


   
 

   
 

Normal Form for UGC-funded full-time UG, PGDE, HD 

(ECE) and SF UG Students 

 

 

To access the iHostel system, students must login the single-sign-on services with 

valid network account and password. 

 

 
 

 

 

 

The ‘View Application History’ page will be launched after login successfully.  

Students can take any eligible actions afterwards.  
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# Description 

1 To display current login user name and student number 

2 To indicate the current term 

3 To toggle for showing all application or not 

4 To display the list of application forms 

5 To submit a new application during the designated application period 

6 To show the eligible actions per application 

 

 

 

To submit a new application 

# Execution Steps 

1  Please click the [Apply Now] button placed in the top right corner if applicable. 

 

2 The ‘Acknowledgement’ page will be shown. Please read carefully and then click 

the [Agree] button to continue. If you click the [Disagree and Exit] button, you 

will cancel the application and go back to the ‘View Application History’ page.  
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3 After you clicked the [Agree] button, your personal particulars will be displayed. 

 

4 The check box will be only appeared on the student has 1 voucher, it means the 

student will use their voucher to apply the hall if the checkbox is checked.  

 

5 If the checkbox is changed, there will have alert message. (The message can be 

changed by text maintenance) 

If choose yes, the checkbox will be changed and the hall performance will be clear 

(see step 12). 

If choose no, the checkbox will remain unchanged. 
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6 In Part I, it serves for calculating hall points and composes of Sections A to F.  

7 Please read the guidelines and instructions stated in Section A carefully and prepare 

the address proofs before continue. 

 

(IMPORTANT: Submission of address proofs during the application period 

will be compulsory for all applicants from 2021-22 onwards.) 

 

 

Please check your home address transferred from the Banner System and update 

it, if applicable. 
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Update your home address, if applicable 

If you wish to update your current home address, please check the corresponding 

box and then input the new address in the ‘Home Address’ box.  Make sure the 

address inputted is the same as that printed on the address proof you submitted.  

 

 

A reminder will be prompted to notify you that the new address will not be 

automatically transferred to the Banner System.  Then, click the [Confirm] button 

to continue the application. 

 

If you untick the checkbox of updated home address, a message will be prompted 

to confirm for restoring the home address transferred from the Banner System.   

 Click the [Yes] button to confirm that you will use the Banner home address 

and continue the application.  

 Click the [No] button to confirm that you will use the newly inputted home 

address and continue the application. 

 

Please read carefully the guidelines for the requirements of address proofs and 

the samples provided on the iHostel Application Form. 

 

If you are a local student, before uploading the address proof, please indicate the 
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type of the utility bill and the addressee of the utility bill you will submit.  

 

 
 

If you select Option (ii), Option (iii) or Option (iv), you should indicate whether 

the relationship proof is submitted with the utility bill. 

 

Please double check if you have uploaded a valid and appropriate utility bill, along 

with the relationship proof (if deemed necessary) in your application form. If yes, 

click the appropriate option after checking. 

 

 
If you select Option (iv), you should also indicate the type of supporting document 

that you will submit.   
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Please refer to the samples/template of the required address proofs for each type of 

address proofs on the iHostel Application Form. You can also find the 

samples/template on the Hall Management Section’s website. 

 

Then, you are required to upload a SINGLE-FILE of ALL address document 

proofs with max. 5MB by clicking the [Upload Address Proof] button. The only 

allowable file format is PDF.  (For local & non-local student) 

 

Local student’s view 

 
Non-local student’s view 

Please refer to the sample of the required address proof for non-local students on 

the iHostel Application Form before uploading your address proof.  
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After uploading the address proof, select the corresponding address code and 

location of your home residence as compulsory.  

 
8 In Section B, if you are a local student, please select the type of living quarters in 

the dropdown list.  

 

 

For non-local students, you are not required to take any actions for Section B. 

Starting from 2022/23, this section is not applicable to non-local students. 

 

9 In Section C, you can view your valid activity records transferred from ELAT, if 

any. Up to 18 records are allowable to be shown and 3 records of non-ELAT 

activities are allowable to input manually if applicable.  

 

You can view the full names of the preloaded programme activities by moving 

the mouse cursor over the corresponding items. 

 

If there is vacancy, you can input a new activity record by clicking the [Add 

Item] button. Please select/fill in the organization code, programme activities and 

date as mandatory.  
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After completion of your input, please remember to click the [Save] button to 

save your self-inputted record.  

 

After 3 records are inputted manually, the [Add Item] button will be hidden 

automatically. 

    

Please click the [ ] button if you wish to erase the self-inputted item. 

 

10 In Section D, the data for your university representation and leadership role 

records, if any, will be provided by data reporting units before the application 

period and shown on the iHostel Application Form automatically. The maximum 

point is capped at 30 points from 4 positions in this Section. The Student Affairs 

Office will NOT be responsible for any missing records or errors in the data 

submitted by the reporting units. Data submitted after the specified timeline for a 

specific round of hall application will NOT be considered in that round of hall 

application. 
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11 In Section E, you can view your record which is checked and prefilled by the 

system. 

 

12 In Section F, you can view the valid achievement records, if any, from ELAT. Up 

to 10 records will be shown, and 2 records can be inputted manually if needed for 

normal achievement.  

 

If there is a vacancy, you can input a new record by clicking the [Add Award / 

Prize / Scholarship] button.  Please select/fill the achievement code (F-0001), 

description and obtained date as mandatory.   

