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Intellectual Property Rights Notice  

©2025 by the Government of the Hong Kong Special Administrative Region

1. Unless otherwise indicated, all content in this publication, including but not limited to all texts, graphics, drawings, diagrams, 

photographs, compilation of data or other materials (“the Works”) is subject to intellectual property rights protection.  The 

intellectual property rights in such Works are either owned by the Government of the Hong Kong Special Administrative 

Region (“the Government”) or licensed to the Government by the intellectual property rights owner(s) of the Works.  

2. Where the Government is the owner of the intellectual property rights in a Work, a registered user may reproduce a Work for 

personal or internal reference within a registered healthcare provider for the purpose of any development, implementation 

or operation of systems in support of the eHR Sharing System. 

3. The Government reserves the right to withdraw any permission given in clause 2 above at any time without any prior notice 

to you.

4. Prior written consent of the Government is required if you intend to reproduce or otherwise use the Work in any way or for 

any purpose other than that permitted in clause 2 above.  Requests for permission should be addressed to the eHealth 

Record Office of the Health Bureau at 19/F, East Wing, Central Government Offices, 2 Tim Mei Avenue, Tamar, Hong Kong.

5. For the avoidance of doubt, the permission in clause 2 above does not extend to intellectual property rights which do not 

belong to the Government.  Permission should be obtained from the relevant third party intellectual property rights owners 

in respect of reproduction or otherwise use of their Works.

Disclaimer 

1. This document is compiled by the Government, and eHR Project Management Office (“eHR PMO”) of the Hospital Authority 

which is the technical agency for the eHR Sharing System.

2. The information provided in this document is for reference or general information only. 

3. While the Government endeavors to ensure the accuracy of the information in this document, no express or implied warranty is 

given by the Government as to the accuracy of the information.  The Government will NOT be liable for any errors in, omissions 

from, or misstatements or misrepresentations (whether express or implied) concerning any such information, and will not have or 

accept any liability, obligation or responsibility whatsoever for any loss, destruction or damage (including without limitation 

consequential loss, destruction or damage) however arising from or in respect of any use or misuse of or reliance on the 

information in this document or inability to use it.

4. This document may contain materials contributed by other parties over whom, and in respect of which, the Government may have 

no influence.  Provision of, or assistance in providing, materials contributed by third parties in this document gives rise to no 

statement, representation or warranty, express or implied, that the Government agrees or does not disagree with the contents of 

any such materials and the Government will not have or accept any liability, obligation or responsibility whatsoever for any loss, 

destruction or damage (including without limitation consequential loss, destruction or damage) however arising from or in respect 

of any use or misuse of or reliance on the contents of any such materials or inability to use any of them.

5. The Government is not responsible for any loss or damage whatsoever arising out of or in connection with any information in this 

document.  The Government reserves the right to omit, suspend or edit all information compiled by the Government at any time 

in its absolute discretion without giving any reason or prior notice. Users are responsible for making their own assessment of all 

information contained in this document and are advised to verify such information by making reference, for example, to original 

publications and obtaining independent advice before acting upon it.

6. This Disclaimer has been translated into Chinese. If there is any inconsistency or ambiguity between the English version and the 

Chinese version, the English version shall prevail.

7. This Disclaimer may be revised and/or amended from time to time by the Government without prior notice to you.
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Introduction 

1. Introduction
The PDCC IT Module which rides on eHealth platform is designated for the operation for 
Primary Dental Co-care Pilot Scheme for Adolescents. This manual aims to facilitate the 
provision of clinical services by healthcare professionals to the participants, which includes 
clinical documentation, attendance register, clinical record sharing and reimbursement 
submission. 

This user guide outlines the detailed information of the PDCC IT Module for Healthcare Service 
Providers. The general operation and expected outcomes of each function will be illustrated 
step-by-step in this user manual. It should be read together with the PDCC Operation Manual 
For Private Dentists which provides an overview and operational information on the 
programme. 
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2. Definitions and Conventions

PDCC

Full name: Primary Dental Co-care Pilot Scheme for Adolescents

eHealth

Full name: Electronic Health Record Sharing System 

 

HCP 

Full name: Healthcare Provider 

 

HSL 

Full name: Healthcare Service Location 

 

PCD 

Full name: Primary Care Directory 

 

PO 

Full name: Programme Office  

 

SDM 

Full name: Substitute Decision Maker
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3. Participant Journey 
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4. How to Login to PDCC IT Module? 

a. 

Double-click  icon on desktop to open 
eHealth login page.

 

b. 
Input eHealth user name. Click  

c. 
Input password. Click  

d. 
A One-Time Password will be sent to the 

Healthcare Service Provider’s registered  

mobile phone.

e. 
Input the One-Time Password. Click   

 

PDCC Healthcare Service Providers are required to join eHealth and install a licensed 

software package “Encapsulated Linkage Security Application (ELSA) /eHR Secure Connect 

(eSC)” to access PDCC IT Module. An      icon will appear on the desktop after installation 

of the software package. 

eHRSS: Your One-Time 
Password is PHY2-
123456. 
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f. 
After login to the eHealth+ Portal,  

click [eHealth Services] under “eHealth+”. 

 

g. 
Select function. 



 Primary Dental Co-care Pilot Scheme for Adolescents (PDCC)  

 

P.13 

User Manual for Primary Dental Co-care Pilot Scheme for Adolescents IT Module [G176] 

Prepared by Project Team, IT & HI, HA <Restricted> 

 

5. Participant Enrolment
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5. Participant Enrolment 

5.1 How to verify eligibility before enrolling a 
participant?
Eligibility Checking is an optional step that allows users to verify a participant’s eligibility for PDCC 
participation. Users may proceed directly to enrolment and bypass this step, as the initial stage of 
the enrolment process also includes an eligibility checking component. 

a. 
Click [Participant Enrolment] under “Participant”.  

