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Change Log
Version Publication 

Date
Details of Update

Version 2.0 01 Aug 2023 1. Minor amendment to steps under Section A1.2 to A1.6, A2.1 to A2.3, A3.1, A4.1, A5.1, A5.3, A5.4, 
A5.7 and A5.8

2. Revamp of content in Section A3 and A7
3. Update of Section A5 to include BEAM Plus EB v.2.0 Portfolio Assessment (MAN & EU) 
4. Addition of Section A1.8, A3.3, A3.4, A5.9, A6.1, A7.3 and Appendix D
5. Minor updates to steps under Section A3.2, A3.3, A4.2 and A5.3

Version 1.0 18 June 2021 1. Addition of Section A7
2. Minor amendment to steps under Section A5.4, A5.5, A5.6, A5.8 and A6.1
3. Minor updates of screen capture for selective flow under Section A5
4. Renaming of overriding function to pre-approved condition function

Initial Version 13 May 2021 1. Initial publication of this document
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Preface

BEAM Society Limited (BSL)has developedthe
iBEAMassessmentautomation systemόΨƛ.9!aΩύ
to streamlinethe overall BEAMPlusassessment
process.

iBEAMprovidesa one-stop solution for usersto
submit information for BEAM Plus assessment
and retrieve technicalstandardspertainingto the
development of sustainable built environment
andcommunity.

Thisuserguideprovidesa fundamental guidance
to assistusersin navigatingthroughthe iBEAM.
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System Requirement

Desktop

CPU: IntelCorei3-3220Processoror above
RAM: 4GBor above
Harddisk: 200GBor above
Bestviewedresolution: 1280×720to 1600× 1200
OperatingSystem: MicrosoftWindows7 or above
Browser: Chromeor MicrosoftEdge(chromiumbased)
HTMLversion: HTML5
Encryption: TLS1.2
JavaScript: Enabled
Cookies: Enabled
ChineseCharacterSupport: HongKongSupplementaryCharacterSet(HKSCS-2008)
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How To Use This Guide
Overview

Forgot Password
Refer to Section 
A2.3

Tips:

Please double check 
email address and 
password before 
logging onto the 
system.

1

2

3

1 Narration describing a
certain function or step to
a process

Screen capture of a
particular feature or
function

Tips to enhancethe user
experience in using the
featureor function

2

3

ALL4

4 Where applicable, the
annotationof user groups
or assessment scheme
applicableto the process

Eachsection of this user guide
shall consist of the following
guiding notes to assist users in
understanding the different
features and functions of the
iBEAM
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How To Use This Guide
User Groups and Assessment Tools Annotation 

ALL

A&F

All User 
Groups

Administration 
and Finance

BAS

DTSS

PAS

TCS

EXP

BEAMAssessor(BAS)

ExpertPanelMembers

Technical 
Checking 
Section

Project 
Assessment 
Section

Development 
& Technical 
Secretariat 
Section

ASC ASCMembers

ALL AllAssessmentTool

Thedefinition for the annotation of usergroupsand assessmenttools are stated below.

BSLSecretariat ExpertGroup AssessmentScheme

NB 2.0
BEAMPlus
NewBuildingsv.2.0

EBP 2.0
BEAM Plus EB v.2.0 
Portfolio Assessment 
(MAN & EU)

MKT
Marketing
Section

SDD
System 
Administrator
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Disclaimer
iBEAMwasdevelopedwith the assistanceand participationof many individualsand representativesfrom variousorganisations. Theoutcomerepresentsa
generalconsensus,but unanimoussupportfrom eachandeveryorganisationandindividualconsultedis not implied. iBEAMshallbe revisedon a regularbasis
and asfrequentlyasnecessary. BSLreservesthe right to amend,updateand changeanyof the systemfunctionson iBEAMfrom time to time without prior
notice. Wherechangesin regulationsnecessitatechangesto the assessmentcriteria, they will be issuedto all partiesinvolvedin an assessmentand will be
announcedon both the .{[Ωǎwebsite and the iBEAMAssessmentAutomation System. An appropriate transitional period shall be allowed for projects
undergoingassessmentprocess.

It shouldbe noted that noneof the partiesinvolvedin the fundingof iBEAM,includingBSLand its members,provideanywarrantiesor assumeanyliability or
responsibilityto the usersof BEAM,or anythird partiesfor the accuracy,completenessor useof, or relianceon, anyinformationcontainedin iBEAM,or from
anyinjuries,losses,or damagesarisingout of suchuseor reliance.

Asa conditionof use,userscovenantnot to sue,andagreeto waiveandreleaseBSLandits membersfrom anyandall claims,demandsandcausesof actions
for anyinjuries,lossesanddamagesthat usersmaynowor hereafterhavea right to assertagainstsuchpartiesasa resultof the useof, or relianceof iBEAM.

