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1.3

1.4

1.5

151

INTRODUCTION
OVERVIEW

The Long Term Care Services Delivery System (LDS) of the Social Welfare
Department provides a web-based platform with e-forms submission / receiving
functions for external system users of NGOs/HA Responsible Workers, Accredited
Assessors under Standardised Care Need Assessment Mechanism for Elderly
Service and Service Providers in handling Long Term Care (LTC) services
application and allocation. The platform provides strengthened data validation,
notification and reminder functions through e-mail, workflow guide and record
tracking functions.

OBJECTIVE

The objective of this document is to provide a user guide for the Office
Administration of Service Providers to operate the LDS including the management
of user accounts and output of transaction log reports.

SERVICE PROVIDER

The Service Provider described in this document refers to service operators
providing subsidised residential care services and / or subsidised community care
services for the elderly.

SERVICE PROVIDER OFFICE CODE

Each Service Provider will be assigned a unique Office Code. Making use of
Office Code, User ID and the password, the responsible staff can log in to LDS to
access the information and functions in LDS. Office Code, User ID and the initial
password will be sent to the Officer-in-charge (Oi/c) of Service Provider for first
time login.

FUNCTIONS PERFORMED BY SERVICE PROVIDER
INFORMATION RECEIVED FROM LDS

User will handle the referrals for admission to either RCS or CCS by receiving the
notifications or LDS Forms as follows:

 LDS Form 15 — Referral for Admission to Long Term Care Services (for
normal cases)

« LDS Form 16 — Referral for Re-admission to Long Term Care Services /
Re-entry to Long Term Care Services (for RCS temporary discharge cases /
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CCS cases having been away from service for 90 days or less due to justifiable
reasons)

LDS Form 18 — Referral for Admission — Reminder on Outstanding Case
Without Result (for overdue cases)

LDS Form 28 — Confirmation of Internal Transfer.

15.2 INFORMATION SUBMITTED TO LDS
User will provide and update the information of Applicants to LDS by submitting
the following LDS Forms:
e LDS Form 17 — Result of Long Term Care Services Admission (for normal
cases)
* LDS Form 21 — Notification of Temporary Discharge (for residents of RCS
only)
* LDS Form 23A - Request for Re-admission (for residents of RCS only)
* LDS Form 23B - Request for Re-entry (for CCS recipients only)
 LDS Form 24A - Notification of Discharge / Reporting Vacancy (for RCS
only)
* LDS Form 24B - Notification of Discharge / Request for Referrals (for CCS
only)
e LDS Form 29 — CCS User Applying for RCS (for CCS recipients only)
e AQ Form | — Arrangement of Standardised Care Need Assessment for
Admission to Care and Attention Places under Agency Quota (for RCIs with
Agency Quota capacity)
*  AQ Form VI - Notification of Admission / Discharge (for RCls with Agency
Quota capacity)
1.6 FUNCTIONS PERFORMED BY OFFICE ADMINISTRATION
The functions performed by Office Administration are as follows:
» to create User accounts to operate the LDS;
» toreset password of User if necessary;
» to output management reports if required; and
* to establish relationship between Responsible Worker (AQ Resoponsible
Worker) and Supervisor (AQ Approver) in RCIs with agency quota capacity
for approval workflow..
Version 1.0 Page 2



1.7

1.7.1

1.7.2

1.7.3

1.74

1.7.5

1.7.6

USER PROFILE MAINTENANCE

The Superintendent or Officer-in-charge or his / her assistant is recommended to be
the User of Office Administration.

USER ID

User ID can be set by own. With maximum length of 8 characters, User ID can be
a combination of alphabets and numbers but not special characters such as @, #, %
etc.

FULL NAME

Full Name allows a maximum of 40 characters either in upper and lower case
English letters. It is recommended to adopt the format of surname with all upper
case letters first followed by given name such as CHAN Wai Ming or CHEUNG
Mary. The Full Name will be printed on outgoing LDS Forms for authorship.

POST

The maximum length for Post is 20 characters in a combination of English letters
and numbers. It is used to indicate the post title of User.

EMAIL ADDRESS

Email Address is a mandatory field allowing a maximum of 50 characters in the
format of proper email address such as xxx@yyy.org, xxx@yyy.com, etc. When
LDS passes information to Service Provider for action such as sending referrals for
admission to LTC service via LDS Form 15, a corresponding notification will be
sent through email to alert User to check the form in the In-box.

USER ROLE

Nature of Service Provider being RCS or CCS has been pre-set. User can be
assigned different roles, including Service Provider, Responsible Worker (Agency
Quota) and Supervisor (Agency Quota), in operating LDS. Roles of Responsible
Worker (Agency Quota) and Supervisor (Agency Quota) are applicable only to
RClIs having agency quota capacity.

ACCOUNT EXPIRY DATE

Account Expiry Date is an optional field, usually a future date, which signifies that
User cannot log in to the System after the Account Expiry Date. The date can be set
according to date of staff resignation, end of contract and change of posting, etc.
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1.7.7

1.7.8

1.8

1.9

ACCOUNT ACTIVE

This indicator is to activate or inactivate the account with immediate effect. “Yes”
means the account is activated for use. Whereas, “No” means the account is
unavailable for use and User cannot log in to LDS. By default, this is set as “Yes”.

