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1. SUMMARY OF OPERATION PROCEDURES 

1.1 Register For RMWMS Account 

1.1.1 Online Registration 

To use RMWMS services, applicants must first register an account. 

Step # Step Detail & Screen 
1. Go to the RMWMS website: https://rmwms.bd.gov.hk and click “Create Account”. 

2. Fill in the online application form and complete the CAPTCHA verification. 

3. Carefully read the “Notes for Online User Registration”, “Applicant’s Declaration”, and 
“Terms & Conditions”, then check the boxes to confirm. 
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4. After confirming that all information is correct, click the “Submit” button. 
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5. The page redirects to the email verification screen. A one‑time password (OTP) is sent to 
the registered email address. The OTP expires after 5 minutes. 

6. If you do not receive the OTP, click the “Resend” button to request a new one. 
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7. Enter the OTP to complete verification. Once verified, your registration is successful. 
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1.2 Access RMWMS 

1.2.1 Standard Login 

Step # Step Detail & Screen 
1. Go to the RMWMS website: https://rmwms.bd.gov.hk and enter your 

registered “User Name” and “Password”, then click “Login”. 

2. The page redirects to the email verification screen. A one‑time password (OTP) 
is sent to the registered email address. The OTP expires after 5 minutes. 

3. If you do not receive the OTP, click the “Resend” button to request a new one. 

4. For first‑time login, the system prompts you to bind your account with iAM 
Smart as an optional login method. Click “Continue with iAM Smart” to 
proceed with the binding process, or click “Skip” to bypass it and go directly to 
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the Home Page. 

5. If you choose to bind with iAM Smart, the system redirects to the iAM Smart 
page and displays a QR code. 
There are two scenarios for login with iAM Smart: 

 Scenario 1: Login with different devices 
(For example, using one device to browse RMWMS and another device 

 Scenario 2: Login with the same device 
(For example, using the same device to browse RMWMS and run the 
iAM Smart mobile application.) 

with the iAM Smart mobile application installed.) 
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6. Use the iAM Smart mobile application to scan the QR code for authentication. 

7. Upon successful binding, the system automatically redirects you to the Home 
Page. 
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1.2.2 Login with iAM Smart 

There are two scenarios for login with iAM Smart. 

Scenarios 1: Login with different devices (i.e. different devices for browsing RMWMS and 
that with the iAM Smart mobile application installed) 

Scenarios 2: Login with same devices (i.e. same devices for browsing RMWMS and that 
with the iAM Smart mobile application installed) 

Scenarios 3: Login with same devices (i.e. direct login through iAM Smart mobile 
application) 

For Scenario 1 / 2: 

Step # Step Detail & Screen 
1. Go to the RMWMS website: https://rmwms.bd.gov.hk and click the “Login with 

iAM Smart” button. 

2. If you choose to bind with iAM Smart, the system will redirect to the iAM Smart 
page and display a QR code. 

 Scenario 1 (different devices) 

 Scenario 2 (same devices) 
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3. Use the iAM Smart mobile application to scan the QR code for authentication. 

4. Login success, the system will automatically redirect you to the Home Page. 
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For Scenario 3: 

Step # Step Detail & Screen 
1. Go to the first page of the iAM Smart application and tap the Search button. 

2. Enter “Registration and Minor Works Management System” in the search field. 
The search is case‑insensitive. When the result is displayed, select it to proceed. 
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3. Login success, the system will automatically redirect you to the Home Page. 
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1.3 Home Page 

1.3.1 Homepage Navigation and Overview 

Registration and Minor Works Management System 

 Header 
 Quick Action Buttons 
 Submit Summary 
 Footer 

On all pages of the electronic system, the top-level menu and footer will always be displayed, 
enabling users to access other functions at any time during their use of the electronic system. 
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1.3.2 Header 

The header menu includes the following functions: 

No. Function Name Description Relevant Section 
1. Buildings 

Department Logo 
Links to the Buildings Department 
website (www.bd.gov.hk). 