 

b. 
Select Dental Public-Private Partnership Programme. 

Click [Check eligibility] for Primary Dental Co-care 

Pilot Scheme for Adolescents (PDCC). 
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Eligible

Entitled person for Online Checking System for Subsidised 

Public Healthcare Services (OCSSS)

Aged 13-17

Never enrolled in PDCC
 

Participant is eligible to join PDCC. 

 
 

Outstanding Prerequisites Not yet registered in eHealth 

 

No sharing consent given to your organisation  
 

Participant has outstanding prerequisites. 
Please go through corresponding enrolment 
documents with participant before 
proceeding subsequent enrolment steps. 

 
 

NOT eligible 

Not entitled person for Online Checking System for  

Subsidised Public Healthcare Services (OCSSS) 

Age < 13 or ≥ 18 years old 

Already enrolled in PDCC 
 

Participant is NOT eligible to 

join PDCC.

Status of corresponding 

enrolment prerequisites 

completion.

Eligibility criteria for 

joining PDCC. 
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c.  
There are 2 methods for system checking on basic eligibility criteria, whether Applicant has joined eHealth and 

given sharing consent to the corresponding HCP. Select [Method 1 - Smart ID] or [Method 2 – Input Document 

Information]. 

Remark: If the client’s HKIC symbol has “C” or “U”, residential status eligibility will be checked through OCSSS. 

Method 1 

Smart ID 

Method 2 

Input Document 

Information 
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A. Method 1: Smart ID

i.  
Select the “HKIC Symbol” and “Sex”. 

ii.  
Ask participant to insert the Smart HKIC into the 
card reader.

iii. 
Click [Step 2 Insert HKID Card] icon.  

iv. 
Reading Smart HKIC in progress.  

v. 
Return the Smart HKIC to participant.

vi. 
Click [Check] to proceed.  
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B. Method 2: Input Document Information 

i.  
Choose an appropriate document type from the drop-down list of “Document Type” (default as [Hong Kong 

Identity Card]) and input information shown on Identity document accordingly.

Sample of inputting HKIC                     Sample of inputting Exemption Certificate

ii.  
Click [Check] to proceed. 
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d.  
Provided that 4 criteria are fulfilled in Eligibility Check, this participant will be eligible to join PDCC. If the 

participant has registered eHealth with Sharing Consent given to required parties, the Prerequisite would have 

marked as done with ✔.  

 

Eligibility Check List, Prerequisite are marked as ✔ 

For details of three eligibility checking results, please refer to Eligibility Checking - Points to Note.

e. 
Click [Close] to go back to programme selection.
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C. Points to Note

There are three eligibility checking results.

Eligible for enrolment  

with prerequisite 

Participant is eligible to join PDCC.

Eligible for enrolment  

with missing prerequisite 

Participant is eligible to join PDCC with outstanding prerequisites. 

The participant has to go through corresponding enrolment 

documents for subsequent PDCC enrolment steps.

NOT eligible for enrolment  This participant is not eligible to join PDCC.  
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5.2 How to enrol participants?

Step 1: Participant Information and Eligibility Checking

Login by Dentist/ Clinical Administrator 

a.  
Click [Start enrolment].  

b.  
Click [Yes] to proceed enrolment steps after reading 

the reminder. 

c. 
There are 2 methods to retrieve participant’s 

information for enrolment. Select Method 1 or 

Method 2 to confirm the informed consent to 

enrolment. Click [Next].  

 

For details of eligibility checking, please refer to Eligibility Checking – Points to Note.
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d. 
Click [Next] to proceed to next step. 
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Step 2: eHealth Registration

For a minor aged under 16 / participants aged 16 or above but mentally incapacitated of giving consent 

as defined by the Mental Health Ordinance (Cap. 136), a Substitute Decision Maker (SDM) is required 

to act on their behalf for eHealth registration and giving sharing consent to HCP. 

On the other hand, those aged 16 or above and competent to give consent can register for eHealth and 

give sharing consent independently. 

For participants aged under 16 or incapable of giving consent: 

Scenario 1A Scenario 1B Scenario 1C 

eHealth 
Registration

Sharing Consent

to HCP

Workflow
Express Registration by SDM 

(Please refer to Step 2.1) 

Express Registration 

by SDM 

Directly proceed to 

Programme Consent

For participants at the age of or above 16 and mentally competent: 

Scenario 2A Scenario 2B Scenario 2C

 
eHealth 

Registration

Sharing Consent

to HCP

Workflow Express Registration
Express Registration 

(Please refer to Step 2.2) 

Directly proceed to 

Programme Consent
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Step 2.1 How to enrol <16-year-old participants by Substitute Decision Maker for 
eHealth Registration?

eHealth Registration [!]   |    Sharing Consent [!] 

a.  
[Consent to be given by Substitute Decision Maker (SDM)] is selected by default.

Select Communication Language and enter Mobile Contact No.. 

The substitute decision maker (SDM), on behalf of the participant, will complete the eHealth 
registration and grant indefinite consent to the chosen healthcare provider. For more 
information about SDM, please visit eHealth.gov.hk. 
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b.  
Input SDM’s personal information. 

c.  
After disclaimer for eHealth registration and building Sharing Consent to HCP checked, click [Next].

d.  
Click [Yes] for confirmation.
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e.  
eHealth Registration and Sharing Consent are successfully built. Click [Next].

f.  
Notification will be sent through SMS to mobile device with a pre-registered number after the whole 

enrolment process completed. 

 
Sample 1 eHealth Registration with sharing consent built 

 

 

 
Sample 2 eHealth sharing consent to HCP 

eHRSS: Substitute Decision Maker (SDM) has 
successfully registered the participant in eHRSS on 
his/her behalf. Access Key xxxxxxxx is used to manage 
sharing consent to registered healthcare providers.  