If you have any questions on the usage of iBEAM, please contact BSL through one of the following means:

Call us at +852 3610 5700

Send enquiry using the ask iBEAM function on iBEAM at 
https://ibeam.hk

Send e-mail to 
assessment_automation@beamsociety.org.hk
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Table of ContentGeneral Functions (I)

Section A1 General Navigation

Section A2 Account Management

Section A3 Contract and Finance

Section A4 Credit Interpretation Request (CIR)

Section A5 Project Submission

Section A6 Enquiry
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Table of ContentGeneral Functions (II)

Section A7 Knowledge Database
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A1.1 Overall Site Map

A1.2 Login Page

A1.3 Navigation Bar

A1.4 Account Dashboard

Section A1General Navigation

A1.5 Project Dashboard

A1.6 Credit Summary Dashboard

Thissectionprovidesan overviewof the different functionsavailableon the iBEAM.

A1.7 e-Form

A1.8 Newsfeed
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A1.1.1   Overall Site Map

1 Login Page

Refer to Section A1.2

2Account Dashboard̂

Refer to Section A1.4

3 Project Dashboard̂

Refer to Section A1.5

^Navigation bar is shown on top of these pages. For details, please refer to Section 1.3

Continue onto 
Section A1.1.2
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A1.1.2   Overall Site Map

4 Credit Summary Dashboard^

Refer to Section A1.6

^Navigation bar is shown on top of these pages. For details, please refer to Section 1.3

Continue from 
Section A1.1.1

5 e-Form of Individual Credit^

Refer to Section A1.7
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A1.2   Login Page

Forgot Password
Refer to Section A2.3

Register New Account
Refer to Section A2.1

Login 
Information

File an Enquiry
Refer to Section A6.1

Login to iBEAM 

Access to Sample Form, 
Self-Assessment, Credit 
Library, Download Area
Refer to Section A7
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A1.3   Navigation Bar

Link to account dashboard

Link to Project List
Refer to Section A1.4.2.1 Change post

Applicable if the user holds multiple post

Edit User Profile
Refer to Section A2.4

Logout of iBEAM 

Username of the login

Knowledge Database
Refer to Section A7

System support
Applicable to certain 
system administrator

Chat Room 
Messages

Link to enquiry
Refer to Section A6
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A1.4   Account Dashboard

Newsfeed
Refer to Section A1.8

Inbox
Refer to 
Section A1.4.1

Recent 
Assessments
Refer to 
Section A1.4.2

Function 
Elements
Refer to 
Section A1.4.3
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A1.4.1.1   Inbox
Calendar View

Link to individual item 
that requires attention

List of items that require attention
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A1.4.1.2   Inbox
List View

Sorting of items that require attention 
by project stage

Sorting of items that 
ǊŜǉǳƛǊŜ ǘƘŜ ǳǎŜǊǎΩ 
actions

Delete item for information item

Link to 
individual item 
that requires 
attention
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A1.4.2   Recent Assessments

Link to Project List
Refer to Section A1.4.2.1

Link to 
individual 
project
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A1.4.2.1   Project List
Searchindividual project

View individual project
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A1.4.3   Account Function Element

Make a Credit Interpretation Request 
without a Project 
Coming Soon

Access the Sample Form
Refer to Section A7

Conduct a Self Assessment
Refer to Section A7

Access the Credit Library
Refer to Section A7

Access the Download Area
Refer to Section A7
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A1.5   Project Dashboard Navigation Element 
Refer to Section A1.5.1

Function 
Element
Refer to 
Section 
A1.5.3

Project Finance Dashboard

Project Status Element
Refer to Section A1.5.2

Project Finance Dashboard
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A1.5.1   Project Dashboard
Navigation Element

Assessment 
tool applied 
under the 
current project

FinancePortal
Refer to Section 
A3.3 and 3.4

Mouse over to proceed to the 
Credit Summary Dashboard for 
the selected assessment stage

Project Dashboard
Refer to Section A1.5

Credit Summary Dashboardfor the 
corresponding selection of assessment stage
Refer to Section A1.6

Agreement
Refer to Section 
A3.1 and 3.2
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A1.5.2.1   Project Dashboard
Project Status Element ӛProject Registration Tab

Project Fact Sheet

Access Agreement Portal
Refer to Section A3.1 and 3.2

Access Finance Portal
Refer to Section A3.3 and 3.4
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A1.5.2.2   Project Dashboard
Project Status Element ӛAssessment Tab (Credit Summary NOT YET Created)

Create Credit Summary

Project Status Bar
Refer to Section A1.6.1
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A1.5.2.3   Project Dashboard
Project Status Element ӛAssessment Tab (Credit Summary Created)