PASSWORD

The maximum length of the Password is 20 characters. You will be provided with
the password for first time login and LDS will demand you to change the password.
The password should be at least 8 characters with upper and lower case of English
alphabets, numbers and special characters. The previous 5 passwords cannot be
used again. LDS allows you to try logging in for 5 times. If all 5 login attempts fail,
the account will be locked for security purpose.

USER GROUP MAINTENANCE (FOR RClI WITH AGENCY
QUOTA CAPACITY ONLY)

For those RCIs with Agency Quota capacity, LDS allows to set up AQ worker and
AQ approver to process and report the admission to LDS.

TRANSACTION LOG

Transaction log in MS Excel format is available in LDS. This report facilitates
User to view the number of forms received or submitted by selecting a LDS Form
number in a specified date range.
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Page 4



2 CREATE DESKTOP SHORTCUT TO LDS ADMINISTRATION

1. User may create a shortcut to LDS on Desktop to facilitate easy access.
Right click any space at Desktop, select ‘New’ > ‘Shortcut’.
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EE©S)

Microsoft Office Access 2007 EHE
LEESE

BEAM

Oracle Discoverer Document
Microsoft Office Word ZZ#
Microsoft Project Document
Microsoft Office Publisher =2
NEFENE

Microsoft Visio Drawing
EEN (zipped) EXE
LEg

HEE0O)
EHEHEE)

B5E(P)
By EEEEE(S)
EE EFsE) Ctrl+Z

FE(W)

CLErERR ol BE b

B ZEEFEQ
B NIEG
B EALR
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2. Type the URL - https://www.lds.swd.gov.hk/admin.html in the box and

=]

TERMEREBRIIEE?

LESSENIETIRNEEES - 88 Efn - ShulEEEEINES -

MAEEHUED:

| HER)

EE[F—F1 &5

FERREEERUREE?

HESSRINTETTRAEEED - 65 Efx - ShtEEERUEE -

BARERUED:

https://wawlds.swd.gov.hk/admin.heml| BER)...

ER[T—s 85

(F—zm || ®mE |
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3. Type “LDS Office Admin” in the box and click =56 The shortcut
icon will be saved on the desktop.

TERRERIRT?

BAEEEENSED:
LDS Office Admin

BT [Re] mELEE -

) =
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3 LOGIN LDS OFFICE ADMINISTRATION PORTAL

1. Click a shortcut icon I?’J“'—l I created on the desktop to start the
Administration logon;

OR

2. Open the browser s_uch as Internet Explorer @, Edgee, Firefox'.,
Chrome® or Safari @ ;

3. Type the URL - https://www.lds.swd.gov.hk/admin.html to start the Office
Administration logon;

4. The LDS - Office Administration ‘Welcome’ page will be loaded.

RESTRICTED

§ : |\ $ ——— The Long Term Care Services Delivery System - Office Administration

The Long Term Care Services Delivery System Website is provided by the Labour and Welfare Bureau and the Social Welfare Department of the Government of the Hong Kong Special Administrative
Region for use of authonsed personnel of recognised refermng offices, subsidised community care services and residential care services providers and accredited assessors under the

Care Need Assessment Mechanism of Eiderly Services in handling applications and aliocation of subsidised long lerm care sefvices for the elderly persons of the Hong Kong Special Administrative
Region

Access 1o this website is restricted to authonised personnel only and if you are not an authonsed user, please leave this website

+ The website supports the following Operaling Systems and Browsers
op g System’ r 8.1, 10

Browser Internet Explorer 11, Edge 20+, Firefox 48+, Chrome 51+, Safari 8+
Resolution” 1024x768 or above

= codam

Copyright Nolice | Privacy Policy | Disciaimer

Confinue

5. Click to go to the Login page.

N.B. The colour theme of the LDS-Office Administration portal is Green while
the colour theme of the LDS is Blue. Please ensure that you are logging on the
correct portal.
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§ Long Term Care Services Delivery System - Office Administration RESTRICTED

4 1 ogin to Office Administration:

User Manual

FAQs

Related Information

Help Desk

{852) 2892 5295
or email us at
Idspt1@swd.gov.hk

—

Flea:

This

(http

[ 8]

4

ol

Office Code:
User ID: User ID

Password: Password

Office Type: (O Refering Office {8} Service Provider _

If you can't see the letter{s) and number(s) above clearly, please clicktn get another set of letter(s) and number(s).

Terms & Conditions:

using and handling the personal data contained in this website, users must comply with the relevant provisions of the Personal Data (Privacy)
Ordinance (Cap. 486). including the six Data Protection Principles as set out in Schedule 1 of the Ordinance

By logging inte this website, you agree to abide by the following terms and conditions:

se enter the letter(s) and number(s) as shown right in this box: M - CAPTCHA

website contains information on long term care service applications and hence personal data of applicants and/or their family members. In

s-/fwwaw.pcpd.org. hilenglish/data_privacy_law/6_data_protection_principles/principles.htmi).