Not applicable 

2. Registration and 
Minor Works 
Management System 
Logo 

Returns to the homepage Not applicable 

3. Notifications System message notifications Notifications 
4. Settings Users may modify their password or 

view/update account information 
here 

Settings 

5. Text Size Link instructing users to alter text 
size 

Text Size 

6. Language Users may select display language: 
English, Traditional Chinese, 
Simplified Chinese 

Switch Language 

7. Login Name and 
User Role 

Displays user name and current role Switch roles 

8. Logout Log out of the system Not applicable 
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1.3.3 Notifications 

Display information from the Registration and Minor Works Management System, including 
notification messages and certification notices. 

Step # Step Detail & Screen 
1. Click “Notifications” in the top-level menu. The top-right corner of the 

notification displays the current number of unread items. 

2. The notice displays all information from the Registration and Minor Works 
Management System. 

3. Click on the information entry on the left to view the specific details on the 
right. 
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4. Click the pagination to view more information. 

5. Click “All” to view all information. 

6. Click “Unread” to view all unread messages. 
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1.3.4 Text Size 

Step # Step Detail & Screen 
1. Click “Text Size” in the top-level menu. 

2. Open a new browser tab to navigate to：GovHK: How to Change Text Size on 
GovHK 
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1.3.5 Switch Language 

Step # Step Detail & Screen 
1. Click “EN” in the top-level menu. 

2. Open the language dropdown menu and select the desired option: EN, Simplified 
Chinese, or Traditional Chinese. 
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1.3.6 Settings 

1.3.6.1 Change Password 

Step # Step Detail & Screen 
1. 

2. 

Click “Settings” in the top-level menu. 

Click “Account & Security”. 

3. Enter new password and confirm password. Click “Save” to alter your password. 
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1.3.6.2 Bind your iAM Smart 

Step # Step Detail & Screen 
1. Click “Settings” in the top-level menu. 

2. Click “Link your iAM Smart”. 

3. Redirect to the iAM Smart page. 

4. Log in with iAM Smart : 
a) Please open iAM Smart App in your mobile 
b) Tap the scan button in iAM Smart App 
c) Scan the QR Code 
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1.3.6.3 Update Registration Certificate Number 

Step # Step Detail & Screen 
1. Click “Settings” in the top-level menu. 

2. Click “Cert. No.”. 

3. Enter the registration certificate number and identity document number and click 
the “Save” button. 

4. When updating the registration certificate number fails, the following message is 
displayed: 
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1.3.6.4 Delete a Registration Certificate Number 

Step # Step Detail & Screen 
1. Click “Settings” in the top-level menu. 

2. Click “Cert. No.”. 

3. Click the “delete” button to remove the registration certificate number. 

4. Click “Save”. Update registration certificate number. 
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1.3.6.5 Add a Registration Certificate Number 

Step # Step Detail & Screen 
1. Click “Settings” in the top-level menu. 

2. Click “Cert. No.”. 

3. Click Add to insert a new row for the registration certificate number. Enter the 
registration certificate number, click “Save” to successfully save the update. 

4. Click “Remove Identity”, enter your password, then click “Confirm” to remove the 
identity proof. 
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1.3.6.6 Delete Account 

Step # Step Detail & Screen 
1. 

2. 

Click “Settings” in the top-level menu. 

Click “Delete Account”. 

3. Read the important information carefully. After confirming the deletion, click “Delete 
Account”. Enter your password and click “Confirm”. This action permanently 
deactivates the account. 
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1.3.7 Switch Roles 

Step # Step Detail & Screen 
1. 

2. 

Under the top-level menu, locate the “Login Name and User Role” section under the 
user's name. 

Select User Role to display the complete list of roles within the current account. Choose 
the role to switch to. 

3. After completing the selection, the current role switches to the chosen role. 
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1.3.8 Quick Button 

The Quick Button incorporates three core functions, providing users with a rapid method for 
submitting application forms. 

No. 
1. 

2. 

Function Name 
Minor Works 

Signboards 
Validation 

Description 
Specified forms to submit 
applications for minor works. 
Specified forms on the inspection, 
certification and alteration / 
strengthening works of unauthorized 
signboards. 

