be changed through 

'User Setting - Change Password'. 

https://www.ccnomination.net/client/login
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First time login - Set a new password  

 

 

 

System Login 
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Change password 

 

 

2.1.3 Unable to Login 

Choose the reason for being unable to login: 

• For companies and organisations participating in the Caring Company Scheme for 

the First time, please follow the 'Account Registration' process;  

• For companies and organisations that have participated in the Caring Company 

Scheme before, please follow the 'Recover Account' process;  

• If you forgot your password, please follow the 'Forgot Password' process; 

 

 

Unable to Login 
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Company - Recover Account  

 

 

Organisation -  Recover Account  
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Government Department - Recover Account  

 

 

2.2 Dashboard 

After logging in, the main dashboard is composed of: 

• Left side: 'Menu Bar' 

• Center: 'Basic Data','Scheme Application' , and 'To-Do List' Section 

• Right side: 'Quick Access' and 'Operation Log' Section 

 

Homepage for applying Caring Company Logo 
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Homepage for applying Caring Organisation Logo 

 

2.2.1 Basic Data 

• Total number of logos received: The cumulative total number of times the logo has 

been received over the years; 

• Number of consecutive logos issued: The number of consecutive years the logo has 

been received； 

 

 

2.2.2 To-do List 

 

  



                             

2024/25 Caring Company Scheme Online Application System User Manual 
(For Applicant) 

12 
Last updated on: 07/08/2025 

2.2.3 Quick Access 

Directly access the target page by clicking the icon of the quick. 
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2.3 General Information 

General information is divided into two parts: the general information of Part One and the 

application information of Part Two； 

2.3.1 Part 1: General Information 

2.3.1.1 General Information Update 

The general information that needs updating varies based on the applicant type. 

 

For Company: General Information update 

 

For Organisation: General Information update 
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For Government department: General Information update 

 

2.3.1.2  Support uploading attachments 

It supports uploading various attachments, including BR, IR88, Declaration and others. 

 

Upload Attachment 

 

 

Category of attachment 
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2.3.1.3 Update Name 

Provide and upload the corresponding information according to the applicant type for the 

'Name Update' application. 

 

Update Name 

 

 

For Company - Update Name 
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For Organisation - Update Name  

 

 

For Government department - Update Name  
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2.3.1.4 Revision History 

 To review the record of 'Update Name', if the status is: 

• Pending: Allows viewing and withdrawal； 

• Approved: The application of 'Update Name has approved, and the updated name 

will be displayed after refreshing the page; 

• Not Approved: The application for 'Update Name' has not been approved, and the 

name will not be updated. 

 

Revision history of updated name 

 

 

Revision history 
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2.3.2 Part 2: Application Information  

Once submitted, this section cannot be modified during the current application period. 

2.3.2.1 Company/ Organisation applying the 'Caring Company' or 'Caring 

Organisation' logo. 

 

Company applying for the Caring Company logo 

 

 

Organisation or Government Department applying Caring Organisation logo 

 

 

  



                             

2024/25 Caring Company Scheme Online Application System User Manual 
(For Applicant) 

19 
Last updated on: 07/08/2025 

2.4 Contact Person Details 

Please update the basic information of the contact person in time; a maximum of 6 

contacts can be added: 

• It is recommended to first  fill out the basic information of the first three contacts 

first, including (1) Management, (2) Person in charge of Sustainability/CSR, (3) 

Administration contact, which is mandatory； 

• After completing the basic information of three contacts, please click the'Update 

Contact Person Details” button to complete one of the application processes; 

• Since 'email' is required for system login purposes, it cannot be modified at will. If 

the user want to change the 'email', please add/delete the contact person; 

• **The system requires a unique email address for each contact as a login account to 

ensure account security and to avoid duplicate logins. 