As an eligible SDM of the participant, SDM 
accompanied him/her in making this application and 
had regard to his/her best interests. SDM has read 
and understood the Participant Information Notice 
and confirmed that the participant requires an SDM. 
Details: eHRSS website. Effective: 23Jan2025. eHealth 
App is also available now. Please download at 
app.ehealth.gov.hk. Enquiry: 34676300 (eHR No.: 
xxxx-xxxx-xxxx) 

醫健通：代決人為參與者成功登記醫健通，可使

用授權號碼 xxxxxxxx為其處理與醫護機構的互通

同意。 

作為參與者合資格的代決人為其提交此申請時，

是陪同該參與者並顧及其最佳利益，亦已參閱及

明白「參與者須知」並確認需要代決人。詳情：

醫健通網頁。生效日期：2025年 03月 04 日。此

外，醫健通 eHealth手機程式現已推出，請即上 

app.ehealth.gov.hk 下載。查詢：34676300〈醫健

通號碼：xxxx-xxxx-xxxx〉 

eHRSS: At the Substitute Decision Maker's 
(SDM) request, participant's indefinite sharing 
consent is given to VHC4 HOSPITAL 22222222. 

As an eligible SDM of the participant, SDM 
accompanied him/her in making this 
application and had regard to his/her best 
interests. SDM has read and understood the 
Participant Information Notice and confirmed 
that the participant requires an SDM. Details: 
eHRSS website. Effective: 23Jan2025. Enquiry: 
34676300 (eHR No.: xxxx-xxxx-xxxx) 

 
醫健通：已按代決人指示為參與者給予虛

擬醫院無限期的互通同意。

作為參與者合資格的代決人為其提交此申

請時，是陪同該參與者並顧及其最佳利

益，亦已參閱及明白「參與者須知」並確

認需要代決人。詳情：醫健通網頁。生效

日期：2025年 03月 04日。查詢：

34676300〈醫健通號碼：xxxx-xxxx-xxxx〉
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Step 2.2 How to enrol ≥16-year-old participants who has registered eHealth but 
without sharing consent to HCP? 

eHealth Registration [!] | Sharing Consent [!]

a.  
[Consent to be given by patient] is selected by 

default. 

The Communication Language, Mobile Contact No. 

and Communication Means are retrieved from 

eHealth Profile. Click [Next] when disclaimer of 

building Sharing Consent to HCP checked. 

 

b. 
Click [Yes] for confirmation of giving indefinite 

Sharing Consent. 

 

 c. 
Notifications will be sent to the participant.  

➜ Please refer to Step 2.1 (f) 

eHealth Registration has been registered without valid Sharing Consent.  
An indefinite Sharing Consent will be built to the HCP that the participant attends. 
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Step 3: Programme

a.  
Select [Assigned Dentist].  

 

b.  
If the parent/ legal guardian who gives programme consent is the same as the SDM who 

registers eHealth and gives sharing consent on behalf of the participant in the previous step. 

i. 
Check [Parent/legal guardian is the same 

as in the previous step. (eHealth SDM 

Express Registration)] , and then check 

the disclaimers for enrolment to PDCC. 

 

 
 
 
 

 

 

ii. 
Select parent/ legal guardian’s 

relationship with the participant, and 

click [Next] after disclaimer for 

programme consent checked
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c.  
If the parent/ legal guardian who gives programme consent is different from the SDM who 

registers eHealth and gives sharing consent on behalf of the participant in the previous step or 

the participant does not need to go through Express Registration by SDM. 

i. 
Check the disclaimers for enrolment 
to PDCC.

 

 

ii. 
Fill in parent/ legal guardian’s personal 

information according to participant’s 

programme consent form, and click 

[Next] after disclaimer for programme 

consent checked.
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Step 4: Confirmation

a. 
Review the Participant Information, eHealth Registration and Programme. Then click [Confirm].

b. 
Enrolment completed successfully.  

 

Information 

of Step 1 

Information 

of Step 2 

Information 

of Step 3 

Once [Confirm] is clicked, 

PDCC Participant 

Enrolment is completed. 
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c. 
Notification will be sent through SMS to 

mobile device with a pre-registered number 

after the whole enrolment process 

completed.

SMS Sample

d.  
For Dentist, click [Go to Consultation] to redirect to Health Profile and start PDCC consultation.

Primary Dental Co-care Pilot Scheme for Adolescents: You've 
successfully enrolled in PDCC. Your dentist is XXX. If you wish 
to obtain the enrolment documents, you may download 
them from 
https://www.communitydental.gov.hk/en/pdcc/public/how_
to_enrol.html. Enquiry: 2111 3830 (eHR No.: xxxx-xxxx-xxxx)

青少年護齒共同治理先導計劃：閣下已成功登記參加青

少年護齒共同治理先導計劃。你的牙醫已選定爲 XXX。

如想索取本計劃的登記資料附件，請即上 

https://www.communitydental.gov.hk/tc/pdcc/public/how_t

o_enrol.html 下載。查詢：2111 3830〈醫健通號碼：

xxxx-xxxx-xxxx〉

https://www.communitydental.gov.hk/en/pdcc/public/how_to_enrol.html
https://www.communitydental.gov.hk/en/pdcc/public/how_to_enrol.html
https://www.communitydental.gov.hk/tc/pdcc/public/how_to_enrol.html
https://www.communitydental.gov.hk/tc/pdcc/public/how_to_enrol.html
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Login by Dentist, three navigation of action buttons will be displayed.

eHealth Service landing 

 

 

 
Participant Enrolment 

 

 

 
Health Profile 

Login by Clinic Admin, two navigation of action buttons will be displayed. 

eHealth Service landing Participant Enrolment
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5.3. Common Questions

 

A. How to enrol the participant who previously has registered eHealth 
with Birth Certificate?

Ans:

Follow 5.2 Step 1 to input participant’s information. 

