
HKTDC Virtual Event Platform General Guidelines 

香港貿易發展局線上平台用戶指南 

 

Content Page 

目錄 

 

I. Login Instruction 登入指南 

A. Create Password for Login 設定登入密碼  

B. Forget Password 忘記密碼 

 

II. Watching Conference Session 觀看會議環節 

 

III. C2M Function (available between 13 Jul – 5 Aug 2022)  

商對易功能 (於 2022 年 7 月 13 至 8 月 5 號期間開放使用) 

A. Setting Notification and Time Zone Preferenc 通知及時區偏好設定 

B. Edit Meeting Availability 設定可進行會議的時段  

C. Find Exhibitors, Send Message and Schedule Meeting 尋找參展商，傳送訊息及預約

會議 

D. Check Message and Notification  查閱訊息及通知   

E. Meeting Summary - Confirm / Reschedule / Cancel / Share Meeting 會議概覽 - 接

受會議邀請／會議改期／取消會議／分享會議連結  

F. How to Start a Meeting and Function of Meeting Room 如何開始線上會議及線上會

議室功能 

  



I. Login Instruction 登入指南 

 

A. Create Password for Login  

(For those who have not registered My HKTDC account before) 

設定登入密碼 

（適用於從未登記過我的 HKTDC 帳戶之人士） 

 

 

1. Look for the email “My HKTDC Password Setup” (Note: Please check junk mailbox also.) 

請於個人郵箱內尋找“設定我的 HKTDC 帳戶密碼” 之電子郵件 (郵件有機會被歸類在垃圾郵箱) 

 

 

 

(Remarks: If email is not found, please contact us through alc@hktdc.org) 

(若無法找到此電子郵件，請電郵致 alc@hktdc.org 與我們聯絡) 

 

2. Click into the unique link.  

點擊電子郵件內的連結 

 

 

  

alc@hktdc.org
file://///hktdc.org/tdc/ppshare/MTI(6)/Licensing/HK%20Licensing%20Show%202022%20&%20Asian%20Licensing%20Conference%202022/8.%20Virtual%20platform/alc@hktdc.org


 

3. Enter your new password in both blanks. (Note: Please make sure they are the same.)  

輸入及確認您的帳戶密碼 (請確認您兩次所輸入的密碼相同) 

 

 

 

Click “Submit” 

點擊＂提交＂ 

 

  

(Note: DO NOT click into “Log in Now” in this site)  

(請勿於此處按登入) 

 

 

4. Directly go to virtual event platform site and press the LOGIN button on the right top corner. 

請到訪線上平台網站，並於網頁右上角點擊登入  

 

 

 

  

https://www.hktdc.com/event/hklicensingshow/en
https://accounts.hktdc.com/auth.aspx?scope=lang:en,referer:www.hktdc.com&return_url=https%3A%2F%2Fcloud-api.loginradius.com%2Fsso%2Foauth%2Fredirect%2Fcallback%3Fstate%3D1da774ea-6f77-492d-8c84-dca32c08eab0
https://www.hktdc.com/event/hklicensingshow/sc
https://accounts.hktdc.com/auth.aspx?scope=lang:zh-cn,referer:www.hktdc.com&return_url=https%3A%2F%2Fcloud-api.loginradius.com%2Fsso%2Foauth%2Fredirect%2Fcallback%3Fstate%3Df40dcaea-748d-40f1-8f7f-8fdc23862a04


 

5. Login with your email address and new password.  

請於此處輸入你的電郵地址及密碼 

 

 

 

 

6. Successful login - the LOGIN button on the right top corner becomes LOGOUT. 

若右上角的登入變成登出則表示您已成功登入 

 

 

 

 

  



B. Forget password 忘記密碼 

 

 

1. Go to Login Portal, then press Forgot password? to reset your password. 

請前往登入介面, 點擊忘記密碼?以重設你的個人帳戶密碼 

 

 

 

 

2. Enter your email address registered for the ALC 2022  

(the email that you received registration confirmation) 

 請輸入你用作登記亞洲授權業會議 2022 的電郵地址  

（應為你接收到登記確認信的同一郵箱） 

 

 

Press “Send ‘Reset Password’ message” 

點擊＂發送＇重設密碼’連結＂ 

 

  

https://accounts.hktdc.com/auth.aspx?scope=lang:en,referer:www.hktdc.com&return_url=https%3A%2F%2Fcloud-api.loginradius.com%2Fsso%2Foauth%2Fredirect%2Fcallback%3Fstate%3D1da774ea-6f77-492d-8c84-dca32c08eab0


 

3. Find the email “My HKTDC Account Password Reset”, then click into the unique link. 

尋找“我的 HKTDC 帳戶密碼重設”之電子郵件, 然後點擊郵件內的連結 

 