Credit Summary Dashboard
Refer to Section A1.6

Download Assessment Report
Available upon the issuance of result

Project Status Bar
Refer to Section A1.6.1
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A1.5.3   Project Dashboard
Function Element

Manage ProjectMember
Refer to Section A5.3

Review information in the 
project fact sheet
Refer to Section A5.2

Download BEAM Plus certificate
Coming Soon

Make a Credit 
Interpretation Request
Refer to Section A4.2
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A1.6   Credit Summary Dashboard

Generate 
pre-Assessment 
Summary

Project Status 
Bar
Refer to 
Section A1.6.1

Credit 
Summary 
Setting
Refer to 
Section A1.6.3

Function 
Element
Refer to 
Section A1.6.4

Rating Summary
Refer to Section A1.6.2

Submit Project 
Assessment

Expansion of Credit Menu
Refer to Section A1.6.5
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A1.6.1   Credit Summary Dashboard
Project Status Bar

Submission in Preparation 
for assessment

Submission being checked 
for Technical Readiness

Submission being Assessed by BAS and 
Reviewed by Expert Panel

Submission has been Assessed
and is ready for certification
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A1.6.2.1   Credit Summary Dashboard
Rating Summary 

Summary of 
credit scoring for 
the submission
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A1.6.2.2   Credit Summary Dashboard
Rating Summary 

Summary of credits 
applicability, 
anticipation and 
achievement for 
the submission
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A1.6.3.1   Credit Summary Dashboard
Credit Summary Setting ӛGeneral Information

List of 
pre-Assessment Summary
Refer to Section A1.6.3.2.1

Navigation to general 
information and 
different Aspects

Rating Details
Refer to Section A1.6.2

Save information and 
proceedinputting 
information in Aspects

Target rating and score 
attempted based on 
current credit selection

Save
information

Input plane 
for general 
project 
information
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A1.6.3.2   Credit Summary Dashboard
Credit Summary Setting ӛIndividual Aspect

Download
Credit History 
of Credit Summary 

Selection of Credit Scoring
Enable after selecting the credit attempt

Selection of 
Credit Attempt

Navigation to general 
information and 
different Aspects

Saveinformation in the 
current Aspect

Save information in 
the current Aspect 
and proceed
inputting information 
in the next Aspect

Selection of CreditCompliance Path
Applicable for credits with multiple compliance path



Copyright © 2023 BEAM Society Limited. All Rights Reserved. 33

A1.6.3.2.1   Credit Summary Dashboard
Credit Summary Setting ӛIndividual Aspect

Download
pre-Assessment 
Summary

Listof pre-Assessment 
Summary generated
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A1.6.4   Credit Summary Dashboard
Function Element

Download Assessment 
Report
Refer to Section A5.9.4

Download BEAM Plus certificate
Coming Soon

Download 
Acknowledgement Letter
Refer to Section A5.9.2

Proceed with Re-assessment
Refer to Section A5.9.19
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A1.6.5   Credit Summary Dashboard
Expansion of Credit Menu

Access e-Form of 
Individual Credit
Refer to Section A1.7

Collapse 
Credit Menu

Credits with CIR Applied

Credits Attempted 
(calculated based on the total 
selection of attempted credits in 
the Credit Summary setting)

Credits Anticipated
(calculated based on the 
total number of credits 
complying with the 
documentary readiness
check in the e-Form)

Credits ready for Submission 



Copyright © 2023 BEAM Society Limited. All Rights Reserved. 36

A1.7   e-Form

1 Selection of Form

Refer to Section 1.7.1

2 e-Form of Individual Credit

Refer to Section 1.7.2

Tips:

Please refer to Appendix C 
for the calculation logic of 
relevant e-form.
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A1.7.1   Selection of e-Form

This dialogue box will pop up if the credit contains multiple versions of e-Form

Form being applied 
to the credit

Access the 
corresponding 
version of the form
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A1.7.2   e-Form of Individual Credit

1 Credit Bar

Refer to Section A1.7.2.1

2 Form Content

Refer to Section A1.7.2.2

3 Documentary 

Readiness
Refer to Section A1.7.2.3

4 Additional 

Information
Refer to Section A1.7.2.4

Eachof the e-Formis divided into four sectionsasshownbelow.
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A1.7.2.1   e-Form of Individual Credit
Credit Bar

Credit Applicable as per the setting 
in the Credit Summary Dashboard 
in Section A1.6

Credit Attempted as per the setting 
in the Credit Summary Dashboard 
in Section A1.6

Credit Anticipated based on 
the Documentary Readiness
in Section A1.7.2.3
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A1.7.2.2   e-Form of Individual Credit
Form Content

Switch before Main Form
and Appendix Form

Content Elements
Refer to 
Section A1.7.2.2.1
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CFile Upload with Excel Template