PDCC participants who previously joined eHealth with Birth Certificate can enrol to PDCC using HKID card.

 

B. How to pair the desired dentist?

Ans:

Login by Clinic Administrator 

Assigned Dentist field is blank. Select “Assigned 

Dentist” from drop-down menu. 

Login by Dentist 

Assigned Dentist field will be defaulted to login 

account.  

Default Blank.  

Drop-down list includes all PDCC 

Dentists under the logged in HCP. 

Only allowed to select logged in Dentist. 
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6. How to complete the consultation 
documentation for the participant?  

a. 
Click [Health Profile] under “Clinical”.  

b. 
There are 2 methods: Smart ID and Manual input. 

Smart ID is the most preferred means. Ask the 

participant to insert the Smart ID into the card 

reader.  

c. 
Click [Click here].  

d. 
Reading Smart ID in progress. 

Return the Smart ID to participant. 

After enrolling in the programme, the Clinic service will start with [Health Profile]. It serves as 
a one-stop entry to manage the health events for participants in PDCC.  
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Health Profile page

Panel of Participant’s Particulars 

The participant’s particulars including name, HKIC No., DOB, age and sex are displayed. [Allergy & ADR] will be 

directed to eHealth Viewer for details. 

Subsidisation Quota of Dental Consultation 

Quota balance of the participant’s management plan will be shown.  

Clinical Team 

Clinical Team includes details of the paired Private Dentist, Dental Hygienist and related professionals who 

provide clinical services to the participant under the programme. 

Clinical Progress 

Display of the clinical records under the current active PDCC service. Status of “Attendance”, “Clinical Note” and 

“Payment Checkout” are shown under Checklist. 
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View / Add Allergy & ADR 

a.  
The grey box indicates participant has no allergy or ADR record in eHealth.

The red box indicates participant has allergy or ADR record in eHealth. 

b. 
Click the [Allergy & ADR] red box and click [Yes] to redirect to eHR Viewer.  

c. 
View or update the records if necessary.

For details of allergy and adverse drug reaction record in eHR Viewer, please refer to Section of 

Allergy & Adverse Drug Reaction Record in [G73] User Guide for eHR Viewer and [G104] User 

Guide for Allergy and Adverse Drug Reaction (ADR) Input Module.  

 

 

Points to Note 

Save your records before you leave. If you are redirected to eHR Viewer from PDCC IT 

Module, any unsaved records in PDCC IT Module will be lost.
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6.1 To register attendance

It is advised to register attendance every time when the participant comes to your service location for PDCC 

healthcare services. The participant’s attendance can be recorded electronically in [Health Profile].

After login to eHealth+ Portal, go to [eHealth Services], and search the participant by his / her 

HKID No. For details of Health Profile of the participant, please refer to Section 6 Health Profile. 

 
 

a. 
Click [Attendance] under “Clinical Progress”. 

 

b. 
There are 2 methods to register attendance for PDCC services. 

Select [Method 1 - Smart ID] or [Method 2 – One-Time Password]. 

Method 1 

Smart ID   

Method 2 

One-Time Password 
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A. Method 1 : Smart ID

i.  
Ask participant to insert the Smart HKIC into the 
card reader.

ii.  
Click on Method 1 Smart ID icon.

 

iii. 
Reading Smart HKIC in progress.  

iv. 
Return the Smart HKIC to participant.

v. 
Click [Confirm].  

vi. 
Attendance record has been saved successfully. 
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B. Method 2 : One-Time Password 

i.  
Click [Send] to obtain One-Time Password, which will 

be sent via SMS to the participant’s registered 

mobile phone number. 

ii.  
Send successfully.  

iii.  
A One-Time Password will be sent via SMS to the 

participant’s registered mobile phone number. 

 

iv. 
Enter the 4-digit One-Time Password received within 

3 minutes. Then click [Confirm].  

v. 
Attendance record has been saved successfully.  

A One-Time Password will be sent through SMS or Email to participant’s eHealth registered 
mobile phone number or Email address respectively, based on the preselected 
communication means. 

Primary Dental Co-care Pilot 
Scheme for Adolescents: Your One 
time password is LHAC-4382.

青少年護齒共同治理先導計劃: 

你的一次性密碼是 LHAC-4382。
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c. 
A new line of “Consultation” will be created as below. The “Date” indicates the date of service provision. 

[Attendance  ] icon under Checklist will be marked as ✔.

d. 
A notification for receiving PDCC service will be 

sent to the participant’s eHealth registered 

communication means (SMS or Email) after 

attendance record is registered.  

  

  

 

Sample of SMS notification

Primary Dental Co-care Pilot Scheme 
for Adolescents: You have received 
service from VHC4 & HOSP on 10-Jan-
2025. Enquiry:  21113830 (eHR No.: 
22944236xxxx)

青少年護齒共同治理先導計劃：閣下於

2025年 01月 10日接受了虛擬醫院(官方)

提供的服務。查詢：21113830〈醫健通號

碼：76301448xxxx〉
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C. How to Register Attendance when Smart ID and OTP both Failed?

The Healthcare Service Providers / Clinical Assistant must state the 
reason for choosing this method of attendance taking and upload the 
pre-filled attendance sheet with signatures from both of the 
Healthcare Service Providers and the relevant Scheme Participant to 
the PDCC IT Module. 

a. 
Click [Cannot Register?] to proceed.  

b. 
Click [Print Attendance Sheet]. 

c. 
Preview the attendance sheet. Click print icon. 

d. 
Signatures are required from the Healthcare Service 

Providers and the relevant scheme participant. 

In unexpected situation where attendance registration by Smart ID or OTP is not feasible 
due to location or technical constraints, the Healthcare Service Providers / Clinic 
Administrator can generate a pre-filled attendance sheet, which requires the signatures 
from both of the Healthcare Service Providers and the relevant Scheme Participant, from 

the PDCC IT Module.  
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e. 
Click [Browse] to upload the signed attendance 

sheet. 