Users shall take all practicable steps to ensure that personal data obtained through this website are protected against unauthorised or
accidental access, processing, erasure, loss or use.

Users are prohibited to use public computers or mobile devices to log in this website to handle long term care service applications.
Users must not use the personal data obtained from this website for any purpose other than handling long ferm care service applications
and its directly related purpose(s)

Users must destroy the data or printed reports obtained through this website once they have ceased to serve their legitimate purpose.

have read, understood and agreed to the above terms and conditions.

B¢

In the LDS-Office Administration Login Screen,

10.

click © Semvice Provider radjg putton in “Office Type” and enter Office Code
(Provided by SWD), User ID (Provided by SWD) and Password;

resolve the CAPTCHA;

User should read, understand and click the <Terms and Conditions>
check-box to acknowledge acceptance of the terms and conditions; and

click to log in the LDS-Office Administration. If the logon is
successful, the LDS Office Administration Main Page will be displayed, or

click at the bottom to exit.

N.B. For security reason, the User ID will be temporarily suspended after five
unsuccessful logon attempts. Please call Help Desk when Office Administration
Account is locked.

Version 1.0
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4 FEATURES OF OFFICE ADMINISTRATION MAIN SCREEN

§ Long Term Care Services Delivery System - Office Administration G+ Logout
# OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (sP868) < |Jser Detail /[\
1 Office Administrator (admin)

Logout

4 Back to Home

2 Refresh

# Change Password
User Group Maintenance

I‘

User Manual

FAQs Transaction Log
i /N\

Related Information

Help Desk .

(852) 2892 5295 folce )

sl Administration

Idspt1@swd.gov.hk .

Functions

General
Functions

Copyright Nolice | Privacy Policy | Disclaimer

Description of Features

User Detail
It shows the Service Provider Office Name, Office Code and Administration information
of the login User.

Logout button

c.*Logm To log out from LDS and exit to the Login page.

General Functions

A Back to Home

go back to Home page.

2 Refresh
. - refresh the current page.
. # Change Password - change Administrator’s account password.
. Vo Mot - download the user guide.
FAQs
. - go to FAQ page to read the Frequently Asked
Questions.
Related Information R
. - go to Related Information page.

Version 1.0 Page 10



Office Administration Functions

User Profile Maintenance ) ) .
To maintain the user profile such as User ID, User
Name, Post, Email Address, User Role, Password, etc.

. To establish a group composed of supervisor and

Responsible Workers for handling Agency Quota cases.

. To generate the transaction log of incoming and

outgoing LDS Forms received and sent.

Version 1.0
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3) FUNCTIONS PERFORMED BY OFFICE ADMINISTION
5.1 USER PROFILE MAINTENANCE
511 CREATE USER PROFILE

Purpose: To create a new user profile.

Procedures:

1. Click to go to “User Profile Maintenance” page to

create user.

§ Long Term Care Services Delivery System - Office Administration G+ Logout

£ OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
L Office Administrator (admin)

# Back to Home

/# Change Password

User Manual

Related Information

Help Desk

(852) 2892 5295
or email us at
Idspt1@swd.gov hk

Copyright Nolice | Privacy Policy | Disclaimer

Version 1.0 Page 12



2. All the Users created under the service provider, if any, will be listed in the
“User Profile Maintenance” box.

3. Click to go to “Create User” page.

§ Long Term Care Services Delivery System - Office Administration G+ Logout

% OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
A Office Administrator (admin)

# Back to Home B User Profile Maintenance:

-~
& Refresh User ID User Name Role Update

/# Change Password

FAQs ! “

Related Information

Help Desk

(852) 2892 5295
or email us at
Idspt1@swd gov. hk

Copyright Nofice | Privacy Policy | Disclaimer

4, Enter the User Profile’s details:

a. Enter a User ID. The User ID must be 8 characters or fewer, in
lowercase English alphabets or numbers.

b.  Enter Full name in English. It should be Surname + First Name. This
name will be printed on outgoing LDS Forms for authorship.

C. Enter Email Address. The format of email address must be
XXX@YYy.org, xxx@yyy.com, etc. The LDS will send message to the
User’s email account to alert User to check new LDS Form in the
In-box.

d.  Enter User Role of User. The LDS will assign function rights to a
User according to his / her role(s) defined by the Service Provider. A
User may have multiple roles. The different roles of a staff of a
Service Provider include RCS Service Provider, CCS Service
Provider, Responsible Worker (Agency Quota), Supervisor (Agency
Quota).