A1.7.2.2.1   e-Form of Individual Credit
Form Content ӛContent Elements

A Required Field B Optional Field

D File Upload ςDetails Refer to 1.7.2.2.1.1

Text Area
Asteriskindicating 
the field is required 

TextArea

Excel Template for in-depth 
data disclosure

Upload excel template 
onto the system

File designation Asterisk(if available) 
indicating the excel 
template is required 
for the assessment

Upload file onto 
the system

Choose file from Folio

File 
designation

Asterisk(if available) 
indicating the file is 
required for the 
assessment
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A1.7.2.2.2   e-Form of Individual Credit
Form Content ӛContent Elements

ESelection Box with Multiple Selections FSelection Box with Single Selection

Selectionof option 

Features enabled after 
selecting the option

Deselectionof option 

Unselected options

Selectedoption 
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A1.7.2.2.3   e-Form of Individual Credit
Form Content ӛContent Elements

G Input Table

Required Field

Remove rows without 
any data entry

Add additional row for 
data entry

Remove 
Current Row
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A1.7.2.2.1.1   e-Form of Individual Credit
Form Content ӛContent Elements (File Upload) 

Choose Files to Upload Remove the File

Start Uploading File(s)

Tips:

iBEAM allows multiple 
files to be uploaded to a 
submission in a single 
instance.

A Add file
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A1.7.2.2.1.2   e-Form of Individual Credit
Form Content ӛContent Elements (File Upload) 

Submitto confirm 
the selection of 
files

Sorting by File 
Name

Selection of Files

Sorting by 
Versioning

B Add from Folio

Tips:

iBEAM allows multiple 
files to be added into the 
submission in a single 
instance.
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A1.7.2.3   e-Form of Individual Credit
Documentary Readiness

Credit Anticipated
(PR / Scoring / PR* / Scoring* / 0)

Pre-approved 
Condition Function
used for overriding 
the documentary 
readiness check

Tips:

* will be indicated next to the scoring if the pre-
approved condition function is enabled.
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A1.7.2.4   e-Form of Individual Credit
Additional Information

Optional field for typing up 
explanations to justify the 
compliance of the credit

Uploading of Supporting 
document to support the 
compliance of the credit
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A1.8.1   Newsfeed
Latest News

See All News

View Individual News
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A1.8.2   Newsfeed
News Portal

Search 
Individual News

Sorting of News Display

View 
Individual News
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Section A2Account Management

A2.1 Create Account

A2.3 Forgot Password

Thissectionlaysdown the proceduresin managingthe accountsand userprofile on the iBEAM.

A2.4 User Profile Management

A2.2 Log In

A2.5 Log Out
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A2.1.1   Create Account

Step 1:
Click No account? Register 
now! at the Login Page
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A2.1.2   Create Account
Step 2: 
Type the E-mail Address

Step 4: 
Click Sign Up

Tips:

Please read the Terms 
of User, Disclaimer
and Privacy Policy 
before proceeding 
with the registration.

Step 5: 
Click OKto proceed

Step 3:
Click the Checkbox to confirm that 
you agree to abide our Terms Of Use,
Disclaimer, End User License 
Agreement andPrivacy Policy

Register
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A2.1.3   Create Account

Step 5: 
Notification will be sent to the 
e-mail specified under Step 2

Tips:

The registration notification may 
be filtered out by email spam 
filter. Please check the junk 
folder if the registration 
notification does not appear in 
the inbox. Additionally, please 
ensure that 
ibeam@beamsociety.org.hkis 
added as a safe sender in the 
email setting.

Step 6: 
Click the iBEAM Login Link 
to proceed to the login page
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A2.1.4   Create Account

Step 7: 
Type the E-mail Addressand 
Passwordgiven in the account 
activation notification at the 
login page, and click the 
checkbox for login agreement 
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A2.1.5   Create Account
Step 8: 
Input the account information into 
the User Profile

Step 9: 
Click Saveto save the information

Step 10: 
Click Redirect to Loginto complete 
the registration and go back to the 
login page
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A2.2   Log In

Step 1: 
Type the E-mail 
Addressand 
Passwordat the 
login page

Step 3:
Click Login

Step 2:
Click the Checkbox to confirm that 
you agree to abide our Terms Of Use,
Disclaimer, End User License 
Agreement andPrivacy Policy
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A2.3.1   Forgot Password

Step 1:
Click Forgot Password? 
on the login page

Step 2:
9ƴǘŜǊ ǘƘŜ ŀŎŎƻǳƴǘΩǎ 
E-mail Address

Step 3:
Click Submit
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A2.3.2   Forgot Password
Step 4:
Click OK to confirm the sending of 
the password reset e-mail to the 
designated e-mail account address