 

 

 

4. Directly go to virtual event platform site and press the LOGIN button on the right top corner. 

請到訪線上平台網站，並於網頁右上角點擊登入  

 

 

 

 

5. Login with your email address and new password.  

請於此處輸入你的電郵地址及新密碼 

 

 

 

  

https://www.hktdc.com/event/hklicensingshow/en
https://accounts.hktdc.com/auth.aspx?scope=lang:en,referer:www.hktdc.com&return_url=https%3A%2F%2Fcloud-api.loginradius.com%2Fsso%2Foauth%2Fredirect%2Fcallback%3Fstate%3D1da774ea-6f77-492d-8c84-dca32c08eab0
https://www.hktdc.com/event/hklicensingshow/sc
https://accounts.hktdc.com/auth.aspx?scope=lang:zh-cn,referer:www.hktdc.com&return_url=https%3A%2F%2Fcloud-api.loginradius.com%2Fsso%2Foauth%2Fredirect%2Fcallback%3Fstate%3Df40dcaea-748d-40f1-8f7f-8fdc23862a04


 

6. Successful login - the LOGIN button on the right top corner becomes LOGOUT. 

若右上角的登入變成登出則表示您已成功登入 

 

 

 

 

  



II.  Watching Conference Sessions 觀看會議環節 

 

 

1. Please ensure your status is logged in 

請確認您已登入您的個人帳戶 

 

 

 

 

2. Find session 

尋找會議環節 

 

Method One:  

Go to Prgramme & Speakers page from navitagor bar 

方法一： 

於主選單內選擇及前往議程及演講嘉賓之頁面 

 

 

Method Two:  

Go to My Account 

方法二： 

前往我的帳戶 

 

  

Go to Asian Licensing Conference  

選擇及前往亞洲授權業會議 

 



 

3. Click Watch Now for live session or Watch Replay for VOD session under EVENTS & 

SEMINARS  

於活動及研討會下，點擊立即收看或觀看重播以觀看環節 

 

 

 

4. Select available languages below video player  

於播放器下方挑選語言頻道 

 

 

 

 

5. Replay is muted by default, unmute the video by adjusting the volumn on video player 

播放器預設為靜音模式， 你可取消靜音並依個人喜好調整音量大小 

 

  

 

 

  



II. C2M Function (available between 13 Jul – 5 Aug 2022) 

商對易功能 (於 2022 年 7 月 13 至 8 月 5 號期間開放使用) 

 

A. Setting Notification and Time Zone Preference 

通知設定及時區偏好設定 

 

 

1. Please ensure your status is logged in 

請確認您已登入您的個人帳戶 

 

 

2. Go to My Account 

前往我的帳戶 

 

 

3. Go to Setting 

前往帳戶設定 

 

 

4. Notification setting  

Subscribe / unsubscribe email notification and preferred language 

通知設定 

於此處可訂閱或取消訂閱電子郵件訊息通知以及設定語言 

 



 

5. Time Zone setting  

Meeting schedule will be adjusted according the preferred time zone.  

時區設定 

你在商對易的會議時間將自動根據您所挑選的時區而進行調整 

 

 

 

 

  



 

B. Edit Meeting Availability 

設定可進行會議的時段  

 

 

1. Please ensure your status is logged in 

請確認您已登入您的個人帳戶 

 

 

 

 

2. Go to My Account 

前往我的帳戶 

 

 

 

 

3. Go to Meeting > Availability to edit your meeting availability per day 

於我的會議＞開放時間的版面可設定您可進行線上會議的時間 

 

 

 

 

 

 

 

 

  



 

C. Find Exhibitor / Brand, Send Message and Schedule Meeting 

尋找參展商 / 品牌，傳送訊息及預約會議 

 

 

1. Please ensure your status is logged in 

請確認您已登入您的個人帳戶 

 

 

 

 

2. Find Exhibitor / brand 

尋找參展商 / 品牌 

 

Method One: 

Go to Exhibition > Exhibitor List / Brand, find exhibitor / brand by name or filter function 

方法一： 

請於主選單內選擇展覽， 然後選擇參展商名單 / 品牌目錄。 您可透過輸入文字搜尋或篩選功能以

尋找你目標的參展商或品牌 

 

 

 

 

 



 

Method Two:  

Go to My Account 

方法二： 

前往我的帳戶 

 

Go to Recommendation > Find Exhibitors / Find Brands by name or filter function 

前往為你推薦>找參展商／找品牌 

 

 

3. Send Message - Click Send Message to open chatbox 

發送訊息 - 點擊發送信息以開啟聊天室 

 

Chatbox supports text message and send files such as JPG, DOC, Excel and PDF 

你可以聊天室內發送文字訊息、傳送檔案如圖片(JPG 格式) 、DOC 文件檔案、試算表及 PDF  

 

 

 

  



 

4. Schedule Meeting - Clcik Schedule Meeting  

預約會議 - 點擊預約會議 

 

 

 

Select meeting date, mutually available time slot, input meeting name and message before 

submission of meeting request by cliking “Confirm”.  