Version 1.0 Page 13


mailto:xxx@yyy.org
mailto:xxx@yyy.com,

The function rights to be assigned are as follows:

Offi RCS CCs R ibl .
Admini:t:reation Service Service e\?\?gliselr ° SUL()ZI’éI)SOI’
Provider Provider (AQ)

User Account v N N N N
Maintenance
Password Management v N N N N
Case Enquiry < v v v v
Submission and
Receiving of LDS Forms x v v x x
Submission of AQ
Form | x x x v v
AQ Form | Approval < " " " v
Submission of AQ
Form VI x v x x x

ii. Description of Function Rights:

e User Account Maintenance: To create a user account and to update,
delete, activate / in-activate the accounts as instructed by the
Officer-in-charge of a Service Provider.

e Password Management: To assign first time login password to
User and re-set password for User who forgets his / her password.

e Case Enquiry: To enquire applicant’s application status on the
Central Waiting List.

e Submission and Receiving of LDS Forms: To submit and receive
LDS Forms to and from LDS for processing applicant’s LTC
applications.

e Submission of AQ Form I: To submit AQ Form | to LDS for
processing applicant’s Agency Quota applications.

e AQ Form I Approval: Supervisor to review and approve the AQ
Form | for issue.

e Submission of AQ Form VI: To submit AQ Form VI to LDS for
processing Agency Quota admission and discharge.

e.  Enter AccountExpiryDate: if required. The User account will be
automatically disabled after the expiry date.

f. System default is “Yes”. Check Account Active:* radio button to inactivate
the account when necessary.

g.  Set the initial account Password. The System will require User to

Version 1.0
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Example:

create password of his / her own upon first time login.

5. After the User profile information is entered, click to store the
record into the database. Message “User has been created successfully”
will appear at the top message line if the record is successfully saved.
Otherwise, an error message will be displayed.

N.B.

To exit without saving any changes, click

Cancel

button.

Items with * are mandatory fields that require input of information by User.

§ Long Term Care Services Delivery System - Office Administration G+ Logout

A OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
4 Office Administrator (admin)

# Back to Home

2 Refresh

/ Change Password
User Manual

FAQs

Related Information

Help Desk
(852) 2892 5295

or email us at
Idspt1@swd gov.nk

# Create User:

( * Mandatory fields)
Office Code:

User ID:*

Full Name:*

Post:

Email Address:®

User Role:”

Account Expiry Date:

Account Active:*

Password:*

Cancel

SP-268
oic (lower-case character or numbers. e.g. a-z, 0-9)
Chan Tal Tal (SURNAME + first name. e.g. CHAN Tai Man or CHAN
Peter)
olc
oic@old_man.org (e g. peterchan@exampie com)

~ RCS Service Provider
[ Refeming Worker (Agency Quota)

W Supervisor (Agency Quota)

® Yes () No

Password

Version 1.0
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7. The following screen shows the user profile created.

G Long Term Care Services Delivery System - Office Administration G+ Logout

4 OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
A Office Administrator (admin)

& Back to Home

@ User profile has been created successfully

< Refresh
I User Profile Maintenance:
/ Change Password
User Manual User ID User Name Role Update
FAGs O oic Chan Tai Tai RCS Service Provider

Related Information

(852) 2892 5295 |
or email us at
Idspt1@swd gov.hk

8. To create another new User, click BEe28  and follow the procedures set
out above.
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5.1.2 UPDATE USER PROFILE

Purpose: To update user profile information.

Procedures:
1. Click to go to “User Profile Maintenance” page.
§ Long Term Care Services Delivery System - Office Administration G+ Logout

£ OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
L Office Administrator (admin)

# Back to Home

# Change Password

User Manual

FAQs Transacfion Log

Related Information

Help Desk

(852) 2892 5295
or email us at
Idspt1@swd.gov.hk

Copyright Nolice | Privacy Policy | Disclaimer
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2. All the Users created under this Service Provider will be displayed.

3. Select the User and click to go to “Edit User Profile” page.

§ Long Term Care Services Delivery System - Office Administration C* Logout

& OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
A Office Administrator (admin)

# Back to Home [ User Profile Maintenance:

© Refresh User ID User Name Role Update
/ Change Password S Chan Tai Tai RCS Service Provider, Supervisor (Agency Quota) P -
User Manual = )

L w1 Lee Tal Yan Referring Worker (Agency Quota) Update
FAQs
Related information

= =

Help Desk
(852) 2892 5295
or email us at

idspt1@swd.gov.hk

Copyright Notice | Privacy Policy | Disclaimer

4, After updating the profile, click to save the record in the LDS.

5 Long Term Care Services Delivery System - Office Administration G Logout
# OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
2 Office Administrator (admin)
# Back to Home # Edit User:
& Refresh (" Mandatory fields)
Office Code: SP-368
# Change Password
. oic I or .eg. a-z, 0-9)
User Manual User ID:
FAQ Full Name:* Chan Tai Tsi (SURNAME + first name. e g. CHAN Tai Man or CHAN
o Peter)
Related Information
Post: Qs
Help Desk
(852) 2892 5295 Email Address:" cic@old_man.org (e.g. peterchang@exampie.com)
or email us at
Idspti@swd gov.hk User Role:* & RCS Service Pravider
| Referring Worker (Agency Quota)
] Supervisor (Agency Quota)
Account Expiry Date:
Account Active:* ® Yes (O No
Change Password: ) Yes @ No
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5. Message “User has been updated successfully” will appear at the top
message line if the record is successfully saved. Otherwise, an error
message will be displayed.
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5.1.3 DELETE USER PROFILE

Purpose: To delete a user profile.