 

f. 
Review the attendance sheet at the right-hand side.  

Click [Save] to proceed.  

g. 
It is required to enter reason for using attendance 

sheet. Input the reason and click [Confirm].  

h. 
The attendance record has been saved successfully. 

Click [Close] to return to Clinical Progress.  
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i. 
A new line of “Consultation” will be created as below. The “Date” indicates the date of service provision. 

[Attendance ] icon under Checklist will be marked as ✔.

j. 
A notification for receiving PDCC service will also 

be applied to attendance sheet.  

 

  

 

Sample of SMS notification

Primary Dental Co-care Pilot Scheme 
for Adolescents: You have received 
service from VHC4 & HOSP on 10-Jan-
2025. Enquiry:  21113830 (eHR No.: 
22944236xxxx)

青少年護齒共同治理先導計劃：閣下於

2025年 01月 10日接受了虛擬醫院(官方)

提供的服務。查詢：21113830〈醫健通號

碼：76301448xxxx〉
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D. Points to Note

Who can register attendance for the PDCC participants? 

Healthcare Service Providers and their Clinic Assistants of the HCP are able to register attendance. 

When should I register attendance for the participant? 

Only today’s attendance can be registered in PDCC IT System. It is strongly recommended to register 

attendance when the participant comes to your service location to receive PDCC services. Delayed attendance 

registration may lead to failure of payment checkout and reimbursement. 

In unexpected situation where the use of PDCC IT module is not feasible due 

to location or technical constraint, the Healthcare Service Providers shall 

create the consultation note as soon as possible after the use of PDCC IT 

module is resumed.

It is allowed to register the attendance within seven calendar days from the 

date of service provision. e.g., The latest date to backdate attendance register 

for the consultation conducted on 10 Oct (Day 0) would be 17 Oct (Day 7).

Pre-filled attendance sheet  

The Healthcare Service Providers / Clinical Assistant must state the reason for choosing this method of 

attendance taking and upload the pre-filled attendance sheet with signatures from both of the Healthcare 

Service Providers and the relevant Scheme Participant to PDCC IT Module.



 Primary Dental Co-care Pilot Scheme for Adolescents (PDCC) 

 

P.45 

User Manual for Primary Dental Co-care Pilot Scheme for Adolescents IT Module [G176] 

Prepared by Project Team, IT & HI, HA <Restricted> 

 

After registered the attendance for the participant, healthcare professionals and their clinical 
administrators can document the clinical progress and clinical note when provides the dental 
consultation services. 

 

Different users have various access rights within documentation. Planning ahead to optimize 
the use of these accounts can help streamline the overall dental consultation process. 

 6.2 

 6.3 

 6.4
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6.2 To fill the Oral Health Questionnaire by Clinical Admin

a. 
To enter as a Clinical Admin and click [Clinical Note] 

icon to proceed.  

b. 
Fill the [Oral Health Questionnaire]. 

c. 
Click [Save Draft].  

d. 
Save successfully and click [OK].  

e. 
The consultation under Treatment Activity 

will be marked as ✔.  

 

f. 
Click [Cancel] and back to Clinical Progress. The line of “Consultation” will be updated with the 

[Clinical Note ] icon under Checklist marked as ✔ in yellow.  

Clinical Administrators can only fill the Oral Health Questionnaire in Clinical Note and save as draft.  



 Primary Dental Co-care Pilot Scheme for Adolescents (PDCC) 

 

P.47 

User Manual for Primary Dental Co-care Pilot Scheme for Adolescents IT Module [G176] 

Prepared by Project Team, IT & HI, HA <Restricted> 

 

6.3 To complete clinical documentation by Dental 
Hygienist/Dentist

a.  
To enter as a Dental Hygienist / Dentist and click [Clinical Note] icon to proceed. 

b. 
Check Oral Health Questionnaire. Complete the clinical documentation in [Assessment], [Dental X-ray], 

[Management].  

Dental Hygienists can complete the clinical documentation and save as draft, while only 
Dentists can enter to Medication to order prescribed medicines.  

Tips: * states Mandatory fields.  
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c. 
To complete the clinical documentation in [Assessment], including Past Medical History, Dental Charting, Other 

Dental Problem, Basic Periodontal Examination (BPE) or simplified Basic Periodontal Examination (sBPE), 

Overall Impression of Plaque Control and Clinical Notes. 

d. 
To complete the clinical documentation in [Dental X-ray] for Self-finance Dental X-ray.  
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e. 
To complete the clinical documentation in [Management] with Subsidized Treatment, Self-finance Treatment 

and Oral Hygiene Instruction. For more information, click ⓘ for recommendations.

f.  
To order prescribed medicines in [Medication] to the participant if needed only when login as Dentist.
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g. 
Click [Save Draft].  

h. 
Save successfully and click [OK]. 

i. 
The consultation under Treatment Activity 

will be marked as ✔.  

 

j. 
Click [Cancel] and back to Clinical Progress. The line of “Consultation” will be updated with the 

[Clinical Note ] icon under Checklist marked as ✔ in yellow.  
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6.4 To sign off the Consultation Note by Dentist

a.  
To enter as a Dentist and click [Clinical Note] icon to 

proceed.  

b.  
Complete and review the clinical documentation. 

c. 
Click [Sign Off].  

d. 
If any mandatory fields are not completed, a 

prompt will appear to remind you to enter the 

results. 

e.  
If all mandatory fields are entered, click [Sign Off] to confirm. 

f.  
Reminder will be prompt to remind to complete payment checkout for reimbursement. 

Dentists can review the documentation once the Clinical Admin and/or Dental Hygienists 
have completed and saved the clinical note as a draft. If no further amendments, dentists can 
sign off the clinical note to proceed next steps. 
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g.  