Relevant Section 
Minor Works 

Signboards Validation 

3. Registrations Specified forms to submit 
application for registrations. 

Registrations 

1.3.9 Footer 

The footer at the bottom of the electronic system page contains quick links to the following 
categories: 
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No. Function Name Description Relevant Section 
1. Important Notices Terms and Conditions of the 

Registration and Minor Works 
Management System 

Important Notices 

2. FAQ System Requirements and Other 
Technical Aspects of the Registration 
and Minor Works Management 
System 

FAQ 

3. Privacy Policy Privacy Policy of the Registration 
and Minor Works Management 
System 

Privacy Policy 

4. User Manual User Manual for the Registration and 
Minor Works Management System 

User Manual 

5. Contact Us Contact Information, Telephone 
Numbers and Email Addresses for 
the Registration and Minor Works 
Management System 

Contact Us 

6. Terms & Conditions Terms and Conditions of the 
Registration and Minor Works 
Management System 

Terms & Conditions 
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1.3.9.1 Important Notices 

Step # Step Detail & Screen 
1. Click “Important Notice” in the footer. 

2. Click “Home” to return to the system homepage. 
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1.3.9.2 FAQ 

Step # Step Detail & Screen 
1. Click “Frequently Asked Questions” in the footer. 

2. Click “Home” to return to the system homepage. 
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1.3.9.3 Privacy Policy 

Step # Step Detail & Screen 
1. Click “Privacy Policy” in the footer. 

2. Click “Home” to return to the system homepage. 
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1.3.9.4 User Manual 

Step # Step Detail & Screen 
1. Click “User Manual” in the footer. 

2. Close the browser tab to return to the system. 

37 



       
         

   

   

      
        

 
 

             

 
 

 

  

Registration and Minor Works Management System 
of the Buildings Department User Procedure Manual 

1.3.9.5 Contact Us 

Step # Step Detail & Screen 
1. Click “Contact Us” in the footer. 

2. Click to close the pop‑up window and continue accessing other content. 
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1.3.9.6 Terms & Conditions 

Step # Step Detail & Screen 
3. Click “Terms & Conditions” in the footer. 

4. Click “Home” to return to the system homepage. 
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1.4 Common Functions 

1.4.1 Map Function 

1.4.1.1 Basic Map Function 

 Magnify: 
a) Double-click on the map area 
b) Mouse wheel scrolls forward 
c) Click the “+” in the toolbar in the upper left corner 

 Shrink: 
a) Mouse wheel scrolls backwards 
b) Click the “-” on the toolbar in the upper left corner 

 Translate: 
a) Hold down the left mouse button and drag to pan up, down, left and right 
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1.4.1.2 Mark a Location on Map 

 Confirm that the target building or street has been zoomed in sufficiently to be identified. 
 Move the mouse to the entrance or main entrance of the building where the project is 

located. 
 Click the left mouse button once. The system immediately performs the following 

actions: 
a) Drops a red pin at the selected location, and the area becomes highlighted with 

a yellow fill layer. 
b) Reverse‑resolves the address and automatically fills in the form on the right: 

 Region: “Hong Kong / Kowloon / New Territories” is automatically 
checked. 

 District: Automatically generated to match the District Council district 
(e.g., Ho Man Tin). 

 Street/Township: Automatically generated (e.g., Nathan Road). 
 Street Number: Automatically generated (e.g., 60). 
 Buildings/Housing Estates: Automatically generated (e.g., Chung Man 

House). 
 Floor, Unit/Room: Must be filled in manually due to map resource 

limitations. 
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1.4.2 Digital Signing 

1.4.2.1 Add a Signature 

Step # Step Detail & Screen 
1. 

2. 

Click “Signature” to perform the signing function, then select the preferred signing 
method. 

Upload the digital signature file and select the P12 certificate. 

3. Enter the PIN and click “OK.” 
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4. The signing is complete, and the system displays the digital signer’s name and signing 
date. 
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1.4.2.2 Delete a Signature 

Step # Step Detail & Screen 
1.  Click the “Delete Signature” button. 

o Prompt: This action will modify the file, and you will need to re‑sign all 
signature locations. Do you want to continue? 