Procedures:
1. Click to go to “User Profile Maintenance” page.
§ Long Term Care Services Delivery System - Office Administration G+ Logout

£ OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
L Office Administrator (admin)

# Back to Home

# Change Password

User Manual

FAQs Transacfion Log

Related Information

Help Desk

(852) 2892 5295
or email us at
Idspt1@swd.gov.hk

Copyright Nolice | Privacy Policy | Disclaimer
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2.

To delete user profile, click the User 1D check box to mark the User for
deletion.

§ Long Term Care Services Delivery System - Office Administration C+Logout
4 OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)

& Office Administrator (admin)

A Back to Home

< Retresh

/ Change Password
User Manual

v
Related Information

Help Desk

(852) 2892 5295

or email us at
laspt1@swd gov.hk

User Name Role

Chan Tai Tai RCS Service Provider, Supervisor {Agency Quota)

Update
Lee Tai Yan Referring Worker (Agency Quola) m
e | crome

Copyright Notice | Privacy Policy | Disciaimer

Click to delete the User.

Message “User has been successfully deleted” will appear at the top
message line if the record is successfully saved. Otherwise, an error
message will be displayed.
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5.14 RESET USER PASSWORD

Purpose: To reset user password if User forgets his /her password.

Procedures:
1. Click to go to “User Profile Maintenance” page.
§ Long Term Care Services Delivery System - Office Administration G Logout

£ OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
L Office Administrator (admin)

# Back to Home

# Change Password
User Manual

Related Information

Help Desk

(852) 2892 5295
or email us at

Idspt1@swd.gov.hk

Copyright Nolice | Privacy Policy | Disclaimer
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2. To reset user password, select a User and click to go to the “Edit
User Profile” page.

§ Long Term Care Services Delivery System - Office Administration C* Logout

4 OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
A Office Administrator (admin)

# Back to Home [ User Profile Maintenance:
e
=/ Refresh User ID User Name Role Update
/ Change Password S Chan Tai Tai RCS Service Provider, Supervisor (Agency Quota) P -
User Manual : )

O ot Lee Tai Yan Referring Worker (Agency Quota)
FAQs
Related information |

= e Lo

Help Desk |

(852) 2892 5295
or email us at
idspt1@swd.gov.hk

Copyright Notice | Privacy Policy | Disclaimer
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3. Click radio button in “Change Password”.

4. Set the reset password of the account as “Password”. The User will be
required to change the password when logging in for the first time.

5. Click to store the record into the database.

§ Long Term Care Services Delivery System - Office Administration Ce Logout

4 OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
1 Oftice Administrator (admin)

A Back to Home

# Edil User.

< Refresh (* Mandatory fields)
Office Code: SP-868
# change Password
User ID:* olc (lower-case character or numbers. e g. a-z, 0-9)
User Manual
FAQS Full Name:* Chan Tal Tai :)Sel;l:;lAME + first name. e.g. CHAN Tal Man or CHAN
Related Information
Post: oic
Help Desk
(852) 2892 5295 Email Address:* olc@old_man.org (e.g. peterchan@exampie.com)
or email us at
idspt1@swd gov.hk User Role:” W RCS Service Provider
[ Referring Worker (Agency Quota)
o Supervisor (Agency Quola)
Account Expiry Date:
Account Active:” ® Yes Mo
Change Password: . Yes No
Password| x -

6. Message “User has been updated successfully” will appear at the top
message line if the record is successfully saved. Otherwise, an error
message will be displayed.
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5.2 USER GROUP MAINTENANCE

This is for the purpose of establishing the relationship between Responsible
Worker and Supervisor for the submission of AQ Forms requiring supervisor’s
approval ONLY.

521 CREATE USER GROUP

Purpose: To create a new user group of the relationship between Responsible
Worker and Supervisor.

Procedures:
1. Click to go to “User Group Maintenance” page.
§ Long Term Care Services Delivery System - Office Administration G+ Logout

£ OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
L Office Administrator (admin)

# Back to Home

3 Refresh
/# Change Password
User Group Maintenance
User Manual
FAQs it L
Related Information
Help Desk
(852) 2892 5295
or email us at
Idspt1@swd gov. hk

Copyright Nofice | Privacy Policy | Disclaimer
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2. “User Group Maintenance” page shown. Click to go to “Create
User Group” page.

§ Long Term Care Services Delivery System - Office Administration G Logout

4 OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
1 Office Administrator (admin)

% Back to Home & User Group Maintenance:

2 Refresh

Supervisor ID Responsible Workers Update

/# Change Password

FAQs

Related Information

Help Desk

(852) 2892 5295
or email us at
Idspt1@swd gov.hk

3. “Create User Group” page will be shown.