Step 5:
Check e-mail for a reset password message. 
Click the Reset Passwordlink to reset password

Tips:

The reset password notification may be filtered out by email spam filter. 
Please check the junk folder if the reset password notification does not 
appear in the inbox within 5 minutesof executing the forgot password 
function. Additionally, please ensure that ibeam@beamsociety.org.hk
is added as a safe sender in the email setting.
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A2.3.3   Forgot Password

Step 6:
Input the New Password

Step 7:
Click Submit

Step 8:
Click OK to confirm the 
password amendment
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A2.3.4  Forgot Password

Step 9:
Go to the login page and 
use the new password to 
log in to iBEAM

Step 11:
Click Login

Step 10:
Click the Checkbox to confirm that 
you agree to abide our Terms Of Use,
Disclaimer, End User License 
Agreement andPrivacy Policy
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A2.4   User Profile Management

Step 1: On the Navigation Bar, mouse over Username

Step 2: Click User Profile

Step 3a (Optional):
Change the Default User Postfor the account 
(Applicable if the user holds multiple post)

Step 3b (Optional): 
Change the Usernamedisplayed on the navigator bar

Step 3c (Optional): 
Change the Password for the account

Step 4: Type in the Current Password

Step 5: Click Saveto save the 
changes made to the user profile

Step 3d (Optional): 
Change the Personal Particular for the account
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A2.5   Log Out

Step 1: On the Navigation Bar, 
mouse over Username

Step 2: Click Logout
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Section A3Contract and Finance

A3.1 Download Agreement

A3.2 Upload Signed Agreement

A3.3 Invoice and Payment

Thissectionprovidesguidancein settling contract and financial issueson the iBEAM.

A3.4 Download Receipt
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A3.1.1   Download Agreement

Step 2: 
Click Agreements

Step 1: 
Click the Project Registrationtab under the project status element
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A3.1.2   Download Agreement

Step 3: 
Click the File Nameof the corresponding 
agreement to download the agreement
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A3.2.1   Upload Signed Agreement

Step 2: 
Click Agreements

Step 1: 
Click the Project Registrationtab under the project status element
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A3.2.2   Upload Signed Agreement

Step 3: 
Click > to prepare the 
uploading of the 
signed agreement
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A3.2.3   Upload Signed Agreement

Step 6: 
Click Add File to upload the signed agreement

Step 4: 
Input the Acceptance Dateof the 
agreement

Step 7: 
Click Submitto submit the signed 
ŀƎǊŜŜƳŜƴǘ ŦƻǊ .{[Ωǎ ǊŜǾƛŜǿ ƻǊ ǎŀǾŜ ǘƘŜ 
changes to the uploaded agreement 
for future editing

Step 5: 
Select the Statusof the updated 
agreement
(Acceptedfor accepting the offered 
agreement and sending the agreement 
to BSL for review / Draft for saving the 
agreement for future editing)
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A3.2.4   Upload Signed Agreement

Step 8: 
Once the agreement 
has been accepted by 
iBEAM, the reply status 
for the corresponding 
agreement will change 
to Accepted
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A3.3.1   Invoice and Payment

Step 2: 
Click Finance

Step 1: 
Click Project Registrationtab under the project status element
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A3.3.2   Invoice and Payment

Step 4: 
Click Add Payment to add the payment 
details for the corresponding invoice

Step 3: 
Click the File Nameof the corresponding 
invoice to download the invoice
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A3.3.3   Invoice and Payment

Step 5: 
Upload the Proof of Payment(e.g. scanned e-cheque, 
payment records, etc.)to demonstrate that the 
invoice has been settled

Step 6a: 
Click Submitto post the payment 
ŦƻǊ .{[Ωǎ ǊŜǾƛŜǿ

Step 6b (Optional): 
Click Save as Draftto save the 
invoice for further internal editing
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A3.3.4   Invoice and Payment

Step 7a (Optional): 
In the finance panel, click > to validate
the uploaded proof of payment
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A3.3.5   Invoice and Payment

Step 8a (Optional): 
Confirm the uploaded proof of payment

Step 9a (Optional): 
Close the dialogue box
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A3.4.1   Download Receipt

Step 2: 
Click Finance

Step 1: 
Click Project Registrationtab under the project status element
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A3.4.2   Download Receipt

Step 3: 
Click > to view the payment details
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A3.4.3   Download Receipt

Step 4: 
Click the File Name to download the 
receipt corresponding to the invoice

Step 5:
Close the dialogue box



Copyright © 2023 BEAM Society Limited. All Rights Reserved. 78

A4.2 Filing a CIR under a Specific Project

A4.1 CIR Dashboard

Section A4Credit Interpretation Request (CIR)

