
Part 1

Settings for EAA Website



Step 1：Navigate to the EAA website (www.eaa.org.hk) via Google Chrome         / Microsoft Edge ..  Click       /       
at the top right corner of the screen for more options (as shown below)。
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Step 2：Click “Settings” in the dropdown menu (as shown below).

Chrome Edge



Step 3 (Edge ) : 
Click “Cookies and site permission” in the dropdown 
menu at the left side of the screen 

②

①

Chrome Edge

Step 3 (Chrome ): 
① Click “Privacy and  security” in the dropdown menu at the left   

side of the screen
② Then click “Site Settings” in the options appeared on the 

right side of the screen.



Step 4：
Scroll down to the bottom of the screen to find and click the 
“Popups and redirect” option.

Chrome Edge

Step 4：
Scroll down to the bottom of the screen to find and click the 
“Pop-ups and redirects” option.



Step 5：
① Look for the option labelled “Allowed to send pop-ups 

and use redirects” and click on the icon   Add next to it
② Input “ https://www.eaa.org.hk/en-us/ “ in the pop-up 

window “Add a site”, then click the “Add” button.
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Chrome

Step 5：
① Click   Add next to “Allow”.
② Input “ https://www.eaa.org.hk/en-us/ “ in the pop-up 

window “Add a site”, then click the “Add” button.

①

②

Edge

https://www.eaa.org.hk/en-us/
https://www.eaa.org.hk/en-us/


Part 2

Registration and/or Login 
e-Services



Step 1：To submit an application for the Estate Agent’s Licence (Company) via e-Services, a director of the holder of the 
estate agent’s licence (company) concerned must register for e-Services and then login the system.

Click here to
register / login e-Services

Note：For registration details, please visit https://www.eaa.org.hk/en-us/Licensing/E-application .

https://www.eaa.org.hk/en-us/Licensing/E-application


Step 2： E-Services Login – Please enter “User ID”, “Password” and “Security Code” as shown on the screen to
login your e-Services account (If you forgot your User ID and/or password, please click “Retrieve User ID”
and/or “Reset Password”).



Part 3

Assign  “Company Representative”



Step 1： Login e-Services and click ”Assignment/Cessation of Assignment of Company Representative
for Completion of Application Forms” under the column “Estate Agent’s Licence (Company)” to assign a holder of
an estate agent’s licence (individual) as the company representative to complete the relevant application forms
and submit the application on the company’s behalf.



①

②

Step 2： ① On the webpage of “Assignment / Cessation of Assignment of Company Representative”, please choose the    
company for which you would like to assign the “company representative”.

② If you would like to assign “yourself” to be the company representative of the company concerned, please click  
“Assign Myself”. To assign another licensed estate agent as the company representative, please enter the licence
number of his/her “estate agent’s licence (individual) licence” and the click “Assign”.



①

If another licensed estate agent is assigned as the company 
representative, he/she is required to login his/her e-Services 
account in order to accept the assignment.

②

Step 3： ① Please check the information of the “company representative” assigned.
② Please click “e-Services” to return to Home page for submitting licence application.



Step 4： To accept the assignment as the “company representative” of a company, the licensed estate agent concerned is 
required to login his/her e-Services account and click “Submit Application in the Capacity of Company 
Representative / Accept Assignment of Company Representative” under the column “Estate Agent’s Licence
(Company)”.



Part 4

Submission of Application by 
the Company Representative



Step 1： To submit a licence application, ”Company representative” login his/her e-Services account and then click “Submit 
Application in the Capacity of Company Representative / Accept Assignment of Company Representative” under the 
column “Estate Agent’s Licence (Company)”.



Step 2：Click “Apply Now” or “Re-apply now” button of the company for which you would like to make an application.



Step 3：Read the “Important 
Notes” and “Reminders” 
carefully, then click “Next”.



Answer the two questions in 
the “Declaration” part

Enter the expiry date of the 
Business Registration Certificate

Choose the validity period 
of the licence applied for

Step 4： Complete the Prescribe Form in accordance with the information of the Companies Registry and Business 
Registration Certificate (BR), then click “Next”.



Step 5： Complete the Supplementary Form in accordance with the information of the Companies Registry and the 
instructions stated in the form, then click “Next”.



Step 6：

① Read Steps 1 to 5 and the Notes carefully 

② Click the “Print” button at the  
bottom.  Based on the information   
provided in the application forms, all the 
forms required to be submitted by the 
applicant company will automatically be 
generated by the system one by one.    
Please print (or save) those forms and   
documents.  After that, please click 
“Confirm”.



Step 7：

Please make sure that all 
the forms and documents 
have been printed out (or 
saved). Then click “Yes”. 
Otherwise, click “Cancel”.



Step 8：

Click “Upload File” to 
upload the required forms 
and documents, then click 
“Submit”.

Document Requirements -
File Format: PDF or JPG
File Size: Less than 5MB 



Step 9：

To confirm submission 
of application, please 
click “Yes”.



Step 10：lf there is/are director(s) not holding a valid estate agent’s licence (individual) / (company), please 
complete “Section B” / “Section C“ of the Prescribed Form after uploading the required documents.  Having 
filled in all the required fields, please click “Submit”.



Step 11：Choose payment method (PPS, FPS and credit card) and click “Confirm”.  Then follow the instructions to  
make payment.



②

①

Step 12：① Application submitted successfully.

Step 12: ② Click “Back to My Licence List – Company Licences” to check application records.