 

Enter the page via '2024/25 Application' - 'Update Contact Person Details' then click 'To 

Complete' 

 

 

User can click 'Add contact', 'Edit' and 'Switch Role' for modification 
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Once complete, click 'Update Contact Person Details' 

 

2.4.1 Add/Edit Contact Person Details 

Supports adding different types of contacts 

 

Add and edit basic information for 'Management'  

 

 

Add and edit basic information for the 'Person in charge of Sustainability/ CSR' 
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Add and edit basic information for 'Administrative Contact' 

 

 

Add and edit 'Contact Person' 

 

2.4.2 Switch Role 

Supports switching designated contacts to various roles. 
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2.5 Scheme Application Process 

2.5.1 Company/ Organisation applying for the'Caring Company' or 'Caring 

Organisation' logo 

• Step 1: Click the '2024/2025 Application' and 'Start' to start the application process 

 

 

 

 

Part of the application process has been completed. 
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• Update information⮕Please refer to 2.3 

• Update contact person details⮕Please refer to 2.4 

• Form A: Community Partnership (Non-government department) 

 

2.5.1.1.1 Invitation Sent-Invite Partners 

 

 

Confirm your understanding of the requirements for Form A: community partnership and 

and view the existing list of nominators. 
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Select partner 

 

2.5.1.1.2 Complete Form A: Community Partnership 

 

Complete Form A: Community Partnership. 

 



                             

2024/25 Caring Company Scheme Online Application System User Manual 
(For Applicant) 

25 
Last updated on: 07/08/2025 

 

Send invitation. 

 

 

List of invitation sent. 

 

  



                             

2024/25 Caring Company Scheme Online Application System User Manual 
(For Applicant) 

26 
Last updated on: 07/08/2025 

2.5.1.1.3 Download PDF of Form A : Community Partnership 

 

 

2.5.1.1.4 Invitation Received - be invited by the partners 

I had received the invitation from the partner 

 

List of invitation received. 
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2.5.1.1.4.1 Invitation Received - please confirm if accepting the invitation 

Validation Status: accepted and submitted, rejected, or request for revisions 

 

 

 

Confirm to accept status 
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Reject the invitation, and provide reason for rejection 

 

 

Request for revisions, and provide reason for rejection 
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2.5.1.1.5 Invite partner (not on the list) to register an account first 

If the partners are not on the list, please invite them toapply for an online system account 

and become your nominator;  

 

Click the 'Click Here to Send' button to send the invitation. 

 

 

View Email invitation history. 
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View Email invitation history. 

 

2.5.1.2 Form A: Community Partnership- Self-Nomination (Government 

Department Only)  

Government departments can choose to complete Form A by 'self-nomination'. 

 

Government departments can choose to fill out Form A through 'self-nomination' 
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Government departments can choose to fill out Form A through 'self-nomination' 

 

 

2.5.1.2.1 Form B: Sustainability 

Enter Form B: Sustainability 

 

Click 'Scheme Application' for '2024/2025 Application',  then Click the 'To Complete' button 

next to 'Form B: sustainability'  in the overall application Progress to enter the page.' 
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You can also click on 'Form B: sustainability' in the menu bar to enter the page.' 

 

Form B: Sustainability - System Functions 

 

You can click on the colored tabs on this page to enter different sections. 
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• Each question carries a total of 1 point. Users will earn a partial score based on their 

selected answer. (e.g. Selecting 'Fully paid sick leave' can earn a 0.25 score out of one 

mark on that question)  

 

Example: Select 'Full-paid sick leave' can earn 0.25 out of one mark of that question. 

 

• Some questions include relevant terms or definitions. If necessary, you can click 

'Learn More' for further details. 
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• There is no specific order for filling out each section; you can click 'Previous', 'Next', 

or the different colored tabs to enter any section at any time. 

• Please click 'Save' after editing content.   

 

The tabs for each section will automatically update the number of answered questions based 

on the options selected by the user. 

 

 

Please click 'Save' after editing content.  
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The blue floating window on the right will provide real-time updates on overall progress, 

progress in each section , cumulative points for each section, and the total cumulative point. 

Users can also use the window to save the information they have already filled in, or quickly 

jump to a question they have not yet answered. 

 

• If a selected question has not been fully answered, the system will display a prompt 

to remind the user. 

 

• If you want to search for the unanswered question, you can click 'View Unanswered', 

which the system will direct you to the first unanswered question.  

• The 'View Unanswered' will disappear automatically once all the questions are 

completed. 
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The Form B Overall Progress table will be updated to reflect the overall completion 

progress,the individual scores for four sections, and the total accumulated points. 
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• Only one user is allowed to fill in content within the same section at a time. 