A4.3 Rejection of CIR

A4.4 Processing of CIR

A4.5 Applying a CIR onto a Specific Project

Thissectionlaysdown the stepsandproceduresin preparinga CIRon the iBEAM.
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A4.1   CIR Dashboard

File a new CIR
Edit the content of the CIR (Applicable if Draft is shown under the Status)
/ View the content of the CIR

Statusof the CIR
(Draft / Submitted / Replied / Rejected)

Delete the CIR form
(Applicable if Draft is shown under the Status)

Statusof the Payment
(Unpaid / Paid)
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A4.2.1   Filing a CIR under a Specific Project

Step 1:
In the project 
dashboard, click 
CIRin the 
function element
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A4.2.2   Filing a CIR under a Specific Project

Step 2:
Click + to file a new CIR
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A4.2.3   Filing a CIR under a Specific Project

Step 3:
Complete the required field under 
the !ǇǇƭƛŎŀƴǘΩǎ /ƻƴǘŀŎǘκ .ƛƭƭƛƴƎ 
Information section

Tips:

Please countercheck the 
information under the 
General Information section 
of the CIR form to ensure 
that the CIR is filing under 
the appropriate project.



Copyright © 2023 BEAM Society Limited. All Rights Reserved. 83

A4.2.4   Filing a CIR under a Specific Project

Step 5:
Select the 
Credit Head 
or Subhead

Step 7 (Optional): 
Add attachment files to support the CIR

Step 6:
Provide Descriptionof the CIR

Step 8 (Optional): 
Click + to add 
additional CIR 
question

Step 4:
Select the Performance 
Categories
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A4.2.5   Filing a CIR under a Specific Project

Step 10a (Optional): 
Click Save Draftto edit the CIR later

Step 10b:
Click Submitto submit 
ǘƘŜ /Lw ŦƻǊ .{[Ωǎ ǊŜǾƛŜǿ
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A4.2.6   Filing a CIR under a Specific Project

(a) After clicking the Saved Draft under Step 9a, Savedshould be displayed on top of general information.

(b) After clicking the Submit under Step 9b, a warning dialogue box will pop up.

Step 10:
Click Submitto confirm the 
ǎǳōƳƛǎǎƛƻƴ ƻŦ /Lw ŦƻǊ .{[Ωǎ ǊŜǾƛŜǿ

Upon confirmation of the CIR submission, Submittedshould 
be displayed on top of general information.
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A4.3.1   Rejection of CIR

Step 1:
Check Status. A Rejectedstatus 
will be shown Step 2:

View the corresponding form

Rejected
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A4.3.2   Rejection of CIR

Step 3:
Scroll down to the bottom of the form. 
Reason for the rejectionwill be stated 
for review
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A4.4.1   Processing of CIR

Step 2:
Check Payment Status. An 
Unpaidpayment status will be 
shown reminding Applicant to 
settle the payment to the CIR

Step 1:
Check the associated CIR form 
number.
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A4.4.2   Processing of CIR

Step 3:
Click Overviewin the 
Navigation Element and 
proceed to Project Dashboard
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A4.4.3   Processing of CIR

Step 4:
Look for the invoice
appliable to the 
corresponding CIR 
number under the 
Project Finance 
Dashboard. Click the 
corresponding invoice 
and download
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A4.4.4   Processing of CIR

Step 5:
Once the CIR invoice has been settled, 
a status of Paidwill be shown under 
the Payment Status. The invoice for 
the CIR has been successfully settled

Step 6:
View the corresponding 
CIR form



Copyright © 2023 BEAM Society Limited. All Rights Reserved. 92

A4.4.5   Processing of CIR

Step 7:
The corresponding 
answerwill be displayed 
under the CIR question 
section of the CIR form
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A4.5.1   Applying a CIR onto a Specific Project

Step 1:
In the Project 
Dashboard, click 
Credit Assessment
under the Project 
Status element
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A4.5.2   Applying a CIR onto a Specific Project

Step 2:
Click the CIRto access the CIR  
information for the applicable credits

Tips:

The CIR will be displayed only 
to those credits that have 
applied for a CIR.
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A4.5.3   Applying a CIR onto a Specific Project

Step 3 (Optional): 
Select the CIR form

Tips:

The Select CIR form dialogue 
box will only be shown if the 
project has more than 1 CIR 
response issued.
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A4.5.4   Applying a CIR onto a Specific Project

Step 4:
The CIR information pertaining to the project and the 
corresponding credit will be displayed. The application of the 
CIR onto a specific project has been completed
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Section A5Project Submission

A5.1 Process Flow Overview

Thissectionlaysdown the stepsandproceduresin preparinga project submissionon the iBEAM.