§ Long Term Care Services Delivery System - Office Administration G+ Logout

4 OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY {SP-868)
A Office Administrator (admin)

# Back to Home 2 Create User Group:

2 Refresh Supervisor: Please Selact v
F Change Password
Worker ID Worker Name
User Manual
O oic Chan Tai Tai
FAQs
O w1 Lee TaiYan
Related Information
Help Desk
(852) 2892 5295 Cancel m
;'smg:da;w.hk
4. Select one Supervisor from the drop-down list.
Supesvisor: oic (Chan Tai Tai) v
5. Click the Responsible Worker check box to select the Responsible

Worker(s) to link up the Supervisor with the Responsible Worker(s).

6. After selecting the Supervisor and Responsible Worker, click to
save the record into the LDS.
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3 Long Term Care Services Delivery System - Office Administration G+ Logout
£ OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-863)

2 Office Administrator (admin)
& Back to Home A Create User Group:
 Refresh Hapervies; oic (Chan Tai Tai) v
/# Change P d
Worker ID Worker Name
User Manual

O oic Chan Tai Tai
FAQs
M w1 Lee Tai Yan

Related Information

Help Desk
(852) 2892 5295 Cancel m
or email us at

Idspt1@swd.gov.hk
M . - - Cancel
7. To exit the screen without saving any changes, click
8. Message “User Group <Supervisor ID> has been successfully created” will
appear at the top message line if the record is successfully saved. Otherwise,
an error message will be displayed.
3 Long Term Care Services Delivery System - Office Administration C Logout
# OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-863)
2 Office Administrator (admin)
# Back to Home @ User group cic has been successfully created -
3 Refresh
i e & User Group Maintenance:
User Manual Supervisor ID Responsible Workers
FAQs O

O Chan Tai Tai (vic) Lee Tai Yan (rw01)
Related Information

(852) 2892 5295

or email us at
Idspt1@swd gov_hk
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5.2.2 UPDATE USER GROUP

Purpose: To update the new user group of the relationship between Responsible
Worker(s) and Supervisor.

Procedures:

. .
1. Click button to go to “User Group Maintenance”

page for updating user group.

§ Long Term Care Services Delivery System - Office Administration G Logout

£ OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
L Office Administrator (admin)

# Back to Home

# Change Password

User Manual

Related Information

Help Desk

(852) 2892 5295
or email us at
Idspt1@swd.gov. hk

Copyright Nolice | Privacy Policy | Disclaimer
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2. To update user grouping, click and go to “Edit User Group” page.

§ Long Term Care Services Delivery System - Office Administration G+ Logout

& OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
4 Office Administrator (admin)

A Back to Home 4 User Group Maintenance:

2 Refresh

Supervisor ID Responsible Workers Update

/ Change Password 0 Chan Tai Tal {oic) He Man (w02), Lee Tal Yan (rw01) -
User Manual
FAQs

aack Dok
Help Desk
(852) 2892 5295
or email us at
Idspt1@swd.gov.hk
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3. Check / Un-check Worker ID check-box to update user grouping.

§ Long Term Care Services Delivery System - Office Administration G Logout

A OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
L Office Administrator (admin)

¥ Sack o o

23 Refresh Supervisor: oic

/ Change Password Worker ID Worker Name
User Manual 0 oic Chan Tai Tal
FAQs M w2 He Man

Related Information = o1 - Lee Tai Yan
Help Desk

(852) 2892 5295

or email us at Cancel Update
Idspt1@swd.gov.hk
4, Click & tosave the record in the LDS.
§ Long Term Care Services Delivery System - Office Administration G+ Logout

% OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
A Office Administrator (admin)

# Back to Home A Edit User Group:

O Refresh Supervisor: oic
/# Change Password Worker ID Worker Name
User Manual O oic Chan Tai Tal
FAQs ] wo2 He Man
Related Information =] wo1 Lee Tai Yan
Help Desk
(852) 2892 5295 |

i t

5. Message “User group has been successfully updated” will appear at the top

message line if the record is successfully saved. Otherwise, an error
message will be displayed.
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523 DELETE USER GROUP
Purpose: To delete the user group.

Procedures:

. .
1. Click to go to “User Group Maintenance” page for

deleting user group.

§ Long Term Care Services Delivery System - Office Administration G Logout

£ OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
L Office Administrator (admin)

# Back to Home

# Change Password

User Manual

Related Information

Help Desk

(852) 2892 5295
or email us at
Idspt1@swd.gov.hk

Copyright Nolice | Privacy Policy | Disclaimer
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2. To delete user group, click the <Group> check box to choose the user
group.