 
 

After the completion of your input, you are required to upload a SINGLE-FILE 

of the document proofs by clicking the [Attachment] button. The only allowable 

file format is pdf and its maximum size is 5MB. 

 

Please click the [Save] button to save your self-inputted record.  
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After 2 records are inputted manually, the [Add Award / Prize / Scholarship] 

button will be hidden automatically. 

 

Please click the [ ] button to erase your self-inputted item. 

 

Apart from the Award / Prize / Scholarship records transferred from ELAT or by 

manually inputted, there are another two types of achievement records. 

 

The Academic performance: The indication will be checked and prefilled 

automatically by the system if your GPA in the latest Semester is 2.50 to 2.99, 3.00 

to 3.39, or 3.40 or above.  

 
 

The Athlete of Hong Kong Team: By default, the indication is “No”. If you have 

served as the athlete of the Hong Kong Team over the past 12 months at the time 

of application, you may then select “Yes” and upload a valid supporting document 

here. 
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You are required to upload a SINGLE-FILE of ALL supporting documents with 

max. 5MB by clicking the [Upload Address Proof] button. The only allowable 

file formats is pdf.  

13 You may find the summary of the fulfillment of Hall Life Education (HLE) 

requirement in the last residential year and the total deducted hall point (if any) 

here. 

 

A deduction of a maximum of 8 hall points (for semester offer) or 16 hall points 

(for whole-year or 2-semester offer) will be applied to student-residents who 

failed to fulfill the Hall Life Education (HLE) requirements in the last residential 

semester / year. 

 
14 In Part II, you can prioritize the preferred hall choices by drag and pull. 
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15 Please select whether you wish to you have any preferred type of roommate. 

 

16 In Part III, please fill in additional information for applying hall residence if 

needed.  

 

17 In Part IV, please fill in the emergency contact information. 

 

18 If you are eligible for applying early check-in, the below part will be shown to 

choose. 
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The early check-in application is optional. You can apply if necessary. 

 

Starting from 2024/25, the application can only be applied on a fixed period 

basis, with three different options available. Applicants who have been approved 

for early check-in offers can check-in at any time during office hours within the 

designated period corresponding to the selected option. 

 

If applicant’s check-in beyond the approved check-in period, additional lodging 

fee for the whole designated period will be charged. 

19 In Part V, please read and click the [I accept the terms and conditions above] 

option to consent the declaration notice before submission.  

 

20 You can view the tentative hall points by clicking the [View Hall Point] icon being 

positioned in the bottom right corner. Please note that the hall point is tentative 

which may be adjusted after verification of the submitted data.  

 
 

Please move the mouse cursor over the tentative score for section breakdown. 
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21 Please click the [Submit Application] button to submit your completed form. 

Otherwise, to cancel the submission by clicking the [Back] button, and no record 

will be saved.  

 

22 Once the application is submitted successfully, it takes you back to the ‘View 

Application History’ page and the status will be updated as ‘Submitted’. 

 

 

 

To view / modify / withdraw a submitted application 

# Execution Steps 

1 Please click the [View/Modify/Withdraw Application] button to view your 

submitted application.  You can make modifications and withdraw your submitted 

application, if applicable, within the designated application period.  

 

Once you have withdrawn your application, or the application period is closed, you 

cannot make any modification but can view the application by clicking the [View 

Application] button. 

 

2 You may modify your application data, if applicable, with similar steps 3 to 17 as 

aforementioned table in Section 4.1.  After modifying the data, please click the 

[Modify Application] button to confirm your modifications. 

The status on the ‘View Application History’ page will be updated as ‘Modified’. 
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Only the latest submission will be processed. 

3 If you wish to withdraw the application, please click the [Withdraw Application] 

button to confirm your withdrawal.  

 

The status on the ‘View Application History’ page will be updated as 

‘Withdrawn’. 

 

4 If you wish to keep a record, please click the [Print Application] button to 

print/save a printable copy in PDF format. 

 

Once clicking it, a reminding message will be prompted to ensure any changes be 

saved before printing. 

 

5 If you click the [Back] button, your modification will not be saved and you will 

return to the ‘View Application History’ page.  

 

 

 

To respond / view your conditional offer (for successful applicants) 

# Execution Steps 

1 Please click the [View Conditional Offer] button on the ‘View Application 

History’ page to respond or browse the conditional offer. 
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2 Please read the offer details on the ‘View Offer’ page carefully and determine 

whether to accept or decline it with 3 available buttons present.  

 

 [Accept conditional offer] button for accepting the conditional offer 

 [Decline the offer & cancel application] button for declining the 

conditional offer and withdraw the application 

 [Decline the offer & put back to waiting list] button for declining the 

conditional offer and putting the application back into the waiting list for 

next around of hall place allocation, subject to the availability of hall 

places. 

 

 

 If you click the [Accept conditional offer] button, the reminder for 1st 

installment of hall fee will be prompted as below.   
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Please click the [OK] button to confirm your acceptance of the conditional offer.  

You can also go to the Banner system to check e-Billing account for the details of 

1st installment hall fee. 

4 Once the conditional offer is accepted successfully, it takes you back to the ‘View 

Application History’ page and the status will be updated as ‘Accepted conditional 

offer’. 

 
 

The updated status will also be shown in the bottom of the ‘View Offer’ page. 
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