A5.2 Validating Project Information

A5.3 Project Member Management

A5.6 Reply to BAS Comments

A5.5 Reply to Technical Checking

A5.4 Pre-Submission

A5.7 Acceptance on Post TRC Comments

A5.8 Reply to Post TRC Comments

A5.9 Acceptance of Result
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A5.1   Process Flow Overview
Click the booklet below to access the process flow for the corresponding assessment tool:

Portfolio Assessment 
(MAN & EU)
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A5.1.1a   Process Flow Overview
BEAM Plus NB v.2.0

Reply to 
Technical 
Checking
(Optional)

Section A5.5

Reply to BAS 
Comments

Refer to 
Section A5.6

Pre-Submission
Refer to 

Section A5.4

File CIR
(Optional)
Refer to 

Section A4

Validate 
Project 

Information
Refer to 

Section A5.2

Settle Contract 
& Finance
Refer to 

Section A3

Project 
Member 

Management
Refer to 

Section A5.3

Continue onto 
Section 

A5.1.1.2 (a)

Continue from 
Section 

A5.1.1.2 (b)

NB 2.0



Copyright © 2023 BEAM Society Limited. All Rights Reserved. 100

A5.1.1b   Process Flow Overview
BEAM Plus NB v.2.0

Reply to Post 
TRC Comments

Refer to 
Section A5.8

Acceptance on 
Assessment 

Result
Refer to 

Section A5.9
Result Send to 

HKGBC for 
Certification

Yes

Acceptance on 
Post TRC 

Comments
Refer to 

Section A5.7

Continue from 
Section 

A5.1.1.1 (a) Continue onto 
Section C1.12

Yes

No

NB 2.0

Continue onto 
Section C1.11

No, 
Review Application

No, First Appeal Application 

Continue onto 
Section 

A1.1.1 (b)

No, 
Re-Assessment
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A5.1.2a   Process Flow Overview
BEAM Plus EB v.2.0 Portfolio Assessment (MAN & EU)

Reply to 
Technical 
Checking
(Optional)

Section A5.5

Reply to BAS 
Comments

Refer to 
Section A5.6

Pre-Submission
Refer to 

Section A5.4

File CIR
(Optional)
Refer to 

Section A4

Validate 
Project 

Information
Refer to 

Section A5.2

Settle Contract 
& Finance
Refer to 

Section A3

Project 
Member 

Management
Refer to 

Section A5.3

Continue onto 
Section 

A5.1.1.2 (a)

Continue from 
Section 

A5.1.1.2 (b)

EBP 2.0
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A5.1.2b   Process Flow Overview
BEAM Plus EB v.2.0 Portfolio Assessment (MAN & EU)

EBP 2.0

Reply to Post 
TRC Comments

Refer to 
Section A5.8

Acceptance on 
Assessment 

Result
Refer to 

Section A5.9
Result Send to 

HKGBC for 
Certification

Yes

Acceptance on 
Post TRC 

Comments
Refer to 

Section A5.7

Continue from 
Section 

A5.1.1.1 (a) Continue onto 
Section C1.12

Yes

No

Continue onto 
Section C1.11

No, 
Review Application

No, First Appeal Application 

Continue onto 
Section 

A1.1.1 (b)

No, 
Re-Assessment
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A5.2.1   Validate Project Information

Step 1: 
Click Project Fact Sheet 
under the Project Status Element 
of the Project Dashboard

ALL



Copyright © 2023 BEAM Society Limited. All Rights Reserved. 104

A5.2.2   Validate Project Information

Step 2: 
Confirm/Amend the 
Assessment Scheme

ALL

Step 3:
Confirm/Amend the 
Project Information

Tips:

If the project was previously 
registered with HKGBC, data items 
under this project fact sheet 
should be identical to those 
specified during HKGBC Project 
Registration. If there are certain 
data items that require immediate 
attention, please update this 
project fact sheet and contact 
HKGBC to ensure the updated data 
is synchronised across all 
platforms.
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A5.2.3   Validate Project Information

Step 4:
Indicate whether the project has 
Multiple Provisional Assessment, 
OP Phasingor Final Assessment

ALL
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A5.2.4   Validate Project Information

Step 5: Click + to add an 
assessment

Step 6: Indicate the 
Phasing of the 
assessment
(N/A if the project has 
ONLY a Single Phase)

Step 7 (Applicable to PA): 
Indicate the Stageof the 
assessment
(N/A for Single Stage 
Assessment, 1 for 1st 
Stage of 2-Stage 
Assessment, 2 for 2nd 
Stage of 2-Stage 
Assessment) 

Step 8: Indicate the 
Tentative Submission 
Time

Step 10: Click ṉto 
confirm the additional 
of assessment

Step 9 (Applicable to 
multi-phasing 
assessment): Select 
whether the 
assessment is the Last 
PA (LPA) or Last FA 
(LFA)

