
用戶指南
User Guide



2

目錄 – Table of Contents
1. 帐号注册 - Account Registration

1.1. ㇐般用户登记 - Normal Account Registration………....……………………………………..…………………………………………………..……………..…………………………………………………………………………...….3-5

1.1.1. 确认了解本服务的条件和细则 - Understand Service Terms and Conditions……...………..…..………………………………………………………………………………………………………….……….6-8

1.1.2. 核对所输入的资料及提交登记 - Review Input Data and Submission…………..…………….….…………………………………………………………………………………………………………………….9-10

1.1.3. 登记完成并等待批核 - Complete Registration and Pending for Approval…………..…………….……………….……………………………………………………………………………………….………11-12

1.2. 智方便流动应用程式 - iAM Smart App…………………………………………………………………..…………………………………………………………………………………………………………………………………..…….13-23

2.帐号登入 - Account Login…………………………….………………………………………………..…………………………………………..………………………………….………………………………….……………….…..……………….24-28

3.  预约公事探访程序 - Official Visit e-Booking

3.1.进行公事探访预约程序 - Start Official Visit Booking………………………….…………………………………………….…………………………………………………………………………………………………………………29-30

3.2.选择院所 – Select Institution……………………………………………………..……….…………………………………………….…………………………………………………………………………………………………………………31-33

3.3. 选择探访日期及时段 - Select Visit Date and Time Slot…………………………..…………………………………………………………………………………………………………………………………..……………….….34-35

3.4.输入在囚人士及探访资料 - Input PIC and booking information……….…...………………………………………….………………………………………………………………………………………………………………36-38

3.5. 核对所输入的资料及提交预约- Review Input Data and Submission……….…………….……..…………………………………………………………………………………………………………………………………39-40

3.6. 预约完成 - Complete Booking…………….……………………………..……………………………………………………………………………………………………………………………..……………………………………………..41-42

3.7.管理公事探访预约 - Maintain Applied Official Visit Booking…………….….……………………………………………………………………………………………………..…………………………………………………….43-47

3.7.1. 修改预约 – Modify Booking………………………………………………………………………………...…………..………………………………………………………………………………………………………….………48-51

3.7.2. 取消预约 – Cancel Booking………………………………………………………………………………...…………..………………………………………………………………………………………………………….……….52-56

4. 删除帐户 - Account Deletion……………………………………………………………………………………………………………………..…………….………………………….……………………………………………..………………..…57-62



1.1. 帐号注册（㇐般用户登记）

Account Registration (Normal Account Registration)
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1.1.1. 确认了解本服务的条件和细则

Understand Service Terms and Conditions
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输入个人资料及验证码

Input personal data and CAPTCHA
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1.1.2. 核对所输入的资料及提交登记

Review Input Data and Submission
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1.1.3. 登记完成并等待批核

Complete Registration and Pending for Approval

11



12

申请参考编号
Application reference number



1.2. 帐号注册（智方便流动应用程式）

Account Registration (iAM Smart App)
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登入智方便流动应用程式

Login iAM Smart App
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搜寻 “公事探访电子预约服务”

Search “Official Visit e-Booking 
Service”
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确认了解本服务的条件和细则

Understand service terms and 
conditions
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输入个人资料

Input personal data

CHAN, TAI MAN
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输入个人资料及验证码

Input personal data and CAPTCHA



核对所输入的资料

Review input data
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Chan Tai Man

A123456(3)
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完成登记及帐号认证

Complete registration and account 
verification

确认邮件将发送到电子邮箱

Confirmation email will be sent to 
the registered email address
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2. 帐号登入

Account Login
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㇐次性密码会发送至你登记的电子邮箱

One-Time Password (OTP) will be sent to your registered email address.

officialvisitor_2026@gmail.com
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3.1. 进行公事探访预约程序

Start Official Visit Booking

29



30

1



3.2. 选择院所

Select Institution
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3.3. 选择探访日期及时段

Select Visit Date and Time Slot
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3.4. 输入在囚人士及探访资料

Input PIC and booking information
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3.5. 核对所输入的资料及提交预约

Review Input Data and Submission
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3.6. 预约完成

Complete Booking
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预约参考编号
Booking reference number



3.7. 管理公事探访预约

Maintain Applied Official Visit Booking
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已申请之预约
Applied Booking



3.7.1. 修改预约

Modify Booking
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3.7.2. 取消预约

Cancel Booking
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已取消之预约
Cancelled Booking



4. 删除帐户

Account Deletion
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完

End
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