The line of “Consultation” will be updated with the [Clinical Note ] icon under Checklist marked as ✔ in 

Green.  

h.  
The Consultation Record will be uploaded to eHR Viewer. Click [Clinical] > [eHR Viewer] to explore.

i. 
Consultation History can be reviewed by clicking the [Clinical Note] icon.

Or Check [Treatment Activity] and click [Detail].
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6.5 Common Questions
A. How to handle a wrong entry?

Before Payment Checkout & Before Sign Off 

Edit - When the Clinical Note as a draft 

 

 

a. 
To enter as a Dentist and click [Clinical Note] icon to 

proceed.  

b.  
Click [Save Draft] to save the new changes.  

Before Payment Checkout & Signed Off 

Edit - When the Clinical Note has been signed off 

 

 

a.  
To enter as a Dentist and click [Clinical Note] icon to 

proceed.  

b.  
Click [Unsign] to release the clinical note for 

changes. 

c.  
Click [Save Draft] to save as a draft and can be edit 

by Dental Hygienist and Clinical Administrator. 

Click [Sign Off] to sign off the latest version of 
clinical documentation to proceed next step. 
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Before Payment Checkout & Signed Off 

Delete – When the Clinical Note has been signed off 

 

a. 
Click [Delete] to remove the documentation 
record.

 

 

After Payment Checkout 

Edit - Only the fields other than Treatment items can be edit 

a.  
To enter as a Dentist and click [Clinical Note] icon to 

proceed.  

b.  
Click [Unsign] to release the clinical note for 

changes. 

c. 
Click [Sign Off] to sign off the latest version of 
clinical documentation.
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B. Clinical Documentation supports subsequence follow-ups

When the participant attends follow-up visits, consultation notes can be documented accordingly.

a.  
After Registered the Attendance, and then click 

[Clinical Note] icon to proceed.  

b. 
Enter the clinical records. 

Remarks: Dimmed sections or a remark will appear for fields 
that do not require re-entry in subsequent follow-ups. 

c.  
Input the treatment or other records for this visit and then click [Sign Off]. 

d. 
Click [Sign Off] to confirm. 

e. 
Reminder will be prompt to remind to complete 

payment checkout for reimbursement. 

With Remaining Quota nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn  
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f.  

The line of “Consultation” will be updated with the [Clinical Note ] icon under Checklist marked as ✔ in 

Green.  

g.  
The Consultation Record will be uploaded to eHR Viewer. Click [Clinical] > [eHR Viewer] to explore.
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a. 
After Registered the Attendance, and then click 

[Clinical Note] icon to proceed.  

b. 
Enter the clinical records. 

Remarks: Dimmed sections or a remark will appear for fields 
that do not require re-entry in subsequent follow-ups. 

c. 
Completed the documentation and then click [Sign 

Off].  

d. 
Click [Sign Off] to confirm. 

e. 

The line of “Consultation” will be updated with the [Clinical Note ] icon under Checklist marked as ✔ in 

Green.  

Run out of Subsidized Quota nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn 
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f.  
The Consultation Record will be uploaded to eHR Viewer. Click [Clinical] > [eHR Viewer] to explore.

g.  
Click [Payment Checkout] icon to proceed. 

h. 
Payment Checkout will proceed as usual if there is a remaining quota. However, it cannot proceed if there is no 

quota left for dental consultations.
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C. How to backdate the Consultation Note?

In unexpected situation where the use of PDCC IT module is not feasible due to location or technical 
constraint, the Healthcare Service Providers shall create the consultation note as soon as possible after the 
use of PDCC IT module is resumed.

a. 
Login as Relieving Dentist and Click [Health Profile] 

under “Clinical”.  

b. 
Click [Click here] to insert HKIC card OR enter HKIC 

No. to search participant.  

c. 
Click [Clinical Note] to document clinical records.  

d. 
Select the [Consultation Date] that provided service. 

e. 
Complete the clinical documentation in [Oral 
Health Questionnaire], [Assessment], [Dental X-ray], 
[Management], [Medication] and then Click [Sign 
Off].
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f. 
Click [Sign Off] to confirm. 

g. 
Reminder will be prompt to remind to complete 

payment checkout for reimbursement. Relieving 

dentist should complete the payment checkout in 

the service location provided dental consultation. 

h.  
Click [Attendance] to register attendance.  

i. 
Select the reason of late attendance registration. 

j. 
Apply either one method to register attendance and 

then click [Confirm].  

k. 
Attendance record has been saved successfully. 
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For details of Attendance Registration methods, please refer to Section 6.1 To Register 

Attendance for a PDCC participant. 

l. 

The line of “Consultation” will be updated with the [Attendance ] icon under Checklist marked as ✔ in 

Green.  
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D. How the Relieving Dentist completes the consultation note when the 
paired dentist is not available? 

Every qualified private dentist can designate up to 10 relieving dentists, who are authorized to provide 
clinical services in his/her absence.

a. 
Login as Relieving Dentist and Click [Health Profile] 

under “Clinical”.  

b. 
Click [Click here] to insert HKIC card to search 

participant.  

c.  
Click [Attendance] to register attendance.  

d. 
Attendance record has been saved successfully. 
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e. 
Click [Clinical Note] icon to proceed.  

f. 
Complete the clinical documentation in [Oral Health 

Questionnaire], [Assessment], [Dental X-ray], 

[Management], [Medication].  

g. 
Click [Sign Off].  

h. 
Click [Sign Off] to confirm. 

i. 
Reminder will be prompt to remind to complete payment checkout for reimbursement. Relieving dentist 

should complete the payment checkout in the service location provided dental consultation.  

Remarks: If a relieving dentist completes a dental consultation, the reimbursement will be credited to the paired dentist's account. 
Please coordinate with the paired dentist regarding the reimbursement arrangement. 
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j. 

