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1. OBJECTIVES

Recognised Service Providers (RSPs) of the Pilot Scheme on Community Care Service Voucher (CCSV)
for the Elderly are invited to update the vacancy position(s) of day care places and/or home care places
in the web content management system of the SWD Elderly Information Website to enhance
information transparency and promote informed choice of elderly persons and/or their carers in

selecting the RSPs that meet their individual needs.

This user guide targets at guiding CCSV RSPs to manage their user accounts in terms of
B updating the vacancy position(s) for day care places and/or home care places; and

B resetting their password and/or email address affiliated to their user accounts.



2. PROCEDURES OF UPDATING VACANCY POSITION(S)

Step 1: Login the web content management system in SWD Elderly Information Website
Login path: https://elderlyinfo.swd.gov.hk/cmsuser

Step 2: Enter the Username and Password distributed to RSP by separate email; and wordings and/or
numeric displayed in the CAPTCHA (B&:81%)
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For successful login, users would be able to access the front page of the web content management system.
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For unsuccessful login, users would be required to re-enter the username, password and CAPTCHA in the

login page in accordance with the system alert messages displayed.



Step 3: Click “Manage” on the top-left corner after successful login

View profile Log out
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Step 4: Click “Edit Vacancy Record” under “Manage”

Edit Vacancy Record

Step 5: Click “Edit Vacancy of (Code of CCSV Recognised Service Provider) (Name of CCSV

Recognised Service Provider)”
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Step 6: Enter the vacancy position(s) for day care places and/or home care places
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Step 7: Click “Submit”

Remarks: The vacancy position(s) for day care places and home care places entered shall not exceed their

respective capacities.



Step 8: To review the published vacancy position(s), click “Search Engine”.
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Step 9: Click “Recognised Service Providers of Community Care Service Voucher”. Enter the name
of the Recognised Service Provider in the keyword search box and Click “Search”.
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Step 10: Search result(s) would show the Recognised Service Provider requested. Click “Detail” to

enter the service profile
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Step 11: Click “Pilot Scheme on Community Care Service Voucher (CCSV) for the Elderly” to view
and check the published vacancy position(s)

POF |

TeEEmEETN (REE) THREHHEEENS (FER) THEESHIEETH
TEZEREES (FER) TEREESEHE THEHTESEEHMNES ((FER)

POl RIS R SR (R )

BXIIE

i
i
jil
A

RS

N SRS
BEERE

EFEE

A
EE1ERERESREE (LEFEE]) +

BRI S ATIR AR
T (ERFELF
- MEENESEHENY  FEE=

SRESEETE - BRTEERNE(E)REE
THESNEE - FE
R EEREERE

‘"m

=R RIS R

10



3. PROCEDURES OF CHANGING PASSWORD/ EMAIL ADDRESS

Step 1: Click Username on the top navigation bar
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Step 2: Click “View profile”

View profile Log out

Step 3: Click “Edit”
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Step 4: Enter your current password and your new email address/ new password, if applicable. Save

your changes by clicking “Save”
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Remarks: Password policies should be adhered to. The new password must include enough variation to be

secure. Password must be:

with at least 8 characters in length;

with at least 1 digit (i.e. 0-9);

with at least 1 uppercase character (i.e. A-Z);
with at least 1 lowercase character (i.e. a-z);

with at least 1 special character (not whitespace or an alphanumeric) (i.e.?/;/'/:/, etc.);and

o o~ w0 DN

not identical to one of the last 5 passwords that were used for the account.
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4. PROCEDURES OF RESETTING PASSWORD
Step 1: Click the following link: https://elderlyinfo.swd.gov.hk/cmsuser

Step 2: Click “reset password”
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Step 3: Enter the Username/ Registered email address and wordings and/or numeric displayed in the
CAPTCHA(5ZBE). Click “Request a reset password email”
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Check your email inbox. System will immediately send an email with password reset link to your account's
email address.
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Step 4: Click the password reset link (the first link in the email)

Dear: .

Your requestfor resatting the password for your account with SWD Elderly information Website hasbesn recsived.
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Please follow steps below to reset your password.
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Step2: Loginthe web contentmanagement system with your new password via
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The hyperlink connected to the reset password page will be expired 1 dayafter receipt of this email. If this hyperlink

hasbeen expired, please generate a new one by clicking:
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copying, printing, forwarding or discemination of the meccage « strictly prohibited If you have receved the message
Inerror. please erase all coplescofthe message from your syst2m and notify the Chief Site Administrator of SWD
Elderly Information Website via: elgerivinto® swd gov hk
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Step 5: Click “Login” to enter the password reset page
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Step 6: Choose a new password and enter your email address (if any changes are needed). The

password must adhere to the password policies to be secured. Save your changes by clicking “Save”.

=R >
u | = u

Q —REZHBERCHER - - BEUCHTE

#iR =
S~
SR AERNEF L - TEEERASAATHSERNSTECEEREI LY - SFBFRLTER)
[T
HhEn
L G —

L BEERETEANSHEANES St "

REES

R RLEFT S E 2R FEEBLTIETRESRERAEE
- = AN == T
EEEL—{HF
BEELSEREHE S ;
EEELS—HAAEE TSR
EEEL_EEEEEA0? /o S VS o7 JE s FEUREE - BIFSHEITE R
TR IR AT ERIBATE R EAHERE -

RERE / Wi EH B2 EREED

After this is done, the following message will be shown indicating the successful password change.
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5. CONTACT INFORMATION

For enquiries on this user guide, please seek technical support through the following means:

Telephone Number: 3107 3048/ 2989 1278
Fax Number: 2117 1264
Email Address: ael2@swd.gov.hk/ elderlyinfo@swd.gov.hk
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