§ Long Term Care Services Delivery System - Office Administration G+ Logout

& OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
A Office Administrator (admin)

# Back to Home 2 - Troup Maintenance:

s
< Refresh Supervisor ID Responsible Workers Update

/ Change Password m| han Tai Tai (oic) He Man (rw02), Lee Tal Yan (w01) m

User Manual -

FAGs

Help Desk

(652) 2892 5295
or email us al
dspt1@swd.gov.hk

3. Click to delete user group.

§ Long Term Care Services Delivery System - Office Administration C+ Logout

% OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
A Office Administrator (admin)

14 Back to Home 2 User Group Maintenance:

T Refresh Supervisor ID Responsible Workers Update
# Change Password = Chan Tai Tai (cic) He Man (rw02), Lee Tai Yan (w01)
User Manual
Related Infermation
Help Desk
(852) 2892 5295
or email us at
Idspt1@swa gov.nk
4. Message “User group has been successfully deleted” will appear at the top

message line if the record is successfully saved. Otherwise, an error
message will be displayed.
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5.3 PRINT TRANSACTION LOG

Purpose: To generate transaction log of the incoming and outgoing LDS Forms to

/ from LDS.
Procedures:
. Ti fion L . .
1. Click to go to “Print Transaction Log” page.
§ Long Term Care Services Delivery System - Office Administration C* Logout

£ OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
L Office Administrator (admin)

# Back to Home

# Change Password
User Manual

Related Information

Help Desk

(852) 2892 5295
or email us at
Idspt1@swd gov hk

Copyright Nofice | Privacy Policy | Disclaimer
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2. Enter the printing criteria.

§ Long Term Care Services Delivery System - Office Administration CeLogout

¥ OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
L Office Administrator (admin)

& Back to Home [E Select LDS Form number(s) and the transaction date range for printing Transaction Log

< Refresh Form No.: —

All

# Change Password | All Submitted Forms

User Manual o1 O2 1 23A [ 24A
FAQs L Aql Oaavi -

_| All Received Forms

Related Information

O 15 016 18
Help Desk
(852) 2892 5295 Transaction Date Range: | 'O To
or email us at o e
Idspt1@swd. gov.hk

3. Click the Form No.

4. Choose the transaction date range from calendar.

§ Long Term Care Services Delivery System - Office Administration G+ Logout
A OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
L Omce Administrator (admin)

sk o Home —
5 Refresh Eorm No: A Su Mo Tu We Th Fr Sa

/ Change Password AUSUMREdFOMMS L, s . s o

User Manual Ll 2 B 9 10 11 12 13 14

EAG AQI A 15 16 17 18 19 20 21

AllReceved Forms 22 23 24 25 26 27 28
Related Information

15 15 29 30
et Clear
(852) 2892 5295 Transaction Date Range: ' '™ A=
or emall us at 01/0222018
Idspt1@swd gov.hk
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§ Long Term Care Services Delivery System - Office Administration G Logout
4 OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)

4 Office Administrator (admin)

& Back to Home

< Refresh

/ Change Password
User Manual

FAQs

Related Information
Help Desk

(852) 2892 5295

or email us at
Idspti@swd.gov.hk

§ Long Term Care Services Delivery System - Office Administration

[El Select LDS Form number(s) and the transaction date range for printing Transaction Log

Form No.: Z Al
All Submitted Forms
17 21 23A 24A

ALl AQ VI

1% 16 18
Transaction Date Range: From To
011022018 0370472018
= (o

Click the button to generate the report.

System will ask whether to open or save the report.

Click the ﬂ“”_‘"h button to open and display the generated report in MS
Excel format.

G Logout

4 OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
L Office Administrator (admin)

4 Back to Home

© Refresh

/ Change Password
User Manual

FAQs

Related Information
Help Desk

(852) 2892 5295
or email us at

Idspt1i@swd.gov.hk

B select LDS Form number(s} and the transaction date range for printing Transaction Log.

Form No.: Z Al

All Submitted Forms

17 21 294 24A
AQI AQ Vi
All Received Forms.
15 16 18
Transaction Date Range: '™ To
01022018 0342018

Copyright Not|

2450/ Idsadmin/adn|
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Sample of Transaction Log of Submitted Forms:

transaction_logxls [Compatibility Mode] - Excel

Formulas Data

Review View Add-ins

Developer

Help

Yiu Jimmy OB

ACROBAT Team Q Tellme

Sample of Transaction Log of Received Forms:

transaction_log (1)ads [Compatibility Mode] - Ex

cel

= o
T e = .o : Brimer - 3 - A
. SEEE 1 A A = ¥ & General ?#. 12 B pee - | M1 ZV p
B I U- o o - | == = = - 9% 2 g o Conditional Formatas Cell B Sort & Find &
= h - - - % D Formatting~ Table- Styles- [1Format= & = gpe o colec -
Clipboard & Font ] Alignment T Humber ] Styles Cells Editing ol
E10 b § & v
A B (& D E F G H 1 J K L -
| Orginizstion: Leng Tem Care Sevvice Delroery Systern Dite: 19030018
2 |OLD MAN CARE AND ATTENT Teensaction oz Tune- 152805
3| foomn 19032018 4o 1903201 §
4 Sobmitied Fogns.
5 o No, Apglicant Mage HEIDAOE LS No, Sobnitied Dave/Tioe SccepuBepat ToOffice Bejert Message
6 F24A-E000000 KWOK ONEONE Y4500065 491693 200018 2321 Accepted by LDS  LDS Office
T | F24A-BOOOOOOGE3 2000018 15:23 Subenitted o LDS LIS Office
r
§ |FMA-BOOO0OC: WONG EAT EAT Y4500081 491692 21000018 1639 Revision history LD Office Semething incorrect
r
9 FHA-BOOOOCO: WONG EAT EAT 'Y4500081 491692 21007018 2233 Subenimed w0 LDS LDS Office
0]
11
12
13
14
15 -
Submitted Forms | Received Forms + 1] v
Reagy 3 B I | - ] + 100%