• For example, if User A enters the 'Partnership' section and begins filling out the 

form, User B can only view the content in that section. However, User B is still allowed to 

view and edit other sections (e.g., 'Social Sustainability,' etc.). 

• If User A remains inactive in that category for more than 15 minutes (without 

making any edits), their editing rights will be released for other users to access. 

 

• All statements and questions must be completed to submit Form B. 

• After completing Form B, the progress bar will indicate 100%. Please check that the 

information provided is accurate, then click 'Submit Data' to submit Form B. 

• No amendments are allowed once submission is made.  
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• You can click the 'Download This Page' button to download the content of that page 

if necessary. 

 

 

2.5.1.3 Completion of information of Caring Ambassador(s) 

• The nomination for Caring Ambassador is to encourage employees who actively 

support and participate in community activities organised by their company or 

organisation. A maximum of 3 staff members can be nominated by each applicant. If the 

applicant successfully receives the Caring Company / Caring Organisation Logo in the 

2024/25 cycle, the recommended staff member(s) will automatically become 'Caring 

Ambassador' and receive a digital certificate. 

• At present, the Scheme does not set any standards for the role and duties of Caring 

Ambassadors, but still encourages them to actively promote and participate in community 

engagement within the company / organisation. 
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2.5.1.3.1 Fill out the Caring Ambassador Information 

Applicants can start filling out Caring Ambassador Information via '2024/25 Application' 

page. 

 

Fill out information of Caring Ambassador 

 

 

Fill out information of Caring Ambassador 
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Click '+ Add Caring Ambassador' to add a Caring Ambassador, you can add up to three 

employees as Caring Ambassadors 

2.5.1.3.2 Forsake the Nomination of Caring Ambassador 

If applicant decides to forsake the nomination of Caring Ambassador for this year, please 

note that no changes can be made after confirmation. 

 

 

 

Please press 'Confirm' if you decide to forsake nominate Caring Ambassador this year. No 

changes can be made after confirmation. 
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2.5.1.4 Application Fee 

The one-time application fee is HK$600, not to be affected by the number of nominators, 

and to be paid by the companies / organisations applying for the logo. The fee is non-

refundable, and tax exemption is not applicable. 

 

2.5.1.4.1 Payment Management 

 

Click 'To Complete' on '2024/25 Application' Page to complete the process of application fee 

payment 

 

 

 

Click 'Continue' to enter the payment page 
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Select payment method (Only credit card payment is accepted this year.) 

 

 

 

Fill in the payment information on credit card page then click 'Pay' 
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Once the process is completed, users can check the payment details on the Payment List 

page regardless of the success or failure of the payment 

 

 

2.5.2 Application Result 

（To be updated） 

The application results are scheduled to be announced in December 2025. Applicants can 

login to the online application system to view the results at that time, and relevant contacts 

provided by the applicants will also receive notification emails regarding the results. 

 

2.5.3 Logo/Certificate Download 

（To be updated） 

To reduce carbon emissions and paper usage, the Scheme has replaced printed certificates 

with digital certificates. However, companies / organisations can still login to the online 

system to purchase printed certificates if needed. The printing fee will be announced in 

August 2025. 
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2.6 To-Do List   

During the application process, when the status changes, the system will push messages 

to this page or the main dashboard. 

For example, if the review result for 'Update Name' is approved or denied, the relevant 

information will be displayed here. 

 

 

 

 

2.7 User Settings  

The user settings include: changing passwords, access and operation logs. 
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Access and operation logs 

 

2.8 Support Us  

• The Caring Company Scheme aims to inspire continuous improvement in sustainable 

development and social impact across companies and organisations. By creating 

collaborative platforms and fostering cooperation among stakeholders from various 

sectors, the Scheme encourages the co-development of innovative solutions to address 

societal needs and bridge critical gaps. Your donation and support are vital for promoting 

our efforts to help more companies and organisations take their first steps in corporate 

social responsibility and commitment to sustainability, working together to build a more 

caring and sustainable society. 

• Tax-deductible receipt will be issued for donation of HKD100 or above. 

• Users can choose or enter the amount you wish to donate and make your donation 

through online payment. 
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2.9 Contact Us 

 

 

 

2.10 Terms & Conditions  

 

 

 

 