 Confirm: Proceed to delete the signature operation. 
 Cancel: Abort the deletion and retain the existing signature. 

2. After deleting a signature, you can re‑sign or instantly sign/assign a new signature. 
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1.4.2.3 Instant Sign/Assign Signature 

Step # Step Detail & Screen 
1. 

2. 

Click “Instant Sign/Assign Signature.” 

 On‑the‑spot signing: Select one of the following options — Upload Digital 
Signature File, Digital Signature Code, or iAM Smart Signature. 

 Assign another person to sign: Enter the email address of the person to be 
assigned 

3. If the assignee’s email address is invalid or does not exist, the system displays the 
prompt “Assign someone else to sign failed”. 
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4.  Cancel : To cancel the operation. 
 Confirm: To unassign the person for signature. 
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1.4.3 E-Payment 

1.4.3.1 Pay by Faster Payment System (FPS) 

Step # Step Detail & Screen 
1. 

2. 

Click “Pay and Submit”. 

Select “FPS” as the payment method and click “Pay Now”. 

3.  Use the bank’s mobile app or an e‑wallet device that supports FPS QR code to 
scan or import the following FPS QR code from your mobile photo album to make 
payment. 
Note: The QR code remains valid for 2 minutes. Complete the payment 
within this time limit. 
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 Click “Cancel” to cancel the payment. 
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1.5 Application for Minor Works 

Specified forms to submit applications for minor works. 

1.5.1 Select an Application Form 

Step # Step Detail & Screen 
1. 

2. 

Click “Minor Works” in the Quick Launch bar. 

Browse and select the required minor works application form within the Minor Works 
section of the table. Note the form number and contents. 

3. Select the “Minor Works” table type from the dropdown menu to quickly filter tables 
categorised as small‑scale projects. 
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4. After confirming the form number and content, click the “Apply” button to submit the 
application for the currently selected minor works form. 
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1.5.2 MW01- Notice of Commencement of Class I Minor Works 

Step # Step Detail & Screen 
1. 

2. 

Click “Minor Works”. 

Click the “Apply” button next to “MW01 Notice of Commencement of Class I Minor 
Works”. 

3. Read the precautions carefully, enter the verification code, and click “Next”. 

51 



       
         

   

 
 

                 
 

 
 

             

 

Registration and Minor Works Management System 
of the Buildings Department User Procedure Manual 

4. The “Level I Minor Works Commencement Notice” contains a total of 6 steps to be 
completed. 

5. The darkened color in the step bar indicates the current step. 
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6. Mark the location on the electronic map to obtain the address of the small project. Click 
on the map with the mouse, and the system automatically displays the required location 
information for the “location or address of the small project to be carried out.” 

For details of map functions, refer to the sections Basic Map Function and Mark a 
Location on Map. 

7. Click “Save” to save as draft. 
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8.  Click “Next” to proceed to the next step of the form. 
 If the system displays an error, resolve the listed issues before continuing. 
 Locate the incorrect entry based on the error prompt, correct it, and then proceed 

to the next step. 

9. Fill in all mandatory information for each step in sequence. If required fields are not 
completed, the form cannot proceed to the next step or be submitted. 
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10.  Fill in the correct “Certificate of Registration Number” in the form. The system 
automatically matches the corresponding “Prescribed Registered Contractor 
Name.” 

 The “Certificate of Registration Number” of the Authorized Person is 
automatically obtained from the currently logged‑in user and filled into the form. 

 The Chinese and English names, along with the registration expiry date, are 
automatically generated based on the registration certificate number. 
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11.  Enter the correct registration certificate number of the prescribed registered 
contractor. 

 The Chinese and English names, along with the registration expiry date, are 
automatically generated based on the registration certificate number. 
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12.  The name of the authorized signatory is automatically generated based on the 
registration certificate number. 

 Select the name of the authorized signatory from the list. 

13. Fill in all required information in the form and click “Next” The system then generates 
an information confirmation page. 
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14. Click “Edit” to return to the table and modify the information. 