選擇會議日期，雙方的開放時間，輸入會議名稱及信息然後點擊＂確定＂ 

 

 

 

 

  



D. Check Message and Notification 

查閱訊息及通知 

 

 

1. Please ensure your status is logged in 

請確認您已登入您的個人帳戶 

 

2. Check Message - Cick the  icon  

查閱訊息 -點擊 圖標 

 

You will be redirected to Message Centre under My Account 

頁面會轉到我的帳戶內的訊息中心 

 

 

3. Check Notification - Click the  icon  

查閱通知 - 點擊 圖標 

 

You will be redirected to Notification page under My Account 

頁面會轉到我的帳戶內的通知版面 

 



E. Meeting Summary - Accept / Reschedule / Reject / Cancel / Share Meeting 

會議概覽 - 接受會議邀請／會議改期／取消會議／分享會議連結 

 

 

1. Please ensure your status is logged in 

請確認您已登入您的個人帳戶 

 

 

2. Go to My Account 

前往我的帳戶 

 

 

3. Meeting Summary - Go to Meeting > Meetings to review all meetings and their status 

會議概覽 - 前往我的會議>會議以查看你所有會議的狀態 

 

 

4. To Accept / Reschedule / Reject the meetings that are Pending for your acceptance 

於會議版面, 你可接受 / 更改 / 拒絕待確定的會議 

 

 



 

5. To Reschedule / Cancel Upcoming meeting or meeting that is Pending for responder’s 

acceptance 

你可以更改 / 取消即將進行的會議或正等待對方接受的會議 

 

 

 

 

  



 

6. Share meeting link - Max. 4 guests can join a meeting, including the guests from meeting 

party. 

分享會議連結 - 每場會議中最多可邀請四位賓客參加 

 

Method ONE:  

Go to Meeting > Meetings > Upcoming, chick the Share button to copy the meeting link 

方法一：  

前往我的會議 > 會議 > 即將進行, 點擊分享按鈕以複製會議連結

 

 

Method TWO:  

After joing the meeting, click the Share Meeting button to copy the meeting link. 

方法二： 

 進入會議後, 點擊分享會議連結按鈕以複製會議連結 

 

 

 

 

  



F. How to Start a Meeting and Function of Meeting Room 

如何開始線上會議及線上會議室的功能 

 

 

1. Please ensure your status is logged in 

請確認您已登入您的個人帳戶 

 

 

2. Go to My Account 

前往我的帳戶 

 

 

3. Start Meeting 

開始會議 

 

Method ONE:  

On Dashboard page, click Start Meeting button 

方法一：  

於帳戶概覽版面內點擊開始會議按鈕 

 

 

 

 

 

 



 

Method TWO:  

Go to Meeting > Meetings > Upcoming, click Start Meeting button. 

方法二： 

前往我的會議 > 會議 > 即將進行, 然後點擊開始會議按鈕 

 

 

 

 

4. Check your device’s camera and microphone connection before entering the meeting 

room 

進入線上會議室前先檢查你裝置的鏡頭及收音 

 

 

 



 

5. Function of Meeting room 

Supports mute volumn, mute microphone, turn on/off camera, share screen, participant list, 

chatroom and end meeting. 

線上會議室的功能 

支援靜音、停止收音、打開或關閉鏡頭、分享畫面、會議參加者名單, 、聊天室、以及結束會議 

 

 

6. Translating Chatroom message - Go to Chatroom and click icon 

翻譯聊天室內的訊息 – 在聊天室內點擊 圖標 

 

Select preferred language then click Submit 

挑選所需語言然後點擊遞交 

 

 

 

 



 

Click under each message for translation 

點擊每個訊息下的 圖標以翻譯訊息 

 

 

7. Notification will be popped-up on screen and Chatroom 10 mins as well as 5 mins before 

the end of a meeting. 

於會議結束前的十分鐘及五分鐘, 主畫面及聊天室內會出現提示訊息 

 

 

8. Meeting host can request to extend the meeting for another 30 mins if there are no 

upcoming meeting. 

如雙方緊接下來並無安排其他會議, 會議主持人可將會議延長三十分鐘 

 

 

9. End meeting by closing the browser or clicking “End Meeting”  

結束會議時可以直接關閉視窗或點擊 “結束會議” 

 

 


