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Ho Ming Primary School

(Sponsored by Sik Sik Yuen)
Electronic Payment System
Parent User Manual

(2024-2025 Academic Year)

Student Name:

Class

Class Number:

*Please keep this booklet as a reference for payment
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A. Purpose of Setting Up the Electronic Payment System

Our school aims to improve the fee collection system by using
information technology to handle administrative tasks, with the

following benefits:

1. Streamlining the fee collection process through automated

procedures, simplifying daily payment tasks.

2. Allowing teachers to dedicate more time to teaching activities, as

they no longer need to spend valuable time on fee collection.

3. Providing parents with clear details of their child’s payments and
payment status. Parents can easily access their child’s account records

at any time.

4. Enabling parents to pay fees conveniently and accurately by
bringing the barcode-printed “Student PPS Account” and the
electronic payment notice to any Circle K convenience store or by

using PPS for phone or online transfers.

5. Reducing the risk of students carrying large amounts of cash to

school.



B. Introduction to the Electronic Payment System

1. Our school uses the PPS transaction system to facilitate electronic

payments, handling fee collection through automated procedures.

2. Parents can choose various methods to top up their child’s

“Student PPS Account” for school payments.

3. The school will deduct the relevant amounts from the “Student

PPS Account” as needed by payment purposes.

C. Items Covered by Electronic Payment
1. Items included in the electronic payment system:

* Book fees, registration fees for various interest classes, activity
fees for multiple intelligence programs, fees for specific purposes,
Parent-Teacher Association membership fees, transportation fees for

visits, supplementary material fees, etc.
2. Items not included in the electronic payment system:

» Items or services purchased directly from suppliers, such as
student photos, textbooks, uniforms, CDs, publications, lunch fees,

school bus fees, and fundraising activities.

» Registration fees for activities and competitions involving
individual students, such as off-campus activities and overseas
exchange programs, as well as purchases like sports jerseys, school

supplies, musical instruments, etc.



D. Payment Procedures
1. School Issuance of Electronic Payment Notice

» The school will issue notices for fees to be collected through

the electronic payment system.

» The notice will specify the amount to be deducted and the

deduction date.

2. Parents Top Up the Student’s PPS Account to Ensure Sufficient
Funds on Deduction Day

» The specified electronic payment amount will be deducted

from the student’s PPS account.

» Parents are requested to make payments via phone, online, or
by bringing the “Student PPS Account” with a barcode to any

Circle K convenience store counter.

(The barcode for the student’s PPS account is attached in the student
handbook on the “Computer Label” page, P.36).

3. The school will tally the number of payees and deduct the

specified amounts on the designated day.

* Deductions will occur at least five working days after the
notice is issued, allowing parents sufficient time to top up their child’s

electronic account. 5



» If the payment deduction fails on the scheduled day (e.g., due
to insufficient funds in the student’s account), the school will attempt
the deduction again the following day. If the deduction still fails, the

class teacher will contact the parents.

» Parents can check payment details via the eClass website or

the parent mobile app.

E. Payment Methods

1. Parents can use Method 1: PPS by phone or Method 2: PPS
online to top up their child’s account; alternatively, they can
choose Method 3: visit Circle K to use the “Counter Bill

Payment Service.”

Method 1: Paying via Telephone

[E—

Call 18033.
2. Enter the 5-digit payment code.
3. Enter the school’s merchant number 6485 (8-digit student ID).

(The bill number 1s posted on the “Computer Label” page 36
of the student handbook.)

4. Enter the specified bill number.

5. Enter the payment amount.



6. Listen carefully and record the 6-digit payment confirmation

number

for your records.

Method 2: Paying Online

1. Visit the website www.ppshk.com.

2. Log in using your payment account number and online
password.

3. Select “Pay Bill.”

4. Choose the appropriate bill and then click “Pay.”

5. Enter the payment amount and click “Continue.”

6. After receiving the confirmation message, you can print or
save it for your records.

**(Steps to Open a Payment Account and Register a Bill. Please refer

to pages 11-14 for details.)

Method 3: Paying at Convenience Stores Using the “Counter Bill

Payment Service”

Please bring the computer barcode to any Circle K Convenience Store,
VanGO, or China Resources Vanguard Convenience Store. Pay the

amount as indicated in the payment notice.
5
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**(The computer barcode for the student’s payment account is posted

on page 36 of the student handbook under “Computer Label)

**Note: Parents are advised to keep the payment receipt safely for

future reference.
Location of the “Counter Bill Payment Service
OK Convenience Stores in Tin Shui Wai :

® Shops 109 & 110 Tin Yan Shopping Centre, Tin Shui Wai, N.T.

® Shop No. L30, G/F., Grandeur Terrace, Tin Shui Wai Town Lot
No. 28, Yuen Long

® Shop No.L026, Level 1, Tin Shui Shopping Centre, Tin Shui (I &
IT) Estate, 9 Tin Shui Road, Tin Shui Wai, Yuen Long, N.T.