The line of “Consultation” will be updated with the [Clinical Note ] icon under Checklist marked as ✔ in 

Green.  

k.  
The Consultation Record will be uploaded to eHR Viewer. Click [Clinical] > [eHR Viewer] to explore.
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7. Print Out Letters
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7. Print Out Letters 

Our PDCC IT system includes four ready-to-use letter templates to help dentists quickly create:

1. Patient-friendly consultation summaries (in Chinese/English) to support health empowerment.
2. General letters for routine communication.
3. Referral letters to streamline care coordination.:

Patient Copy (Chinese) Patient Copy (English) General letter Referral letter

7.1 Patient Copy (English & Chinese Version)

a.  
After completing the clinical note, press [Letter] to start writing a letter. 
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b. 
Dentist could select Chinese or English version of Patient Copy.

c. 
The Assessment, Dental X-ray, Treatment, and Oral Hygiene Instructions Dentist entered in the clinical notes 

will automatically appear in the patient’s copy. If needed, Dentist can add extra information in the "Additional 

Information" box at the end. 
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d. 
The entered information will be displayed on the printout of referral letter (Appendix E). Click [Save].

e. 
Print the Letter with the printer icon.  

f. 
Click [Print].  

g. 
A new letter record is added under Checklist.  
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7.2 Referral Letter / General Letter

a. 
After completing the clinical note, press [Letter] to start writing a letter. 

b. 
Select [Referral Letter] / [General Letter]. 

 

 

c. 
Reason for referral / Topic, Clinical details, Management plan / Remarks are all mandatory fields before saving 

the letter. The entered information will be displayed on the printout of referral letter. (Appendix C)

Click [Save].
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d.  
Print the Letter with the printer icon.  

e. 
Click [Print].  

f. 
A new letter record is added under Checklist.  
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Points to Note 

Referral Letter and General Letter will be uploaded to eHealth. 
Healthcare professional can review it in eHR Viewer on need-to-know basis.

Each time a Healthcare Professional 

accesses a participant’s eHealth 

Viewer, a notification will be sent 

based on their chosen 

communication method, unless they 

opt out.

你的電子健康紀錄在 05/03/2025 

15:53 已被虛擬醫院的牙醫王健康取

覽（編號:319891323426 / 查

詢:34676300）
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7.3 How to View / Edit the Letters?

a.  
Click the icon of Clinical Note next to the letter.

b.  
Or retrieve the Letter from “Letter” under “Service Summary”. Click [Details].

c.  
Edit the letter by clicking [Edit]. 
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d. 
Click [Edit]. 

e.  
Save the changes or delete the letter. 
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8. Proceed to Payment Checkout when the 
consultation has completed 

9. Reimbursement can be submitted once 
completed Payment Checkout
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8. Proceed to Payment Checkout when the 
consultation has completed  

After recording attendance and completing the clinical note, the Dentist or Clinical Administrator can 
proceed to Payment Checkout. It is recommended to complete the Payment Checkout immediately 
after finalizing the clinical note to facilitate a successful reimbursement process. 

a. 
Click [Payment Checkout ] over the same record.

b. 
Check the disclaimer. Click [Save].  

c. 
Click [Yes] to confirm the payment. 

After payment done, the participant will receive a 

notification.
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d. 
A notification for payment checkout of PDCC service will be sent to the participant’s eHealth registered 

communication means (SMS, email or postal).  

 
 

Sample : SMS notification in English 

 

 

 
 

Sample : SMS notification in Chinese 

 
 

e.  
The consultation is completed. The corresponding service quota for subsidy will be deducted. 

 

 
 

f. 
Reimbursement can be done only after 3 steps of “Attendance”, “Clinical Note” & “Payment Checkout” have 

been completed. 

 

 
 

 
For details of Reimbursement, please refer to Section 9 Reimbursement.

Primary Dental Co-care Pilot Scheme for 
Adolescents: You have paid $200.00 of co-
payment fee and $500.00 of total additional 
charge for the service on 08-Jul-2024. 
Enquiry: 2111 3830 (eHR No.: 
163428330951) No.: 340635242510)

青少年護齒共同治理先導計劃：閣下於

2025年 03月 03日之服務的共付額為

$200.00和額外費用總額為$500.00。查

詢：2111 3830〈醫健通號碼：

856081893423〉
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g.  
If Dentist / Clinic Assistant would like to edit the 

copayment amount, click [    ] button. 

  
A disclaimer will be displayed. The amount is 

allowed to reduce only, and has to be ≥ 0. In the 

following example, [Scaling] can be adjusted from 

$0 - $150. 

h. 
If there is no more quota left, you will encounter 

below message when a new payment checkout is 

selected.

 

i. 
If additional charging is needed, click [🔘 Yes]. Enter the amount of payment and select the chargeable item.  
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Point to note

 The saved “Co-payment Amount” would be reflected in the eHealth App and 

notification as usual practice.  

 If a HSL has not been registered in [User Profile Management], warning 
reminder would be prompted at [Payment Checkout] as below. Please contact 
PDCC Programme Office for HSL setup.
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9. Reimbursement can be submitted once 
completed Payment Checkout 

Dentist can submit their own PDCC claims  

to Programme Office anytime. 

a. 
Click [Submit Reimbursement] under “Payment & 

Charging”.

 

b. 
Click [Details] to see the breakdown. 
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c.  
Check the record(s) for reimbursement. Click [Submit].

d.  
Status will be updated from Ready for Submission to Submitted. 

e.  
Click [Submitted] to check the submission history. 

f. 
Upon successful review by the PO and approval by the Budget Holder, the payment will be processed to the 
dentist's selected bank account.
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10. Administration Features
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10. Administration Features 
10.1 Download Reports

A. PDCC Participant Enrolment Report

Dentists and Clinic Administrators are able to download the Participant Enrolment List at Report Centre, which 

includes the basic information of enrolled participants.

a. 
Click [Report Centre] under “Administrative”. 

b. 
Select [Participant Enrolment List]. 

c. 
Select the programme and enrolment date for the 

report. Enter the enrolment date range, and click 

[Next]. 