ALL
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A5.2.5   Validating Project Information

Step 11: 
Confirm/Amend the 
Building Work Details

ALL
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A5.2.6   Validate Project Information

Step 12: Expand the 
information table

Step 13: Select the Targeted Rating for the assessment
(Pre-requisite / Bronze / Silver / Gold / Platinum)

Step 14: Input the Construction Floor Area for the 
assessment Step 15: After confirming/amending all 

information in this information table, click Save

ALL
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A5.2.7   Validate Project Information

Step 16: Confirm/amend the 
involved parties for the assessment

ALL
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A5.2.8   Validate Project Information

Step 17: Select the 
Assessment Fee 
Concession for NGO 
for the assessment

Step 18: Validate 
the preliminary 
Assessment Fee

Tips:

The assessment fee 
stated in this page are 
estimated based on the 
information input into 
the project fact sheet. 
The actual assessment 
fee for the project will 
be stated in the invoices 
issued by BSL.

ALL
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A5.2.9   Validate Project Information

Step 19: Confirm all conditions to 
the Project Acknowledgement

Step 20: Click Submit to 
complete validating the 
information on the Project 
Fact Sheet

ALL
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A5.2.10   Validate Project Information

Step 21: New Tabs will be shown under the 
Project Status Element of the Project Dashboard 
to demonstrate the number of assessments 
committed by the Applicant

Tips:

1. For better identifications, the following naming scheme will be displayed on the tab.
a. Normal PA: PA| b. Normal FA: FA | c. Multiple Phase PA: #P PA, so if the assessment is the 1st 
Phase of a multiple PA, tab will display 1P PA | d. Two-StagePA: #S PA, so if the assessment is the 1st 
Stage PA, tab will display 1S PA | e. Two-Stage PA of a Multiple PA: #S #P PA, so if the assessment is 
the 1st Stage of the 1st Phase of a Multiple PA , tab will display 1S 1P PA | f. Multiple Phase FA: #P FA, 
so if the assessment is the1st Phase of a multiple FA, tab will display 1P FA

2. Upon validating the project information, the project fact sheet will be LOCKEDfor the 
processing of assessment agreement and invoice.

ALL
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A5.3.1   Project Member Management
ALL

Step 2: Click Project Member in 
the Function Element

Step 1: Access the Project Dashboard
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A5.3.2   Project Member Management

Step 3: Select the Project Group
Please refer to Appendix Dfor the authority of each project group 

ALL
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A5.3.3   Project Member Management

Step 4: Click + to add Project 
Member to the Project 
Group

(a) Adduser(s) to Project Member

ALL
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A5.3.4   Project Member Management

Step 5a: Indicate theUser 
Post Email Address

(a) Adduser(s) to Project Member

ALL

Step 6: Click Submit to 
complete editing the 
Project Member

Step 5b: Indicate theUser 
Post Name
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A5.3.5   Project Member Management

Step 7: A project invitation 
notification will be sent to the 
e-mail stated in Step 5a

Step 8: Click 
Accept 
Invitation in 
the notification

Tips:

1. The project invitation notification may be 
filtered out by email spam filter. Please check 
the junk folder if the project invitation 
notification does not appear in the inbox. 
Additionally, please ensure that 
ibeam@beamsociety.org.hkis added as a 
safe sender in the email setting.

2. If your account has multiple post. Please 
ensure that you select the same post as 
indicated in the project invitation notification 
before clicking the Accept Invitationbutton. 
The post can be selected on the right-hand 
side of the Navigation Bar. 

ALL
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A5.3.6   Project Member Management

Step 9: The browser will be directed to the iBEAM login 
page. Loginto iBEAM with the e-mail stated in Step 5a

Step 10: Click OK to 
confirm joining the project

Step 11: Click OK to acknowledge 
joining the project

ALL
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A5.3.7   Project Member Management

Step 5c: 
Click       to remove the 
corresponding user 
from the Project Group

Step 5d:
Click ṉto confirm 
removing the User Post 
from the Project Group

(b) Removeuser(s) from Project Group

ALL
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A5.4.1   Pre-Submission

Step 1: Click an Assessment Tab

Step 2: Click Initial Credit 
Summary to create a new Credit 
Summary for the assessment

ALL
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A5.4.2   Pre-Submission

Step 4: Provide the 
schedule of area, including 
the Building Type, Type of 
Areaand Ventilation 
Mode/System

Step 3: The General 
Information page will 
show up. Provide the 
Project Description

NB 2.0
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A5.4.3   Pre-Submission

Step 5: Upload the Project 
Programme

NB 2.0
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A5.4.4   Pre-Submission

Step 6: Provide the Key Milestones

NB 2.0
































































































































































































