® MTR Station Shop TIS 46 at Tin Shui Wai Station

® Shop No.003 G/F., Tin Shing Shopping Centre, Tin Shui Wai,
N.T.

® Shop No. LG12, Lower Gr8und 1 Floor,Commercial/Car Park
Block,Tin Yiu Estate, Tin Wu Road, Tin Shui Wai,New
Territories, Hong Kong

® Shop Nos. S115 and S116, First Floor, T Town South, Tin Chung
Court, 30 Tin Wah Road, Tin Shui Wai



® Shop Nos. L12 & L13 Outside the Commercial/ Carpark Block
Grandeur Terrace No.88 Tin Shui Road Yuen Long New
Territories

® Shop Nos. G76 and G79A on Ground Floor of +Woo Phase 1, 12-
18 Tin Yan Road, Tin Shui Wai, N.T.

(For other areas, please refer to the relevant details.)

**The above locations are subject to updates on the website.



F. View Payment Details

Parents can use their “Parent Login Name and Password” to access the
school’s intranet eClass website or the eClass Parent App to view

payment details.

**(The Parent Login Name and Password are posted on page 36 of the
student handbook under “Computer Label)

1. Install the eClass Parent App on your mobile device. After
logging in, select “Payment Records” to view the electronic

payment details.
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2. Log in to the school s intranet eClass website, click on

Smart Card”
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Administrative Fee for Value-Added Services

Parents must bear an “Administrative Fee for Value-Added Services”
each time when they add value at Circle K convenience stores with

cash or through telephone/online payment. The fees are as follows:

Top-Up Methods Top-Up Administrative Fee
Top-Up via Telephone /
HKD 2.20 per transaction
Online Payment Services
Top-Up with Cash at CircleK,
China Resources Vanguard stores, HKD 3.40 per transaction

or VanGo convenience stores

Examples:

1. Mr. Chan, a parent, uses online payment services to top up his
son’s “Student Payment Account” with HKD 500. Since the top-up
administrative fee of HKD 2.20 (effective from September 2016) is to
be borne by the parent, the remaining account balance will be HKD
497.80.

2. Mrs. Cheung, a parent, goes to a Circle K convenience store to

pay HKD 500 for her daughter’s tuition and supplementary exercise
fees. Including the top-up administrative fee of HKD 3.40, the total

amount to be topped up is HKD 503.40.
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G. Steps to Open a Payment Account
1. Preparation:
I. ATM Card

II. Prepare a 5-digit self-selected password to be used as the telephone

password.

II1. If you will use online payment, prepare an 8-digit self-selected

password to be used as the online password.

2. Bring your ATM card to any Payment Terminal (for terminal

locations in Yuen Long or Tin Shui Wai, please refer to page 15)

3. Select the language and then press “1” to open a new account.

’ =
4. Swipe your ATM card through the Payment Terminal reader, then

select “Bank Account.”

(Note: Do not select “Checking Account”; a regular savings account

will suffice.)

11



5. Enter your ATM card password

| -
.

d wrezEnizE Y
%\ -

6. Enter your mobile phone number to receive a “one-time

password” in the future.

7. Select the region

12



8. Enter a 5-digit self-selected password to be used as the telephone

password, and then re-enter the 5-digit telephone password.

| =3 !
S5eas

9. Set up an online password; if needed, press 1; if not needed,

press 3 (this will skip directly to step 11).

| DREPRE

10. Enter a self-selected 8-digit PPS online password, then re-enter

the 8-digit online password.

13



11. Retrieve the receipt with the PPS account number printed on it.
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Terminal Locations in Yuen Long or Tin Shui Wai

1. Shops 4 & 11, Yuen San Mansion, No.7-25 Yau San Street, Yuen Long

2. Shop A, G/F & M/F, Kit Man House, 1 Kuk Ting Street, Yuen Long

3. Shop E, G/F & Cockloft, Golden Hall Building, 49-63 Castle Peak Road, Yuen Long
4. Shop 7, G/F, Yuen Long Trade Centre, 99-109 Castle Peak Road, Yuen Long

5. Shop A, G/F, Fu Hing Building, 218-222 & 226-230 Castle Peak Road, Yuen Long
Shop No. L30, G/F, Grandeur Terrace, Town Lot No.28, Tin Shui Wai