15. Sign the submission forms. 

For details of signing functions, refer to the section Digital Signing. 
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16. Preview the PDF after all signatures are complete. 

17. The PDF preview is completed in the next step. 

18. Submit the list of required materials (marked with *): 
 PR1- Attached photographs of the works (mandatory) 
 PR2/PR3 - Attached drawings (A3 size) (either one must be submitted) 
 Other supporting information (optional) 
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19. The “Submit” button is enabled when all mandatory items are included. 

 Confirm: To submit the information list operation 
 Cancel: To cancel the submission action 

20.  The submission number is displayed after the form is successfully submitted. 
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 Click the “Copy” button to copy the commit number. 

 Click “Download in ZIP format” to download form materials. 
 Enter the password. This encrypts the compressed file and submits it for 

download. 

 Click “Print” to print the current page. 
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Note: Please keep your submission number for future reference. Download and save 
it because you will not be able to download it again after three months. 

 Click “Download all submitted documents” to download all the documents. 
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1.6 Application for Signboard Validation 

Specified forms on the inspection, certification and alteration / strengthening works of 
unauthorized signboards. 

1.6.1 Select an Application Form 

Step # Step Detail & Screen 
1. Click “Signboard Validation” in the Quick Launch bar. 

2. Browse and select the required minor works application form within the Signboards 
Validation section of the table. Note the form number and contents. 
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1.6.2 SC01- Notice of Inspection & Certification of Unauthorised Signboard and 
Commencement of Alteration/Strengthening Works - Class I Minor Works 

Step # Step Detail & Screen 
1. 

2. 

Click “Signboard Validation” in the Quick Launch bar. 

Click “Apply” button next to SC01 Form. 

3. Read the precautions carefully, enter the verification code, and click “Next.” 
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4. The “Notice of Inspection and Certification of Unauthorised Signboards and 
Commencement of Alteration/Consolidation Works - The Notification of 
Commencement of Class I Minor Works” contains a total of 6 steps to be completed. 

5. The darkened color in the step bar indicates the current step. 
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6. Mark the location on the electronic map to obtain the address of the small project. Click 
on the map with the mouse, and the system automatically displays the required location 
information for the “location or address of the small project to be carried out.” 

For details of map functions, refer to the sections Basic Map Function and Mark a 
Location on Map. 

7. Click “Save” to save as draft. 

66 



       
         

   

 

 
 

              
             
               

    

 
 

Registration and Minor Works Management System 
of the Buildings Department User Procedure Manual 

8.  Click “Next” to proceed to the next step of the form. 
 If the system displays an error, resolve the listed issues before continuing. 
 Locate the incorrect entry based on the error prompt, correct it, and then proceed 

to the next step. 

67 



       
         

   

 
 

                 
            

 
 

                
       

 

 
 

Registration and Minor Works Management System 
of the Buildings Department User Procedure Manual 

9. Fill in all mandatory information for each step in sequence. If required fields are not 
completed, the form cannot proceed to the next step or be submitted. 

10.  Fill in the correct “Certificate of Registration Number” in the form. The system 
automatically matches the corresponding “Prescribed Registered Contractor 
Name.” 
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 The “Certificate of Registration Number” of the Authorized Person is 
automatically obtained from the currently logged‑in user and filled into the form. 

 The Chinese and English names, along with the registration expiry date, are 
automatically generated based on the registration certificate number. 

11.  Enter the correct registration certificate number. 
 The Chinese and English names, along with the registration expiry date, are 

automatically generated based on the registration certificate number. 

 Enter the registration certificate number of the correct registered contractor 
 The name of the authorized signatory will automatically generate the expiry date 

of registration based on the certificate of registration number 
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12. Fill in all required information in the form and click “Next.” The system then generates 
an information confirmation page. 

13. Click “Edit” to return to the table and modify the information. 

14. Sign the submission forms. 

For details of signing functions, refer to the section Digital Signing. 
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15. Preview the PDF after all signatures are complete. 

16. Submit the list of required materials (marked with *): 
 PR1- Attached photographs of the works (mandatory) 
 PR2/PR3 - Attached drawings (A3 size) (either one must be submitted) 
 Appendix C (APP-155/PNRC-75) 
 Other supporting information (optional) 
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17. The “Submit” button is enabled when all mandatory items are included. 