m

¥iu, immy

Insert Page Layout Formulas Data

Review View Developer Add-ins

Help

ACROBAT Team Q Tell me B Share

Bolnset - 3 -

. w | = e ) A
=111 - A A == ¥- ¥ |Genenl - s s = T
Condits 1 F ‘at C‘FI D~ | Bl ill& F;j)&
= -1 Mo s == = +3 9 onditional Format as el . "
= 2| B $o% R Formatting = Table- Styles- (= Format =~ " Filter = Select *
Clipboard e Font 5 Alignment fa Number '. Styles Celis Editing ~
G10 ¥ = v
| A B C: D | E | E G H I =

| | Organtation: Long Temn Care Servce Delivers Systery Date: 03042018

2 OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY Trnsaction Log Time: 11:58:4%9

5 o OLORA01E 1o 0304201 §

4 | Beceived Foms.

5 Eoon o, Agplicant Nare HEDMOE LDS Mo, Froan Offics Bocived Uey  Becegved DawTie

6 F15.0000365214 TOYIYI V4500124 4916 LDS AW201 8 20407

T F15-0000365232 TOYIYL Y450012A 49164 LDS 212201811:31

8

9

io] 1

11

12

13|

14
115 -

Submitted Forms Received Forms * ‘ v

Ready 21 B - 1 + 100%
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6 CHANGE PASSWORD
Procedures: To change password of Office Administion.

/ Change Password

1. Click to go to “Change Password” page for changing
Office Administion password.

§ Long Term Care Services Delivery System - Office Administration G+ Logout

A OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
2 Office Administrator (admin)

# 8ack o ome

=
< Refresh Old Password: |

nge Password
‘/’ Change Passwi A = - (uppercase, lowercase, number and special

User Manual character, I@#5&, with 8 characters)

FAQS Confirm Password: g e (exactly the same as New Password)

Related Information

Help Desk E Change Password

(852) 2892 5295
or email us at
Iaspt1@swd.gov.nk
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2. Enter “Old Password” and “New Password”. The password should be at
least 8 characters with upper and lower case of English alphabets, numbers and
special characters.

§ Long Term Care Services Delivery System - Office Administration G+ Logout

A OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
A Office Administrator (admin)

# 8ack o ome

=
2 Refresh Old Password: | -

/# Change Password

MNew Password: (uppercase, lowercase, number and special
User Manual character, |@#5&, with & characters)
FAQs Confirm Password: (exactly the same as New Password)

Related Information |

Help Desk m Change Password

(852) 2892 5295
or email us at

Idspti@swd.gov.nk
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.
3. Click to save the new password.

& Long Term Care Services Delivery System - Office Administration G+ Logout

& OLD MAN CARE AND ATTENTION HOME FOR THE ELDERLY (SP-868)
A Office Administrator (admin)

A Back to Home

L.Change Password:

< Refresh 0ld Password: sesssnns
# Change Password
New Password: - (uppercase, lowercase, number and special
User Manual character, \@#5&, with 8 characters)
FAQs Confirm Password: ssnsenes {exactly the same a5 New Passiord)

Related Information

Help Desk

(B52) 2892 5295

or email us al
Idspt1 @swd.gov.hk

4. The session will be logged out automatically and a message “Password
changed successfully. Please logon again.” will appear at the top message

line after password is changed.

§ Long Term Care Services Delivery System - Office Administration

User Manual

FAQs

Related Information

Help Desk

(852) 2892 5295

or email us at
Idspti@swd gov hk

@p ly. Please login again

2 Login lo Office Administration

Office Type: ® Responsible Office ) Service Provider

Office Code: |
User ID:

Password: Password

Terms & Conditions:

This website contains information on long term care service applications and hence personal data of applicants and/or their family members. In
using and g the i data d in this website, users must comply with the relevant provisions of the Personal Data (Privacy)
Ordinance (Cap.  486), including fthe six Data Protection Principles as set out in  Schedule 1 of the Ordinance
{hitps-ifwww_pcpd_org hivenglish/data_privacy_law/6_data_protection_principles/principles_himl)

By logging into this website, you agree to abide by the following terms and condifions:

1. Users shall take all practicable steps to ensure that personal data obtained through this website are protected against unauthorised or
b access, p ing, erasure, loss or use.
2. Users are prohibited to use public computers or mobile devices to log in this website to handle long term care service applications.
3. Users must not use the personal data obtained from this website for any purpose other than handiing long term care service applications
and its direcily related purpose(s).
4 Users must destroy the data or prinled reports oblained through this websile once they have ceased to serve their legitimate purpose.

[C1 I have read, understood and agreed to the above terms and conditions
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