=N o

Shop CX109 - 110, Tin Yan Shopping Centre, Tin Yan Estate, Tin Shui Wai

8. Shop No.L026, Level 1, Tin Shui Shopping Centre, Tin Shui (I & II) Estate, 9 Tin
Shui Road, Tin Shui Wai

9. Shop 1, G/F, Yuk Ping House, Long Ping Estate, Yuen Long

10. Shop A, G/F, Hung Min Building, 35-39 Tai Tong Road, Yuen Long

11. Shops 13A & 13E, G/F, Fu Shing Building, 9 Sai Ching Street, Yuen Long

12. Shop No.2, G/F, Coronet court, 2 Hung Tai Road, Hung Shui Kiu, Yuen Long

13. G/F, 32 Castle Peak Road, Yuen Long

14. Shop 6, Hung Fuk Shopping Centre, Hung Fuk Estate, Hung Shui Kiu, Yuen Long

15. Shop No. L003, Ground Floor, Tin Shing Shopping Centre, Tin Shing Court, 3 Tin
Ching Street, Tin Shui Wai

16. Shop No. LG12, LG1/F, Commercial/Car Park Block (Also known as Tin Yiu Plaza)
Tin Yiu Estate, Tin Wu Road, Tin Shui Wai

17. Shop 1, G/F, Yuk Ping House, Long Ping Estate, Yuen Long

18. SHOP 103 & 105 HONG SHUI HOUSE, SHUI PUI WAI ESTATE, YUEN LONG,

NT

19. Shop Nos. G76 and G79A on Ground Floor of +Woo Phase 1, Tin Shui Wai, N.T.
(For other areas, please refer to https://www.ppshk.com/index_c.html)

**The above locations are subject to updates on the website.
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H. Bill Registration Method

A. Steps to Register a Bill by Phone:

Please prepare your Payment Account Number and Bill Number.

l.

2.

3.

4.

Call 18013 and select ‘1’ to register the account.
Enter your Payment Account Number.
Enter the school’s merchant number: 6485.

Enter the school’s designated bill number (8-digit student ID).

The bill number is posted on page 36 of the student handbook under

“Computer Label.”

5.

**Each student needs to be registered individually, but each bill

only needs to be registered once.

B. Steps to Register a Bill via the Internet:

Please prepare your Payment Account Number, online password, bill

number, and mobile phone.

1. Go to the website www.ppshk.com.

2. Log in using your Payment Account Number and online password.
3. Select “Register Bill.”

4. Enter the bill information, the school’s merchant number (6485),
and the bill number.

16



5. Have your mobile phone ready to receive a one-time password.
6. Enter the one-time password to proceed with the registration.

7. Each student needs to be registered individually, but each bill only

needs to be registered once.

I. Important Notes

1. If parents have already opened a “PPS” account, please first
register the bill using the student’s intranet account number (the
school’s PPS merchant number: 6485).

2. To avoid additional administrative fees, regardless of the method
used to top up the student’s electronic account, it is recommended to
top up with at least HKD 200.

3. PPS updates its records at 7 PM daily. Topped-up amounts before
7 PM will be reflected after 10 AM the next working day. Amounts
topped up after 7 PM, on Saturdays, Sundays, and public holidays will
be reflected after 10 AM on the following working day. The school
requires at least five working days to process the top-up records for
the “Student Payment Account.”

4. The school will issue a notice at the beginning of each academic
year’s first semester to inform parents about the fees due for various
periods and will issue electronic payment notices detailing the

required amounts on time.

17



5. Parents should deposit sufficient funds in a timely manner to cover
each payment period to avoid having to top up again and pay

additional “PPS top-up administrative fees.”

6. If there are any difficulties, parents should proactively contact the

class teacher or relevant staff.

7. At the end of the semester, any remaining balance in the student’s
payment account will be carried over for use in the next academic

year.

8. The student’s payment account will be automatically terminated
when the student leaves the school, and any remaining balance will be

fully refunded to the parents.

J. Frequently Asked Questions

1. If the ATM card I am currently using has a credit card function, can

I choose the credit card account as the PPS account?

Answer: No. PPS only accepts savings and checking accounts for

payment purposes.

2. What should I do if I forget my PPS account number?

Answer: Please bring your ATM card to any PPS terminal and use the

“Check Account” function to retrieve your PPS account number.
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3. What should I do if I forget my PPS telephone password or online

password?

Answer: Please bring your ATM card to any PPS terminal and use the
“Change Password” function to set a new PPS telephone password or

online password.

4. If I cannot hear the transaction confirmation number due to line
issues when using PPS by phone, do I need to make the payment

again?

Answer: No. Parents only need to call 18013 and press “2” to check

the details of the most recent payment.

5. If T have two children studying at this school, how many bills do I

need to register?

Answer: We recommend registering twice, as each child has a

different student payment number.

6. Can a transaction be canceled if the amount was entered

incorrectly?

Answer: Once confirmed, the amount cannot be canceled.
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7. Why does the student’s card still show insufficient balance even

though the transfer was successful?

Answer: PPS updates its records from Monday to Friday at 7 PM,
excluding Saturdays, Sundays, and public holidays. Transfers made

after the update time will be processed on the next working day.

8. Do I need to register the student number every time I transfer

money via PPS?

Answer: No. You only need to register once before the first transfer;

subsequent transfers can be made directly via PPS.

9. If using a checking account as the PPS account, what should I be

aware of?

Answer: If the checking account has an overdraft facility, please

ensure there are sufficient funds in the account to avoid overdraft fees.
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