 Confirm: To submit the information list operation 
 Cancel: To cancel the submission action 

18.  The submission number is displayed after the form is successfully submitted. 
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 Click the “Copy” button to copy the commit number. 

 Click “Download in ZIP format” to download form materials. 
 Enter the password. This encrypts the compressed file and submits it for 

download. 

 Click “Print” to print the current page. 
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Note: Please keep your submission number for future reference. Download and save 
it because you will not be able to download it again after three months. 

 Click “Download all submitted documents” to download all the documents. 
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1.7 Application for Registrations 

Specified forms to submit application for registrations. 

1.7.1 Select an Application Form 

Step # Step Detail & Screen 
1. Click “Registrations” in the Quick Launch bar. 

2. Browse and select the required application form within the Registrations section of the 
table. Note the form number and contents. 
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1.7.2 BA2- Application for Registration as a General Building Contractor / Specialist 
Contractor 

Step # Step Detail & Screen 
1. Click “Registrations” in the Quick Launch bar. 

2. Select “General Building Contractor of Specialist Contractor”. 

3. Click “Apply” button next to “BA2 Application for Registration as a General Building 
Contractor / Specialist Contractor”. 

4. Read the precautions carefully, enter the verification code, and click “Next”. 
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5. The “Application for Registration as a General Building Contractor / Specialist 
Contractor” contains one step to be completed. 

6. The darkened color in the step bar indicates the current step. 
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7. Click “Save” to save as draft. 

8.  Click “Next” to proceed to the next step of the form. 
 If the system displays an error, resolve the listed issues before continuing. 
 Locate the incorrect entry based on the error prompt, correct it, and then proceed 

to the next step. 
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9. Click “Add Row” to add a new record if necessary. 
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10. Fill in all required information in the form and click “Next.” The system then generates 
a payment confirmation page. 

11. Check the receivables and expense descriptions and expense details. Select a payment 
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method and fill in the payment information. 

12. Click “Next”. The system then generates an information confirmation page. 

13. Click “Edit” to return to the table and modify the information. 
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14. Sign the submission forms. 

For details of signing functions, refer to the section Digital Signing. 

15. Preview the PDF after all signatures are complete. 

16. The PDF preview is completed in the next step. 
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17. Submit the list of required materials (marked with *): 
 RR2, RR3 and RR4 forms (mandatory) 
 Supporting Documents (mandatory) 
 Other supporting information (optional) 
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18. The “Pay and Submit” button is enabled when all mandatory items are included. 
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Make the payment online. 

For details of e-payment functions, refer to the section E-Payment. 

19. 

20.  The submission number is displayed after the form is successfully submitted. 

 Click the “Copy” button to copy the commit number. 

 Click “Download in ZIP format” to download form materials. 
 Enter the password. This encrypts the compressed file and submits it for 

download. 
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 Click “Print” to print the current page. 

Note: Please keep your submission number for future reference. Download and save 
it because you will not be able to download it again after three months. 

 Click “Download all submitted documents” to download all the documents. 
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1.8 Submission Summary 

Display all user submissions summarised at the centre of the electronic system. 
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1.8.1 Submission Summary Function 

The section displays the current status of minor works–related applications. It shows the 
“Submission Reference Number,” “Submission Type,” “Submission Date,” “Submission 
Status,” and “Submission Mode” for all applications. 

Step # Step Detail & Screen 
1.  Enter the submission reference number in the Submission Summary search box, 

then click “Search”. 
 Click “Clear” to clear all filters and reset the search results to their default state. 
 Click any column header to sort the data. Click the header again to toggle 

between ascending (⬆) and descending (⬇) order. 

2.  Click Delete to remove the selected draft record. 

 Click Confirm to finalize the deletion. 
 Click Cancel to discard the request and return to the previous screen. 
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3. To view more records, click the page tabs located at the bottom of the screen. 

4. Select an option from the Records per page drop-down to adjust the view to 10, 20, 50, 
or 100 items. 
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