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1. Account Sign Up Process 
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2. Sign Up Procedure 

2.1 Please go to https://www.tichk.org/en and click the <Sign up> in the top right hand 

corner.  

 

2.2 Enter Email Address 

2.3 Enter Username and Password 

2.4 Click <Sign up> 

 

 

 

 

https://www.tichk.org/en
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2.5 You will receive an email verification and are required to enter one-time 

password. 

 
 

2.6 Login Successfully  

2.7 Please click the <(name)> in the top right hand corner.  
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2.8 Insert General Profile Information 

2.9 Select salutation  

2.10 Enter Chinese full name (if available) 

2.11 Enter surname and first name in English 

2.12 Enter office phone number  

2.13 Enter mobile phone number (if available) 

2.14 User role selection 

2.15 If you are not in Travel Industry or related personnel, please press <Complete> 

and thank you for the registration. 

2.16 User in travel industry or related personnel can choose various roles at the same 

time and click <Next> 
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3. Travel Agent 

3.1 “Travel Agent” User Role Selection 

3.1.1 Enter license and membership number 

3.1.2 Enter company English name 

3.1.3 Enter company Chinese name (if available) 

3.1.4 Enter company operation English or Chinese name (if available) 

3.1.5 Upload license or TIC certificate 

3.1.6 Click <Submit for Approval> 
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3.2 User Role Review 

3.2.1 Review and confirm the information 

3.2.2 Edit profile information (if available) 

3.2.3 Click <Confirm> 

 
 

3.2.4 Selections has been submitted and the result of approval will be notified by email. 

 
 

3.2.5 You will receive the email as below after approval.  
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3.3 Company Information 

3.3.1 Click <Company Information> 

3.3.2 Click <Upload file> 

3.3.3 Upload company logo 

 
 

3.4 Addition of Employees Account (if applicable) 

3.4.1 Click <Employees> 

3.4.2 Click <Add Employee Account> 
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3.4.3 Enter all of the information and set up a password of no less than 8 characters 

3.4.4 Click <Add> 

 
 

3.4.5 Complete 
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3.5 Recruitment Posting (if applicable) 

3.5.1 Click <Recruitment> 

 
 

3.5.2 Click <Post A New Job> 

3.5.3 Enter the job details  

 
3.5.4 Click <Submit for Approval > 

 

 

 

 

 

 

 

 



香港旅遊業議會 
TRAVEL INDUSTRY COUNCIL 

OF HONG KONG 

 

 
 

 

11 

 

3.5.5 Job vacancy has been submitted and will be processed as soon as possible 

 
 

3.5.6 Complete 
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4. Tour Escort 

4.1 “Tour Escort” User Role Selection 

4.1.1 Enter Tour Escort Pass number 

4.1.2 Upload Tour Escort Pass copy 

4.1.3 Click <Submit for Approval> 

 
 

4.1.4 Review and confirm the information 

4.1.5 Edit profile information (if necessary) 

4.1.6 Click <Confirm> 
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4.1.7 Selections has been submitted and the result of approval will be notified by email. 

 
 

 

4.1.8 You will receive the email as below after approval. 

  
 

4.2 Personnel Qualifications and Experience 

4.2.1 Click<Job Experience> 

4.2.2 Select personnel qualification 

4.2.3 Select privacy settings 

4.2.4 Upload personnel resume 

4.2.5 Click<Save> 
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4.3 Job Alert 

4.3.1 Click <Subscribe to Job Alert> 

4.3.2 Enter email 

4.3.3 Select personnel qualification 

4.3.4 Select <I agree> 

4.3.5 Click <Save> 
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5. Tourist Guide 

5.1 “Tourist Guide” User Role Selection 

5.1.1 Enter Tourist Guide Pass number 

5.1.2 Upload Tourist Guide Pass copy 

5.1.3 Click <Submit for Approval> 

 
 

5.1.4 Review and confirm the information 

5.1.5 Edit profile information (if necessary) 

5.1.6 Click <Confirm> 
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5.1.7 Selections has been submitted and the result of approval will be notified by email 

 
 

 

5.1.8 You will receive the email as below after approval. 

 
 

5.2 Personnel Qualifications and Experience 

5.2.1 Click<Job Experience> 

5.2.2 Select personnel qualification 

5.2.3 Select privacy settings 

5.2.4 Upload personnel resume 

5.2.5 Click<Save> 
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5.3 Job Alert 

5.3.1 Click <Subscribe to Job Alert> 

5.3.2 Enter email 

5.3.3 Select personnel qualification 

5.3.4 Select <I agree> 

5.3.5 Click <Save> 
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6. Travel-related Organisations / Travel Agent Personnel 

6.1 “Travel-related Organisations / Travel Agent Personnel” User Role Selection 

6.1.1 Enter name of organisation and job title 

6.1.2 Select related industry 

6.1.3 Upload document (For example: Personnel or organisation name card) 

6.1.4 Click <Submit for Approval> 

 
 

6.1.5 Review and confirm the information 

6.1.6 Edit profile information(if) 

6.1.7 Click <Confirm> 
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6.2 Personnel Qualifications and Experience 

6.2.1 Click<Job Experience> 

6.2.2 Select personnel qualification 

6.2.3 Select privacy settings 

6.2.4 Upload personnel resume 

6.2.5 Click<Save> 

 
 

6.3 Job Alert 

6.3.1 Click <Subscribe to Job Alert> 

6.3.2 Enter email 

6.3.3 Select personnel qualification 

6.3.4 Select <I agree> 

6.3.5 Click <Save> 
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