 

d. 
Go to My Requested Reports anytime to retrieve 

the reports. 

e. 
Click to download the participant enrolment list.  
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f. 
Click [Participant Enrolment List] to download the zip file for the report.

g. 
Unzip the zip file with the passcode sent to the user’s eHealth communication means (i.e., SMS or email).

Remarks: It’s recommended to utilize 7-zip to decompress the folder. 

For Dentist: The list includes all enrolled cases paired with the dentist. 
For Clinic Admin: The list includes all enrolled cases under the HCP of the paired dentists. 

Sample of Participant Enrolment List 

Data fields at a glance 

Participant Name Enrolment Status Enrolment Date eHR No.

Phone (Mobile) Paired Dentist (Full Name) Paired Dentist (UID) Programme 

Programme Status Programme Start Date Programme End Date
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B. Reimbursement Report

Dentists are able to download the Reimbursement Report at Report Centre, which includes the submitted 

reimbursement records by individual.

a. 
Click [Report Centre] under “Administrative”. 

 

b. 
Select [Reimbursement Report]. 

 

c. 
Select the programme for the report. 
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d. 
Select the reimbursement status as a filter for the report. 

Submitted Reimbursement is submitted 

 
Reviewed Submitted reimbursement is reviewed by Programme Office 

 
Approved Reviewed reimbursement is approved by Programme Office.

Claimed It is not applicable to records of PDCC. 

e. 
Range the submission date for the 

report, the maximum range is 31 days. 
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f. 
Go to My Requested Reports anytime to 

retrieve the reports. 

 

g. 
Click to view the report.  

 

Sample of Reimbursement Report 

Data fields at a glance 

Item Invoice No. Submission Date Reimbursement Status

Provider (HCP ID) Service Location (HCI ID) User (eHR UID) Participant Name

eHR No.  Service Service Type Service Received Date 

Reference No. 
Original Co-payment 

Amount 

Actual Co-payment 

Amount 
Subsidy Amount
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C. Payment Checking Report

Clinic Administrators are able to download the Payment Checking Report at Report Centre, which includes the 

submitted reimbursement records in the HCP.

a. 
Click [Report Centre] under “Administrative”. 

b. 
Select [Payment Checking Report Report]. 

c. 
Select the Programme for the 

report. 

 

d. 
Select the Reimbursement Status as 

a filter for the report.  
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e. 
Range the Claim Generation Date for the report. The 

maximum range is 31 days. 

f. 
Click [To My Requested Reports] to check the 

progress. 

g. 
The report is ready for download when the Status 

becomes “Ready”. 

Definitions of report status:  
1. Pending - Submitted but not yet processed 
request 
2. Ready - Submitted and processed request  
3. Expired - Downloaded request 

 

h. 
Click [Payment Checking Report] to download the zip file for the report.
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i. 
Unzip the zip file with the passcode sent to the user’s eHealth communication means (i.e., SMS or email).

Remarks: It’s recommended to utilize 7-zip to decompress the folder. 

Sample of Payment Checking Report (Excel Format) 

Data fields at a glance

Item Invoice No. Submission Date Reimbursement Status 

Provider (HCP ID) Service Location (HCI ID) User (eHR UID) Participant Name 

eHR No.  Service Service Type Service Received Date 

Reference No. Original Co-payment Amount 
Actual Co-payment 

Amount 
Subsidy Amount 

Bank Account Name Bank Account Number
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10.2 Enquiry Participant Enrolment Information

a. 
Go to [Participant Management].  

b. 
Select type of participant information. 

c. 
Enter the identity number. 

 

d. 
Go to “Show Details”.  

When the Participant has a new HKIC, Dentist could update the PDCC IT module with the 
new HKIC symbol if necessary.  
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e. 
The current HKIC Symbol is listed under [Participant Information].  

Click [Update] for updating HKIC symbol. 

f. 
Select a new HKIC symbol from the list.  

g. 
Confirm the update. 

h. 
HKIC symbol is updated.  
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11. Participants can check their 

eHealth App for Consultation 

Transaction History
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11. Participant can check their eHealth 
App for Consultation Transaction History 

After completed the payment checkout, participants who downloaded eHealth App can check the 
consultation history. For those who registered eHealth with Substitute Decision Maker (SDM), can also 
check the records through their SDM’s registered accounts.

a. 
Login eHealth App and click 

[Health Programme] 

b.  
Or click [Health Programme].

c.  
Click [Primary Dental Co-care 

Pilot Scheme for Adolescents] 

to view more details. 

d. 
Check the consultation 

records. 
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How to check in Substitute Decision Maker’s phone? 

a. 
Login eHealth App. 

b.  
Select Caree’s profile. 

c.  
Switching to Caree’s profile. 

d. 
Click Health Programme to 

check the consultation 

records.  

e. 
Select PDCC. 

f. 
Check the consultation history. 
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Helpdesk Support List 
 

PDCC Programme Office eHealth Healthcare Staff Hotline eHealth Technical Support Hotline 

2111 3830 3467 6230 

9am – 9pm (Mon – Fri) 

excluding public holidays 

3467 6250 

9am – 9pm (Mon – Fri) 

excluding public holidays 
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Appendices
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Appendices 

Appendix A – PDCC Consultation Summary
(Page 1 of 3)
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Appendix A – PDCC Consultation Summary
(Page 2 of 3)
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Appendix A – PDCC Consultation Summary
(Page 3 of 3)
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Appendix B – Consultation Summary on eHealth 
Viewer 
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Appendix C – Referral Letter
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Appendix D – General Letter
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Appendix E – Patient Copy (Chinese)
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Appendix E – Patient Copy (English)
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